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Abstract Page

Title: Project PAL Resources

Project No: 98-4023 1993-94 Funding: $5000
Project Director: Peggy Keating-Butler Phone: 814-359-3069
Contact Person: Peggy keating-Butler Phone: 814-359-3069

Agency Address: Central Intermediate Unit 10 Development Center for

Adults, Centre County Vocational-Technical School, Pleasant Gap, PA,
16823

Purpose: To address the needs of coordinators, tutors and support staff of
the Pennsylvania Adult Literacy (PAL) Program at the CiU 10 Development
Center for Adults through the development of three manuals: a Tutor
Training Resource Manual for use by PAL coordinators in developing a 9/12
hour tutor-training session; a Tutor Handbook for volunteers; and a PAL
Coordinators Procedure Manual describing general job responsibilities.

Procedures: PAL coordinators and tutors were surveyed to assess needs;
professional sources on tutor training were reviewed; evalu~tive tools for
measuring program success were reviewed, revised, and developed,;
resources and ideas among coordinators and tutors were exchanged;
materials for manual development were compiled and created; manuals
were disseminated to coordinators and tutors for review and assessment.

Summary of Findings: Evaluation of PAL Resources was based on
completion of program objectives and on coordinators' (3) and tutors' (15)
formative and summative assessments. Project PAL Resources received
very favorable reviews by both coordinators and tutors.

Comments: Both the Tutor Training Resource Manual and the PAL
Coordinator Procedures Manual were designed to provide specific direction
within a context broad enough to allow for individual implementation.
However, where necessary--as in discussions on "Recruitment and

P omotion" and "Recognition Activities"--issues specific to a particular
county are addressed.

Products: Tutor Training Resource Manual; Tutor Handbook; PAL
Coordinator Procedures Manual; Final Report.

Descriptors:
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introduction

PAL Resources is the result of a 353 Special Project to develop
three manuals for use by coordinators of the Pennsylvania Adult Literacy
(PAL) Program at the Central Intermediate Unit 10 Development Center for
Adults.

The three manuals--a PAL Coordinator Procedures Manual, a
Tutor Training Resource Manual, and a Tutcr Handbook--were
developed during program year 1993-94 to address program needs as
assessed by PAL Coordinators from Centre, Clearfield and Clinton
counties. These coordinators, Barbara Strauss, Carolyn Greco, and Carol
Flanigan, respectively, provided generously of their ideas, resources, and
time. Without their cooperation, this project would not be possible.

Finally, this report summarizes the procedures in development of
PAL Resources, its content and assessments made by both coordinators
and tutors. lts intent is to provide other coordinators of tutor programs a
discussion on the nature and scope of Project PAL Resources.

A . Statement of the Problem

The DCA operates its PAL Program in Centre, Clearfield and Clinton
counties with a coordinator in each. To assure compliance to contract
obligations and consistency in program delivery, a Tri-County Coordinator
acts as intermediary among all. Phone, fax, and memo are the usual modes
of ccmmunication among coordinators, but three times a year,
coordinators meet to share program innovations, problems, assessments,
and/or whatever.

During a tri-annual meeting in October 1992, one coordinator's
question about a procedural matter opened a larger discussion: the need
for a procedures manual to address just such questions. In the absence of
such a procedures manual, practice had been to contact the tri-county or
other PAL coordinators for answers on questions about reporting, policy,
record keeping, etc. This practice, however, was too often a source of
delay and/or unnecessary expenditures through phone calls or fax
transmissions. Consensus was immediate: to save time and money, a
procedures manual was needed. But this decision raised another question:




What should it contain?

Since the PAL coordinator's main role is to train volunteer tutors to
be matched with students, an obvious component, (beyond day-to-day
program maintenance) to include would be one on how to train volunteers.
Although the DCA's veteren coordinators--Carolyn Greco, Barbara Strauss,
and Carol Flanigan--perceived themselves to be well informed in this
area, they attributed their expertise to the trial and error of experience
and, of course, to ongoing participation in staff development and training.
Initially, each had received only minimal on-hands training from outgoing
coordinators--a not unusual scenario in any workplace--and had had to
rely heavily on those extant cdocuments pertinent to the task at hand: the
PAL program's funding proposal to the state and the Volunteer Training
Project, a 353 Special Demonstration tutor training program developed by
Edith Gordon in 1984.

The Volunteer Training Project has been and is yet a staple in the
DCA's PAL Program; however, the DCA's coordinators saw an opportunity
to expand on Ms. Gordon's project (which is specific to training volunteers
who tutor students within the 5-8 skill level) with a general 9-12
orientation program. Again, keeping the new PAL coordinator in mind, the
group saw a need for an instructional approach, as in a procedures manual,
but relative to training tutors. Thus, the idea of a separate training
manual evolved. And, finally, as an extenstion of these ideas, the
coordinators agreed that the tutors themselves should have a reference
source, or a handbook, to take away with them after the training session.

B. Goals and Objectives

An outcome of the PAL coordinators' meeting was the decisicn by Tr.
County Coordinator, Peggy Keating-Butler, to undertake the project
outlined above with the assistance of Centre, Clearfield and Clinton
couties’ coordinators and funding through a 353 Special Demonstration
Project. As previewed in a mini-grant proposal drafted for this purpose,
Ms. Keating-Butler completed the foilowing objectives:

a. Compiled and created a Tutor Training Resource Manual for use by
PAL coordinators and their support staff in developing tutor training
sessions.
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C.

Compiled and created a Tutor Handbook for use by
volunteer tutors.

Wrote a PAL Coordinators Procedures Manual describing
job responsibilities in detail.

Wrote a final descriptive report summarizing the manuals'
content and assessments of content made by coordinators (and by
tutors, when applicable.)

Procedures toc Explore the Problem

As proposed project director, Ms. Keating-Butler completed the

following procedural components for meeting the above-stated
objectives:

a.

Created criteria by which to assess the final projects through
questionnaires, polling PAL coordinators and active tutors on their
standards for resource tools. Derived other standards from

the current year's proposal to the State, the National Literacy Act,
and the proposed amendments to the Pennsylvania's State
Education Plan.

Coordinated resource and idea exchanges (staff meetings,
correspondence, etc.) among PAL coordinators and tutors in Centre,
Clinton, and Clearfield counties for development of a Tutor Training
Resource Manual and a Tutor Handbook.

Reviewed timely journals, government documents, and other
professional sources on adult education topics for reference in
developing manuals.

Reviewed and revised as necessary those evaluative tools for

measuring program success (e.g., data sheets, report forms, student
surveys) included in the PAL Coordinators Procedures Manual.

Created and compiled materials for inclusion in the Tutor Training
Resource Manual, the Tutor Handbook, and the PAL Coordinators
Procedures Manual.




f. Disseminated copies of all manuals to Centre, Clinton, and Clearfield

PAL coordinators and copies of the Tutor Handbook to a sample group
of active tutors for review and assessment.

g. Wrote a final descriptive report summarizing manual contents and

assessments.

D. Project Objectives: Positive Outcomes

All stated above, objectives where met and rated with high success
(as will be later discussed). Following is a description of each manual's
content and activities (in addition to or in further explanation of those
procedures listed above) leading to its development.

a: Tutor Training Resource Manual

Setting Parameters for the Orientation Training

The Tutor Training Resource Manual was by far the most difficult
manual to write. First, parameters of the orientation training had to be
defined. To define these, Ms. Keating-Butler undertook the following:

1. A visit to each county's PAL Program to observe a tutor
training session.

2. A review of all those resources used for development and
implementation of the coordinator's training session.

3. A comparative analysis of training presentation and content
(resources included) to determine common and crucial elements.

4. An ongoing exchange of ideas among coordinators through phone,
fax and memo.

The described evaluation pointed to key elements for the proposed
training manual: discussion on learning styles, learning disabilities, the
importance of goal setting, plans for an effective lesson, and more (see
Appendix A for complete listing of topics as outlined in Table of
Contents). However, this evaluation also indicated an obvious limitation
of the orientation sessions: their exclusion, for the most part, of subject
and skill-specific tutor strategies. The time constraints of a 8-12 hour

()




training program simply prohibited any inclusive look at these strategies.
Likewise, PAL coordinators were in agreement that such specific
instruction was best saved for follow-up workshops to be attended only
by those tutors currently working in the subject and skill level to be
reviewed. (Workshops of this nature held in the past relied heavily on the
subject/skill level discussion presented in Edith Gordon's Volunteer
Learning Project.)

Once the scope of the training had been determined, Ms. Keating-

Butler had to decide on the nature and depth of explanation tc be provided
in the manual.

The Nature and Depth of Training Topics

As stated above, both the procedures and tutor training manuals
were conceived with the new PAL coordinator in mind. This target
audience was perceived as having no prior background in training tutors.
As to the reader's background in adult education theory and practice,
again, prior knowledge was not assumed. Beginning with these
assumptions led the project director to the general premise of the Tutor
Training Manual: it should provide the new coordinator direction for both
developing a background on essential topics and for developing an
orientation training complete with workshop resources. Additionally, the
manual should be user-friendly: not over long or excessive in its
bibliography of sources for further reading.

To accomplish this, the project director first selected a core of
excellent and readable sources to discuss within the narrative of the
manual itself. These were identified as 'must read' sources and presented
as part of the training provided by the manual (and included with other
helpful resources in "Seclected Bibliography and Inventory of Useful
Rescurces.")

To address the new coordinator's need for a orientation workshop
plan, the manual provides not only an overview on each important topic but
also suggestions for how to present the topic. (For an overview of
these topics, see Appendix A which contains the table of
contents for each manual.) Finally, appendix item--handouts,
material for overheads, etc.--put the necessary resources immediately
into the coordinator's hand. And though the manual provides
comprehensive material for a presentation, it is not meant to dictate any
particular use of workshop resources. Coordinators are urged in the
iniroduction to "Choose ones you like, disregard others, or create your
own."

Xt
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b: Tutor Handbook

A Note on Sources

Prior to the completion of this project, PAL coordinators had
distributed handout materials to their tutors, supplimenting discussions
held during training. Coordinators had each used their preferred
materials, and all were pooled for evaluation. This pool of handouts,
generally adapted from staff development materials (Fall Workshops,
PAACE Mid Winter Conference, etc.), covered an array of topics and
applications, from general background discussion on learning disabilities
to specific strategies for tutoring reading. Developing the Tutor
Handbook, then, became a matter of merely compiling and further adapting
materials already in use or on hand.

Unfortunately, the orgin of many of these resources has been lost in
progressive translations. However, when available, specific sources have
been indicated at page end, and a preface to the Handbook acknowledges
the general source of all other materials--the community of
Pennsylvania's adult educators.

Considering Audience and Purpose

As mentioned above, most of the material included in the Handbook
have been adapted from professional sources for presentation to the new
tutor, or lay person. However, audience consideration extends beyond
word choice and/or scope of explanaton; it must address the reader's nead
or purpose for the information. In selecting materials to include, the
project director first needed to assess the role the Tutor Handbook, as a
component of the orientation training, was to play.

Design Flaws in_the Tutor Survey

To determine the Handbook's role, a survey was designed (see
Appendix B for the survey and results) listing both possible topics
and methods or modes of delivery for these topics. Topics were listed
vertically on the page and modes ran horizontally across the top. The
purpose of this survey was not so much to determine topics for inclusion
in the training, as these had already been determined through consultation
with other coordinators and were even presumed by virtue of their listing
on the survey, but to determine the best modes for presenting these
topics. Examples of modes included a training session, tutor m.anual,
private consultation, workshops, directed self-study, other methods (to be
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described by tutor), and a ‘Topic Not Necessary' heading to cover all
contingencies.

As a representative sampling, 45 surveys were disseminated among
current tutors serving in Centre, Clinton and Clearfield counties. Of that
number, 31 responded. A design flaw of the survey became apparent when
the responses were reviewed. In explanation:

. In a cover letter attached to the survey, respondants were directed
to "Check one or more of the methods that you believe would be best
suited to the topic." Many, almost half, checked only one method or mode
of delivery per topic, while the remaining majority marked more than one
and, in numerable instances, several modes per topic.

Directing respondants to "check one or more" methods was a design
error since one individual's selection of one mode could not then be
weighted against another's selection of several modes. Therefore, each
pairing of topic and mode had to be counted without regard to the total
number of respondants (31).

Survey input helped to direct decisions for including topics in the
Tutor Handbook. Generally, the Handbook includes information beyond
what was perceived by respondants as necessary.

c. PAL Coordinator Procedures Manual

Rationale for Manual Organization and Content

Perhaps the least difficult to develop and write, although the most
lengthy, was the Procedures Manual. The most conspicuous question in the
writer's mind in developing this manual was "How should it be organized?"
The answer: Present the material in the order that a new PAL coordinator
would most likely use it. (For a look at this order and a listing of chapter




contents, see Appendix A.)

The manual begins with a guide to its layout, continues with
background and a definition of the PAL Program, and then enters into its
first discussion on procedures with "Digging into Files and Forms." The
content in this chapter and some others is basically generated through
explanation of the forms to be found in both students' and tutors' files.
These forms appear as bold subheadings foliowed by a letter and number
for locating sample forms in the. appendix.

This instructional design is particularly suitable for addressing the
needs of the intended audience--coordinators who need adequate direction
provided in a context broad enough to allow for individual implementation.
At the same time, the manual addresses issues specific to each county as
is demonstrated in the chapter "Recruitment and Promotion" in which
newspapers, radio stations (and their talk shows}, cable stations and
social service networks are listed for each county. Likewise, the chapter
“Recognition Activities" contains information specific to the county as in
newsletters and recognition events.

Addressing Indicators of Program Quality

In Section C, "Procedures Employed to Explore the Problem," a review
of such procedures included:

d. Review and revise as necessary those evaluative tools for
measuring program success (e.g., data sheets, report
forms, student surveys) to be included in the PAL
Coordinators Procedures Manual.

A standard by which to "review and revise" the evaluative tools used in
the PAL Program was found in Indicators of Program Quality as defined by
the Pennsylvania Department of Education.

The listing of measures and standards specific to Indicator 9:
“Programs have an ongoing relationship with volunteers or tutors® were
used to revise and, in many instances, develop evaluative instruments for
the PAL Program. Instruments newly developed for use as evaluative tools
outside those necessary fcr evaluating PAL Resources include a Service
Check-up Survey (for students to assess tutor competence), a
Workshop Assessment--Session 1 & 2 (for tutors to assess PAL
coordinator competence), and a Tutor Assessment Survey (a self-
assessment instrument for the tutor). Samples of all three are include in
Appendix C.
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in addition to its use as a criterion for creating evaluative tools,
. Indicators of Program Quality also served as a basis for the ending
chapter in the Coordinator Procedures Manual, wherein measures and
standards are listed and followed by explanation on how these are
addressed by the PAL Program.

d: The Final Report
This document reveals itself.

E: Evaluation Instruments and Results

A Lock at the Nature of the Instruments
Evaluation instruments developed for PAL Resources include a PAL
Resources Project Evaluation and a Tutor Handbook Assessment.
(See Appendix D for examples.) The PAL Resources Project Evaluation,
developed for PAL coordinator assessments, contains three parts: one for
assessing the Procedures Manual, one for the Tutor Training Resource
Manual, and one for the Tutor Handbook. The Tutor Handbook Assessment
is a separate instrument developed for a separate audience: the tutor.
. Both instruments direct the reader to some portion of the manual
and then pose a question. For example:

Read the table of contents for the PAL Coordinator
Procedures Manual (blue cover).

1. Is the scope of discussion previewed in the contents what you had
expected?

Somewhat No

if you answered Somewhat or No: Please identify topics not included
that you believe should be.

Providing four instead of the usual five range of responses was a
deliberate choice to force the respondant's hand for either a vote of
‘ approvement or disapprovement. Too often, this writer believes,

ERIC 14
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individuals assessing a product or presentation use the middle ground, or
the average rating, as a haven against hard commitment. -

As is indicated, a rating of Somewhat or No elicits a written
response to further commit the respondant to the evaluation at hand.

The rationale behind the concluding assessment is somewhat
different. Here the typical range of responses has been extended to six:
Poor, Somewhat Adequate, Adequate, Good, Very Good, and Excellent.

The rationale for this is that the sum is not so easily dissected as are the
parts.

Evaluation Results: PAL Resources Project Evalution

A completed project was disseminated to PAL coordinators in
Centre, Clearfield and Clinton counties. Below is a breakdown of their
responses.

Coordinator One:

Part One Questions 1-5 Yes Overall Rating: Excellent
Part Two Questions 1-5 Yes Overall Rating: Excellent
Part Three Questions 1-4 Yes Overall Rating: Excellent

Coordinator Two:

Part One Questions 1-5 Yes Overall Rating: Excellent
Part Two Questions 1-5 Yes Overall Rating: Excellent
Part Three Questions 1-4 Yes Overall Rating: Excellent

Coordinator Three:

Part One Questions 1-5 Yes Overall Rating: Excellent

Part Two Questions 1,2,3,4, Yes Overall Rating: Very Good
Questions 5 Mostly

Part Three Questions 1 Yes Overall Rating:  Good
Questions 2,3,4 Mostly

As in evident from the results outlined above, Project PAL
Resources received a very favorable review from the county coordinators.
Coordinator Three provided explanation when choosing Mostly. Following
are the questions with explanations provided.
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Part Two: Question 5

The Training Manual provided ideas for activities and resources (handouts
and overheads) for use by the new coordinator in developing his or her
first training workshop. Where these adequate in number and scope?

Response: Workshop activities provided in the manual were basically
relevant to Learning Disabilities and Styles. Other topics did not receive
equal attention.

Part Three: Question 2

The Tutor Handbook was developed to support the material presented in
the orientation training. Even so, it should stand as a viable resource
separate from any instructional training. Are you satisfied that this

handbook would have significance beyond its value as support material for
the training workshop?

Response: Discussions provided were generally self-contained; however,
the discussion on Learning Styles leaned too heavily on its referer:e to
other sources for explanation.

Part Three: Question 3

Is the Handbook appropriate in length and in level/scope of discussion for
its intended audience?

Response: Generally, yes, with the exception of discussion on Learning
Styles (see above).

Part Three: Question 4
Is its [Tutor Handbook] layout visually appeally?

Response: | would add more visuzis.
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Evaluation Results: Tutor Handbook Assessment

A separate survey was developed for use by tutors in evaluating the
Tutor Handbook. Here it is appropriate to note a program design flaw in
the use of this survey.

The Tutor Handbook was designed to provide a hard copy of those
topics discussed in the orientation training as well as provide applicable
skills for use in tutoring. Therefore, much of the content follows those
topics as outlined in the Tutor Training Resource Manual. Additionally, the
Handbook was intended to "stand as a viable resource separate from any
instructional training." Even so, the appropriate context for review of
this Handbook would be as a component of the larger training. However,
the program design did not incorporate this context into the evaluation
component of the project, as seen below:

f. Disseminate copies of all manuals to Centre, Clinton, and Clearfield
PAL coordinators and copies of the Tutor Handbook to all active
tutors for review and assessment.

The intial design specifies that the Handbook be disseminated to all
active tutors and does not require their participation in a pilot training to
provide the proper context for evaluating the Handbook. Additionally, it
specifies dissemination to “to all active tutors"--an unrealistic
requirement as perceived by both the project director and PAL
coordinators at the time of impli mentation. In May 1994 the PAL Program
had 64 active tutors (this number does not include those trained during
the program year but at that time unmatched). A more realistic sample
number decided upon by both project director and coordinators was 15 or 5
for each county. Coordinators agreed to distribute the manuals to those
tutors perceived as competent and discriminating. Results of the Overall
Rating are shown below:

Results of Overall Ratings by Tutors on the Tutor Handbook

Question 1: Look at the Table of Contents. Are the topics covered, as
previewed in the contents, ones that you think will be helpful?

15 respondants answered - -  Yes

17
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. Question 2: Are there topics not included that you had expected to find?
Topics included were cnes | expected (Check if true).
Topics that | expected are missing Please identify these topics.

13 respondants answered "Topics included were ones | expected.”
2 answered “Topics . . . are missing."

Comments on missing topics:
“Not enough on beginning reading."
"I'd like to have more information on why studenty drop out.”

Question 3: Generally, do the topic discussions provide you with adequate
information or direct you where to look for further investigation?

11 respondants anwered -~ Yes
. 4 answered - - Mostly (No comments)

Question 4: s the Handbock visually appealing?

13 respondants answered --  Yes
2 answered - -  Mostly --"You need more pictures.”

Question 5: Was the content easy to read and understand?

12 respondants answered - -  Yes
3 answered - -  Mostly--"Not enough info on
Learning Disabilities to really
understand it."

“General Tips to Help Students" was very good, but some of the tips need

examples--for example, how does someone teach a student “error
monitoring"?

Q 13
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Question 6: How would you rate this Handbook? (Circle one)

Poor Somewhat Adequate Adequate
Good Very Good Excellent
Respondants answering: Good = 3
Very Gocd = 7
Excellent = 5

General comments included:
"| found the strategies for students with learning difficulties to be
particularly helpful.”
"The Goals Checklist helps a lot"
"I'm interested in the bibliography sources and am going to check
some out."

F: Dissemination

Project PAL Resources and this final report have been duplicated 11
times and submitted to the Pennsylvania Department of Education, Bureau
of Adult Basic and Literacy Education Programs, 333 Market Street,
Harrisburg, PA, 17126-0333. Copies of this report and the product it
discussed may be obtained through AdvancE by calling (800)- 92;2-2283.

G. Conclusion

By its nature, Project PAL Resources should not be seen as a final
product but as a completed step in an on-going process. It should be a
dynamic, ever-adapting resource, one that addresses the everchanging
roles of the PAL Coordinator and the growing insights of professionals in
the field of adult education. To remain a meaningful resource, PAL

Resources should be regularly updated to include the new and delete the
old or non-useful.
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Appendix C

Evaluative Instruments
Developed for Use Within the PAL Program
Service Check-up Survey
Workshop Assessment--Session 1 & 2

Tutor Assessment Survey

-
SN

-

‘.)

{
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Service Check-up Survey
Student Name Date

Student's tutor

1. Do you and your tutor set both short and long-range goals?  (For
example, a short-range goal might be a goal to complete during a session,
and a long-range goal might be something that takes longer, like passing
your driver's exam or the social studies test of the GED.)

Yes No Explain

4. Are you making progress toward your long-range goals?
Yes_ No Explain

6. Are your lessons (check one) too hard ___ too easy __ just right ___.

7. Do you always work out of books, or do you do other activities, too.
Yes, we always work out of books_____ We do other activities, too _ __
Give an example of such an activity_______ o

8. Do you enjoy your tutoring sessions? Yes__ __ .. .. No
Explain

9. Can you suggest a way 10 make you tutor sessions better?

10. Do you want to continue working with your present tutor? Yes.
No Explain

Date of next Secrvice Check-up

J




® Workshop Assessment
Session 1

1. Has the training, thus far, met your expectations? Yes

No Explain:

2. What topics not included on the agenda would you like to
cover?

3. Of the topics covered, what areas do you think require more
discussion?

5. How would you rate the content and presentation of the
material presented in session one? (Circle one)

Poor Somewhat adequate Adequate

Good Very good Excellent

e 31
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. Workshop Assessment
Session 2

1. Were topics reviewed during this session that you requested
on the Workshop Assessment from Session 17

Yes Yes, but not to my satisfaction

No _ | didn't make such a request
2. Did Session 2 of this Orientation Training/Workshop meet
your expectations? Yes

No Explain

3. Do you believe that this training and a personal consultation
with the PAL Coordinator on materials and methods for

instructing in your student's subject and skill level will prepare
you to begin a tutoring program?  Yes

4. How would you rate the content and presentation of Session
2? (Circle One)

Poor Somewhat adequate Adequate

. Good Very good Excellent
Q . fy N
,EC J&
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o Tutor Assessment Survey

1. Have you been a tutor for six months or longer?

Yes No

lf, Yes, have you been given an opportunity to attend a

training workshop (in addition to the orientation training)?
Yes No

2. Has the PAL Coordinator been available to answer questions or to meet
for consultations with you when necessary?

3. Has your student been making progress overall?

Yes No

. If, No, why do you think your student is not progressing as he/she
should?

4. Self Assessment (Use opposite side)

a. What instructional methods have worked well for you?

b. In what areas do you need more information, instruction, and or
resources in order to better assist your student?

5. Would you like to continue tutoring your present student?

Yes No

ERIC 33
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Program Evaluation Instruments

PAL Resources Project Evaluation
Handbook Assessment
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PAL Resources
Project Evaluation

This evaluation has been devised to assist you in generating
comments, suggestions and criticisms. Questions are derived from a part-
by-part examination of the project. Please follow the directions in bold-
face and then answer relevant questions.

Read "What is PAL Resources.” (The first two pages.)

PART ONE: Fvaluating the Procedures Manual

Read the table of contents for the PAL Coordinator Procedures
Manual (blue cover).

1. s the scope of discussion previewed in the contents what you had
expected?

Somewhat__ No

If you answered Somewhat or No: Please identify topics not included that
you believe should be.

Read "Guide to Procedure Manual Layout."

2. |s the organizational plan, as described, a logical one?
Somewhat______ No

If you answered Somewhat or No: What appears problematic with the
plan as described.




Read the PAL Coordinator Procedures Manual.

3. Overall, were you satisfied with the content and presentation?
Yes Mostly__ Somewhat . No

If you answered Somewhat or No: Generally, identify areas that need
improvement.

4. Forms were identified in bold italics and examples included in
Appendix A. Was discussion of these forms adequate for understanding
their purpose and use in the program?

Yes_____ Mostly_____ Somewhat_____ No

If you answered Somewhat or No: Explain generally, or with specific
example, how discussion of these forms could be improved.

5. The PAL Coordinator's responsibilities were characterized by chapter
headings and then identified and discussed within subheadings.
Procedures for fulfilling these responsibilities were outlined in general
discussion. Was this discussion clear and specific enough to direct a new
coordinator's activities?

Yes_ Mosthy, ____ Somewhat__ No
If you answered Somewhat or No: Explain generally, or with specific
example, discussions that lacked lacked clarity or specificity.

6. How would you rate this manual? (Circle one)
Poor Somewhat Adequate Adequate
Good Very Good Excellent

Further Comments: (Please use opposite side.)




Part Two: Evaluating the Tutor Training Resource Manual

Read the table of contents for the Tufor Training Resource
Manual (pink cover).

1. Is the scope of discussion previewed in the contents what you had
expected?

Somewhat No

If you answered Somewhat or No: Please identify topics not included that
you believe should be.

Read "An introduction to this Resource Manual" and “The PAL
Tutor Training Workshop: An Overview."

2. Is the Training Manual's purpose and design (as described in the
"Introduction" and “Overview") appropriate for directing a new
coordinator in the development of a tutor orientation training.
Somewhat__ No

If you answered Somewhat or No: Please explain problems you might
anticipate with this purpose and/or design, or comment generally on any
insights you have.

Please read the Tutor Training Resource Manual.

3. Overall, did the manual's content (discussion and appendix items)
fulfill its purpose and design as previewed in the “Introduction” and
“Overview?"

Somewhat __ _ . No_ .

3 .}v




If you answered Somewhat or No:  Explain generally, or with specific
example, how the manual's purpose and/or design did not reflect that
which was previewed.

4. Were the topics suggested for inclusion in the tutor orientation
training appropriate?

Yes __ Mostly___ Somewhat____ No
If you answered Somewhat or No: Identify topics you found to be
inappropriate for a 9- to12-hour orientation training.

5. The Training Manual provided ideas for activities and resources

(handouts and overheads) for use by the new coordinator in developing his

or her first training workshop. Were these adequate in number and scope?
Yes Mostly_____ Somewhat__ No

If you answered Somewhat or No: What topic areas needed more
activities/resources?

6. 6. How would you rate this manuai? (Circle one)
Poor Somewhat Adequate Adequate
Good Very Good Excellent

Further Comments: (Please use opposite side.)

w2
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Part Three: Evaluating the Tutor Handbook

Read the table of contents for the Tutor Handbook (yellow cover).

1. |s the scope of discussion previewed in the contents what you had
expected?

Yes_____ Mostly Somewhat__ No

If you answered Somewhat or No: Please identify topics not included that
you believe should be.

Read the Tutor Handbook.

2. The Tutor Handbook was developed to support the material presented in
the orientation training. Even so, it should stand as a viable resource
separate from any instructional training. Are you satisfied that this
handbook would have significance beyond its value as support material for
the training workshop?

Somewhat____ No

If you answered Somewhat or No: Explain generally or specifically where
improvements could be made.

3. Is the Handbook appropriate in length and in level/scope of discussion
for its intended audience?
Yes Mostly___ __ Somewhat __ No




if you answered Somewhat or No: Explain generally or specifically where
improvements could be made.

4. |s its layout visually appealing?

Yes__ Mostly__ Somewhat_____ No
If you answered Somewhat or No: Explain generally or specifically where
improvements could be made.

. 5. How would you rate this manual? (Circle one)
Poor Somewhat Adequate Adequate
Good Very Good Excellent

Further Comments:




. Tutor Handbook Assessment

This Handbook has been developed in support of yur orientation

training. Will you please take the time to help our program by filling out
this evaluation form?

1. Look at the Table of Contents. Are the topics covered, as
previewed in the contents, ones that you think will be helpful?

Somewhat No

If you answered Somewhat or No: What topics do you think will not be
helpful and why?

2. Are there topics not included that you had expected to find?

Topics included were ones | expected._____ (check if true).
. Topics that | expected are missing . Please identify these topics__

After reading the Handbook, please answer the following
questions.

3. Generally, do the topic discussions provide you with adequate
information or direct you where to look for further investigation?

Somewhat _No

If you answered Somewhat or No: What topics require further discussion
or further direction?

41




4. |s the Handbook visually appealing?

Somewhat No

If you answered Somewhat or No: Provide a suggestion for improving its
visual appeal.

5. Was the content easy to read and understand?

Yes_ Mostly

Somewhat No

If you answered Somewhat or No: Identify those discussions that were
problematic.

6. How would you rate this Handbook? (Circle one)
Poor Somewhat Adequate Adequate

Good Very Good Excellent

Further comments or suggestions:
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What is Project PAL Resources?

PAL Resources is the result of a 353 Special Project to
develop three manuals for use by coordinators of the
Pennsylvania Adult Literacy (PAL) Program at the Central
Intermediate Unit 10 Development Center for Adulis. The three
manuals--a PAL Coordinator Procedures Manual, a Tutor
Training Resource Manual, and a Tutor Handbook--are
collected here, within one binder, for convenience but can be
removed and used individually. Each manual has a separate
table of contents and introduction explaining its scope and
nature.

Appendices .

The appendices for both the Procedures Manual (Appendix
A) and the Resource Manual (Appendix B) have been separated
from their adjacent texts and located together in the back.
Appendix C is a government publication entitied "A Learning
Disabilities Digest for Literacy Providers." It has been
reproduced here in its entirety for use as a key reference for
locating more information on the topic.

The appendices contain forms, surveys, instructions, etc.,
used in daily operations as well examples of products and
procedures relevant to the PAL coordinator's work. Appendix -
items are arranged in the back in order of their reference in the
text and labeled numerically. (Remove the appendix items
specific to the manual you are reading for easy reference.)
Appendix items are introduced in the text in two ways: as
italicized sub-headings or in bold type within the running text.
In either case, these items are followed with a letter/number
code.




Staff Handbook and Other Existing Resources

To avoid needless repetition, not every set of instructions,
form, or other document that the PAL Coordinator will use is
discussed in these manuals or included in the appendices. Many
such documents are common to all program staff and as such are
included in the Staff Handbook. Therefore, when reviewing
the manuals in PAL Resources, be certain to have the Staff
Handbook nearby for easy examination. Likewise, PAL
Resources will often refer you to other existing resources for
indepth discussion on topics relevant to adult education. Those
resources introduced within the running text have been
selected for their excellence and should be considered part of
the training provided by these manuals.

Finally, the purpose of PAL Resources is to provide PAL
Coordinators with both the scope and particulars of their
program responsibilities. Of course, not all particulars--
directions for filling out forms, etc.,--can be included here.
However, the manuals should direct you where to look for such
information.




Content Overview of
PAL Resources

(A table of contents previews each manual.)

PAL Coordinator Procedure Manuali

Tutor Training Resource Manual

Tutor Handbook

Appendix A
Sample forms referenced in the PAL Coordinator Procedure
Manual

Appendix B
Sample forms and resources referenced in the Tutor
Training Resource Manual

Appendix C
A Learning Disabilities Digest for Literacy Providers

Appendix D
Bibliography and Contributors
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Guide to the Procedure Manual Layout

This manual has been organized to address your most
immediate questions first. As a new PAL Coordinator, you must
aquaint yourself with procedures for day-to-day and monthly
record keeping. You'll also need to access files on current
students and tutors to review their past and ongoing activities.

Forms and procedures are introduced in the text as you
will most likely encounter them as a new PAL Coordinator. Form
tittes appear in italicized bold print followed by a brief
description of their purpose and use in the program. (Samples

' of these forms appear in Appendix A.) The PAL Coordinator's
responsibilities are characterized by chapter headings and then
identified and discussed within subheadings. Procedures for
fulfilling these responsibilities are outlined in general
discussion to allow for individual adaption.

The chapter "Training Your PAL Tutors”" provides an
overview of the more thorough discussion developed in the
Tutor Training Resource Manual.

ERIC
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What is PAL?

The Pennsylvania Adult Literacy (PAL)
Program provides literacy education (grade
levels 0-4 and 5-8) through classroom instruction and volunteer
tutoring to adults in Centre, Clearfield and Clinton counties. A
PAL tutor can be matched one-on-one with his or her student
and assigned a weekly meeting time, or the tutor can work in
the ABE/GED classroom, providing assistance on request to
those students in attendance.

This Procedures Manual will outline your responsibilities
and direct your activities as a PAL Coordinator of our volunteer
tutoring program.

Program Funding and Contract Obligations
- . The CIU 10 Development Center for Adults presently
receives funding for some 35 programs servicing our three-
~county area: Centre, Clearfield and Clinton counties. An annual
update on these programs is provided in a Program Summary
(not indexed here; check office for a copy) that lists budget
amounts and funding sources. PAL is funded through the
Pennsylvania Department of Education with state funds as
promulgated by ACT 143.
Each program year (beginning July | and ending June 30),
the director for the Development Center submits to the state a
proposal for PAL funding. In this proposal, our agency commits
to training a specific number of tutors and servicing a specific
number of clients. (Keep a copy of the current proposal for easy
reference.)
As future funding is dependent upon past performance,
meeting and, if possible, exceeding these contract obligations
. are imperatives for the PAL Program Coordinator.

ERIC
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Digging into Files
and Forms

Your Access to Records on Tutors and Students

Student Files

in keeping with our contract proposals, student files must
be made available for audit by the state and so must reflect
accurate and current information on our services to the student.

Files are maintained on all program participants and each
file can be identified on its tab by student name and Program
Site (PS) number. As is shown below, the Program Site number
for PAL is 55.

Doe, Jane 55
[.D. #12345

In many cases, the PAL student is someone who is already
enrolled in our Adult Basic Education or ABE program, is having
difficulty with the subject matter, and is in need of one-on-one
assistance. In this case, the student will have two files--one
that records the student's acitivity in the ABE program and one
that records activity in the PAL program. Only the PAL
Coordinator will maintain data in the PAL file. Any ABE
instructor who works with the student in class can record
information in the ABE file.

’.Program Site #




The number that appears below the student's name
corresponds with the identification number stamped on the
bottom right corner of the Student Intake/Data Form. The
information provided on this intake enrolls the student in the
program, and for every student enrolled, a Student intake/Data
Form must be -sent to Harrisburg.

A Look Inside Student and Tutor Files

Student Intake/Data Form (A1)

The Student Intake/Data Form (or Intake Form) is filled out
by the program instructor when the first contact is made with a
new student. At month's end, the first copy of this five-copy
form is submitted to the state with the rionth's atiendance
sheet. Your instructions sheet for the Intake Form (See Staff
Handbook) will cover procedures for filling out the forms.

You will also find included in the student's file an
Independent Education Program/Teacher Record of Impact Data
or the I.LE.P./T.R.I.D. form.

The LE.P./T.R.L.D. Form (A2)

The LE.P/T.R.L.D. will provide you the history of the -
student's educational program since enrollment. Here you will
find initial assessment scores and post-tests scores. Below
this information is space for the instructor to keep record of
books provided, contacts made, assignments given and,
generally, any commentary relevant to the student's progress.
This information must be accurate and ledgible for unannounced
audits.

V/hen the student completes the program or stops
participating for whatever reasons, the instructor fills out the
reverse side of the form providing impact data. This is referred
to as "triding the student." The T.R.L.D. form provides an in-
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house record on a student's status as current or terminated.

This information becomes crucial at the end of the program
year when we report our year's statistics to the state. These
stats include the number of people enrolled, the number of
successful completions, the number of continuations, and the
number of early separations, or those who drop from the
program before showing improvement. This information is
transferred from the T.R.l.D. form at the end of the program year
to the last copy of the Student Intake/Data Form, and you can
gather more information on this transferral from the Intake
Form Instructions Sheet (See copy in Staff Handbook).

In addition to the Intake/Data Form and the I.LE.P/T.R.i.D
form, the student file will contain completed assessments and
assignments that the student wants to retain.

Tutor Files

Adult Literacy Program/Staff Data Form (A3)

Just as you enroll a PAL student by filling out a Student
Intake/Data Form, you must also enroll the tutor. For this
purpose, an Adult Literacy Program/Staff Data Form is used.

The form has two sections: Section One: Staff
Identification is to be fill out at the time of the tutor's
enrollment. Section Two: Staff In-service Training is not to be
filled out until the close of the program year. Unlike the
Student Intakc Form that has five copies, the Staff Data Form
has only two, and the form is kept intact inside the tutor's file
until the program year's end (June 30) when the top copies are
sent to Harrisburg. (Directions appear on the back of the form.)

Statement of Confidentiality (A4)

At the time of enroliment, you must secure from your tutor
a signed Statement of Confidentiality. This statement and the
remaining copies of the the Staff Data Form are the only forms




included in the current tutor's file. More comprehensive
information can be found on the volunteer tutor in the PA!
Current Tutors Notebook.

PAL Current Tutors Notebook

This notebook puts the current year PAL Program in the
palm of your hand. Herein you can easily track the activity of
current tutors and the students they assist. Below are
explanations on the materials to be found in this notebook.

Project Adult Literacy: Tutor Information Sheet (A5)
Volunteer tutors are referenced by last name, and on each
you will find a Tutor Information Sheet which provides such
information as the volunteer's address/phone, volunteer
experience and educational background. Also included on this
sheet are volunteers' preferences on subjects to tutor, times,
eic., as well as whether they prefer to work as a classroom
tutor or to be matched for a weekly one-on-one session.

Track Sheet (A6)

On the Track Sheet, the Coordinator keeps record of those
meeting dates between student and tutor and notes pertinent
to overseeing student/tutor progress. The Track Sheet also
provides the student's initial assessment scores, post-test
scores and (if applicable) GED scores.

When the tutor is not matched with one student but
works with a number of different students in a classroom
situation, no Track Sheet is necessary. Instead, you can create
a log on which you record the names of students the tutor has
worked with and dates of their meetings.

1
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Service Check-up Survey (A7)

. The Service Check-up Survey is a questionnaire
periodically administered to students matched with tutors. It
provides the coordinator with the student's assessment of
his/her tutoring program. This questionnaire can be given orally
or filled out by the student but it must be administered by
the PAL Coordinator and not the tutor. .Current check-ups
are kept in the Current Tutors Notebook while past check-ups
can be kept in the student's file.

The Service Check-up Survey should be administered
initially three months after the student and tutor are paired
and then at intervals of six months. Of course, prcblems
identified by the student can then be attended to vy the
coordinator.

Now that you've been introduced to PAL student files and
to the Current Tutors Notebook, let's look at procedures for
‘ recording attendance.

1
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8

Recording Attendance for
® ' Students and Tutors AA

[ el I

Student Attendance

Adult Literacy Program Attendance Record (A8)

Instructors and coordinators of our various programs must
keep an accurate record of those students in attendance. Both
the six-digit Program Number that identifies a program's
funding source (See Program Summary in Staff Handbook) and
two-digit Program Site Number must appear on your monthly
Attendance Record.

NOTE: Those students enrolled in both the PAL and ABE
programs will appear on two attendance forms.

' As indicated on the sample copy, attendance is recorded as
the number of hours that the student/tutor pair met on any
particular day. The Attendance Record must be turned into the
office at month's end along with the top copy of the Student
Intake/Data Form on a new student. Student names
appearing on your attendance record for the first time
must be accompanied with the Student Intake/Data Form.
These top copies will be sent to Harrisburg in verification of our
enroliment numbers. The remaining copies will be kept in the
student file for end-of-program-year reporting.

PAL Tutor Report (A9)

Attendance of students meeting with tutors off site will be
documented by the tutor who will then submit each month a PAL
Tutor Repori to the coordinator. The Tutor Report inciudes
data on dates and hours as well as a brief survey on student

‘ progress.
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Tutor Attendance

Pennsylvania Adult Literacy Attendance Sheet (A10)

Tutor attendance is also submitted to the office on a
monthly basis; however, this information is not submitted to the
Pennsylvania Department of Educaton (PDE) until close of the
program year. Monthly attendance is recorded on an in-house
form, the Pennsylvania Adult Literacy Attendance Sheet, which
tracks both tutoring and training/inservicing hours. Directions
for filling out this sheet are included in the appendix.

Monthly Attendance Reports (All)
(Student Hours & Tutor Inservice and Contact Hours)

Information collected from tutor and student attendances
is used to create Monthly Attendance Reports. A spread sheet

' report on Student Hours shows, at a glance, the total student
hours per month to date in the program year as well as the
cumulative total. Likewise, tutor nhames appear opposite the
names of students with whom they work.

The Tutor Inservice and Contact Hours report provides a
month-to-month breakdown of tutors inservice contacts with
the PAL Coordinator, ending with a cumulative year total. This
report also provides a monthly breakdown and year-to-date
total of hours spent tutoring.

{){)




Assessing for Skill Improvement

As of July 1, 1991, the Pennsylvania Department of
Education requested Pre and Post tests for all students,
preferably in reading. Therefore, prior to matching a student
with a PAL tutor, you'll first take an assessment of the student's
skill level. Usually, as has been stated earlier, the students
- you'll be matching with tutors will already be enrolled in an ABE
class. If the student's initial assessment is recent (within five
months), you can use this score as a starting place. If the
assessment was given six months ago or longer, you'll want to
reassess the student before matching him or her with a tutor.

A student's skills improvement can be measured both
quantitatively and qualitatively. The former is usually done
through standardized tests that measure for grade level
increases, the latter through more informal methods as the
meeting of goals or the completion of texts or special projects.

Assessments to Use with the Beginning Reader

A wonderful resource on assessing beginning readers is
Reading Skills Assessment Prescription Package or
Help! (Special Demonstration Project #98-6027 written by
Mary Catherine Spence). You'll find this project in the classroom
on the resource shelves. It contains a complete inventory of
assessment instruments on hand here at the DCA and also
provides definitions and sample tests. Since such a
comprehensive resource is already available for your use, what
follows is a cursory glance at some useful assessments.

C1
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SORT (Slosson Oral Reading Test) Measures reading level
through word identification. Quick and easy test to administer.
Does not test for comprehension.

Drier (Oral Reading Criterion Test) Measures for both
independent and instructional reading levels. Word
identification within the context of a sentence. Does not
measure for comprehension.

(The Sort and Drier are both particularly useful for assessing
beginning readers and ESL students. )

ABLE (Adult Basic Learning Examination) Student works
independently on clozure exercises. Multiple choice.

Bader Reading and Language Inventory Contains reading
passages, word recognition lists, phonics and word analysis,
spelling tests, cloze tests, visual and auditory discrimination
tests, language abilities and student interests tests. (Also a
brief test of basic math abilities.)

BOTEL Reading Inventory Word Opposites Test

Some reading skill required. Measures for reading levels from
1.0 to 12.0. Can be administered as an oral test or given
independently. The student's vocabulary and recognition of
opposites are tested.

Non-standardized or Informal Assessments

‘ In many instances, a standardized test is inappropriate as
a first measure of a student's abilities. Beginning readers can
be shy of such tests. A better route is to begin with an informal
interview wherein you ask the student about his or her goals and
skills. This is a less threatening initial assessment; besides, the
interview will help you to select an appropriate test to

P
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administer later.

‘ Mary Catherine Spencer includes informal interviews and
assessments for reading and writing in her Reading Skills
Prescription Package discussed above. For easy reference, I've
included copies in the appendix. Look under Informal Basic
Assessments, Spencer (A12)

Assessing for Reading. Math and Langquage Skill Levels

DCA policy has been io administer the Tests of Adult
Basic Education or TABE to most incoming students who do
not identify themselves as new or beginning readers. The TABE
assesses for four grade ranges:

Level E (Easy) 2.6 through 4.9;

Level M (Medium) 4.6 through 6.9;

Level D (Difficult) 6.6 through 8.9; and
@ Level A (Advanced) 8.6 through 12.9.

The TABE also is available in three forms: the Locator,
Survey and Complete Battery. The Locator assists in placing
students in the appropriate TABE level, whereas both the
Survey and Complete Battery provide skill levels.

Policy at the DCA has been to administer the TABE Survey
Level M as a pre-test for most first-time students unless they
express an overall competency that suggests Level D to be
more appropriate. The Survey M provides a grade equivalent up
to 10.9 and is a shortened form of the Complete Battery and
therefore less intimidating for the first-time student. The
Complete Battery, which provides a better diagnostic profile,
can also be used but its length is usually a 'put off' for beginning
students. A better use of the Complete Battery is as a Post
test. Administer Level D to allow for grade level improvement.

. (Level D provides a grade equivalent to 12.9.)

Aruitoxt provided by Eic:

e 63
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Informal Assessments for Diagnosing Learning Disabilities

Diagnostic screening for specific learning disabilities is
available to students through various licensed agencies and
individuals. However, the likelihood that your adult student has
been professionally assessed or intends to do so is usually rare.
More practically, you need an informal assessment for
immediate use. _

An informal assessment can be easily developed to test
for cognitive characteristics usually associated with students
who have learning disabilities. These are categorized for quick
reference in Characteristics Associated with Learning
Disabilities (A13). Using these characteristics as a guide,
you can devise small tasks that tests such cognitive processes
as short and long-term memory. For example, to test for
short-term meraory, ask the student to recite after you a
series of numbers or words. Begin with one item and then
progressively increase the items. If the student has difficulty
remembering as few as three or four items, you know he or she
has a problem with short term memory.

Perhaps an even more useful resource is the Modality
Strengths Checklist (A14) which lists over a dozen informal
assessments relevant to each learning style: auditory, visual
and tactile/kinesthectic. Although developed to test for
strengths or preferences, it can likewise be used to assess for
weaknesses.

Finally, a good and easy test to screen for tracking
problems in reading (when the student jumps above and below
the line of print) is the Tracking Test (A15). Directions for
administering the test appear on the back side.
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More A A men

Students largely depend on the instruction and direction of
their teachers to improve skills. Therefore, we must assess the
instruction that we as educators provide to assure that our
students are receiving our best. Assessment cannot be a one-
way street along which the student drives and the teacher,
score card in hand, keeps critical notes on every wide turn or
engine stall. Assessment is a two-way street on which both the
student and teacher must drive. In some instances the teacher
to be assessed will be a volunteer tutor and in others the PAL
Coordinator will be the teacher as during a training workshop.

In the Tutor Training Resouirce Manual you'll find
discussion and samples of assessments relevant to instruction
provided in the PAL Program




Recruitment and Promotion

Recruiting volunteers is as easy as putting
public service announcements in the paper, on
the radio and cable. Of course, free media
coverage is only one of the many avenues you
can pursue in recruiting volunteers. However it is
a staple, so let's review it first.

Below is a selected directory of newspapers, radio and
cable in Centre, Clinton and Clearfield counties. (See the
appendix for PSA Submission Forms (A16). |If you provide
would-be recruits with ample notice on your next training, you'll
more than likely fill your attendance roster.

Radio and cable stations are no longer required by the FCC
to devote a percentage of air time to public service
announcements. However, you can be assured some air time if
you submit to those listed below. Of course, the best method

SoAt

for recruiting volunteers is to use all three media forms.

Remember: When writing a public service announcement or

psa, keep it brief. Also, request interested parties to call to
be registered for the training.

(Newspapers

Centre County

The Centre Daily Times carries a psa section called
"Community News." Another goo\d forum for getting the word
out is the CDT's "Good Morning Column." Both have proven
effective for recruiting volunteers. Submit your announcement
in care of either segment to:

The Centre Daily Times
3400 E. College Avenue
State College, PA 16801

€6
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Free advertising papers can also be a good avenue for
‘ classified advertising. You can call in a free advertisement to
the Bargain Sheet at 237-7355.

Clearfield County

The Progress has been and continues to be a great
supporter of the Clearfieid County DCA. It regularly runs
articles covering the the work we do here and the people in our
programs. For bulletin board items such as an upcoming tutor
training program, submit your copy to the "Bouquet Column."

The Progress
Bouquet Column

206 E. Locust
Clearfield, PA 16830

The Ad Bargain is another high circulation advertising paper.
‘ Mail you submission to

Ad Bargain
P.O. Bex 192
Smithmill, PA 16680

Clinton County
For Clinton County recruitment, the paper to advertise in is
The Express. Submit your copy to the "Coming Events" segment.

[ Radio Stations and Talk Showsj

Most radio stations accept psa's through FAX transmission.
Ancther option for recruiment and promotion is to slot time as
a guest speaker on radio talk shows.

9. 6
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Centre County

. Fax
WMAJ 234-1659
WZWW 231-0950
WBHV 234-1659
WTLR Radio (Does not accept FAX)

2020 Cato Avenue
State College, PA 16801

237-9857
WBLF Fax: 355-4752 Phone: 355-4751
"Happenings in Pennsylvania" Contact Person: A. J. O'Donald
WRSC Fax: 234-4376 Phone 238-5085
"Lion Country Comments Contact: Scott Geesey

@ WGMRAM Phone 238-0792
"Good Neighbor" Contact: Jean Dixon

(Does not accept FAX)
200 W. College Avenue
State College, PA 16801

WFGY-AM Fax: 237-2477 Phone 941-9800
"Altoona Talk" Contact: Sean McKay

Clearfield County

Fax
WCPA 765-6333 (Clearfield)
WOWQ (Q102) 371-7724 (Dubois)

WPHB Radio  (Does not accept FAX) (Philipsburg)
R.R. #1 Box 38

‘ Philipsburg, PA 16866 Phone: 342-2300

ERIC

Full Tt Provided by ERIC.
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@® wow Fax: 765-7038 Phone: 765-4955
"A Closer Look" Contact: Dan Litten

Clinton County

WBP Z/W Radio Phone: 748-4038

"Talk Back" Contact: John Lipez
(_Cable)

Centre

C-NET/24 cable station runs a psa channel; however, to
submit copy for broadcast, you must write it on a C-NET form
and then mail it to:

. Mr. Lee Copper
Bellefonte Elementary School
100 West Linn Street
Bellefonte, PA 16823

NOTE: Do not mail your copy directly to the C-NET address as
only station members have access to the Bulletin Board Service.
The DCA is not a member and has been extended the privilege of
submitting PSA's through the Bellefonte Area School District
which is a member. Also, during the summer months, when
school is out, Mr. Copper ‘will not be available. Throughout the
summer submit your copy to:

Mr. John Rocco

C-NET/24
444 East College Avenue, Suite 500
. State College, PA 16801

Full Tt Provided by ERIC.
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‘ Channel 4 aiso provides televised broadcasts through
WRSC Radio Station. To submit copy for airing over the radio,
use the above FAX number. To submit copy for televised
broadcasts, send it to <

Channel 4
160 Clearview Avenue
State College, PA 16803

Clearfield

Warner Cable

Community Bulletin Board
313 cherry Street
Clearfield, PA 16830

Dubois Area Cable TV, Incorporated
¢ 129 Dubois Street

P.O. Box 347

Dubois, PA 15801

Clinton

TCI of Pennsylvania
516 East Walnut Street
Lock Haven , PA 17745

Networking with Other Social Agencies

Each county has a social service network that can go a long
way in making your job easier. Agencies in these networks work
together toward common goals and exchange information and

. ~referrals.  Check out the networks operating your county.

o il 0
ERIC |

Full Tt Provided by ERIC.
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Centre County Council of Human Services (CCCHS)

CCCHS is an association of service agencies that convene
monthly at a luncheon meeting, where members can update the
service community on happening in their programs. This is a
good forum for getting the word out on your program as in the
CCCHS's monthly newsletter, Centre Exchange. The Council is
active in legislative activities and provides services to the
disabled. It periodically publishes the Centre County Directory
of Human Services and sponsors the annual Volunteer
Recognition Dinner.

Both the PAL and the ABE programs here in Centre County
have worked closely with three member agencies that provide
voluteer services: Lions Share; Retired Senior Volunteer
Service (RSVP); and Voiuntary Action Centre of Centre County.
In the past, these agencies have helped to fill volunteer iutor
slots and have provided volunteers, other than tutors, to aid the
DCA is special events and projects.

The Ciearfield County Volunteer Network

The Clearfield PAL Program coordinates many of its annual
events--such as those scheduled during National Volunteer
Week--in conjunction with other members in the Clearfield
County Volunteer Network. Members include agencies that use
volunteers to provide services. Agency members work
together to promote and recognize volunteerism and, as a
coalition, provide training for volunteer managers.

Forum of County's United Services or Forum

As in Centre and Clearfield counties, service agenices in
Clinton County convene for monthly breakfast meetings for
program updates and to keep communication lines open for
referrals. Some 76 agencies receive a newsletter of the same
name. In addition, the Lock Haven Job Center publishes a
Directory of Community Services for Clinton County.

71
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‘ Literacy Corp (Clinton County)

Through a grant written cooperatively by the DCA and Lock
Haven University, the Clinton County PAL Program regularly
recruits University students as tutors. The program, called
Literacy Corp, provides volunteers with on-campus coursework
in educational theory and then specific tutor training through
the PAL Program. In exchange for this experience, students
contract to volunteer for 40 hours during the school semester.
The PAL Program greatly benefits through this cooperation.

Dr. Greg Nolan of the Lock Haven University and Sheila Sherow of
the institute of the Study of Adult Literacy are your main
contacts.

-3
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Training Your Tutors | i

New Tutor Orientation Training w8

Each year the DCA contracts with the PDE to irain a specific
number of tutors and service a specific number of students. The
tutor orientation workshop is designed to provide a general
context for instructing adults and an outline for providing
effective instruction. The Tutor Training Resource HNianual
has been developed to help you put together a 9- to 12-hour
workshop. The manual includes a descriptive outline on topics to
cover as well as materials and aids for hands-on use during the
workshop. Additionally, a Tutor Handook has been compiled
from a variety of existing resources and adapted for quick
reference by tutors.

Tutor/Staff Development

A closer look at teaching models specific to subject and
skill level is provided after a student has been selected to work
with the tutor. Before the match, you'll meet with the tutor for
a private consultation to develop a course of instruction for the
student. To begin, tutors usually need a prescribed set of
lessons to follow until they become more familiar with their
student's subject and skili-level.

In this consultation you'll acquaint the tutor with texts,
materials and aids for instructing the student and will provide
specific instructional approaches. For example, language
experience and duet reading would be practical approaches to
review with someone to be matched with a beginning reader.
Likewise, a tutor instructing in GED math should be trained to
emphasize problem solving skills, trial and error and other
skills in additon to computation.

-3
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This specific training begins and develops in consultations
between you and your tutor in mapping the student's
individualized education plan. It continues in the more
structured format of workshops ofiered on instruction specific
to subject and skill level.

PAL coordinators are encouraged to provide at
least one such tutor/staff development workshop every
siXx months. In this way most volunteers receive the
opportunity to further develop their tutoring skills. This
workshop can be one that you develop or it can be one offered
through the DCA as a 353 staff development project or one
offered in Region 2 through Project STAR: Staff Training and
Reinforcement

Inservicing Hours

As mentioned above, much of the training you do will be
outside the workshop. Instructional information you provide
tutors on the phone, during an impromptu chat in the classroom
or within a scheduled consultation all constitute inservicing
hours. Keep track of these contacts on the Pennsylvania Adult
Literacy Attendance Sheet. These must then be translated into
hourly contacts for reporting to the PDE.
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Matching the Tutor
and Student

Once the tutor has been trained,
you're teady to match him or her with a
student. Personalities and other dynamics
of human relationships must be considered
in pairing two people. So how do you know when
to make a match?

Guidelines for Matching

Some obvious guidelines for making a match that will be
satisfactory to the tutor can be drawn from the Tutor
Information Sheet. As you recall, data on this sheet includes the
tutor's preferences for subject areas, meeting times--even
gender. Of course, behind these most general categories lie the
more subtle criteria of personality preferences. These are best
uncovered by asking the tutor straight out, "What kind of
person would you like working with? Someone younger or
older? Someone outgoing or shy? Someone who needs
assistance overcoming learning difficulties or someone who will
be more of a fast study?" More than not, you'll get the
response, "Oh, anyone will do." If this is the case, then you'll
need to rely even more on your own judgement.
‘ Unlike the tutor, the student doesn't fill out a sheet
indicating preferences, but this doesn't mean that he or she
doesn't have them. Ask the same kind of questions from your
student to find out his or her preferences. Then, when you
believe you've found a workable combination, set a date for an
initial introduction.

-7
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Tutor Consultation Before the Match

Before the tutor is matched with his or her perspective
student, you'll want to meet to discuss an education plan for the
student. In this meeting, you'll acquaint the tutor with the
student's skill level and current course of study. Appropriate
educational materials and instructional models will be reviewed
and a general course plotted.

NOTE: Be certain to stress your availability to the tutor,

Undoubtedly, the tutor will have many questions after the
first session with his or her student. Arrange to meet with your
tutor to discuss immediate concerns after this sessicn and set
a contact schedule for the following several weeks that
provides the tutor more access to you during the first month of
instruction. Thereafter, monthly contact is adequate through
the PAL Tutor Report, phone fcllow-ups and on-site
consultations when needed.

'Floating' or Classroom Tutors

Some tutors will prefer to work in the classroom on an
at-need basis. These tutors provide backbone support to the
teacher(s) who cannot provide individualized help to more than
one student at a time.

You'll want to thoroughly acquaint these tutors with the

software programs, video series and other resources available
to students in the classroom.

The First Tutor/Student Session--A Trial Run

People, generally, can become nervous about meeting
someone for the first time. Additionally, sometimes students

76
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can be self conscious about their skills. Therefore, the first
meeting is crucical for setting both parties at ease. Be certain
to inform- student and tutor in advance that the match is on a
trial basis only. And instruct each one separately to contact
you within a week of the trial session to give his or her decision
on the suitableness of the match. |

At this first session, you'll act as the intermediary to
introduce the pair and help to foster a conversation. This done,
the two can be left to pursue whatever feels most comfortable,
whether they choose a social or work session.

No Home Instruction

The PAL program follows a policy of no home tutor
instruction except in cases where a student's disability makes
it imperative. Otherwise, tutor/student pairs should find
mutally acceptable times and places to meet. Most pairs meet
at the DCA's numerous class sites throughout Centre, Clinton and
Clearfield counties. But for some, these may not be most
convenient to both parties. In these cases, tutors and students
might meet in community libraries, community centers,
colleges, or in some other mutually acceptable public place.
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Reports On Tutor Training
To PDE

As discussed above, attendance records
for students and tutors are submitted to the PDE
for program accountability. Using these reports,
the PDE can monitor the program's progress
toward fulfilling its proposal contract. Likewise,
the state requires monthly data reports specific
to the tutor training component of the program.

Data Summary Form (A17)

At the month's end, the PAL Coordinator must complete the
Data Summary Form for Tutor Training. This report provides
data on the number of tutors trained, the number of training
hours, specific material used for training and well as
demographic information on the tutor population trained. From
this data, the PDE generates statistics on the nature of wtor
training programs in Pennsylvania. (A directions sheet is
included in appendix.)

PAL Monthly Report (A18)

In addition to the Data Summary Form, the coordinator
must complete a brief in-house report, the PAL Monthly
Report, which provides data on the number of tutors trained to
date within the program year. This information is vital to the
Director who can assess, at a glance, the progress made by
cooidinator towards meeting our program obligations.

The PAL Monthly Report must be submitted to the tri-
county coordinator at the end of each month. The reports from
all three counties are then combined into one and submitted,
monthly, to the state.

~¥
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Recognition Activities

N r nd Letter

As the coordinator of a volunteer
program, you'll want to recognize those
people who give of themselves and their
time to the PAL program. Appreciation can be personalized
year round with birthday and holiday greeting cards. Computer-
generated cards are great for these occasions. Likewise, a
personalized note or letter can go a long way in saying "Thanks."

Announcements in the Newspaper

A more public, yet just as easy, way to express your
gratitude is to announce your thanks in the paper. For example,
the Centre Daily Times run a "Special Thanks Column" on
Tuesdays in the Neighbors Section (C).

Certificates of Appreciation

Certificates are easy to generate from computer programs
and can be personalized to acknowiedge a ride range of
accomplishments--from length of service to exceptional effort
to . . . whatever. And you don't need a special awards ceremony
to give out certificates. Present one to your deserving tutor
personally.

Newsletter Features or Articies

Centre, Clearfield and Clinton counties each publish a
newsletter. (See copies of each in Appendix: County
Newsletters (A19)
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The Centre Flash {(Centre)

Each issue of the Centre Flash features a profile article
entitled the "Flash Focus." Volunteers are regularly recruited
for this spotlight. In addition, the Centre Flash hosts a periodic
feature entitled "PALing Around." This is a page dedicated to
PAL events and activities.

Tutor Tips (Clearfield)
As a PAL newsletter, Tutor Tips is devoted entirely to

tutoring issues. It regularly welcomes new tutors and
acknowledges veterens.

All A's (Clinton)

Finally, All A's is written cooperatively by the teaching
staff for both staff and student readeiship. Upcoming events,
special happenings and profiles on students, tutors and staff are

regular features. In the past, tutors have edited issues of ALL
A’s as special projects.

- Annual Recognition Ceremony

An annual recognition activity can take many forms--from
an informal potluck or picnic to a reception to a more formal
awards ceremony. In any program there will be volunteers
that, whether for length or quality of service, merit special
consideration. To accommodate these individuals, you might
develop a class of awards acknowledging tenure of service (i.e.,
three years, etc.) and/or completion of training programs
additional to that required.

Included in the appendix are minutes to a Forum on
Volunteerism (A20) held in February 1994 in Centre County.
Review these for a host of ideas on recruitment, retention and
recognition.

ut)
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L | nd National Evenis

Finally, there are local, state and nationa! events and dates
to honor volunteers and/or promote education. Below are some
that will be relevant to you as a PAL coordinator.

National Volunteer Week (April 17-23)

National Volunteer Week is a good time to hold an annual
recognition ceremony. But that's not all you can do. Your
imagination, time and energy will define the extent to which you
can celebrate this week. Consider, for example, the activities
coordinated by Clearfield County's PAL Coordinator Carolyn
Greco and other local Clearfield agencies for National Volunteer
Week--1994.

» Declaration by Cliearfield County Commissioners with

signed proclamation and Progress photo with news
‘ release.

» Window poster in Mapping Office in Clearfield and

poster in Dubois Mall.

 Interview on WOKW's program, "A Closer Look,"

concerning CIU 10/DCA tutor program.

» Fliers distributed in all area grocery stores during

volunteer week.

» Volunteer buttons and awards given to each active

volunteer for program year 1993-94.

 Progress article in their "Bouquet" section during

volunteer week.

The AL Program in Clinton County annually holds its Tutor
Reception during Volunteer Week, and the Centre County PAL
program selects a Volunteer of the Year to be honored at the
Centre County Council of Human Services annual awards banquet.

81
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The Centre County Council of Human Services
Volunteer of the Year Award

Each year the CCCHS sponsors an awards ceremony to honor
those volunteers chosen by agencies throughout the county for
thei: outstanding work. In February you will receive notification
of the upcoming event through the CCCHS Newsletter. Selected
individuals will have their pictures and a brief description of
their volunteer activities published in the Centre Daily Times
prior to the awards ceremony.

As outlined in the CCCHS newsletter, you'll need to submit
a photo of your volunteer and a 65-word announcement to the
CCCHS. Additionally, you'll need to write a 150-word narrative
to be read by the guest presenter at the awards ceremony.

You then get to accompany the volunteer, who can invite a
limited number of quests, to the awards ceremony held during
National Volunteer Week. (Guests, other than the volunteer to
be honored, must pay their own way.)

Student Success Story of the Year

Each year the the Pennsylvania Department of Education
honors ten adult students who had to overcome difficuit
barriers to continue a successful education. Candidates are
pooled from adult education/literacy programs from every
county. Candidates do not have to be GED graduates, but if not,
they must show great strides toward their education goals.

Guidelines for submittion of nominees are generally sent
out in October with a November deadline. The winning students
are then honored with a banquet and awards ceremony during
the PAACE Mid-Winter Conference held in February.

At the DCA, each county selects its own nominee and writes
a page-long "success story" documenting the barriers
overcome by the student and the successes obtained. From
these three nominees, one student is then selected to
represent the DCA.

i
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The student chosen to represent the DCA could be any one
from our ABE, GED, or PAL program. Therefore, pay close
attention to the successes of your PAL students--one might
become Pennsyivania's Adult Student of the Year.

National Literacy Month (September)
As National Literacy Month, September lends itself to
public awareness and recruitment activities.

One conspicuous vehicle for this purpose for the Centre
County program is the special supplement on literacy issues
that runs during the first week of September in Centre Daily
Times. Prepare in advance to submit an article or
advertisement about PAL activities. Likewise, September is a
good month to step up release to local radio and cable stations
of public service announcements. Radio and cable talk shows

are particularly open during this time to guests in the education
field.

S
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Tri-Annual Meeting of PAL
Coordinators

The DCA operates its PAL Program in Centre, Clearfield and
Clinton counties with a coordinator in each. To assure
compliance to contract obligations and consistency in program
delivery, a Tri-County Coordinator acts as intermediary among
all. Phone, fax, and memo are the usual modes of communication

‘ among coordinators, but three times a year (March, July, and
October), coordinators meet to share program innovations,
problems, assessments--in general, to exchange ideas and
resources.

These meetings are important for maintaining program
consistency and excellence across counties and to help promote
creativity in program development.
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Indicators of Program Quality
as Defined by the PDE

"Indicators of program quality are
definable characteristics of programs by
which performance is measured. They are used to
determine the structure and processess of programs
and at the same time are used as a gauge to measure their
performance, including whether such programs are successfully
recruiting, retaining, and improving the literacy skills of
individuals served in such programs."

Simply put, every adult education organization funded by
state monies must demonstrate success in all levels of its
operation. The PDE has identified these various levels of
program operation (shown below) and has defined baseline
criteria by which each level can be assessed.

Student Recruitment
Student Retention

Staff Development
Volunteers or Tutors
Sensitivity/Multiculturalism

Educational Gains
Program Planning
A<countability
Curriculum and Instruction
Support Services

Look for a copy of these ten indicators and their
accompanying measures and standards in the Staff Handbook.
Measures refer to objectives or plans of action (i.e., activities,
assessment instruments, evaluation and instruction methods,
etc.) and standards are models of excellence wherein these
measures are implemented.

As coordinator of the PAL Program, you'll need to address
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Indicator 9 or those measures and stanuards specific to
volunteers or tutors. These measures and standards have been
duplicated below easy reference. Following each is a brief
explanation of how our PAL Program address these measures
and standards.

Measures

« An orientation program is conducted for all volunteers to
acquaint these individuals with the goals and objectives of
program.

All volunteer tutors at the DCA attend an initial 9-12 hour
interactive training workshop. (SeeTutor Training Resource
Manual for specific contents.)

« Documentation of recruitment, attendance of tutorial sessions
and tutorial training.

Recruitment: Copies of advertisements, public service
announcements, fliers, etc., for recruitmeni of volunteers are
kept in a binder entitied PAL Recruitment and Promotion for
easy reference. Each county maintains its own binder and an
additional one as a lending copy.

Attendan f rial ions an rial training:
Student and tutor attendance is submitted monthly to the
Centre County office. (See discussion on Recording Attendance
is this manual.) Likewise, workshop training and inservice
contacts are tracked on the Pennsylvania Adult Literacy Sheet
(an in-house form, not submitted to the PDE. Hours are then
submitted monthly to the Center County office to be entered on
a spread sheet providing a sum total to be reported to the PDE
at the end of the program year.



« A ledger documenting placement of volunteers or tutors.

The PAL Coordinator's monthly submission to the Centre
County Office of both tutor and student attendance is entered
into a spread sheet called the Monthly Attendance Report that

provides cumulative monthly hours and also matches the
student/tutor names.

Standards
e Documentation of staff development participation is on file.

An attendance sheet specific to tutorial training and
inservicing, the Pennsylvania Adult Literacy Sheet, is
maintained by each coordinator and submitted monthly to the

’ Centre County office for tracking and inclusion on a spread
sheet providing a sum total to be reported to the PDE at the end
of the program year.

e Trained volunteers are matched in a timely manner.

New volunteers participating in the 8-12 hour training
workshop are provided a contract specific to their Rights and
Responsibilities. (Discussion and appendix item appear in the
Tutor Training Resource Manual.) This contract specifies a
tutor/student match within eight weeks of training. If no match
is made within eight weeks, the tutor has the right to terminate
his/her obligation to a 6-month service contract.

NOTE: In the eventuality that a match cannot be made, the

PAL Coordinator can alway extend to the tutor the option

of providing service as a "floating" classroom tutor until a

‘ one-on-one match can be made.
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- Volunteers are exposed to several teaching methods and
‘ ‘ materials to accommodate the needs of the student.

The Tutor Training Resource Manual provides
the PAL Coordinator with both discussion of content to include
in interactive workshop(s) and methods for presenting it.
Overall, workshop content focuses on muiti-dimensional
approaches to tutoring students. These approaches reflect
learning styles and differences as well as cultural conditioning.
The Resource Manual also provides the coordinator with hands-
on materials for distribution to the tutors.

« Volunteers are knowledgeble of the goals and objectives of
the program and the students.

Program objectives are presented in the initial training
workshops, and student goais and objectives are stressed as
. the underlying rationale for all student instruction. As such,
student goals and objectives are presented to the tutor for use
in developing lessons and as non-standardized assessment
tools--for example, the student and tutor plot short range
(session-long, month-long, etc.) goals as criteria to meet. The
meeting of this criteria provides a basis for assessment.

. Volunteers who have participated in staff development
activities demonstrate measures to improve program
effectiveness, including reduced drop-outs and increased
student completers.

The PAL Program has been developed to provide tutors the
training necessary for effective instruction. Tutor
effectiveness is monitored through tutor self-evaluations,
student evaluation of instruction (tutor and materials) and,

. obviously, through the student skill improvement.

Cr >
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- Students participating in the adult basic education program
evaluate that the quality of instruction and/or tutorial sessions
are more relevant, or that their needs are being addressed
more effectively than previously.

PAL students are given opportunities to provide both
formal and informal evaluations on the effectiveness of their
tutor-provided instruction. The very first forum for this
evaluation is shortly -after the first student-tutor meeting.
Both students and tutor are asked whether the match is suitable
to them. Then, again, three months into the program, the
student evaluates his/her tutor-provided instruction during a
private consultation with the PAL Coordinator. During this
consultation, the coordinator obtains a quantitative data with
the adminstration of evaluative survey, the Service Check-up
Survey which can be given orally or filled out by the student.
This survey measures student satisfaction relevant to his/her
expectations and to his/her instruction prior to being matched
with a tutor.

. Document that volunteer tutors improved proficiency in
acquiring and utilizing program materials.

Each tutor contracts with the DCA to meet requirements as
outlined in the Tutor Rights and Responsibilities. One of these
responsibilites, as outlined above, is to participate within a six-
month service contract in a workshop training--in addition to
the initial 9-12 training program--specific to subject and skill
level. Prior to their participation in this additional training,
tutors are asked to assess, in writing, their proficiencies and
weaknesses in providing instruction. Armed with this
information, the PAL Coordinator can provide tutors whatever
training necessary to address weak areas in instruction.
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An Introduction
to this Resource Manual

The intent of this resource manual is to provide an outline
of viable topics (along with supporting materials) for
developing an’ orientation workshop for volunteer tutors in your
PAL Program. Topics are briefly introduced and followed, in
most instances, with suggestions and/or materials for
generating workshop activities. ~ For quick reference, a picture
of a small penguin indicates an activity you might want
to incorporate into 0@’ your workshop. Choose ones you like,
disregard others, or create your own. The information and
resources included here are meant to direct you--not restrict

you--in the development of a good training program.

References to appendix items (handouts, overheads, etc.)
inciuded in the back appear in bold-faced italics followed by the
letter B and a numeral. Likewise, helpful resources that are
available to you in the classroom are introduced in the running
text and included in a bibliography.

By its nature, the trainining workshop should be a dynamic,
ever-adapting program, one that addresses the different
cultural and educational backgrounds of your volunteers and
accommodates the growing insights of professionals in the field
of adult education. This manual, then, should be regularly
updated to include the new and delete the old or non-useful.




The PAL Tutor Training Workshop

An Overview

As stipulated by our funding proposal to the Pennsylvania
Department of Education, we are to provide a 9- to 12-hour
training program for new tutors. PAL coordinators from Centre,
Clinton, and Clearfield as a group decided upon presentation
material that conveys our values/priorities in adult education.
Topics that reflect these values and priorities are discussed
here with some suggestions for methods of presention.

These topics and suggestions are meant to guide you in
your preparation for tutor training; howeer, as the PAL
Coordinator, you must decide on the methods and extent to
which these topics are to be covered. Take into consideration
that much of this information is covered in the Tutor
Handbook. Such coverage and the importance of the topic will
help you determine whether a brief discussion will suffice or a
more thorough investigation is required.

Although this information will assist you in developing
content for the training workshop, you'll yet need to consider
the overall schedule of activities for your 9- to 12-hour
training program. Recognize that not all this time will be
devoted to the workshop. Time should be allotted for other
activities as well, for example, a one-on-one consuitaton with
your tutors.

Also, in designing the workshop schedule, you'll want to
incorporate time and methods for addressing issues of concern
to the tutors. Remember that the material you prepare,

34
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however thorough, comes from your perspective alone. A good
training program is one that can accommodate issues identified
by the tutor., issues that you may not have indentified in
preparing the workshop.




PAL Program Objectives

Contract Obijectives

Begin the workshop by defining the PAL program and its
objectives. This definition should include contract objectives
as outlined in ‘the proposal to PDE and those objectives relevant
to the tutor and student.

NOTE: For discussion on contract objectives refer to
"What is PAL?" in the PAL Coordinators
Procedures Manual.

Since the PAL Program and its function cannot be
. completely understood outside the context of the Development
Center for Adults and its function, you should provide a brief
discussion on the DCA's purpose and a cursory review of its free
programs. A helpful handout for this is Programs Offered by
the DCA (B1) (a list of acronyms appears on the opposite
side).

Tutor Objectives

To address objectives relevant to the tutor, ask those
present to offer their personal reasons for participating in the
PAL Program. Common responses such as "To give something
back to the community" or "To get teaching experience" can
then easily be incorporated into a discussion wherein you relate
their stated objectives to those that you, as the PAL
Coordinator, will help them to met:

. 96
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e To provide encouragement and motivation to aduit
students

e To improve teaching effectiveness through training
and inservicing

e To become informed on the use of educational texts,
aids, software programs, etc. available for instructional
use with students

e To set skill-related goals with students and to help
students meet these goals.

Within a discussion of tutor objectives would be a good
time to discuss Tutor Rights and Responsibilites (B2).
Use this appendix item as a handout or overhead.

Student Obijectives

Objectives that students hold for themselves and
those that the PAL Program hoid for them should be one

in the same.

e Most students that enroll in adult education programs do

so as the result of some immediate need or crisis.
Volunteers should help students address these needs by
identifying long-term goals and then setting realistic

short-term goals that build a bridge to those in the farther

future.

» Every student wants to he successful. Provide the
student success within each work session by presenting

managable and varied lessons. Start with what the student

knows and slowly direct him or her toward the unknown.
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Training Workshop Objectives

Distribute an agenda overviewing the 9- to 12-hour
orientation training. (A two-day workshop is a good format;
hcwever, you can break it into three day if it's more suitable.)
Be sure to leave open time during the second session to
incorporate issues targeted by your tutors for discussion. lt's
important that in the beginning you discuss the nature of the
training to be provided since each volunteer comes to the
workshop with particular expectations.

Generally, your orientation training will provide
information on learning theory, principles of effective
instruction and some specific instructional strategies for
working with adults; it will not provide strategies specific to
subject and skill level. Therefore, if a volunteer attends
anticipating tips on teaching fractions, he or she will leave
disappointed if you haven't previewed topics and activities.

At the end of the first session, request your tutors to
complete a brief assessment on information and activities of
the first workshop. Did the training meet their expectations?
What topics not included on the agenda would they like to
cover? Of the topics covered, what areas do they think require
more discussion? These and other questions appear on the
Workshop Assessment (B3)




Definitions:
The Tutor
The Adult Student

Defining the Tutor

Beginning tutors sometimes mistakenly believe that they
are expected to be authorities in the subject(s) in which they
tutor. This notion can lead them to feelings of inadequacy.
Stress to your participants that the tutoring experience is as
much a learning experience for them as it is for students.
Likewise, suggest they brush-up on skills in which they feel
uncertain. (You can provide interested individuals with
appropriate texts and materials during a private consultation.)

Defining the Adult Learner

Adults differ as learners from school-aged children. These
differences are very real and demand the tutor's
accommodation. The Tutor Handbook contains a brief list of
characteristics -of adult learners; however, in the workshop,
you'll want to personalize this topic with an activity. (As a
further resource for background, review the chapter "How
Adults Learn" in the book How to Teach Adults by William
Draves. This resource is included in the bibliography and, as all
resources mentioned in this manual, is available in the
classroom's reference materials.)

Workshop Activity Q\@

One way to introduce the adult student is through a video.
A useful one for this purpose, put together by the Institute for
the Study of Adult Literacy, is Helping Adults Learn. This video
’ covers a broad range of topics relevant to the adult student.

ERIC
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Learning Styles \
N e
Crucial to your tutors' abilities to assist N e %’fﬂ

others in learning is their understanding that g
everyone has an individual learning style.
Individuals have preferences for the ways they
take in information. If you instruct a group of =
people to memorize a lists of numbers or words,
you'll find that each attempts the task through methods
particular to his or her learning style. For example, the person
who learns best through listening will repeat the list aloud or
ask you to do so. In contrast, a visual learner would probably
want to see the numbers or words in print in order fo memorize
them. Generally, these learning styles have been categorized
as visual, auditory, and tactile/kinesthetic.

A good resource for assessing a student's learning style is
The Modality Strengths Checklist (refer to Appendix A14)
which lists over a dozen tasks relevant to each learning style.
But discovering a student's learning style can be as easy as
attending to the way he or she attempts to solve a problem.
Consider the G.E.D student who can't comprehend a reading
passage without reading it aloud: this person relies heavily on
auditory learning. Strategies that students use for solving
problems are like beacons flashing bright messages to the
educator who can interpret them. (See the bibliography for
further reading on this topic.)

How We Learn

Once a student's preferred learnirig style or styles have
been identified, the tutor can develcy instructional models that
appeal to these strengths. But even without knowing a student's
personal learning-style, tutors who incorporate visual, auditory
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and tactile/kinestheic methods and materials in their
instruction will, no doubt, address students' needs.

One way to emphasize the importance of this integrated
appeal to the senses is to review the handout (also included in
the Tutor Handbook) entitted "How We Learn” (B4). it
provides a percentage breakdown of hcw much information is
retained relevant to the sensory mode of its intake. For
example, "Students retain 10% of what they read; 20% of what
they hear," etc. Although the original 1967 study by Treischler
(published in Film and Audio/Visual Communications Journal )
from which this breakdown is derived has since been disputed,
the underlying rationale that retention is heightened when we
involve more of our senses in the intake of information holds
true.

Workshop Activityq@

A good way to demonstrate the above is to engage your
tutors in a memory quiz.

1) Prepare them with instructions to remember as many
items as possible from a list of ten unrelated items (dirt,
map, web, etc.) that you recite once. Wait about a

minute then ask them to write down as many items as
they can recall. Have each person then recite to the
group how many items they recalled.

2) Next present a posterboard of ten pictures taken
from magazines containing an entirely different list
of items from those first recited. Have everyone
identify the items aloud. Then, place the posterboard down,
wait a minute, and again request that they write the

items they remember. Since the second quiz involved
them in seeing, hearing and saying, the average number of
items retained should increase.

1]
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Multidimensional Modes of Instruction.

Learning styles and their relevant instructional models is
the theme discussed in text and supported with a kit of
materials in Honoring Diversity: A Multidimensional Learning
Model for Adults (Shelton, Conan, Fuighum-Nutters, 1992). This
is a great resource--available in the classroom--for
background on learning styles and for developing future
training workshops specific to instructional models or
strategies. The authors define five learning styles (visual,
auditory, kinesthetic, print-oriented, and interactive) and
seven learning intelligences:

"Learning styles are the ways we prefer to take

in information and experiences. Intelligences are
the ways in which we process and make sense of

information once perceived" (p. 16).

The authors discuss the theory of multiple intelligences,
developed by Harvard psychologist Howard Gardner, and
provide strategies for learning spelling, writing, comprehension
and G.E.D. material using the seven intelligences that they label:
language, spatial, logic/math, body movement, musical, social
and self. Honoring Diversity includes a book, set of teaching
cards, and an audio tape. The book is easy to read in one sitting
and the teaching cards provide a wealth of practical
applications for teaching. Check it out!

102
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Learning Disabilities

Defining Learning Disabilities

"Although individuals with learning disabilities
usually have average to above average intelligence
and the potential for achieving in a wide variety

of areas of adult life, they may be characterized

as lazy, irresponsible and unmotivated. Generally,
the term learning disabilities refers to a broad
spectrum of processing disorders that arise from
inaccurate information received through the senses,
and inability to remember or integrate information,
or difficulty with oral, written, and nonverbal
expression" (Learning Disabilities Association

of America).

The above is a concise and accurate look at learning
disabilities and the attitudes of some people who do not
understand them. To promote an understanding of learning
disabilities with your tutors, you'll want to emphasize this topic
with discussion and visual representations. What LD Is and Is
Not (B5) is a good outline for presentation on an overhead
projector or as a handout as is What is a Learning Disability?
(B6),

A significant point to be stressed is that students with
learning disabilities are characterized as possessing average to
above average intelligence. Often uninformed individuals
mistakenly believe that a learning disability is synonomous with
low functioning skills. What they do not understand is that for
the low functioning student, as with the non-learning disabled
student, achievement is commesurate with ability. However,
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‘ this is not the case for students with learning disabilities. For
these, there is a gap between achievement and tested ability. A
good way to illustrate the distinct difference between these
two separate cognitive states is by using graphs. For this
purpose, compare (as overheads) Graph of Non-Learning
Disabled and Low Functioning (B7) with Graph of a
Learning Disability (B8).

The Tutor Handbook contains both a definition of and
symptoms associated with learning disabilites. As a workshop
activity, you can sensitize your tutors to the barriers faced by
students.

Workshop Activity ﬁ’

Pass out to your tutors a two-paragraph text (Looking
Through Your Student's Eyes (B9) that has been denigrated
‘ in appearance by reversals, omissions and rotations of letters,
where letters and words do not follow a straight line but jump
or drop erratically. Asks them to read, however well they can,
this text. After they've struggled with the task, have them fold
down the page and look at the original text taken from Alice in
Wonderland. Explain that the denigrated text is what students
with severe learning disabilities see when they attempt to read.

Workshop Activity Rﬁj

Another activity that will communicate to your tutors the
sensory .distortions that some students must overcome in their
efforts to learn is one where the person traces an image
reflected from a mirror.

For this exercise you pair two people: one holds a hand
mirror above some simple image that the other person will try
to trace. It's important that the person holding the mirror be

' certain to shield the drawing from the person who is to trace
over it so that the latter can only follow the reflected image to

ERIC 1ng




13

work by. Most people will find this a difficult task since they
will attempt to trace the image as if it were directly beneath
their hand and not the backward image of a reflection. Your
trainees will see how difficuit. even a simple task can be when
sensory inputs are distorted.

Does Your Student Have a Learning Disability?

As an adult educator, you know that only those specially
trained can accurately diagnose a particular learning disorder.
This doesn't mean, however, that you cannot educate your
volunteers to recognize those symptoms generally associated
with a person's inability to learn. These are categorized for
quick reference in Characteristics Associated with
Learning Disabilities (refer to Appendix item A13). Review
these characteristics in the workshop but caution your tutors
against devising informal assessments. Only trained
professional should adminsiter diagnostic tests. The tutors’
task is to recognize students' needs for multi-dimensional or
sensory instruction.

13
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Skills that are taught outside real-life
applications will not hold a student's interest.
Most students that enroll in adult education
programs do so as the result of some immediate
need or crisis. Therefore, these individuals need to see some
immediate application or progress, whether they be job
applicants studying io pass screening tests or parents learning
words in a child's book in order to read it to their children.

To discover these real-life applications, tutors must first
discover the needs and interests of their students. Once
identified, these should be labeled as goals toward which to
work. The meeting of these goals then provides the student
with both the application and progress that he or she needs to
maintain interest. Necessarily long-term goals must be broken
down into smaller ones, otherwise the student will become
discouraged.

Some people are naturally goal-oriented; others are not.
Posing a queston to a student like "What are your immediate
goals?* may have no meaning to someone who doesn't usually
set them. Therefore, the tutor should first introducc the idea of
setting goals within a discussion about the student's immediate
needs and interests.

The Tutor Handbook contains a Student Goals Checklist
(Rance-Roney, Lehigh University, 1991) that can serve both as
an informal skill assessment and as a needs/interests survey
for establishing goals. Encourage your tutors to devise such a
list relevant to their students' skill levels and needs.
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Why Students Quiit

There are countless reasons why any individual should
decide to end his or her program of study. But all of thess
reasons, however numerous, can be organized into just two
groups: problems of instruction or personal problems.
Prcolems of instruction should be ones that early detection and
intervention can reverse; however, a student's personal
problems are often, though not always, outside the tutor's
jurisdiction.

The Tutor Handbook contains a discussion (source
unknown) titled "Why Some Students Drop Out “that provides
general discussion on problems of instruction and students’
personal problems. However, the author's emphasis is that

"often students drop out because their
immediate needs and interests are not
being met."

This is the important point to stress. Discuss how setting goals
defined by the student will necessarily address that student's
immediate needs and interests. The idea of goal setting cannot
be stressed enough. Refer tutors to the "Student Goals
Checklist" included in the Tutor Handbook and, further, review
(by overhead?) the Service Check-up Survey (refer to
Appendix item A7). This is an assessment of the tutor's
instruction by the student. Questions on goal setting
predominate in the survey. In other words, correlate goal
setting with retention.
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The Effective Lesson

Goal setting is obviously an important element in a good
lesson plan, but it cannot stand alone. Certain key principles
govern effective instruction. Refer tutors to the discussions
included in the handbook, but take time within the workshop to
emphasize some central points:

« Begin each session with a goal--a place to reach,
and then reach itt Never plan to cover more material
than can be comfortably accomplished. Rushing through a
lesson to imake-up for ‘'lost ground' is always an erior.
Provide the student success each lesson by reaching set
‘ goals. If time permits, then you can set another--this page
or this exercise.
e :.lways begin the lesson with what is known.
Students need to begin from solid ground where they can
gain the confidence to continue onto unknown ground. This
means that you want to review material already covered
and understood by the student before moving on.
» When introducing new concepts, provide the
information in a variety of ways. For instance, if
introducing fractions, you'll want to present the concept
visually (with drawings) and manually (cut a pie with
scissors; have the student manipulate fractional parts) in
addition to any verbal or numerical explanation.
e When a student doesn't understand--don't repeat
what you've already presented. Ask the student to
attempt to solve the problem in any way he or she can.
Then you can identify at what junction the student is erring.
. Try to illustrate the correct approach in a new way.
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Preparation is another key element as is
documentation. Instruct vour tutors to keep a notebook
wherein they record materials and activities covered during the
session.

Also alert your tutors to look for signais that indicate
their students are “"ready ic learn, eager and able to absorb
what the teacher has to offer" (Draves, 1984, p. 56). This
moment is when something clicks with the student and a bright
look or recognition fills his or her face. Draves describes the
"teachable moment" as belonging to the student, nci the
teacher. Therefore he urges the teacher to foliow the student's
lead, to abandon prepared instruction in order to accommodate
the student's interest at the moment since often these flashes
of insight are not directly related to the work at hand. For more
information on this and other valuable topics, check out the
book How to Teach Adults (included in the bibligraphy).
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Cultural Diversity

"Our tutors and learners come from a diverse
society, representing different cultural groups,
racial groups, and socic-economic groups.
Sometimes they share basic assumptions and
values which are sometimes quite different.

We need to acknowledge and respect our
differences, while bridging any areas of cultural
misunderstanding to eliminate barriers to
learning" (Honoring Diversity, p. 44).

The above exerpt sums up what we in the field of education
already know. What we don't know and what no one can really
provide is a ‘Do and Don't list for social irteractions relevant to
every person representing a different cultural, racial or socio-
economic group. How then do tutors proceed in adjusting their
behaviors to fit the individual? One universal rule applies:

Show Respect

A respectful demeanor is understood by anyone.
Demonstrating respect usually means not only being polite but
giving thought to your body language and tone of voice. The
American culture is sometimes perceived by people of other
cultures as too informal. For example, consider this scenario:

You're almost finished showing someone how to locate a
file on the computer when a new student walks in. You'd
probably think it appropriate to acknowledge the student from
where you stand, saying, "Hi." Come on in and grab a seat. [l be
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with you in just a minute." And it might very well be appropriate
for someone accustomed to the conventions of your society.
However, what if the student who walks through the door is
dressed in the garb of another nationality? Would the same
informal acknowledgement be appropriate?

The answer is No. The circumstance would dictate another
response. You would want to excuse yourself from the student
you're working with and, smiling warmly, cross the room to
meet the new ‘student. You might still be informal with your
conversation--"Hi. You must be new. Why don't we sit down
over here and get introduced"--but your actions reflect a more
corcerted effort at showing respect.

Beyond extending 'such courtesies, instruct your tutors 1o
gradually inform themselves about the culture and attitudes of
their students. Appropriate gquestions might be to ask, for
example, "How do people in your country greet one another?"
By exchanging cultural norms, your tutors and students will
develop a comfortable repoire.
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Assessing Tutor Instruction

Student Skill Improvement

Explain to your volunteers the nature of their professional
roles as tutors. Like that which is required of any professional,
certain standards of service and commitment are expected.
One crucial standard of their service is measured in the
progress made by their students, whether measured by
standardized or informal assessments or in goal attainment.

For some students standardized tests simply are not
appropriate. For them, other criteria than tests can be used for
measuring skill improvement. For example, has the student
learned to use the software program for practicing the
multiplication tables? Can he or she now fill out a check?
However, for many students standardized tests are appropriate,
and for these, you'll want to conduct an assessment of skill
improvement every six months.

As a coordinator, you'll want to have frequent contact with
‘students in your PAL program to establish that the program is
addressing their needs. The easy repoire that you establish will
also help lessen any anxiety a student might feel when being
assessed for skill improvement.

Student Assessment of Instruction

Student evaluation is another criterion by which a tutor's
instruction is assessed. The Service Check-up Survey
(refer to Appendix item A7) is a questionnaire that the
coordinator administers to the student every six months. The
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test can be administered orally or given to the student to
complete and asks such questions as “Do you and your tutor set
both short and long-range goals?" and "Do you always work out
of books, or do you do other activities, too?" These and other
questions provide a view on the nature of the instruction being
presented.

Tutor Documentation of Session_Content

Require tutors to keep a notebook wherein they document
student goals, class activities, quéstions, problems, etc.
Explain that this will become an invaluable resource for the
tutor in evaluating the student's learning styles and processes.
Also it will provide documentation that the tutor is providing a
conscientious program of study. |

Tutor Evalution of Instruction Provided and Received (by
Coordinator)

Like students, tutors should improve in the skills they
develop. The training, direction and instruction that you
provide can help them increase theii professional knowledge
and improve as educators. The quality of instruction you
provide the tutor will reflect in the quality of
instruction that your tutor provides the student.

To get a good insight into how well you and your tutors
are performing as educators, request tutors to complete a
Tutor Assessment Survey (B10) every six months that
elicits open-ended responses.




Policy and Reporting Procedures

A review of logistics--from procedures to cancel a tutor
session to policy on snow days--is a must and logically should
be covered near the close of the workshop.
A good way to quickly review these is by
overhead projector, (see Logistics B11
for samples), but be sure to give your
tutors a hard copy to take with them.

Many policies and procedures
are ones that you must identify as
relevant to your program. However,
there will be constants across all three :
counties. One important constant is the submlssmn date
for theTutor Report to the PAL Coordinator: No later
than the 25th of the month! Emphasize to your tutors that
accurate and timely submission of this form is crucial to
continued funding for the PAL Program.
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Continued Training:
Tutor/Staff Development

As outlined in Tutor Rights and Responsibilities, each
volunteer commits to future training specific to subject and
skill level. An example of such training would be a workshop on
beginning reading. (See sample agenda, Help! Reading
Workshop B12).

For your tutors to meet their responsibility, you must
meet your own. You should make every effort to provide access
to a training workshop or seminar once every six months. This
training can be a workshop developed by you, one offered to
staff and volunteers through 353 projects, or one offered to
educators in Region 2 through Project Star: Staff Training and
Reinforcement. Be certain to stress the importance of these
training workshops and take a minute to highlight their purpose
and benefits on an overhead or flip chart (Subject Intensive
Workshop B13).

A Private Consultation

The scope of the orientation training is limited by time
constraints. You cannot cover everything that your tutors will
want to know in 9 to 12 hours. This is especially true when you
consider that one tutor will be matched with a beginning reader
and the next with a person preparing for a math placement exam
for college. However, you can provide the specifics on
materials and methods that each tutor will need during a private

consultation held prior to your tutor and student's first
meeting.
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Close your second workshop session with a
reminder to tutors that their orientation
training will not conclude until after you have
met for a private consultation.

This is a crucial element of their training without which tutors
will feel unprepared. Prior to distributing your Workshop
Assessment, review this and any other outside workshop
activity or training yet to come. Without this reinforcement,
tutors may indicate a sense of unpreparedness on their
assessments of the training program.

Resources that Will Work for You

Lucky for you, most of the ground you'll need to cover has
already been tread by others. For example, the beginning
reading workshop developed by PAL Coordinator Barbara
Strauss (of which a sample agenda is provided) draws heavily
from two resources: Mary Catherine Spence's Reading Skills
Assessment Prescription Package or Help! (Special
Demonstration Project) and Honoring Diversity: A
Multidimensional Learning Modei for Adults (Shelton,
Conan, Fulghum-Nutters, 1992). However, if GED-level math is
your intended workshop topic, then Chuck Herring's An
Expiosion of Math Ideas would be the logical resource. And
if Pre-GED math or English (skill level 5-8) is your chosen topic,
then the Volunteer Learning Project by DCA's Director Edith
Gordon will point the way.

All these and others are immediately accessible to you in

’ the ABE/GED classroom. A bibliography of books and an
inventory of useful resources follows.
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® Selected Bibliography
and

Inventory of Useful Resources
(Many more books and rescurces not included below are

available for review on the resource/reference shelves in your
ABE/GED classroom.)

353 Special Demonstration Projects (Funded through PDE)

An ABE Instructional and Training Video Tape User's
Catalog. Special Demonstration 353 Project: 99-9005.

Education Division, University of Pittsburgh a* Johnstown. 1988-
89.

The Cultural Literacy Handbook. Special Demonstration 353
Project: 98-2015. Bethel Park School District. Mary Ann
‘ Eisenreich and Eilen McDevitt. 1991-92.

An ESL Literacy Resource Guide: A Handbook for
ESL/Adult Educators in lllinois. Special Demonstration 310
Project. lllinois Statewide ESL/Adult Education Service Center.

Dennis Terdy. 1982. (A good hand's-on resource for designing
an ESL program.)

Reading Skills Assessment Prescription Package or
Help! What does an ABE-GED teacher/tutor do with an
adult beginning reader? Special Demonstration 310 Project:
98-6027. CiU 10 Development Center for Adults. Mary

Catherine Spence.

Volunteer Learning Project. Special Demonstration Project
99-4009. CIU 10 Development Center for Adults. Edith A.
@ Gordon 198384
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Published Resource Materials

Herring, Chuck. An Explosion of GED Math Ideas. Edmonds
Community College and Seattle Centrai Community College.
The GED Institute: Seattle, 1990.

Kennedy, Katherine and Ellen Sarkisian. Games and
Butterflies: A Resource Book for Teachers of Adult
Education (especially those who teach English as a
second language.) New Readers Press: Syracuse, 1979.

Shelton, Leslie, Joan Sheldon Conan, and Holly Fulghum-Nutters.
Honoring Diversity: A Multidimensional Learning
Model for Adults. Sacramento: California State Library
Foundation, 1992.

’ Books

Colvin, Ruth J., and Jane H. Root. Tutor: Techniques in the
Teaching of Reading. Syracuse: Literacy Volunteers of
America, Inc., 1987.

Corilow, Rick. Returning to Learning: Getting Your GED.
California: Crisp Publications, Inc., 1990.

Draves, William A. How to Teach Adults. Manhattan, Kansas:
The Learning Resource Network, 1984.

Library for the Blind and Physically Handicapped. Adult Basic
Education and General Education Development
Programs or Disabled Adults. Philadelphia: Free
. Library of Philadelphia, 1987.
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Smith, Frank. Reading Without Nonsense. Second Edition.

Teachers College Press. Columbia University: New York,
1985.

Vitale, Barbara Meister. Unicorns Are Real. New York: Warner
Books, Inc., 1986.

Warren, Virginia B., ed. The Second Treasury of Techniques
for Teaching Adults. Washington, D.C.: The National
Association for Public Continuing and Adult Education,
1970.

Videvs

Assessing Learning Problems. Center for Learning
Disabilities.

Helping Aduits Learn. Institute for Study of Adult Literacy.

Innovative Instructional Techniques. Center for
Alternative Learning.

Tutor Training for Learning Disabled Adults. Center for
Alternative Learning.

Understanding Learning Disabilities. Center for Alternative
Learning.
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A Note About Sources

This Tutor Handbook is a compilation of resources
gathered from staff development and training workshops in
Centre, Clearfield, and Clinton counties as well as from
published works on the subject of adult education.
Unfortunately, sources were not always cited on some of the
materials adapted from workshops. When available, specific
sources have been indicated following the referenced material.
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Welcome to the

Pennsyl!vania Adult Literacy Program

The Central Intermediate Unit 10 Development Center for
Aduits (DCA) operates through state and federal funds to
provide free adult education. Some of the DCA's programs
include General Education Development (GED) preparation; Adult
Basic Education (ABE) classes; vocational programs; and the
Pennsyivania Adult Literacy (PAL) Program.

PAL is a program funded by the Pennsyivania Department
‘ of Education (PDE) that matches students with tutors in one-on-

one and classroom situations. The PDE provides financial
support for our programs based upon the number of voiunteer
tutors we enlist and the number of students we serve. As a
volunteer tutor in the PAL Program, you make possible the
continued state support or this most needed service to adults
who want to improve their lives through education.

Thank you for your help, and welcome to the DCA family!

ERIC
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Basic Philosophy for PAL Tutors

A most important part of this volunteer. program is your
genuine devotion to and concern for your student.

The CIU 10 Development Center for Adults believes that
each adult learner has the ability to succeed. Previous failures
in school are most often due to environmental inflexibility or
extenuating life circumstances.

Our goal is to help learners to acquire basic literacy skills.
Part of accomplishing this is to build a ladder of successful
learning experiences. This gives the student a more positive
self-image, based on greater self-confidence and improved
competence. PAL volunteer tutors are an integral part of this
goal.

Before studying the teaching materials, think carefully.
Are you prepared to follow through on this program? A
volunteer who drops out is a tremendous disappointment to a
student, and this can be more damaging than you imagine.

Likewise, a volunteer with genuine commitment and a kind
heart can have a significant impact on a student's life.

Good Luck!




The Tutor

To be a tutor does not mean
To be all knowledgeable.
To be a tutor is to be a

Person

Who wants to learn,

Just as he or she

Wants to help others

To learn.

ERIC
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Characteristics of Adult Students

Adults bring experience to ‘the classroom
-- Use it.

Adults sometimes doubt their abilities to learn
-- Provide success.

Adults want immediate application of what they learn
-- Teach skills relevant to their daily lives.

Adults are sensitive to non-verbal communication
-- Watch body language.

Adults are slower to change habits than young people
-- Be patient.

Adults often don't feel free to express themselves
-- Be encouraging

Adults are used to being treated as mature adults
-- Don't talk down to them.

Adults are often more highly motivated than younger students
: -- Maintain this motivation.




How we Learn
Students retain . . .

10% of what they read

20% of what they hear

Tell me, I'll forget
Show me, | may remember

30% of what they see \ Involve me, I'll understand

50% of what they see and hear
70% of what they say

90% of what they say as they do a thing.

Tutoring Tips

Always try to find out what process the student is
currently using to find an answer. Insight into a student's
problem-solving strategies can help you redirect his or her

process when it takes a wrong route. Direct your student's
learning with questions like these:

Show (or tell) me how you would start the problem.
Explain why you decided to do this step here.

In general, what was the reading about?

Where did you find your answer?

Resist showing your student how to do things. Explain

steps while they are doing things. Your student should be doing
most of the work in any tutor session.

Full Tt Provided by ERIC.
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Learning Styles

Crucial to your ability to assist others in learning is an
understanding that everyone has an individual learning style.
Individuals have preferences for the ways they take in
information. For example, if you instruct a group of people to
memorize a list of numbers or words, you'll find that each
attempts the task through methods particular to his or her
learning style. The person who learns best through listening will,
repeat the list aloud or ask you to do so. In contrast, a visual é
learner would probably want to see the numbers or words in
print in order to memorize them. Generally, these learning
styles have been categorized as Visual, Auditory, and
Tactile/Kinesthetic. However, two more learning styles:
Print-oriented and Interactive are explored in Honoring
Diversity: A Multidimensional Learning Model for Adults. (See
Bibliography.)

Discovering a student's learning style can be as easy as
attending to the way he or she attempts to solve a probiem.
Consider the G.E.D student who can't comprehend a reading
passage without reading it aloud: this person relies heavily on
auditory learning. Strategies that students use for solving
problems are like beacons flashing bright messages to the
educator who can interpret them.

Discuss with your PAL Coordinator methods you can empioy
to determine your student's learning style. Two useful
resources are the Modality Strengths Checklist and the
Barsch Learning Styles Inventory. Ask about these and
others available to you.
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Instructional Strategies for Different Learning Style

Visual(

Movies Video

Filmstrips Charts, Graphs, Maps
Slides Transparencies
Television Picture Books

Auditory @

Lectures
Guest Speakers
Verbal Repetition Team Learning
Oral Directions Oral Responses

Tactile

Models Writing
Field Trips Role Playing
Computer-assisted instruction

Kinesthetic

Plays Group Projects
Creating Dioramas Simulations
Frequent breaks for movement

Audio Tapes

1290

Records/Interviews

Textbooks
[Hiustrations
Posters

Bulletin Boards

indepth written
instruction
Group Discussio

Demonstrations
Drawing
Manipulatives

Dramas
Learning Games
Competition
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Learning Disabilities

The federal government has defined learning disabilities in
Public Law 94-142 (The Education of All Handicapped Children
Act) as follows:

"Specific learning disability means a disorder in one

or more of the basic psychological processes involved

in understanding or in using language, spoken or written,

which may manifest itself in an imperfect ability to

listen, think, speak, read, write, spell, or do mathematical
calculations. The term includes such conditions as
perceptual handicaps, brain injury, minimal brain
dysfunction, dysliexia, and developmental aphasia.

The term does not include children who have learning

problems which are primarily the result of visual,

hearing or motor handicaps, of mental retardation, of

emotional disturbance or of environmental, cultural,

or economic disadvantage.”

To put this in simpier terms: a person with a learning
disability is someone who has one or more significant deficits in
the essential learning processes. This deficit can be in the
intake of information, in the synthesis of it, or in the output of
it. As examples, an input problem could be a perceptual
difficulty (visual or auditory); a synthesis problem could be
weak retention of long or short-term memory; and an output
problem could be an inability to express in written or spoken
language what one has learned.

A person with a learning disability is usually considered to
have near average or above average intelligence. However, for
some reason (sometimes known, sometimes not) there is a gap
between potential and achievement.
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Symptoms of a Learning Disability

The symptoms of learning disabilities are a diverse set of
characteristics which affect development and achievement. A
person with a learning disability has a cluster of these
symptoms which do not disappear with age. The most
frequently displayed symptoms are

¢« short attention span;

e poor memory;

o difficulty following directions;

e inadequate ability to discriminate between
letters, numerals or sounds;

e poor reading ability;

» eye-hand coordination problems;

difficulties with sequencing;

disorganization;

and numerous other problems which may affect all of the
sensory systems.

How Can You Help a Person with a Learning Disability?

Many people have !earning problems. Our program
attempts to alleviate learning problems by using a wide variety
of instruction materials and methods. Finding a new way to say
or do something can often unlock the door for a learning
disabled student. Compensatory techniques such as using an
index card to help focus reading, constructing a times table to
help with math, or simply using a dictionary to help with severe
spelling problems are often successful. The most important

thing to remember is that a student is capable of
learning.
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General Tips to Help Students with
Learning Disabilities

Always teach a new concept using more than one learning
style (auditory, visual, tactile/kinesthectic).

Talk with the student about what techniques work best for
him or her.

Teach for success. Break lessons or tasks into manageable
parts.

Provide structure and orderliness. Help the learner
identify organizational patterns.

Make directions specific, concrete and understandable.
Make clear transitions from one topic or task to the
next.

Help set realistic goals; give positive feedback.

Teach such transferrable learning strategies as listening,
paraphrasing, error monitoring, notetaking, and so on.

Help student develop "cheat cards" that list steps to be
followed in math problems with muiti-step tasks.

Teach memory techniques such as chunking and mnemonics.

Build on strengths rather than repeating weaknesses.

Adapted from Adults with Learning Disanility: An Overview, Ross-Gordon, 1989.
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Strategies for Students with Learning Difficulties

® Math
. Circle or highlight thé calculation sign (+,-, X, ).
. Work the problem on graph paper.
. Create a flow chart showing order of computation.

. Break down word problems into components: 1) given,
2) process, 3) computation,: and 4) solution.

. Give a few problems at a time.

207
d Talk through the problem. 22

207
. Highlight directions. 2691

. Teach multiplication shortcuts.

. Put filter paper, usually green, over math problems or
highlight with green marker.

. Give extra practice when a new procedure is learned.
° Work each step, do not shorten the process.

. Do not mix problems on a page.

° Rewrite problem in working format.

. Write numbers precisely.

‘ Adapted from worksheet by Mary McManus
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Strategies for Students with Learning Difficulties

Reading
Use guide to keep place.
Use filter over text, usually blue or yellow.
Tape record story for extra practice.
Read in unison.
Highlight key words.
Work in short time periods.

Combine reading and writing exercises to reinforce each
other.

Have student keep a daily journal. Don't worry about
grammar or spelling. (Poor readers are usually poor
writers; this will help to reinforce skills).
Don't overwhelm; work below grade level.

Practice with material of student's interest.

Have student write new vocabulary words on index cards to
help retain vocabulary.

Use cloze exercises (sentences leaving outa key word);
student must fill in the blank.
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--Reading Strategies Continued--
Use words commonly confused in mulitiple choice
selections. Have student underline the correct word.
Ex. He wanted to (walk, wash) his clothes.

Give specific instruction in using dictionaries.

Use colored pen to emphasizé vocabulary when writing key
words.

Use icons or pictures with words for memory jogger.
Teach sight word vocabuléry.
Teach common synonyms, antonyms and homonyms.

Introduce new words in assignments and their dictionary
meanings; relate words to what is being taught.

Review words periodically.

Teach students to recognize multi-meaning words.
Teach the use of contractions and compound words.
Teach possessives and plurals.

Guide students' reading by use of meaningful questions.

Worksheet by Mary McManus

o b
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Tutoring Tips

1. Keep your commitment.
Students look forward to your coming. If you know you'll
be late or unable to make it, tell them in advance. Also, if
your student is absent without letting you know, try to find
out why by a telephone call.

2. Be warm and friendly.
Learn the students' names and make sure they know your
name. Sit next to students so you can work with them.

3. Accept a student just as he or she is.
Don't be judgmental about a student's abilities, progress,
background or lifestyle, dress or grooming.

4. Let students talk out problems.

‘ If a student is upset, you need not solve the problem;
however; by listening and talking for 10-15 minutes you let
the student know you care.

5. Encourage students to continue.
Use tact and positive comments. Seek something worthy
of a compliment, no matter how smali, especially when a
student is having difficulty. Have absolute confidence in
your student's ability to learn.

6. Avoid always playing the tutor role.
Your student possesses knowledge and experience that
you do not. Investigate your student's areas of expertise
--karate, gardening, mechanical know-how . . . whatever--
and give the individual opportunities to tutor you.
Learn to use your student's interest areas in forming
probiem-solving questions.

7. Relate material to everyday life.

‘ If material has a personal meaning it will be remembered.
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Encourage students to think.

Give students plenty of time to answer questions. Silence
often means the student is organizing his or her thoughts.
Plan for the student to make progress each day.
The student must recognize some success each time you
meet. Without some planning, failures and frustrations
result.

Be careful about presenting choices.

If you ask; "Do you want . . . ?" the answer may be "No!" If
you ask, "What do you want to do?" the answer may be a
suggestion completely unacceptable to you. It is wiser to
offer alteratives: "Shall we work on fractions or on your
writing skills today?"

Admit when you don't know an answer.

Your student is greatly relieved when you admit that you
don't know something. It's hard for students to work with
you when they think you know everything and they know
nothing. ‘ '

Correct errors casually.

The manner in which you correct errors is very important.
Don't over emphasize the error by asking questions to lead
your student to correct it his/herself. Teach and reteach
the point, if you need to, but do not make an issue of the
error itself.

Be Patient.

Progress can be very slow. You cannot hope to teach
overnight what for years your student has been unable to
learn. |

Keep a notebook.

Note the concepts and details which trouble your students
so that you will remember to review them on a regular
basis. Also, keep a record of what you did during the
lessons.

Maintain a sense of humor.
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Student Goals Checklist

Every student in an adult education classroom has some
reason for attending. Most often this reason is related to a long
term goal. Few students see the acquisition of basic skills or a
GED as an end in itself. Instead it is a means to a job or better
job, entrance into school, or simply less dependence on others.

One of the first things you should do as a volunteer tutor is
find out your students' long-term goal(s) and set realistic short
term goals that have success-oriented sub-steps.

Read the following goals to your students. Check all of the
goals your studerit feels he/she can do and those that he/she
would like to do. Do not mark anything if it is of no interest.

CanDo Wants For the Job:

to Do
___________ Read want ads in a newspaper
— Read a paycheck stub
Read memos from the office
Get a better job
Fill out application forms
___________ Write a letter to get a job
___________ Get into the military
___________ Take a test for a new job
___ Write end-of-shift reports
Read employce benefit packages
___________ Read and write specific job vocabulary
______ Read and write notes to/from co-workers
Write inventory lists
Do math for the job
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. . For the family:

Read to young children
Help children with English homeweork
Help children with math homework
Read medicine labels
Read and write notes for children's schools
Read daily mail
Understand a bill
Read a phone book
___________ Read and write shopping lists
___________ Understand a checkbook and banking
Read contracts before signing

For the Self:
Read books for enjoyment

___________ Write letters to friends
. ___________ Keep a diary

Pass the written driver's test

Read a map
Read the newspaper
Read labels and billboards
Read the Bible
Read magazines
Order from a menu

Educational Goals:
Learn to use a computer
Learn to use a dictionary
Learn basic math

Geta G.E.D.

Go to training school

Go to college

Full Tt Provided by ERIC.

ERSC 133




18

‘ Social Goals:

Participate in church activities
. Get involved in community politics
Get involved in parent/teacher
organizations

Other Goals to Learn: (Tutor and student fill in here.)

Short-term goals must be achievable. In addition to
writing goals, try to set small verbal goals for each tutoring
session. Reaching a goal, no matter how small, is one of the
most important aspects of the tutoring process.

‘ Success raises a student's aspirations. Whatever success
you help your student to achieve will help promote a student's
positive self-image and increase his or her chance for further
success.

‘ Judy Rance-Rudy
Lehigh University, 1991
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Why Some Students Drop Out

Each of your adult students comes to you of his or her free
will and continues only as long as he/she wants to stay or can
stay. Each student brings along many problems that are
obstacles to effective learning. You must be aware of the
possiblility that any student may drop out of the program at any
time.

Often students drop out because their immediate
needs and interests are not being met. There are other
reasons, of course, many of which are unavoidable. Watch for
these behavior clues which will alert you to the possibility that
your student may be considering dropping out:

» hostility toward lesson work

* inadequate participation

* irregular attendance

o failure to keep promises

* inattention or erratic attention

* too much dependence on the tutor
inability to start and continue alone

These signs should not cause you to think of your student
as lazy, perverse or dull. They may be calls for help due to
problems of instruction (curriculum and/or the tutor) or the
student's motivation or personal problems. |If possible, talk
frankly with the student about such problems. Your student may
have some difficulty putting it into words, but once the problem
has been pinpointed, you can decide, together, on an
appropriate course of action.
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Probleims of Instruction

As a tutor, you have much to do with maintaining the
student's desire to learn. Good rapport, in addition to well-
planned and executed lessons, is basic. Evaluate your
teaching. If you have kept records, you know how much
piogress your student has made. If you have hit a plateau,
try something new. Just repeating what has previously
been done probably will not move your student forward. If
one set of instructional materials doesn't work, try
another.

Students' Problems

Problems not related to the material cause many
students to drop out. For exampie, three common reasons
given by students for quitting are

* moving, relocating
* personal or family problems
* health-related problems

As a volunteer tutor, you may be able to help with
some of your students' physical, social and economic
problems through referrals to other community agencies.
Students who have overwhelming problems on several
fronts are usually not ready to take on the added effort of
learning. In such instances, it may be better to help them
get assistance for their personal affairs before they tackle
their educational pursuits.

It is worth remembering that, aside from whatever
degree of academic progress your stiident makes, the

quality of respect and concern you show each other
can, in itself, be an experience of incalculable value

to you both.
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Steps to an

Effective

Lesson

Greet your student warmly by name and set the tone for a
positive learning experience.

Review material from previous lesson.

Set a purpose for learning new lesson concepts by relating
the concepts to your student's life.

Provide an overview of lesson concepts in the sequence
they will be taught.

Provide enough practice and examples of new concepts
for the student's understanding.

Frequently check student's understanding throughout the
lesson; re-teach as necessary.

Provide home-work assignments for student practice.

Provide lesson closure (that is, a definite summary of
concepts and an ending to the lesson).
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- IT_I: 5}1“‘{5“% N Number ! | S biease mark i a. At time of enrollment studentis . .. a. Student'sclasses L] [Last grade of
- ousehold status| | /R = student is en- (mark one-see instructions) located in (see school completed
. (markone) endents| rolled [n one ot instructionsfor ! —~ ~
mmm| | ' HeadofaSingle ﬁnder 18 the following ) employed O unemployedinot avaiable for work code) 1 |0 (06
- Parent Housenold @ @ programs. — -1 ™) unemployedvavalable for work ©@| |_o _o
™ S N e O
mm (L "HeadorSoouse l® @] | workplace b. At time of enroliment does the student OO |Co (o
- (Partner) of 2 @@ Literacy Program receive public assistance? @@ Ts oo
. Parent Houszhotd : | = e
- D@ Oves Ono b. oes{_the_ c&qssted D@ (_0s 0
sam| | ' Head or Spouse D@ |7 Famiy Literacy . ;gﬁaglg nr:,neeltcgle i@ ® D0 Cn
No Dependents ~ Program ¢. At time of enroliment student is (mark ALL itors Set forth 59 (3 =
- e 6 % that apply - see instructions) criteria setforth ()5 T2
wm| | Devendent Member ® (&) (O handicapped O mited in Enghish proficrency g)er at -.[:;'?ming |® ® _ Specal Educaticn
- of Housenoid @ @ ” One-OnOne O institutionatized O displaced homemaker nter ‘@ @ ~Non-English Dipin
- ™ Lwing Alone :® 8 Tutonng Program O homeless adult O enrolled in other Federal training \’: Yes .® @ 2 Post-High School
- _\ Grouo Quarters i(i} @ ) O animmigrant or educational prog. (PIC. elc.) -\ No 5(9) @‘ Study
-
5 - 16 —
- [—1- How did student find out about this program? (Mark only ONE): = Major reason for participating in program (mark only ONE):
- l'j\ School Board. IU. Schoo! announcement P_) Libraryiother ndependent adult ed agency O to improve job prospects O quahty for coliege. business $choot
mm| |( " Newspaoer.rado. TV ) Communtty agency/hurnan services agency (O tolearn batter Engiish (O requredby probation. weltare. parole
- . Handout. mailed teaflet \: Clergy/church group O to obtain driver's license :\ 10 achieve competency ' reaing spelhng
- — Sign biboard. phonebook C: PICIITPA SPOC program O 10 obtain cilizenship etc.. with no speciic purpose in mind
- N Refative. friend. acquaintance ’\ Rehab. Counselor. caseworker. OES job service O to get diploma or certificate '() to achieve competency in math
- > Employerunion-worksite announcement " " Gourt: Probation, parole. etc. O to qualify for traiming or multary \_ other (none of the above)
- . Previously studied ABE.GED o1 Aduit Literacy Military recruiter -_- toreadto or help children wiin
mm| | Schooticollege counseloreacher ", Politcalpublic official homework
. - »
i - * ™ tnstituion or group home personnel " _) Other {none of the above) O soctal acceptance, self satisfaction
-
o~ CoomCcomMOOOOOROBEBOOOOOOOO 53320
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'LVANIA DEPARTMENT OF EDUCATION ADULT BASIC EDUCATION PROGRAMS PROGRAM ug F l 4
STUDENT INTAKE/DATA FORM - USE NO. 2 PENCIL ONLY NUMBER 'ﬁﬁ?
COPY TWO - RETAIN FOR YOUR FILES T
| l O iy
MG
QTCOE@C@@| | seer
. olololololo Mo
) Number and Street % C@) g)) @@G| [ONov
Q@] | o
Telephone No. 15101010, G| 17
1 other than OEO®E®E| |8
i:]ate fatmgy . Name: OOOCOE| |[Z w ~
/here studen ~
ne/she move @ @ @ 9 @ @ = APR
idress. Not Address/Phone: OO®WE®E| | may
£ reporting. ®OO®O@®| [N
PROGRAM YEAR 93-94
oding instructions bet leting this form. swe coding required. R
A s ang maniGuals 6 never dentied SRR sepana.
ne for each individuai at the time of enroliment. After filling out the names and addresses. fold back both Copy One and Copy Two to avoid carbon-through to Copy itlon" Isy
3UBMIT Copy One to the Bureau of Adult Basic & Literacy Education, 333 Market Street, Harnsburg, PA 17126-0333. Complete AND SUBMIT Copy Three at the i above,
5 soon as the student has terminated instruction. Retain Coples Two and Four for your records. Use Copy Five tor Corrections. See instructions for use. lnrga'cs.ée t'he @ @
n for
dent'sea
2]z B ez 10 ocpmrs | B0
RITY NUMBER | —STUDENTZIP CODE cou SO, STYRENT AGE ! s and enter | (3) (3
_ R (ses . | IR SEX RACE ENTRY YEARS igit number, | =\~
: RN instructions! - : ) LEVEL ‘#Els_m%em l® @
for 2 digit
Tead [poeee)| | w0 ©eDTE | o | (O s | |T@ g | MEents OO
OIOIIG I 001010 OQ| PTTIG | " e ohane| [Ctegmng | (DT | mgmg%%
DT [DETE D OO @ AsanorPac| [Ontermedate | .22 162¢| _ the program |
Polololo llololelole: olo )l oleselele; sanser |\ panes | | ; %%
IO QOOOO® OO POECOO O (® Black DO0O5H
HOOO®O® OOOO® O BOOO®E| | Fm ABE ©Jo]
OO [ECOO® ®6| POEROE® @tipane | Opgos | [(@@|Ouss| [TEST nformation:
OO OO0 OO POOO® O inter. 68 O
bojololo lfololololo ©0| EOOO® ® e D@0 | ¥ 1 orooee
510101010, {610]0]0]0) OO PEEEOOE® Ocesz_| (OO TS leveliscale
10 . 1 12 lﬁ'ﬁ 14— |
qj{umbe, st |:?Please mark it ‘a.rAt time of enroliment studentis.... 8. Student's classes l : q\ust grade of ~ .
8 lofDe | | student s en- (mark one-see instructions) located In (see school completed:
ndents| ! rolied in one of Instructionsfor ] : '010]0;
nder18 [——1 | the following (O employed O unemplayedinot avalable for work code) Ow O ] otolo
3 ‘ 0 programs. (O unemployed/available for work © ® Co Ouw ] 01010
:® @] |Oworkphce b. At time of enroliment doeg the student OQ| O O J 1016160,
O]O)] Literacy Program receive public assistance @] On Ooe ’ OO
¢ !
00 O O “hmnde, 00 RL QL | k| 999
OO O Famiy Lierecy ¢. At time of enrollment student is (mark ALL in 138 meel e |0 @ O O ®O®E®
oG Program h ly - see instructi criteria setforth \(® & O
i that apply - see insiructions) Inthe Instructions| OO®
ber l@ ® O handicapped (O fimded in English profiiency fcoer a "L?e"amlng l® ®)| | special Education otolo)
1(D @ O One-Qn-One O institutionalized Q displaced homemaker nter ‘® @ O Non-English Diploma @ @ @
|@ ® Tutoring Program | (™) homeless adult (O enrolled in other Federal training O es @ @®| O Post-Highschoot |
] :@ @ O anmmigrant or educational prog. (PIC. etc.) O No @ @ Study
dent find out about this program? (Mark only ONE): 16 Major reason for participating in program (mark only ONE): omic
1U. School announcement O Library/other independent adult ed agency O to improve job prospects O qualify for college, business school " iob
dio, TV O Community agency/human semvices agency O to leam better English O required by probation, welfare, paroie . be‘t;e ) |
od leaflel (O Clergylchurch group (O to obtain drver's license O toachieve competency in reading/spaling b eter:uﬁ oF salary. of
phonebook (O PICIJTPASPOC program O to obtain ctizenship elc., with no specific purpose 1 mind £ .
) ;-wed from public assistance. |-
d, acquaintance O Rehab. Counselor, casaworker, OES job service O to get diploma or certificate O 10 achieve competency i math o oopect 13
n-worksite announcement () Court: Probaton. parole. etc (O 10 quality for tramning or mitary 7D other (none of the above) :‘;M ve. {
:dued ABE/GED or Aduft Lteracy ) Miltary recruttes C 1o read to or help children with 5 :
ecounselorteacher O Politicalipublic ofticial homework i :
Jroup home personnet O Other (none of the above) O social acceptancs, self satistaction 3 '.E
4
0000000 0000000000000000 53320 13320 i
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| PENNSYLVANIA DEPARTMENT OF EDUCATION  ADULT BASIC EDUCATION PROGRAMS
COMPLETION AND IMPACT DATA - USE NO. 2 PENCIL ONLY
COPY THREE - SUBMIT AT THE END OF STUDENT'S PROGRAM

Name:

Home Address:

Number and Street

City: Telephone No.

Name of person other than
student’s immediate family Name:
who will know where student
is living should he/she move

from present address. Not Address/Phone:
required for PDE reporting.
17 18 19 20} ‘
== | PROGA, = {HOURS ~ HOURS E_‘ i
- < “;“”T"E" Howmmany OS] ther t COMPLETION AND EARLY SEPARATION DATA EARLY SEPARA- —
i oursof contac For the entry level (ESL, 0-5, 6-8, or 9-12) indi- ‘Early P
- ] g}a‘{,“’f""“ ] ?counselm cated in item 7, &:}Dy QLﬁ: of the ’lollowm)g s"mﬁa}mgo Is —_——
m (D@D @@ | student D@ assessmen ? I@ ® (O campleted and moved to bigher level (Shident completed se '“,2;““ the Iﬁ O
m HCOTOM Eelﬁfr'.vgﬁms (D s 0]0] level n which onvolled and re-envolied n 2 gher levell. su';'dem 's earl X
m (HDQOODE| | PegEm? 7)) ’}gg{i‘gns) @@ O Comoleted (Student completed feve of instructon n sepmt °,'},{,°'“nt‘ si
D T - Round o~ o which enrolled: no subsequent enroilment in higher struct ons and enter
- e 2 ®¢ Tactions) - > @ @ vel. one 2 digit numbe DG
m OO rO@ 10 @ @ as udent @ ®
- (i (9 :5\ C (5\ ' @ 5 I(s \i O Continued (Student attended instruction througthout the % hat s udem is |\__J O]
- e o6 KD E ‘@ ® program; stil progressing at same level). NO l’:?l ::reven i ,\s O]
L IR OINONEBOIO: FOIS 0]0) O Eaty Separation (Student id not compiete fevel of n- Rejshe leaves D
- | DEOE @D ® struction in which enrolied and separated before end of befors the program | @ ®
= = i . program).
m HOOOO® ®® ®® ®®
[}
21} 22|
- Marrnk btgeot If tested, please complete the following PRETEST information: it tested, please complete the following POSTTEST Information:
number
- rade Name of pretest Name of posttest
o ‘E%"Lellgvoés or preassessment or postassessment
a TEST . PRETEST ¢. SUBJECTS [ e, JEST f.POSTTEST , SUBJECTS
wm | advanced CODE b O Gwinmucion o | CODE MONTH iy T
m | Oo l |
- (‘\ 1 * °
= O 2 0l0; ©@® O ©OOO® 010; 00, O 0J0]0;
w— O3 010 OO R 010]0] 0]0; 0J0] R OO®
= O 4 o]0, @0 O 0lol0) @@ @@ O @@
= Os @® O0]O) “ 01010 ®® @® “ OO
w— QX ®® ®® O @O® ®® ®©® O OO®
w— L7 ®® ®® ¢ ®O® ®® OO ¢ 0l0]0;
w— Os ®® ©OlO; 0J0J0; ©® ®® 0]0J0;
ue O 0]0] 010 0]0]0] 0] 010 QO®
w— ©0JO] ®® ®®® ®©® ®® ®O®
w— ®O® ®® OO® ®® ®6 OJOJO]
- IMPACT DATA: ACHIEVEMENT OF PROGRAM PARTICIPANTS
[ You must mark at least one, but mark as many as appropriate. Use copy 5 If additional impacts occur after submission of this form.
L Educational Societal Economic
L O Improved basic skills tor personal satistaction and in- O Passed the GED test. O Received U.S. \. n2enship. O Obained a job.
- creased seif-conhidence. (O GED testtaken; results not received. O Rogstersd tovote of voted for the frsttime. () Obtained a better job or safary. ot
wmm (7 Completed ABE Level 1(0-5), ABE Level 1 6-8).or () Leaned the Engish language (for participants whose (O Received driver's license as a resut of secured job retention.
- GED Prep. (9-12) primary language is not English) program. O Was removed from public assstance. §
- O Compteted Beginning ESL. O Entered another educationAraining program. O Refemed to agendies (other than educational) O Met personal objectve. E
- Completed Intermediate ESL. for needed services. :
Wm | ) Completed Advanced ESL. °‘
w0 improved reading, wnting. and math sk, 1
wm (7 Obtained an adult high school diploma. Completed by: initisls i
- ; i
'aele] lele] lelelelele] lo] | lolelelelelelele) 53320 i
) DO NOT WRITE IN THIS AREA
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PENNSYLVANIA DEPARTMENT OF EDUCATION

ADULT BASIC EDUCATION PROGRAMS

COMPLETION AND IMPACT DATA - USE NO. 2 PENCIL ONLY
COPY FOUR - RETAIN FOR YOUR FILES

Name:

Home Address:

RETAIN FOR YOUR HLESI 49  BEST COPY AVAILABLE

Number and Street
City: Telephone No.
Name of person other than
student’s immediate family Name:
who wiil know where student
is living should he/she move
from present address. Not Address/Phone:
required for PDE reporting.
17 18 19 20
M ik HOURS = HOURS g Eg !
PROGRAM NUMBER ng matny : Othgct COMPLETION AND EARLY SEPARATION DATA %;;g ‘sﬁg’ﬁ\,“. :
ur i con " 3
insruclion | hours” B e S heionane | | Sopmationls” |
DOO@@®)| |sudent ®O® assessmert, |(® @ Cotpleted and moved o bighes ievel (Sudent competed indicate the 1@ ©
01010101010, :ﬁﬁ?r'\“this 010, e:;3-) 010) ovel in which enrowd and re-ervolled in a higher level) N stugg?zgart‘é‘ |® ®
OOOOOD | M (O@) |y (00  |Ommmmomeesianaen | | gl OO
oun { : r nd enter
POOEOQ| |{fum OO 010) wih oo
olojolotolo) 010 010, §$d$9u®®
OOOOO® ®® 0]0) (O Cantinued (Student attended mstruction througthot the evel, hat student is ®®
51010101010 ®® ®©@® program; stil progressing at same level). Nﬁ’“:?‘:;‘ﬂgven i ]@ ®
QOOOO® QO 010, O Eaty Separation (Student did not complete tevetof in- sheleaves (1) (T
1010101010} ®® ®O® siruction 1n which enrolled and separaled before end of Er‘idf%'? the program ! O®
POOOO® ®® 0]0) progan 06
f21] 22}
Mark btehreot If tested, please complete the following PRETEST information: If tested, please complete the foilowing POSTTEST information:
de Name of pretest Name of posttest
Eevael‘:v%rls or preassessment of postassessment
the student d. GED/Grade h. GED/Grade
. TEST b. PRETEST . SUBJECT:! . JEST t. POSTIEST . SUBJECTS
advanced. *coDE MONTH o mecions leveliscalo | %Dt MONTH BoToucons  leiscale
Qo l I
O 1 0 0
Q2 0J0; 0]O] O OOO 0JO; ®® O 01010;
O3 0]0) 010, R QOO 0]0; 0]0; R QOO
O+ @@ @@ O 01010 @@ @O O 01010,
Os ®O® 0O M 01610, ®O® @® u 010]0,
Os 0]0] ®® O 0]0]0, 0]0, ®® O ®©OO®
O7 ®©® 0]0; ¢ ®OOO® ®® ®® ¢ ®OO®
Os ®® ®O ®OOO® ®® ®® ©®O®
Os 0]0) O]0) 0]0J0] 0]0; 0]0] 010]0;
®® ®® ®O® ®® ®® 010]0]
®® ®® ®OO® ®® ®® OO®
[23}
IMPACT DATA: ACHIEVEMENT OF PROGRAM PARTICIPANTS
You must mark at least one, but mark as many as appropriate, Use copy 5 if additlonal Impacts occur after submission of this form.
Educational Societal Economic
(O improved basic skils for personal satistacton and n- () Passed the GED test (O Received U.S. Giizenship. O vtz s ajob.
creasad seit-confidance. (O GEDtesttaken: results not recaived. O Registared to vote or voted for tha irsttime (O Obtained a better job or sa . or
(O Completed ABE Level | (0-5), ABE Level 1l (6-8). O Leamed the English language (for participants whose (O Recewed driver's license as a result of secured job retention.
GED Prep. (9-12) primary language ts not Engfish} program. O Was removed from public assistance. £
O Completed Beginning ESL. O Entered another educationAraining program. O Refenred to agepeies {other than educational) O Met personal objective. I
(") Compieted Intermediate ESL. for needed services. :
() Completed Advanced ESL. %
() Improved recding, writing, and math skils. 3
O Obtained an adutt high school diploma. Completed by: Inftials i
000000000000 Q0Q000000000 53320 Jg
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PENNSYLVANIA DEPT. OF ED. ADULT BASIC ED. PROGRAMS: COPY FIVE - SUBMIT ONLY FOR CHANGES

= Enter only the program number, social secunty number, and the tem(s) being added or corrected. [tis expecially important that additional P
impacts are reported. It a student for whom you have already submitted a Copy Three form should retum, please submit Copy Five at the ,?OGR“ ENROLL-
-_— end of the program with the total number of hours. etc. for the entirg year. UMBER MENT
w— Pl o
- SECTION I: CHANGES TO COPY ONE ENROLLMENT DATA | oy I
- 1 3 5 [6 7 8 DEOOOE) | et
- Q SOCIAL SECU $17 1{UMBER | “Teoumry lﬂj_ - :‘ Correction of ‘j_—" QCOOO@] | ocr
MARK ONLY e iy B RACE B Corrected| | = L= e
— 1o DELETE | | — - ! g Student's initial Age DD@@® 2| | Nov
- enrollmentif | — mls_r}’:rogram. Group: OMMOIOIOLEN BRI+
- duplxca:gg or TRONO) (' (1 Amencan Mark one lgvel DEOO@OG| |7
invalt | . er . o~ Indhan or only (seein- ~ ~ <
L | RS ;‘, _ Maskan Naive structions) - \5‘) S @ @ @ - - FEB
- 21202 %1 [2)AsanorPaofc ESL 1624 OEOO®O®®GE| | waR
- FRE RN 3 Istander . Begnning O TOCO® @1 7 aem
- TRRCAET) ’ (3" Black \_ Intermediate Jesa4 DO@OO®E] 1w
- \ o16) C O hovances RERODE| |2 w
- ROX(E El &) rispanc ABE (4559 PROGRAM YCAR 93-94
- 1L RGO ‘5 " Beg.0-5
- RORE )8 |E]  siwhe _ Inter.6-8 60+
- t9 g9 N | (" GED9-12
- i SECTION l: CHANGES TO COPY THREE COMPLETION AND iMPACT DATA
-
= i 2 i [—r
| Correction: a. Correction: At time of enroliment. | e Correction or revision for the entry level (ESL. 0-5, 6-8,
[ ] i student student is (mark one-see instructions) H HOURS oth HOURS | % 9-12) coTpletlo? ?‘taius indicated in item 19, Copy
- gg’eog??hier‘ _emoloyed  unemployed ot avalabie forwork | m%‘:y i contact , ree, mark one of the following:
wm | following " uremployedravailable for work : lhou’s of . hours P
' programs? . |instrue- B (counset . . -
- i . %{%2 did ¢ lans%.e s 0.0 . Completed and moved to higher level (Student compieted level inwiich
-— Workolace b. Does student receive publicassistance?|: |student <L U'| |ment, 1L envolled and re-envolled n a highe (evel).
] Leracy Yes iNo | :’ecewe 2@ Etct) Lo2e __ Completed (Student completed ievel of instruction in winch enrofleu: no
Program - - uring nter cor- =" - : .
- ‘ this p;o- 16 {g«t:tafd . \3) @A subsequent enroliment in tigher ievel).
-, f ram = . -
wm | _Famly c. grt\;'h:ded?tfigrr\\;?gg:ggg;e)iteusdtehrgllgp(m?-rk , |Enter cor- {@) ® O @} 1 continued (Student attended instruction througthout the program st
f— Literacy see instructions) {gfatfd @ (’9 @ @ progressing at same fevel).
Program -~ . H N ; —_
- \_. handicapped Q limted 1n English profiency ,@ @, @ @ . Early Separation (Student did not complete level of in struction in which
- i ﬁ One-On-One ’: institutionahzed ’: displaced homemaker ! @ ] @ @ envolled and separated belore end of prograrm).
- Tutonng { nomelessadut . enrolied u. other Federal I ® DHE
Program s " {raining or educational | gy 1,
- _ anmmigrant ! OIO 9)(3.
- ‘
20} [21] [22} RETES: : . : i
W TE A ALY SEPARA- | Changes to Changed or Additlonal Information on Student PRETEST: - Changed or additlonal information on POSTTEST:
- 'TlotNS:t(C(’"s""r u}eG nuanber Nam: of pretest or pr Ssese ment P prms , Name (;fT posttest <:r x:tass:ssmem -
instructions section of Grade a JEST b.PR . C d.GED:Grade e, TE! L POSTL: S 9. SUBJECTS _ h.GED:Grade
wm | andenter Levels or CODE MONTH (See i _CODE MONTH (See Intructions)
e | ONE2-digit ESL levels . i i ' '
' number.? : the student : | P | |
- advanced. e ! U
- @il | Oo 0| |[@® O olola/iola I olo: O 0lale
ST , T ) IR inEn Y LT
- $Il ] O ORN BN 010 R OT0L0) I IORON I O[C) R DEE
- @2 Q2 @ Q@ O 010J0 ROz D@ @ D@
- @3l | oo o |oe M DO 2T |0 " DO
- Cal | T T O o 01010 HIOIG IENOIC Q 0JOt0
- S5l | Cs 510 I 616 ¢ 2e@l|zd |jeoe ¢ 51010
- wel | T e O oee|llve] |oe@ DEE
- »al) D GIG I oo pIGto Mok IR ofs 2O
- @il | T ®©¢| |[o@ Deeilael o 01010
- D) [ o 610 010, plolo GO Il O 61010)
- >3 |
m &7 MPACT DATA: ACHIEVEMENT OF PROGRAM PARTICIPANTS if additional impacts have occurred since submission of the Copy 3, mark the appropriate item.
- Educational Societal Economic
] \D Improved basic skills. O Obtained an adult high school diploma. \j Receved US. Ciizenship. O Obtained a job. £
] ' Completed ABE Leve! 110-51, (6-8). or GED Prep (9-121 . _' Passed the GED test. 5:: Registered to vote or voted 1st ime O Improved job statusssalary’joh secufity. E
- " Comoleted Beginning ESL. {_.) GED test taken: results not rece:ved *_+ Recewed dnver slicense, {_ Removed from public assistance «
- _ Completed Intermediate * SL N Learned the English language .. Referred 1o olner agencyies) for services . Mt personat objective :
> (for ESL students). 4
MR . Completed Advanced ESL. 3
W [ improved reading, wring. and math skils () Entered another educationAraining program. Completed by: Tniiais i
v
=T @lele] [ele] lelelelele] (o] | lelelelelelelele 53320 :
Q DO NOT WRITE IN THIS AR {
: PDE-4028(8/93
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PENNSYLVANIA DEPARTMENT OF EDUCATION
ADULT BASIC EDUCATION PROGRAMS
INSTRUCTIONS: STUDENT INTAKE/DATA FORM (PDE-4028)

. USE NO. 2 PENCIL ONLY TO FILL OUT FORM. DO NOT USE INK.
. MAKE NO UNNECESSARY MARKS ON THIS FORM.

. FILL IN CIRCLE COMPLETELY (@)

. DO NOT MARK CIRCLE WITH:/,, % OR(®.

. ERASE ALL INCORRECT MARKS COMPLETELY.

. DO NOT STAPLE, BEND, FGLD, SPINDLE, OR MUTILATE.

DN W




Al

Central Intermediate Unit #10
Development Center for Adults

I.E.P./T.R.I.Dl
Student's Name 7 Goals: Preparation for GED Exam
Reading level improvement
Student's SS#: Entrance/placement exam prep
GATB Brush-up
Class site/number Basic skills brush-up
Address ‘ WFL on-site instruction
Phone D.O.B. Other

Assessment Data

Initial or Pre-test Scores Final or Post Test Scores

Test Score Date Test Score Date
GATB LPN SHBS

Unit 1 Sp & Voc Math Comp ‘

Unit 2 Full Voc Math Appl

Unit 3_ Math & Geom Eng

Unit 4 Nat Sc Rdg !

Pre Test Judg & Adj -

152




Complete thig section only if early geparation hag occurred.

Early separation date: Due to:

___01-To take a job . 09-Child care problem
___02-To take a better job 10-Family problem
___03-Released/transferred from institution 11-Time class is scheduled
__ 04-To enter a training program {2-Location of class
____05-Met personal objective t3-Lack on interest
____06-Moved from area 14-Financial problem

___ 07-Health problem 1S-Information unavailable
____08-Transportation problem

EXIT DATA Exit Date:

E-

Improved basic skilis for personal satisfaction, self-confidence
Completed Level 1 (0-8) or its equivalent '

Was Leve! 1 (0-8 and ESL) and improved reading, writing, and math skills
Passed GED Exam

GED Exam taken; results not received

Entered another education/training program

E
E

Received U.S. Citizenship Obtained a job

Voted for first time Got better job/salary increase
Received driver’s license Removed from Public Assigtance
Referred to other agencies Met personal object!ive

S

Satisfactory completion:

obtained 7th grade competencies
obtained 10th grade competencies.

Yes, based on: 1f termination was due to employment:
Employer’s name
—___ passed GED exam Empioyer’s address
post-test results Employer’s phone
____ obtained employment Job title
obtained primary employment skills Hourly wage hrs/wk

_ No, based on: Deficiencies

Pre
___ insufficient attendance high school diploma
_ lack of effort primary employment skills
_____early separation (see above) 7th grade competencies
10th grade competencies

|

o
[o]
~

Staff Signature Da1¢53
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PENNSYLVANIA DEPARTMENT OF EDUCATION ADULT BASIC EDUCATION PROGRAMS
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- STAFF DATA FORM - USE NO. 2 PENCIL ONLY s progeom you)
L] This form should be completed for all staff members associated with this program including volunteer tutors, The program number ‘ O JULY
- must be filed in on every Staff Form. If you work in more than one program, you must complete one form for each program in which A UG
' you are working. For example. if you are an adrmnistrator of six programs. you should complete six separate forms, regardiess of your N s AVS
amm iraree of voivement with each program. It is very impontant for you to report ail staff information on a program-by-program bass. (@ @) @ @) OO ' SEPT
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- 2n Mav 1. 1994 or when the staff person or tutor leaves tt.e program. completa and send to Pennsylvaria Department of Education. Q@@ & | N
amm Fureau ot Aault Basic and Literacy Education Programs. 333 Market Street, Harrisburg, PA 17126-0333. Keep Copy Two for your records. G @ @ RO " DEC.
- 1 s essenlal to read the mstructions on the reverse side before comoleting this form D@D T N
- DEOEES, FEB
: 1 N -y "
W et e SECTION ONE: STAFF IDENTIFICATIO DO®E®E,| | wa
s Name: . e e — - OIGIOIOIONA NN
- @@@@@ 8] | maAY
= Permanent home address: -~ OOE®EEGE] [Zw
Number and Street
-
wm City& ZoCode: .. _ oo i TelephoneNo. . SECTION TWO:
- [:"l STAFF IN-SERVICE TRAINING
4 5 X
- 1] COUNTY @ SOCIAL SECURITY NUMBER [;3—" [4] - | AGE %
i . . e = H ! 1 had '3
- County go\ﬁpnch . T |1 RACE SEX N Did you participate In any staft
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- ERNE ] 404 4 4 1 4 1 4 4} i3 Back | i P Tosaays 44 [ ) Regional worksnops soonsored by
' - . I, ) ¢ ' . . { . " o
- 558 s s 5 505 5 5 3 : i \ Fevae | 3 s i orthrough ne siate ABE cfice
- § 6' 56 6 6 6 5 6§ 6 6 l ; 4 Hsoanc ! I j_iesseys. &6 "~ PAACE Mid-Wenter conference
- NN B U SR SR FTE ARC R N ) i 2 ) Locally sponsored in-service training
- e |€ 8@ a8 8. 8.8 (5| |5 whie O sdandover |8 3 O otner
- | [Pwes s 8edie 0RO 17
- 7 8 9 10 ’ |
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e — Y - 0
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- T2 3 Ade Degree or Cen. {mark only one answer) programs? @ Q) yl?\lg"inefﬂ:[; ®|@
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! ™~ 7.
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e a. It you were trained
11— 12— (13- 14} 15} under Act 143 tutor
= Mark your area(s) Mark reading Average number of Staft Hourly rate of pax for training program,
wm. o public schlool certificates hours worked per week? gt.)‘n:p:mg:‘r; Y:ur primary position answer the following: c.
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PENNSYLVANIA DEPARTMENT OF EDUCATION ADULT BASIC EDUCATION PROGRA_MS pgoﬁw %m
STAFF DATA FORM - USE NO. 2 PENCIL ONLY NUMBE e progrve year)
This form should be completed for all staff members associated with this program including volunteer tutors. The program number : ) :/ JULY
must be filled in on every Staff Form. if you work In more than one program, you must complete one form for aach program in which i ! A
you are working. For example, if you are an administrator of six programs, you should complete six separate forms, regardless of your s A
degree of involvement with each program. It is very important for you to report all staff information ona program-by-program basis. @ @ @ @ @ @ : ) 8EPT
Do not complete the form if you worked on a substitute basis only. @ @ @ 3 @ @ C 2 oCcT
P o~ -~
On May 1, 1994 or when the staff person or tutor leaves the program. complete and send to Pennsylvania Department of Education. OIHOICHERY: - Nov
Bureau of Adult Basic and Literacy Educatior: Programs, 333 Market Street, Harrisburg, PA 17126-0333. Keep Copy Two for your records. @ é‘: N3 @ é‘ ™ pEC
=\ ~
It is essential to read the instructions on the reverse side before completing this form. OIOCIOIOIOND ISR
- '/\ /\, .‘—\‘ ’-\‘
- OOOBE | | _Fes
SECTION ONE: STAFF IDENTIFICATION ®5& 5E 5| |7 wa
Name: QOQT@OD| 1 AR
OOO®O®® B T may
Permanent home address: @EE & EE] [T
Number and Street
City & Zip Code: Telephone No. SECTION TWO: |
STAFF IN-SERVICE TRAINING
a .
l—‘T—} COUNTY EkOCIAL SECURITY NUMBER H?—‘l ‘;] ;5_'—’ AGE 16
County in which S T RACE SEX . ™~ Did you participate in any staff
most of your : B _ development activities durin
work for this PPN this prggram ear? d
rogam oeeurs \ ) @| (DT &8 BT G@@| | amescanivdan o Jdee (OO y
two-digit num- 0] @ 0) T T 01010 or Alaskan Native Male ROUP 010 O ves Oho
bers) - OO P22 DROE@] |@ i O reays. (@@ Ityes, Indicate staff development
11010l 01010 BI001010]0) Isiander DO activities attended this prog. yr.
010 OO0 OO O D@ {3 Black ~ satys. . 48 ( Reguonal workshops sponsored by
@ @ \5/’\‘ :5—\ ‘:5': | E é: 3: @ @\ @ Female . :i\ 3 or through the state ABE office
®E| |87 55 558 &8 E&] |4 Hsoanc DV a550ys. 606y 2 PAACE Mid Winter conference
O |1 11071712 2 L " Locally sponsored in-service iraining
@@ |8 FTTTTTE] |5 wie Creoandover B @ O other
OO 543555258 o
17— —
6 7 — 81 (o} 10} :
) | PresAeBné %)Eg}ga‘?) In JHnghﬁ%te alc%%emlc l:;?nyg:utge’n oa:’ny - YEARS | FOR What was the numberof  ——
(see reverse for Insiructions have completed: tutor training courses ;‘::::‘ ianr:y TEAC'E'DERS wﬁg@éfs}&cﬁ! .6:3\
D2 (3) Administrator " Trad High Schoot in adult education? cluding —_— training sessions during )
DZ 73 supenvisor Voc. School Diploma Oves Owo 323?.’32 ve I this program? s _f__.
1 2" "3 Teacher " GED or Extemal HS.D youworked 1+ 1. | leet ‘vg:’ictéu 3
: " . e
11 2 3 Counselor Tech Bus Schoo! It yes, have you: with ABE/ 2 | do of
' Degree o Cent K onl GED/ESL " your teach- i
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PENNSYLVANIA DEPARTMENT OF EDUCATION }
ADULT BASIC EDUCATION PROGRAMS
INSTRUCTIONS: STAFF DATA FORM (PDE-5015) o

. USE NO. 2 PENCIL 'DNLY TO FILL OUT FORM. DO NOT USE INK.
. MAKE NO UNNECESSARY MARKS ON THIS FORM.

. FILL IN CIRCLE COMPLETELY (@).

. DO NOT MARK CIRCLE WITHQ) ,QOR® .

. ERASE ALL INCORRECT MARKS COMPLETELY.

. DO NOT STAPLE, BEND, FOLD, SPINDLE, OR MUTILATE.

DN HLWON -

You are being asked to complete these Staff Data Forms as part of the Department of Education’s annual evaluation of ABE programs in the Commonwaeatlth.
On May 1, 1994 or when the staff person or tutor leaves the program, complete and send to Pennsyivania Department of Education, Bureau of Adult Basic and
Literacy Education programs, 333 Market Street. Harrisburg, Pennsylvania 17126-0333. Keep Copy Two for your records. :

Below are instructions for filling out the STAFF DATA FORM. The instructions are numbered to correspond to the item on the form.

The program number for this program, assigned by the Bureau of Aduit Basic and Literacy Education Programs, must be printed in the upper right comer of
the Staff Form. The starting month refers to this current program year only.

3. Race - Select one category from the list below and enter the corresponding digit in the available space. Conform as closely as possible to the definitions
listed below. However, you may be included in the group to which you appear to belong, or with which you identify. SELECT ONLY ONE CATEGORY.

1. American Indian or Alaskan Native - A person having origins in any of the original people of North America. This category includes American
indians, Eskimos, and Aleuts.

2. Asian or Pacific Islander - A person having origins in any of the origina! people of the Far East, Southeast Asia, the Indian subcentinent, or the
Pacific Islands. This area includes, for example, China, India, Japan, Korea, the Philippine islands, and Samoa.

3. Black - A person having origins in any of the Black racial groups. Do not include persons of Hispanic origin.

4. Hispanic - A person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origin, regardiess of race.

5. White - A person having origins in any of the original people of Europe, North Africa, or the Middle East. Do not include persons of Hispanic orgin.
5. Age - Indicate both your actual age and the interval grouping in which your age falls. o

6. Present Position(s)in ABE - Mark *1° next to the staff position in which MOST of your time is to be spent during the program, mark *2*, °3°, and so on
next to any other staff positions you hold in thig program.

9. Years worked with ABE/GED/ESL programs - include all of the current year and round this answer to a whole number.

11. Public schoal personnel centification - Include certification(s) for Pennsylvania or any other state. If you have teaching or counseling certification covering
both elementary and secondary, mark both levels.

* LT
R

12. Reading Certificates - Mark if you have completed a certified Iiteracy course.

Sy g-

LLA refers to the certificate issued by Laubach/New Readers.
LVA refers to the certificate issued by the Literacy Volunteers of America.

13. a. You may be working in more than one program - it is important to enter on this form only the hours worked weekly in this program. Round this
answer to a whole number.

b. For this item add in the hours worked in other adult education programs.

14. Statf Compensation

1. Paid - Mark "i" if any of your compensation comes from funds received by this program from the Bureau of Aduit Basic and Literacy Education of the
PA Dept. of Education.

2. Paid Entirely from Other Sources - Mark "2* only if none of your compensation comes from the above described funds.
3. Volunteer - Mark "3* if you receive 1o compensation for work in this program.
4. Volunteer Tutor - Mark *4* only if you tutor and receive no compensation.

15. Hourly rate -

a. ¥ you are nat paid on an hourly basis, please estimate the hourly rate.
b. Enter the hourly rate in doilars and cents.

c. ¥you are paid different rates for ditferent duties, please entsr tha rate for your primary duty within this program.

l ' . BEST COPY AVAIl ABLE
O kyou. ) L i -
Lo A8 o




STATEMENT OF CONFIDENTIALITY

As a volunteer for the Centre County ABE/GED Program, I am fully aware of the
necessity of respecting the confidence of the student or students whom 1 am assisting. I shall
refrain from sharing what | know with anyone other than my ABE/GED program supervisors. [

understand that I am bound to this agreement after I have discontinued service with the

Development Center for Adults.

I realize that my failure to comply with this statement will result in the termination of

my service with the Development Center for Adults.

Signed

Date
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PAL T R_INFORMATION FORM

.ame Phone
Office Home
Address
Street City Zip Code
Social Security Number Date of Birth
Present Occupation ( ) Full Time { ) Part Time
( ) Student { ) Retired
EDUCATION
Circle the Highest Level Completed Major Fields of Study
{ ) High School 1 2 3 4 GED
( ) Vocatonal Training I 2 3 4
( ) College 1 2 3 4
( ) Graduate School M PhD/Ed
VOLUNTEER EXPERIENCE

. .case list any volunteer work you have done in the past, such as tutoring, teaching, social service, scouting,
sports, polidcal work, or church work.

What are ycur reasons for volunteering?

PREFERENCES
Piease check convenient times for tutoring: Would you prefer your student to be:
Moming | Afternoon | Eveaing
Mon. ( ) Male ( ) Female
Tues. ( ) No preference
Wed.
::‘ium Do you have a preferred age range for your student?

' v many Hours per week 7

Check any locations you would agree to tutor at:

Do you prefer to tutor in: ( ) Vo-Tech { ) Centre Co. Prison
( ) Math ( ) English ( ) Bellefonte Area () Centre Hall Area
! Q Peading () No Preference 155 ( ) SnowShoe Area () Millhelm Area

ERIC

IToxt Provided by ERI
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Student Track Sheet
NAME: _ TUTOR'S NAME:
AGE: DATE MATCHED:
ADDRESS:
WX PHONE:
HM PHONE:
GOZ%LS:
PRE-TESTS: POST-TESTS:
TEST SCORE DATE TEST SCORE DATE
NOTES:

fa
D
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A7

Service Check-up Survey
Student Name Date
Student's tutor

1. Do you and your tutor set both short and long-range goals? (For
example, a short-range goal might be a goal to complete during a session,
and a long-range goal might be something that takes longer, like passing
your driver's exam or the social studies test of the GED.)

Yes No_ ____ Explain

4. Are you making progress toward your long-range goals?
Yes No Explain

6. Are your lessons (check one) too hard ___ too easy __ just right ___

7. Do you always work out of books, or do you do other activities, too.
Yes, we always work out of books We do other activities, too
Give an example of such an activity '

8. Do you enjoy your tutoring sessions? Yes______ ____No
Explain

9. Can you suggest a way to make you tutor sessions better?

10. Do you want to continue working with your present tutor? Yes__
No____ _ Explain

Date of next Service Check-up
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ATTENDANCE RECORD

ADULT LITERACY PROGRAM

CLASS CONDUCTED AT

(PAL)

TIME

[»rOGRAM NUMBER

TsPONSORING AGENCY

' ClU #10 Development Center for Aduits

Isun;ecr

INSTRUCTIONS: Attendence recerds should be mode
sheuld be submitied 10 the stete etiice on o manthly b

in duplicorte end meinteined by indicating the number of hours per student for soch closs meeting. The originol foem

at1s, retoining o copy for the sponsoring ogency’s progrem records. These forms sheuld be forworded to Coordinetes
Aduls Besic Educetion, Box 911, Herrisburg. Pennsylvenio 17126 orraving before the TENTH DAY of the month following ¢

he reparting period.
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49
CIU 10 DEVELOPMENT CENTER
FOR ADULTS

CENTRE COUNTY VOCATIONAL TECHNICAL SCHOOL
PLEASANT GAP. PENNSYLVANIA 16823
814-359-3069

PAL Tutor Report

DUE: 25th of everyv month PLEASEY

Tutn; . o Swedent ..

Month of: Subjecttst o .

Tupiorstof lessans | PR
Books materials used i e e
Marn voal tur pent manil e el .

Date Met # Hours Date Mct * Hours

A Is student prepared for lessons? (Circle one)
I'nprepared fairiv propared Sedl nrepaica

+ Student shows interest.. (Circle one)

. P Lo , \ HT T
IISARE y il Pai Anjeuin cattiitividrnie

¢ Your rapport with your studentss. (crrcie one)

Awbwardg LiYiieeiisty Croread Serribi

D. Student's trouble spats

I Tutor's concerns?

163

ADULT BASIC EDUCATION - HIGH SCHOOL EQUIVALENCY - EMPLOYABILITY SKILLS
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PENNSYLVANIA ADULT LITERACY
ATTENDANCE SHEET

Instructor Time Program Number

Class Conducted At Sponsoring Agency Subject

CIU 10 Development Center for Adults
Month Year Hrs.| Tot.
Name This | Hrs.

1st wk. 2nd wk. 3rd wk. 4th wk. 5th wk. Mo.
MiTIWIRTF IM{TIWIR|F M| T |W|R]|F |M| T |WIRIF [M|T [WIR|F

Tutoring
Trng/Insrv
Tutoring
Trng/Insrv .
Tutoring
Trng/Insrv
Tutoring
Trng/Insrv
Tutoring
Trng/Insrv
Tutoring

Trng/Insrv
Tutoring
Trng/Insry
Tutoring
Trng/Insrv
Tutoring
Trng/Insrv
Tutoring

Trng/Insrv

Tutoring
Trng/Insrv
Tutoring
Trng/Insrv
Tutoring
Trng/Insry
Tutoring
Trng/Insrv
Tutoring
Trng/Insrv
Tutoring

T I
-_rng_, S v p— o
Tutoring ‘

Trng/Insry
Tutoring

Trng/Insry
utoring
Trng/Insrv

164




All

997

77AY11YAY AJ0D 1534

€91

jueuaunuz 167 8l |4 Q¢ 1 aesduiagl toots | 2 €
V'HLII|C [4 9¢ 1 vleqieg SIUPH | {pyly L€
d'LHONM/INVINIINWIZ [T 4 9¢ ! aofAnDT 299Ts | 0¢
UATAANS| S [4 £ 9t 1 APOYDAURIS [ JusTs | F2
AMYI0S| 8 1 1 [4 i 9t | AULIAMPON'SRID ] RGeS | 82
AAIAANS| 6 9 ) 9¢ 1 | 1[0ssmY] 'DHUMOSID | 2258y | 22
AVMIAANS (0T 9 14 9¢ 1 autjanbae[ ajiymastol 9zsty | g2
INYWATANWIZ [ § q 9¢ 1 uaseealean | 99578 | g2
DWNIOA | T [4 9t 1 PUOWAC L[ 6842y | b2
3 ejosig [4 9t 1 AdueNIION | 09Lts | €2
AMVI0S|01 [4 1 [4 g gt 1 Auuaue gl sTses |2z
3 AVI0S|S [4 [4 1 ’ 9t 1 dayeaHuoNIq| €9t 12
VHLITM|0T [4 1 1 1 € [A TS 1 jluualigned) +2s?s | Q2
3 V0SSt [4 [4 1 1 1 [4 9 9¢ 1 Agiey poupned | €7¢25 | 6L
AAVIOS|L 1 1 1 [4 [4 9t 1 Wwdpuguopuodl 0¥sZs | gL
AVIOS| 8 € [4 1 1 1 9t 1 eieqlegie|od| 06928 | 2|
VHLID| V1 1 1 [4 [4 [4 4 [4 [4 9¢ 1 Altanagiopod| 6¢52S | g
VHLIEI|91 [4 [4 [4 [4 [4 [4 [4 [4 ot 1 PHRINYIP[D [ RESTS | G 1
T°AAN([8¥ LT 1T |9¢ 1 POCYIIN IIeD | 2TSEs | p i
VHLITY |01 [4 [4 1 1 [4 4 9t 1 asmrunoyied | 16975 | ¢
S'INOSIWVITIIM|LL 9 9 ) 9t 1 ulalaN'PIAg [ pssTs [ 2L
V'HLIEM|Z 1 1 1 1 € 9t 1 uyo[Apeag| g9z [
V'HLITY |8 1 1 1 [4 € 9t 1 yeloqo "Apeag| 9897y [ Q1
[“19ss€D | £ ) [4 9t 1 7 piedan Woqqog | $Zety 6
[AF1SSVO (9 [4 [4 1 1 9¢ l Uaapey ‘woolg | 88978 8
S AIHLOANIDITH |12 ¢ |9¢ 1 anuefweysunung [ 1162 A
AAVI0S|ElL [4 [4 L 1 [4 1 [4 [4 ¢ i afydINNauuegl  £e5Z8 9
vV ‘HIUITA| S [4 [4 1 9¢ 1 RPN smopueg | 924G S
TAAN(]S9 oL (LU |6 8L |1l |9 9t 1 HagqmiIopteg) €658 %
d’1L1ANNIE /A ATTAIHS|91 € |9 z v |y 9¢ i yog AleANsY | ZesTs | g
V'HLIFY |8 1 1 [4 1 € 9t 1 Alpyg'plouiy | zhbes b4
loinp| feior |unf [Aepy|idy [rein[qag [uef [3ag[aoN |10 [das[Bny | [n[ | zsse[D]| = aweN| zaxyejuf i

S 0 d 0] W 1 A f H 9 k| 3 a o) 8 v

v6/8/% 218 Noday

v661 ‘0€ dunf - €661 ‘T AN|
SINOK uapMis - [HIH-654 weido1q - v d
7661 HOUVIA

LYO4dTY HIONVANATLLY ATHINOW
Ayuno) prayresy,

E



©91

-319YTIVAY AJ0J 1538 29T

[431SSVD /N'HONAT[8¢€ ¥ 2 9 e 9 |9 ot ! uesngyseodue i 7yyZs |49
AAVI0S|S 1 1 7 9¢ 1 erey[emsO| 6¥52S [ €9
VHLIDA[Z I Z F I 9¢ 1 IS 'ANSOUIN | ZbPTS [ 29
A MVI0S| L F 1 £ [9¢ I M epuoly] SAN| Zeszs [ 19
SRAANILS[9 ARE 9¢ 1 REEEINENC 7 BT Y
SUANILS[1 I 9¢ [ LMeTPIUN] €692S [ 66
V'HIIDI[Z1 ¢ |z [z i F 9¢ I epuvig’uesiiiN| LySZS [ gg
AMIAANS[91 I £ |z [9¢ 1 wy UedVN | 16525 | 2§
J'LHORIM|T1 6 9¢ I Auoquy ‘e[ $9525 [ g g
TRANL|9 1 I [z |z 9¢ 1 JuedrgeduondN|  Shizs [ g g
['NDIDVI|S F 9¢ I ©1q3Q URIDDW | 089S |G
V'HLIDA[ST F I |z [z |z § 9¢ I ASURNPIIIODIN | 9¥G28 | £ 6
SUANILS|S T ¢ 9¢ I Agng'sAeN| 26628 [ 2§
AIVI0S[01 I T ¥ F/ 9¢ I Awwe] ‘e[ 6y6z6 | | §
AAVI0s[ ¢ z 9¢ I ydaso[‘unreW| $%52S | 0§
V'HLIEM (01 F 1 I [z |z 9¢ I varey11zn| €5%2S [ g
V'HLIDI S 1 I [ 1 9¢ I apauef'amo]| 66528 | gt
SIANILS[02 L 2 9¢ I 121031 N'po0dIaaT]| €962G | /¢
TRAN[ST s [y e Tz 9¢ I ues[yadd]| $89z6 (g
V'SANOI| ¥ 1 AN 9¢ I Aqmyr'Aysueadsa | ZZ4¥S | S 4
S'NOSWVITIIM[Y Z 9¢ I puowaeyyse]l z96ze [y ¢
SANILS|z F 9¢ I Agosoq'urelunode| ¢69z8 | g4
['NVINIFINNIZ [ LT 9 [t1 9¢ [ uyo['apyuny| 86528 |zt
[uewuswwrz /P NDIDVIN| 1§ It St [z 9¢ I HaqOy'sININ | £/%2S | | b
TRANL]62 6 ¢ e s 9¢ I epuaag’simiN| €44%S | Q¢
- NDIDVN|[¥ z 2 9¢ I auoliely ‘ddau | 1£4%S [g¢
V'HIITA[ ¥ 7 9¢ I 113qoy 'Uosuyof T~ ZHGZS | g€
[NDIDVIN[6 9 [¢ ot I pruequimIl 88578 |2 €
[(31SSVD[91 I Zl 9¢ I prempInH| 9/48%S | g¢
[NDIDVIN[91 v ¢ [6 [o¢ I "M sawe['SuUlpdnoOH | 0€G2S | S €
AAVIOS|T1 I |z [¢ ER I uueo{ WoH| 62925 [p¢g
AUIAANS|9 9 |9¢ [ U0 ‘MOH | 8IS¢S | €€

S O | N | W A |r I | H 3 a 2 g v

7661 ‘0¢ aun{ - €661 ‘T AN{

SINOY Ju3pnig - THIH-654 weidoid - Tvd

661 HOUVIN

LUYOJHT HONVANILLY ATHINOW,

Anumo3 Ewcuuﬂum
AR

Full Tt Provided by ERIC.

r



69T

0T 118V IVAV AJ0J 1534

0 : 906
S6
AMVY105] € 4 9¢ 1 WRUIABUNOX | 9l6bS [p 6
AV 105| ¢ T |z 9¢ 1 Awwe]dunol | L16bs [ g6
[ueussurunz |z 1 9 |9 9¢ 1 wgAunod | LS |28
'S ‘uoswiet|ipm g 9 9¢ [ sapey'Wwnop [ 96645 [ |
VHLEM[P1 z |z z |z 9¢ 1 dIPYNN RINWIoM [ 16625 [ 06
N'HONAT([Z1 S 9¢ 1 diiyd'aayim | 60¥2S | 68
AUIAANS| ¥ v [9¢ 1 Tepuoyy uosim| 9gszs [ gg
'S “1ayjoruaBioH [ ¥ v 9¢ i qooef‘swelim| 89065 | 2 g
SYANILS|11 Z 9¢ 1 epulnIaplom| 89528 9@
MAVIOS|F1 [ 1 ¢ € |9¢ 1 aa Adel] ‘1a3sqaM | SESZS [ g8
g Jayano)[11 8 ¢ 9¢ 1 auenq ‘ouqn | S9/¥S [ g
TUYIAANS|9 a 9¢ L Pa1Ddeqo [ £9sTS | €8
S ‘uoswielim | g i 1 9¢ 1 anue[uosuems| 21055 [ 2@
SMAHLOAUNTOUTH| 9 b 9¢ 1 ltossnyduong| 99578 [ 1 g
VHLII|[Z z [z 9¢ 1 Awwe] Jaans| 78978 [0
AMVIOS|8 I Z 9¢ 1 adojaua ] ‘asnoypeis| 05528 | g 2
AAVI0S| L 1 1 Z 9¢ 1 vpuryaaouads| gyszs | gy,
3 “ejos|z Z 9¢ 1 eAIduadg | £6/8S [ 2y
S MANILS[T 9¢ 1 NewuaapAugl v69zs [ 92
VHLID[Z1 v 9¢ 1 epuolRprus| 18925 [ g,
SYANILS|€ 9¢ 1 sutpanboe[\aws|  6¥¥zZS | p 2
TARANL/SUATHIOINIDITH [ 16 Lz vz [9¢ 1 Vuerypws| yeses ¢y
N'HONX1[Z1 9 9 ot 1 ouuady'ANsyanag| Gz9zs |z 4
SRAANILS|S 9¢ i eroyzeyauny| 00925 [ 12
['NVYINATNNIZ [ 9 9¢ 1 sle@reyaud | 8¥ves |02
V'HLIEM[Z1 ANEED 1 eunsuy) ‘spleydry| €65TS [ g9
S ‘uosurel[[Ipm [S 1 Sl 9¢ 1 sewoy 'sdiyd| GSe6vs | gg
['NYNIIWNIZ [P 1 € 9¢ 1 Inequosiead| ¢95zs | 29
SUANILS[ST 9¢ I Aen'syled| €89Z¢ [ g9
SRAANILS| ¥ 9¢ 1 uyorsyiedl £06vS [ g9

S [o] d |O | N | W1 4] 3 a 2 g v

V66T ‘0€ dun{ - €661 ‘T AInf
SINOH Jud3pms - [H1H-654 weido1 - Tvd

P661 HOUVIN
LUOdIY ADNVANILLY ATHLNOW

Ayuno) pianres|]

S

O

L

Aruitoxt provided by Eic:




318Y1IVAY AJOJ 1534

¥6/8/¥ @38 310day

661 HOUVIN

He 4 L1 [4 L 2€
vl 4 L l l [4 1 uagdajgruostietiag fe9ouol L €
1y 1l 81 91 9 0¢
Gl 1 L L 1 uesngrlaunRsizanol 62
8¢l 9¢ 61 6l 01 ! [ 6 91 0¢ 872
JAY 91 { [4 [4 S l 1 { e ! AaNyepslosoot L2
1Y 0¢ Q1 vl 92
01 1 1 S ¢ l pleuO1apAUS [ 19001 4
ot 4 ¥ 4 Y2
8 1 I 1 1 1 1 1 1 1 Aqioso@Aaalys 65001 £z
[4 [4 22
[4 1 L : 1 Apo[eualaglgso0l 1 2
ec € £ i 9 ¢l 072
[ € l € ! 1 1 ! ! NPPFUBPRIN L5001 61
09 1l 6 4! [4 [4 € 4! 6 81
61 [4 14 4 L 1 [4 1 S 1 l AdueN YU TI96001 21
8 4 9 91
v 1 € 1 AdtaLaagdnoN [ eg001 S1
191 44 pe 0¢ 61 6 L1 ¢l ¢l $C vi
09 91 pe 4 4 9 l ! l L ! U3ty (66001 €1
8G1 91 (Al 4 9¢ Sl Gl 9 LT LC 21
ve € 9 [4 L {4 9 L S 1 ! asinoT A [TH5001 L1
cl [A! 0t
[4 L ! l IRy soun| £s5001 6
ol 8 91 8 8 ¥ 4 LC LC 8
9¢ 8 6 [4 1 € i i ¥ ! 1 AA9]G IAYIOIUAZIH | 75001 yA
9¢ 9 S Al £ 9
11 [4 9 [4 9 l L 4 1 l uueo[’1s1ssey | 15001 S
K 3 € 3 4
9 [4 [4 [4 l alqqaguouuag (99001 €
JUOPRIS /Ar [1aYoe0) /M Z
pejuo) | axtarasup | unf [ Aey | sdy [ 1epy [ qag | ue[ [ oag [ aoN | 320 | deg | Snvy | [n] aweN| =zayejup|
e d 0] N W i A r | H 9 3 3 a 0] A4
661 ‘0€ aun{ - €661 ‘T A [
\ , . SINOH 1DJUO0D) pue adlAIdSU oM - 1H1P-6SH Em.uwo.mn.— -1vd

LYOd3d FONVANILLY ATHINOW

. fiuno) prayres|

CRIC

L




Vil

319V 1IVAY Ad0D 1538

el

¥9

€9

29

L9

09

695

8§

LS

9§

S S

v S

€S

ZS

LS

>

0§

6V

8 ¥

VA 4

9¢

Sv

vy

ol ool ol | ] o

LLY

861

Pl

601

brl |¥6

691

Al Z1

siony e

Ev

Zv

Lb

0%

4!

pg ‘Aein

16001

6¢

8¢

SO[IPY D WNdA &

£6001

LE

o,
[Ig

o

9¢

61

UL u—.: ey

S9001

St

—] o] | =
| Of uy
[

«“

vE

l

dijg iy

Feoul

EE

H 9

¢ 0

8

v

v6/8/Y 91eq Moday

.,

kY

p661 ‘0€ dun( - g6t ‘1 Lnf
SINOH }BIUOCD pue dIAI3SU] I0IN] - [HIF-65¢ weidolg - Tvd
7667 HOUVIN

LYOdIT HONVANILLY ATHLNOW
Ayuno) piayres)

Q

IC

E

PAFullToxt Provided by ERIC




Al -

Reading Skills Assessment (Spencer)

BLUE PAGE 1

INFORMAL INTERVIEW
DATE
Student's Response Changes (for records) if any:

what is yvour name?

what is vour address?

What is your phone number?

(Did student need to check drivers license or other identification for this information? YES NO)

Tell me why you came to us.

Have you ever received help before, where/when?

Results:

How do you feel about your reading?

Wwhat kinds of things would you like to read that you cannot read now?

what kinds of things do you read now?

Do you have difficulty reading:

a newspaper? Y N a recipe? Y N

notes from school? Y N road signs? Y

a child's report card? Y N food labels? Y N
Other

How far did you go in school?

Do you ever have difficulty seeing? Do you wear glasses?

When was your last eye examination?

If needed, has an appointment been scheduled? Date?

what program were you in: Academic ( ) Business ( ) General ( ) Special Ed ( )

Please say the alphabet. (Record errors.)

Do you know the vowels?

Tester Observations: Language differences

Speech patterns

Deviations from standard English

General comments:

Page 17




Reading Skills Assessment (Spencer)

BLUE PAGE 2
BASIC ASSESSMENT WRITING - STUDENT FORM

DATE

Needs Work \/
Name
Address
City
State

Phone

write the alphabet.

Write the aiphabet another way.

Write words {spelling).

Write sentences.

Page 18




Reading Skills Assessment (Spencer)

BLUE PAGE 3
BASIC ASSESSMENT
READING - STUDENT FORM

Say the name of the letter. Say the sound of the letter. Say a word that begins with that letter.

b d d f g h j k 1 m n p r S t v z

ou ow ol oy
READ THESE WORDS.
Tuesday Friday December - Monday
June February September Sunday
Wednesday January Saturday Thursday
STOP YIELD MEN WwOMEN
PUSH POISON PULL ouT
EXIT IN
Yellow Green Red Blue
One Eight Four Six
Page 19
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Reading Skills Assessment (Slff{‘ﬁ%r},xcg 4

BASIC ASSESSMENT
READING - TESTER RECORD FORM

Student's Name Tester Date_
Record responses of students. Needs
name sounci word name sound word nam : sound letter Work
b L i - r L
¢ _ kK - s L
d L - . t -
| £ . mo . v o -
g . n __ __ - < . —_
h L P . Consonants of 17 o
q w —_ -
X : : : y : e L Consonants _ of 4
Short _ / Long __ _
T~ T S ol o - = = —
o 4 L oL U 4 Vowels ____ of § Short
____of 5 Long
___of 10 Total
th L ch L gh _
sh L ph L Digraphs __ of § -
ou L of __ __ s Dipthongs __ of 4 L
ow L oy L
Additional Testing Information
Tuesday Friday December Monday SORT o
June February September  Sunday WRAT
Wednesday January  Saturday Thursday __ of 12 DREIER .
stop yield men women BOTEL
push poison pull out ABLE
exit in ___of 10 CTB-TABE
yellow green red blue
One Eight Four Six of 8

Did student refer to license for information or spelling?

WRITING - TESTER OBSERVATIONS

Number of reversals, omissions, etc. in alphabet.

Writing errors in words

Yes No

Spelling - list ccnsonants or vowels missed

Errors in sentences

Summary of difficulties

(RIS
3
¢

LN




1. Memory and Recalil
poor short-term memory
poor recall of details
poor recall of sequence
difficulty following ‘directions :
difficulty recalling and retelling . events, stories, etc.’
difficulty summarizing information

2. Visual memory-

poor speller, may spell phonettcal!y
- may recogmze a word one day and not the next

3. Concept Formation AN

EHEC - difficulty acquiring concepts
= «omeisl - jnaccurate concepts of 'space, time, and dastance
w460 . - difficulty forming associations ‘among concepts
a difficulty classifying and ‘categorizing concepts

4. Reasoning and abstraction
_poor ability to organize
_ difficulty analyzing and synthesizing
- thinking often concrete fragmented, and disorganized PR
information poorly integrated- . ' '
poor abstract reasoning ability
difficulty predicting outcomes and drawing inferences R
difficulty dnstmgunshmg fact from opinion and reality from fantasy

5. ‘Judgement
poor judgment of approprlateness and acceptability of behavior :
poor judgement of adequacy and validity of information
poor judgment of worth and desirability of self or of products
produced

poor judgment of implications or consequences of own behaviors and
reactions

' bLos UL AVAILABLE

Qo
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— J Modality Strengths Checklist ¥ -
Identifying Kinesthetic Strengths: The student can...
1. Run, walk, catch a ball in a rhythmical, smooth fashion.
2. Concentrate during whole-body movement tasks for one minute per year of age.
3. Recall games, activities, sports, and direciions after performing them 3 - 5 times.
4. Move his/her body easily and freely when acting or role playing.
5. Remember words seen on signs when taking a trip.
6. Memoriza the script of a play more easily when actually performing the role.
7. Understand concepts after experiencing them (ex: field trips, acting, experiments)
. 8. Bemember words after experiencipa them. (ex: eating an apple, spelling apple)
9. Recall words used in a floor games after playing the game 3 - 5 times.
10. Remember facts, poetry or sentences while moving rather than being still.
11. Recall a letter.of the glphabet after forming the letter with the whole body.
12. Remember the "feeling" of a story better than the details.

Scores: 10-12 Excellent 8-10Good 5- 7 Moderate 0-4 Poor
PERCEPTUAL INTRODUCE REINFORCE APPLY
STRENGTH(S) CONCEPTS CONCEPTS KNOWLEDGE

Lecture, class Reading text, Tape record
AUDITORY discussion, audio/visuals, teiling key
: . cassettes, transparencies, points and play
records, tapes, pictures, visual back tape
aids, take notes
Reading text, Take notes as Write or make a
VISUAL audio/visuals, you listen to color-coded
transparencies, { i lectLre, class graphic outline
pictures, other discussion, illustrating key
visual aids cassettes, points. Color
records, tapes illustrations
. § Making or using | | Reading, audio Record on a
TACTILE | f task cards, visuals, pictures, j | cassette tape
KINESTHETIC! { learning wheels, { { transparencies while using task
. i electroboards, |  : cards and tell
?_ s floor games : : key points.

Wiien difficult concepts or new skills are introduced through the strorgest modality and
reinforced through a secondary perceptual strength, students learn more quickfy and easily.
If students use the material learned in a creative way, retention is increased by 20%.
Kappa Delta Pi Record 17-2 pp. 59-63 (December 1980)
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1.
2
3
4
5.
6
7
8

S11.

£12.

T e

SN PPN

SOEONON WD~

—
r\)_l.

T P R R UL CRRETE S

o)

v 9.

:10.

: 11,
12.

. Repeat a simple sentence of 8-12 words.
. Remember a phone number after hearing it 3 - 5 times.
. Recall math facts after hearing them 3 - 5 times.

. Comprehend long or complex sentences.

. Use appropriate vocabulary and sentence structure during oral responses.
¢ 8. Concentrate on an auditory task while auditory distractions are present.
;9.
:10.

. Discriminate between/among words that look alike. (ex: "fill / full” or "that / what")
. Spell words with the correct number of letters, beginning and ending letters.

W

S

8. Recall words after tracing a textured material or forming with clay 3 - 5 times.

\V Modality Strengths Checklist —

- ldentifying Auditory Strengths: The student can
Follow a two to three-step verbal direction.

Recall four to six lines of poetry or nursery rhyme after hearing it 3 - 5 times.

Identify and recall the sounds of individual letters.

Discriminate between and among words that sound alike. (ex: "leaf" and "leave)
Use consonant blends to form words.

Sound out a word in a sentence and still retain the meaning of the passage.

Identifying Visual Strengths: The student can...

Foilow a two to three step written direction.

Place four to six piciures in proper story sequence.

Recall a phone number after seeing it 3 - 5 times.

Concentrate on a visual task for approximately one minute for every year of age.
Concentrate on a visual activity while other visual distractions are present.

Work on a visual task without squinting, rubbing eyes, or looking away.

Recall words after seeing them three to five times.

Remember and comprehend words accompanied by a visual aid or picture cue.
Read words without confusing the order of the letters. (ex: "stop™ for "spot”)
Discriminate between/among letters that look alike. (ex: "m /n” or "c /e / 0"

identifying Tactile Strengths: The student can...

Demonstrate an interest in drawing and/or coloring pictures.

Make models, crafts, cut/paste, or other handwork

Remember a phone number after dialing it 3 - 5 times.
Concentrate on a tactile task for one minute for every year of age.
Can hold a pen or pencil correctly.

Write with correct negative spacing between words.

Write legib'e Intters letters of the alphabet.

Rememter words af'er writing or typing them 3 - 5 times.

Rnca. woras afier playing a game containing those words. (ex: bingo, dominoes)
Recail the names of obiects after touching them 3 - 5 times.

Write a worc correctly after tracing over the word with their finger 3 - 5 times.

_—
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Warner Cable Co., 313 Cherry St., Clearfield, PA 16830

WARNER CABLE OF CLEARFIELD -- “COMMUNITY BULLETIN BOARD" CHANNEL

Message must be in the office before 4:30 p.m. on ihe FRIDAY preceding the
<tart date. ONLY messages of a non-commercial or public interest content
will be shown. All messages will appear for one week, beginning on Monday |
morning and ending the following Monday -morning. We reserve the right to

make changes in context. Use the boxed in area to print message. Use one
box for each character, including spaces and punctuation.

START DATE STOP DATE )}

MESSAGE WILL BE SHOHN AS SPACE IS AVAILABLE ON A FIRST COME - FIRST SERVED BASIS.

Mhen filling in the boxed area below, do not divide a word at the end of a
line. if the word cannot be completed at the end of a line, begin a new line.

1, the undersigned, am the originator of the above message and I am responsible
for the content.

Signature

Date

Phone

-

193
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C-NET/24

444 €ast College Avenue
Suite 350 .
State College PA 16801

C-NET Use Only
C-NET Dieector Approve! Date Rec'd. by
Air Date s Date Rec'd.
. C-NET/ M4
) BULLETIN BOARD REQUEST FORM
(sce over {or instructions and example)
Name of Orgenization Member

Person Swbmitting lalormation

Contact Phone Numbders (dey) (night)

Text: (Maximum of two screeas permitted.) Please limit text 1o atiowed sosces: Pleasc prnt ia capitels.

Coantinuation

{name

In consideration of the peovisions of the Buiketin Board Service.
of organitaton). does hereky jomtly and severally retease and notd harmicis C-NET (rom any and all tiability and

fﬁ;ay_-ay cunses of action (or damages which may srise {rom (ke publication of the iaformatron delmeated sbove
(o8 “Text"). The uadertigned hercdy alfirms that he/she vaderstands and suumes alt of the rith consequent wpon
publication: sad he/she furthar aflirms that he/she asaumes responsibility for any damages aCCruing.

Name

Signetvre

Date

186
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Data Summary Form for Tutor Training

Contract/Program No. 59-4 __ __ (1-6) Class No. __ __{(7-8)
(Start with 01 and
Agency Name number consecutively)
PART ONE
1. Month and year tutor training began-(mm/yy) I S (9-12)
9_Total number of tutor training hours(round off) __{13-14)
3. Materials used for tutor training
Author/Publisher, Title
A
B.
C.
4. Number of persons enrolled in tutor training. (1618
5 The following items refer to the characteristics of
the enrollees as specified in Item q.
'A. Number of enrollees who are: Male _ _ (19-200
Female _ __ _  (21-22)
Retired _ _ _ (23-20
Employed (including homemakers) _ _ __ (25:26)
B. Number of enrollees who are: Black " (27-2%)
Asian _ __ __ (29-3M
Hispanic __ __ __ (31-32)
Other __ _ _ (33-3%)
C. Number of enrollees who have: A GED Diploma _ ___ __ (35-30)
A High School Diploma _ =~ __ (37-38)
An Associate Degree (39-40)
A Bachelor’s Degree | (41-42)
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Data Summary Form for Tutor Training

PART TWO
1. Number of days involved in training ___ (43-44)
2 Number of enrollees completing tutor training ___ (45-406)
3. Number of enrollees who have begun working as tutors ___(47-48)

4. Number of hours of training that involved practice
tutoring with students __(49-50)

5. Number of tutor trainers utilized in the program __(5152)

$. How many of the total number of \utor trainers are:

Program Staff __ __ (53-54)
Paid Consultants __ _ ___ (55-56)
Volunteers _ __ __ (57-58)
7. Community or public recognition of the tutor training program
(Include press coverage, public presentations etc.)
A. . (59)
B. (60)
C. (61)
D (62)
8. List methods for the recruitment of tutor trainees.
A. L . (63)
B. T (64)
C. (65)
D. (66)

NOTE: Do not submit until Part Two has been completed
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instructions for completing the Data Summary Form
for Tutor Training

The Data Summary Form for Tutor Training is to be used for-
reporting on training of new tutors only. Do not include additional
training workshops you provide or inservice/contact hours.

The Data Summary Form is meant to be self-explanatory; however,
coordinators in the past have found some questions to be ambiguous. In an
effort to avoid misinterpretation, | have included some additional
instruction on selected questions.

PART ONE
2. "Total number of tutor training hours (round off). (13-14)

Report training hours specific to group attendance. In other words, if five
new tutors attend your 9-12 hour workshop, then you will report 9-12
hours.

5. A. Number of enrollees who are
Employed (including homemakers) (25-26)

A homemaker should be defined as a full-time parent or guardian of a
dependent.

5. C. Number of enrollees whe have: [education level] (35-42)

Each tutor can be represented in one category only. For example, although
a person with a Bachelor's degree necessarily must also possess a GED or
high school diploma, you would only mark Bachelor's degree.

PART TWO
1. Number of days involved in training. (43-44)

Most coordinators choose to present the 9-12 hour workshop in two days.
An additional day can be counted if the tutor comes to observe a class or
tutoring session. This schedule translates into 3 days. Even if you have
six tutcrs scheduling observations on six different days, you should not

count there hours individually.
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4. Number of hours of training that involved practice tutoring
with students. (49-50)

Practice tutonng hours, again, should be represented as the hourly
component of the training session overall. Therefore, if you require three

hours for practice tutoring, then report three hours. Do not multiply three
hours by each tutor.
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TO BE SUBMITTED MONTHLY WITH ATTENDANCE REPORTS TO CENTRE
COUNTY.

PAL MONTHLY REPORT FOR

COUNTY

Current Program
Month Y.T.D.

New Tutors Trained

(Must submit Data Summary Form
and Staff Intake Form for Tutor Training)

Active Tutors Trained

Inactive Tutors Trained

Total Students Working with Tutors 2 or more Sessions

_ # of Program
Site Students Y.T.D.
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THE CENTRE FLASH

A publication of the Central Intermediate Unit 10 Devleopment Center for Adults of Centre County

Issue 4, Volume 1

July/August 1993

Editor & Feature Writer: Peggy Keating-Butiler

NATIONAL
AWARD
TO BE
GIVEN

*xxs+ ThHe DCA’s ABE/GED/Literacy
program is one of five finalists for the
U.S. Department of Education
Secretary’s Award for Excellence in
Adult Education. Everyone here at the
DCA is honored to have earned this
recognition and excited about the
upcoming review by the USDOE and
the Pennsylvania Department of
Education (PDE).

The Federal and State Representatives
will visit our classrooms in Centre,
Clinton and Clearfield counties and
look at our program procedures. Their
evaluation will then determine our
place in the competition. Whatever the
outcome, we know that we are already
winners!!

To be a finalist, 've were first
nominated by the PDE as one of two
programs in the State to compete on a
national level. Our program was then
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PAL Feature Writer: Barbara Rivers

ranked against those in 13 other States.
(The award is given to one program in
each of 4 geographical areas.) From
this ranking, we were then chosen to
be a finalist. And this is where the
DCA stands today.

Now it’s our turn to congratulate the
students, tutors and all those who
volunteer for the DCA for having made
our program the success it is!! Thanks.

Fokekkokk kk

This Issue’s Contributor’s

Scott Miller is in our Flash Focus.
He’s also regularly in our classroom
assisting students with their studies.
Come in and get to know him.

Melvin “Gabby” Kurtz and Tim Milier
co-author an article on the “GED on
TV” series available for viewing during
classtime. And you thought GED study
was all books.

Jennifer Rote contributes a movie
review on “SideKicks”. What a great
idea. Anyone else see a movie lately?

Nestor Vasquez, a tutor for the DCA, is
an artist and musician. Look for his
Zebra on the back page and ask
yourself: Is it white with black stripes
or black with white stripes?

dckokok ok
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FlashFocus

On Scot Miller

If you visit the adult education
classroom on a Tuesday or Thursday
evening, chances are you'll see Scot
Miller. Scot is a tutor who works with
anyone in the classroom who needs
help. Most of our tutors in the
Pennsylvania Adult Literacy (PAL)
program are matched with one student
with whom they meet on a weekly
basis. But Scot makes himself
available to anyone attending class in
need of an immediate assist.

Scot came to the PAL program with
experience in tutoring. As a Fenn
State student, he volunteered on
campus at the Math Center. When I
asked him how he got started, he told
me, “Someone had helped me when I
needed it, so I wanted to return the
favor.”

Since his staii :2re, Scot has returned
the favor countiess times. Students
like to work with him because he’s an
easy-going person who gives them the
time thy need to learn something new.
“People have their own way ~f doing
things,” he says, “so I try to follow their
way unless we both get lost using it.”
He smiles.

Scot smiles easily and listens more
than he ta'ks--a great trait for any
tutor. When not working with a

student, he’ll review text books to see
which are the best. “Some books are
not as good as others, and 1 like to be
able to refer students to the best ones
here.” On his own time, Scot does a lot

of journal reading to keep up with the
current tecnologies in his field of Wood
Science. Generally, he appears to be a
person who likes to keep atop of things.
The other week, after reading that the
General Education Exam (GED) is
updated every ten years, he
commented, “Well, they should update
it at least every five years. How else
can we raise each generation’s
knowledge to keep pace with the world
around us.”

To keep pace with everday life, Scot
tries to stay physically fit and watches
what he eats. Recently he read a book
on the philosophy and practicality of a
vegetarian diet. He says, “A lot of the
ideas make sense--but I'm not a
convert.” ("Not yet!” says Peggy, the
self-proclaimed
vegetarians.) Still, Scot believes that a
healthy diet and exercise not only keeps
a persen looking good but it helps to
keep a sharp mind. And he urges
everyone who wants to improve their
skills to come in to the DCA. “Maybe
you can teach me a better way to look at
a problem and solve it, yeah.”

missionary of




"PAL"ing Around

HELP!!!

We are in great need of any Apple II
type computers as well as Macintosh or
IBM clones. We will be recruiting
volunteers for a computer fundraising
effort, but extra ideas would be
appreciated. If you or your company
can help in any way, please call
Barbara or Peggy at 359-3069.

VOLUNTEERS
NEEDED:

: To record weekly
episode of GED on TV program in your
own home. Volunteer must own a
VCR. Blank tapes will be provided by
the DCA.

Skills: Must be able to use a VCR
and keep accurate tape labels of lesson
dates and topics.

Length: Ongoing throughout the
year!

Classroom helper for a variety of light
clerical tasks.

Skills: Filing, updating mailing
lists, updating files, organizing books,
and creating bulletin boards.

Length: Ongoing throughout the
year!

Volunteer needed to
mail form letters and do follow-up calls
to local businesses for our scholarship
and computer fund raising drives.

Skills: Pleasant phone manners
and light typing.

Length: From July through August
1993.
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TUTOR HINT

for JULY:
“Making Mountains into
Molehills”

Most Students find it hard to get started
on their studies. k r n
what they think they should
mplish h ion., Is
their goal too big? Is it overwhelming
them? Encourage them to set their
sights on small goals so it is easier for
them to get started. Most students
approach their studies more often if
they set out to get a little something
done and will actually do more
studying than if their goal was very
big. Some examples of small goals are:

Set out to read 2 pages
instead of a whole chapter.
Do 5 math problems
instead of the whole page.

Fall tutor workshops.

Returning tutors will be asked to attend
a workshop on tutor techniques specific
to subject areas. The workshop will
help you become comfortable with
learning materials, creative tutoring
ideas, sample lesson plans, and skill
trouble-shooting. The workshop will be
divided into three groups:

1. Beginning reading and ESL

2. Math at all levels

3. Writing/English
You can participate in whichever
group best suits your needs. To make it
easier for tutors to attend, the
workshop will be offered several times
this fall.




Tutor Support Meeting

Beginning in September, there will be a
monthly open tutor meeting for all PAL
tutors and volunteers. The meeting
will provide tutors with guidance as
well as peer support, ideas, and the
chance to explore new instructional
materials. The one-hour meeting will
be held at the DCA. Tutors will receive
a survey of possible meeting times so
that I may be able to select the time slot
that best suits everyone’s needs.

Training for New Tutors!

An initial training workshop was held
Monday, July 26, from 6:00 p.m. to 9:00
p.m. at the Development Center for
Adults, located in the Centre County
Vo-Tech School. The meeting will
provide information about the PAL
Program for interested volunteers.

Spread the word!

Peter Vdov, from the Ukraine, is
studying English with the help of our
PAL tutor, Douglas Smith. Peter is
trying to translate his definition of the
word “Joy” into English. (Lock for it in
our next issue.) What’s your definition
of “Joy”? Send it in and we’ll publish it
next issue in “At the Coffee Pot”.

A Big THANK YOU to...

-~ Debra Hutson , for donating her
sister's graduation cap and gown
to the DCA.

.- Douglas Smith, for a gift
subscription of The Funny Times
to the DCA Classroom.

--To ALL PAL tutors
volunteers for a Super year!

and

MOVIE REVIEW

"Sidekicks"
A Movie review by Jennifer Rote
(PAL student)

*Qidekicks" is about a boy, named
Barry, who always wanted to be like
Chuck Norris. He wanted to fight
along with him. Barry is finally able to
meet Chuck Norris, who helps him
with his karate. Barry realizes that his
dream has come true.

The characters were funny but
believable because they were honest.
Barry was a really neat guy.
“Sidekicks" was a comedy mixed with
a little bit of reality and fantasy. The
photography was colorful. The karate
kick boxing was really awesome
because of the quick movements.

The message of the movie is "Dreams

can come true if you want them badly
enougn!”
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GEDonTV
by
Melvin "Gabby" Kurtz and Tim Miller

We are writing to tell you about the
GED on TV series that is available in
the classroom. So far we have seen the
Literature and Arts and Science series
and are now beginning to view the
Social Studies one.

Here are some reasons why we find the
series interesting. We have learned a
lot of information. For example, did
you know that during World War 1 they
replaced copper wiring used in houses
with silver because copper was used for
ammunition. Also, it's fun because
you can make watching it into a game.
Teaming up with a partner, you can
match wits to see who gets the most
answers right. Another good point is
that it's a welcome change from books.
The best way to learn science is by
seeing things happen. You can't see
things happen in a book (unless you

flip the pages real fast, ha!l ha!).
Through animation, you can actually
see things happen in the video series.
For example you can see the division of
cells or how the Earth's crust moves in
plate techtonics.

To conclude, we urge you to watch this
video series because, as you may not
know, you can retain more by seeing
and hearing than by seeing (or
reading) alone.

Seleekeicleleickeieieicicieiek

GED on TV was purchased through a
grant received by the DCA from the
Centre County Community
Foundation.
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TUTOR TIPS

Volume 1 Number 4

(814) 765-1131

April, May, June 1993

A TUTOR'S PQINT ObF
3’

Improving Your Study Skills

VIEW
Ellen Barbrow

If vou are like most adull students, time is one of
the greatest limitations to completing a course on
cchedule. Having a full-time job and a family Lo
take care of, and perhaps comrunily )
responsibilities, requires a great deal of time.
The time remaining for studying and leisure
activities is limited: therefore, finding time to
study requires planning and discipline. Students
who include study time in their weekly schedule
seem Lo have more success. If you don't have a
regular daily or weekly study schedule, we
sugpgest that you establish one that fits your vork
and fanily schedule and then stick to it. Flan
leisure activities around ycur study schedule
just as you vould a class schedule. In addition,
adopt an organized process for studying to gdet
the most out of your study time.

{ Reading Skills
A. Reading Habits

{. Try not to vocalize words with your lips.
throat. or in your mind as you read them. Try to
move your eyes continually foreard, taking in
rore than one word at a time.

2. Try to focus on phrases of short lines in the
raterial you are reading and try not to let your
eyes go back over words.

3. Adapt your reading speed to the material.
4. Try to read at least 15-30 ninutes every day.
5. Measure yourself against the following norms.

Average readers have a reading speed for light
minute. For medium
¢ge is 200-230 words

difficult material, {00-130

to difficuit materia
per minute, and for
words per minute.

B.

1. Always have a dictionary nearby vhile you
read.

2. Maintain a list of new words that you come
across. find out their meaning. and then make a
point o use thea as soon as you can.

Reading Textbooks »

Expand Your Vocabulary

¢

Q

1

Y

{. Survey hooks. After receiving your
{extbooks for a course. the first thing you
chould do is to review the books Lo get a
general idea of the contents. Survaeying a
book involves reading the preface, the
introduction, and the table of contents.
Finally, review the index.

2. Survey chapters. A survey of a
chanter involves reading the introduction,
headings, and sumnmary.

Organize. The first step fur organizing
vhat you want to learn from a book is to
anderline or highlight the information. The
aecond step in organizing is to make notes,

Anticipate Test Questions.
should emphasi
important for s

) Test gqeustions
ze the infuormation most
tudents to know.

Learn uneznected facts.

Don’'{ depend on common sense or past
experience Lo ansver test questions
correctly. Challenging test questions may
he based on facts that are different fron
the ones most students expectl or believe Lo
be true.

My thanks to:

Barbara Coon
Lovise Jury
wnne Norris
norothy Shively
Mildred White

J
v

b VJI

The above volunteer tutors vho
have heen 50C’s (serve 1n other
capacitv) have done office work.
donated hoal«s and nagarines helped
with the newsletter. distributed
flyers and {eacher 1nformation.
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Pennsylvania: The Dropout State

high school diploma is nathing more than a pipe

drears. According fo US. Census Bureau shafisfics,
almost 500,000 resideats of razal coemtfies in Peansyivania
who are 25 yeats or older do noi have a kigh school
deqree o ifs equivaleat (see map). Fren worse, kess fn
60,000 of those went as far 5 the §th grade.

Statewide, the nombers are equally poor — 253
percent of Pennsytvanians dropped out, compared fo fhe
national average of 24.7 percent.

For a large pumber of reral Keystoae Stafe aduffs, a

half being rural. This dropout fotal shiows up in house-
Kold incomes. More Than 20 percent of bowseholds in
high dropoat commenities have incomes under $10,000
anomaliy. ta comparison, 21 percent of howseholds i
tow dropout iowas and villages have incomes i excess
of $60,000 - twice the state median incoxe level

* And i studies nking a relafionship between a par-
enf’s and their children’s atfitudes about scheol are
rue, the future is aot bright for Pennsylvania youlk,
rural o wrban. ln 1990, batf fived in communifies with

All this bodes ill for rural ecenomic development.  bigh dropout rates.
low educational levels make individuals
and commanifies less competi- PEKNSYLVAKIA DROPODTS -

five. Gone are the days (pemratage o wsdests v 15 e o s hokd 4 Bih b loms)

when wnskilled manufac-
{uring jobs commanded
premigm wages; in fhe
next 10 years, more fhan
Balf of all new jobs will
require educafios beyoad
a high school diploma.
Almost 60 percerd of
Pennsylvania’s 2,530
municipalities have 2
higher than average diop-

out @le, with more than
b .15!02!% -NloH% DZSIQN% .l(mtiu“%

A . |
e, inl 1 Zl?aﬁ, iué@ WELCOME
4 A ‘4,'/03 UL WAL V\L( NEW TUTORS

If you are planning for a year,
plant rice.
If you are planning for a decade,
plant trees.
If you are planning for a lifetime,
educate a person.

i
i
| Jack Mackin
Patty Stewart
Angela Hassinger
Lee Snyder !
Amanda Maines ‘

Barb Coon
Arthur pones

Old Chinese Proverd

,
~
-,
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Angela Hassinger April |
I'Barbara Coon May
JoAnn Cassler June
+ Nancy Lynch June
Dorothy Shively yune
Jack Mackin June

/
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TUTOR WORKSHOPRS
Continental Breakitast

April 19 - Monday
9:30 - 12:30

Best Western in Clearfield

“ABE Math for Tutors”
“Writing and Reading
Comprehension”

Lunch will be served.
Call Carolyn Grecco if you will attend
765-1131

"o acquire the hobit of
reading is o construct
for yourself a refuge
from atmost atl the
miseries of life."

W. Somerset Maugham

=u0

VOLUNTEERS — THE
GREATEST GIFT
Giving of oneself
is the Greatest Gitt of all!
Your gift of time and love
Can be either large or small ...
The size is not important ...
The Glving is the key!
The best Gifts we give others
Are those minutes that are free!
The friendly smile and caring way
Do more good than we can know.
Many times a few kind words
Set a stranger's heart aglow!
The traits that folks remember
Are those caring, sharing ways ...
Thuse times of serving others ...
All those minutes, hours, and days.
Your greatest gift is serving ...
Our Nation's need is you!
The best compliment you earn is:
“You did all that you could do!"

Written by Anna Rose Schannauer-

PAL TUTORS

Have heiped: 26 GED

gra.duates

Given: 934 volunteer hours
771192 -2/28/93

Served: 74 students

Now total: 29

Crean Pie

65 Ritz crackenrs, crushed
(save a handful for top)

{ stick butter, melted

4 tbsp. sugar .

2 boxes instant pudding

{ aqt. vanilla ice crean

1 c.milk

Cool ¥hip

_—

Mix crackers. selted butter and suger
together. Blend puddind, ice creanm and
rilk until smooth. Spread on top of
crackers. Layer Cacl Whip over
pudding. Sprinkle renaining handful
of crushed crackers aver Cool Whip.

Refrigerate.
BEST COPY AVAILABLE
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SSENTIAL MATHEMATHICS FOR THE
WENTY-FIRST CENTURY

at is Esseniial?

Essential nathenatics represents the
thematical competence students will need
r responsible adulthood.

The students we educate today can
xp_ect.to change jobs many times during
eir lifetines. The Jobs they hold will
evelop and change around themn. Often,
ecific Jjob skills will not transfer from one
osition to another. To prepare for mobility,
tudents nust develop a thorouch
nders.tandinq of mathemathical concepts

ndividuals will need the fundamental skills
hat will enable thenm to apply their
nowledge to new situations and to take
ontrol of their own iifelong learning.

Skill in whole-nunber computation is not
n adequate indicator of mathenatical
chievenent. Students must understand
athematical principles; they must know
hen and hov to use computation; and they
ust develop proficiency in problenm solving
nd higher-order thinking.

As we look to the future, we ~ecognize
hat the use of calculators and computers
nd the application of statistical methods

ill continue to expand. The list that follows
dentifies twelve critical areas of
athematical competence for all students.
The twelve essential nathemathics areas are
interrelated; competence in each area
requires competence in other areas.

Problem solving

Learning to solve problens is the principnal
reason for studying mathematics. Solving
word problems in texts is one form of
problem solving, but students also should be
faced with nortext problems.
Problem-solving strategdies involve posing
questions, analyzing situations. translating

resulis, illustrating results, drawing
diagraas. and using trial and error.

Communicating mathematical ideas

Students shouid learn the language and
notation of mathematics. They should
understand place value and scientific
aotation. They should be able to present
mathematical ideas by speaking. vriting,

drawing pictures and graphs. and
demonstrating with concrete models.

Mathematical reasoning

They should be able to identify and extend
patterss and use experiences and
obserwations to make con jectures (tentative
conclusions). They should be able to
distinguish between valid and invalid
arpuments. :

Applying mathematics to everyday situations

Students should be encouraged to take
everyday situations, translate them into
nathematlical representations (granhs.
tables, diagrams, or mathematical
expressions), process the mathenatics, and
interpret the results in light of the initial
citvation. They should be able to solve ratio,
roportion, percent, direct-variation, and

inverse-variation probhlenms.
Alertness to the reasonableness of resulls

students must develop the number sense to
determine if results of calculations are
reasonable in relation to the original
nunbers and the operations used.

Estimation

students should be able to carry out rapid
approximate calculations through the use
of mental arithmetic and a variety of
computational estimation techniques.
Students should acquire simpie techniques
for estimating such measuremnents as length,
area, volume, and mass (weight).

Appropriate computational skills

sStudents should gain facility in using
addition. subtraction. multiplication, and
division with whole numbers and decimals.
Knowledge of single-digit number facts is
essential, and using mental arithmetic is a
valuable skill. Everyday situations arise
that demand recognition of, and simple
conputation with common fractions. In
addition, the ability to recognize. use, and
estimate with percents must also he
developed and raintained.

Algebraic thinking

Students should learn to use variables
(letters) to represent mathenatical
gquantities and expressions; they should be
able to represent mathematical functions
and relationships using tables, graphs. and
equations. They should understand and
correctly use positive and negative
numbers, order of operations, formulas,
equations, and inequalities.

201 BEST COPY AVAILABLE




| PALNewsletter B :"'l'.‘::-’,.'_o'.: '

HOW WE LEARN

Power of Retention
1. 10% of what you read
2. 20% of what you hear
3. 30% of what you see
4. 50% of what you see and hear l
5. 70% ¢(f what you say as you talk
6. 90% of what you say as you do something
‘:f?%%s][f:‘(::::jfll;:;;;![ltilr—][:1

By Irv Furman

e« SET GOALS & MEET THEM

« BE OPEN TO LEARNING

« SEE THE GOOD IN ALL -

e« TAKE RESPONSIBILITY FOR
YOUR OWN HAPPINESS

« NEVER SAY...I SHOULD HAVE

e MAKE THE TIME

« DO WHAT YOU SAY YOU WILL DO

« NEVER NEVER NEVER GIVE UP

A~ ANTXTTY ANTDT 200




A PUBLICATION OF THE CIU #10 CLINTO

Voi.

ALL A'S

1V, No. 2

p COUNTY DEVELOPMENT CENTER FOk ADULTS

December 1993

Fditor of this month’s publication of ALL A’S is Krista Lundy

NOMINATION SOUCHT

FOR

7995 OUTSTANDING ARLULT EDUCATOR AWARL

If you would like to nominate someone as the Clinton County Development
Center for Adults’ Outstanding Adult Educator Award for 1993, please fill out the
infurmation below. The person you nominate may be a tutor, a teacher, or any one

else who has made a contribution in adu

It education in Clinton County. The

nomination must be returned to the nomination box in the DCA office by mail or in

person by January 31, 1994

NAME OF NOMINEE:

REASON FOR NOMINATION:

WORKFORCE LITERACY
Is On The Move

The Workforce Literacy Program at
the Development Center for Adults has
been very busy recently. In October,
Basic Blueprint Reading classes were
held at Trucklite in McElhattan. In
November and December introductory
computer classes were held for staff
members of the Clinton County Prison.
Participants learned the basics about
word processing data base, and
spreadsheet. Other Workforce Literacy
classes scheduled for the near future
include CPR training and more
introductory computer classes.

The Workforce Literacy program is
open to any local industries interested in
having classes taught on site to their
workers.  Flease contact us at the
Development Center for Adults at §93-
4038,

PAL UPDATI

The Pennsylvania Adult Literacy
Program provides individual tutors for
students who want to work one-on-one
with someone. These tutors provide
help in many subject areas. Currently,
there are 30 tutors meeting with 35
students. If you know anyone who may
be interested in tutoring or anyone who
may want to be tutored, please have
them contact the Development Center at
893-4038.
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NEW CHOICE

ATTENTION SINMELE
RARENTS 10

It's the 90’s and it's not easy being a

single parent. Do you ever feel alone?
Do hard times get you down? Do you
ever think that no one cares how you're
feeling? If you've said "yes” to these
questions, then I've got the answer for
you. I've just finished the New Choices
tour week workshop and those four
weeks have been my first step to
becoming a successful single parent. In
this workshop [ was Introduced to a great
deal of information about colleges, non-
traditional and traditional jobs, and how
to approach the work force. I've learmed
how to prepare for interviews and how
to write resumes and cover letters. Even
after the workshop has ended I still have
a tutor to help me brush up on my basic
math, English, and writing skills. This is
very helpful to me because I am
currently working on my GED test and
I'll be taking my college placement test by
August of 1994. If all of this ism't
enough, how would you like to give
your self-esteem a boost and feel better
about yourself or meet a lot of other
people out there just like you? Linda,
the instructor, shows you that you're not
alone and there are people out there
who are willing to help. I encourage all
of you single parents out there who need
that extra boost in your life or who just
need to know that someone cares and
understands, to get involved in this
workshop. It could be the best four
weeks of your life.

It you would like to know more

information from someone who has

been there in the workshop, I'm willing
to answer any questions you may have.
Renae Russ 748-4749
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_NEW CHOICES UPDATE

New Choices was on the road
again in November. A workshop was
held at the United Methodist Church in
Renovo for single parents and
homemakers in the western end of the
county. The United Methodist Church
graciously allowed us to use their large
social room. They welcomed us and
were very helpful in making our three
weeks there comfortable. The three
weeks flew by and now the participants
are attending Project Prepare at the
Kingsley Inn preparing to start training
or college.

Renewed from our
Thanksgiving break, we're getting ready
for a visit from [orothy Hershey, the
New Choices State Administrator from
the Bureau of Vocational - Technical
Education.

We're also busy writing
and modifying contracts for participants
getting ready for the Spring semester of
the Pennsylvania College of Technology.
It seems impossible that Fall semester is
finished already. Based on comments
we've been hearing its been a very
successful  semester. Well  be
highlighting Fall semester gractuates in
the next issue of All A’s.

We're looking ahead to
the next workshop that will be held at
the Development Center for Adults,
beginning January 10, 1994 We will
again have the NTAP (Non-Traditional
Awareness Program) presentations in
the workshop to expand job option
awareness. NTAP began working with
New Choices in the September
workshop with a variety of activities and
topics to expand our horizons into non-
tracditional job areas.

For now, the Secret Santas of
New Choices wish you a Merry
Christmas and a Happy New Year!




vWHO THE SHOE FITS
BY
FRAUKE COLABRESE

What do skin and shoes have in
common? Well, shoes are made of
leather and leather is skin, and what is
good for skin has to be good for shoes.
So [ thought one day when [ had worn a
new pair of shoes all day and my feet
were killing me.

I had used Vaseline Intensive
Care Lotion for years religiously on all
my body parts except my face and even
there for lack of a moisturizer in
emergencies. [ swear by this lotion. 1t is
greaseless, softens calluses, gets rid of ciry
flaky lines on legs, arms, elbows, and yes
even those nasty lines on the neck . It
has a pleasant smell to it and most of all
it 1s very inexpensive, so when my feet
were killing me that one day and [ was
ready to delegate the shoes to the next
garage sale, I took instead a big glob of
lotion and applied it to the insides of my
shoes and, oh wonder, the shoes fit. |
have even done it to shoes that have a
non leather lining and discovered that
the lotion will penetrate the lining
without peeling it, and it will still shape
the leather upper to your feet. Try it
youll like it. It even works on brand
new cowboy boots and it works better
that water which can shrink the leather
when you take the shoes off, making it
more miserable when you put it in the
next time.

You can also treat your old
leather jacket and jeans to Vaseline
Intensive Care and if you run out of
shoe polish the outside of your shoes
will respond very favorably to a tender
loving rub with the magic lotion.

[ guess [ should mention that I
did not get a nromotional fee from the
Vaseline people, although [ should
Farticularly now that all of you are going
to try out this recommendation--Enjoyt




STUDENT SPOTLIGHT

KEVIN TRIPP
YOUNGEST MAYOR IN
PENNSYLVANIA

As a little boy | had many dreams .
Cne of these dreams was being a
fireman. | can recall being a youngster
waking up at 3:00 in the morning and
hearing my dad dashing down the stairs
in our house. going out to heip someone
in nesd. As | grew up ! still kept the dream
alive not only by being a fireman, but
when you are a fireman you are also
helping the community.
At the age of 16 | joined the
Citizen's Hose Company of South
Renovo. | am currently 19 years old, but
in those three years of getting up at 2 and
3 oclock in the morning and helping
those people in need, | was inspired to
help out the community even more. In
May of this year | was in Civics class at
Bucktail Area High School where a
couple of friends and | were talking about
who was going to be the mayor of South
Renovo. It was stated no one wanted the
thankless job, but |, being a resident,
stated | didnt know who was going to run
for the seat.
When | went home from

school that same day | asked around and

indeed | did find out that no one was
running. The next day was the May
primary. so | stood in front of the polling
place, asking people for their write-in
vote. | received 9 democratic and 7
republican votes, not enough for the usual

10. So | reaiized that day. if 16 people g

voted for me, why shouldnt | run for

was not to campaign untl a few days
before Election Day. The time did pass,
and finally it was time to start my drive
towards victory.  The Sunday before
Election Day, | went door to door to all of
the registered voters asking for their
support.  Despite the rain, snow, and
freezing weather. | kept striving towards
my goal.

Sunday night | was done
campaigning, | felt good about my
chances Tuesday. Tuesday rolled around
and | was sitting at the polling place from
5:45 a.m.. to 8:00 p.m. handing out
stickers and asking people for their vote.
The long. grueling day was tiring. but | felt
positive about myself when | left there at 8
oclock. | went home, ate my supper,
showered, and went to bed not knowing
theresults.

About 5 o'cleck the next morning |
woke up hearing the same foot steps
rushing down the stairs, that | heard as a
little boy. These steps were different, the
steps were coming towards me. My door
burst open and my dad told me the good
news: | was the new mayor of South
Renovo.

mayor? At that time there were a lot of g8

doubters and people who didn't believe a
19 year old should be mayor.
| developed a plan. My plan




My Work with JTPA

| think working for the JTPH
has helped me out a lot. | learn
about job training. We also do
different types of jobs just about
every day, so you never get tired

———————————
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of the same old thing. Some of Congratulations are in order for
the jobs we do might be hard, but Lorraine Sorgenti, a student mdtge P/;d{
most of them are fun ‘and we program. Lorraine was awaraed a 15

place medal in the 3K walk at the Special

learn a lot of skills from what Olympics held in Villanova, PA on

Ever job we do. Most of our jobs October 30th. Originally from Renovo,
help out the community by Lorraine has lived in Lock Haven for
cleaning it up, constructing parks, many years. She is a member of the First
repairing commuaity buildings, Baptist Church in Lock Haven. Lorraine
and other work where needed. enjoys walking, bicycling, indoor ho‘*e)"
We also help out the wildlife by and visiting friends.

constructing and maintaining
nature trails and planting
saplings. After a big job is
completed it makes us feel good
to look back and see the resuits
and that people are happy with
our work.
WRITTEN BY:
ALAN WADSWORTH
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TUTOR TIME

I've been werking for about 3 weeks
with a tutor who is currently a student at
Lock Haven University. [ find it to be
very rewarding to me. My main goal
was to pass my GED test and to prepare
myself for my college placement test. I
have since taken three parts of my GED
test and passed.

Tricia , my tutor, is very helptul in
answering and explaining any questions
[ have. She’s flexible with my schedule
and understands when [ can’t make it for
a session. If [ mess up on a problem, she
doesn’t make me feel stupid. IM admit
when [ first signed up for a tutor [ was
afraid of not getting along with my tutor,
but that was not the case at all. She
knows and understands that there are
just some people who don't “get it” all of
the time and I just happen to be one of
those people.

If you want or need extra help in
any subject, I would recommend a tutor.
You can be helped in more ways than
one.

Renae Russ

(On At DCA:

Jop LINE CONTINUES

A new Job Link class began on
November 17, 1993 with new
participants hoping to gain full-time
employment at Keystone Veneers, an
industry  on Reach Rcad  in
Williamsport. The class recently toured
the plant to see what kinds of jobs they
will be doing when they begin their
employment. The students will be cross-
trained to leam a variety of jobs so that
they willl be more valuable to the
company. The six-week program will
include instruction in basic skills as well
as job specific skills. Students will leam
how to use a micrometer and moisture
meter, tools which they will use with
their new jobs. They will also learn how
to identify different kinds of wood as
well as cuts of wood.

The Job Link program is available to
individuals who  qualify  through
categories established by the Department
of Welfare. For more information on
this unique job training program, please
contact KayLynn Hamilton at 893-4038.

STUDENT EDITORIAL
A RELIGIOUS THOLGHT

Here is a quote from the Bible picked
by Madeline Jolloff. It is from Luke 2.9.
“And, lo by night the angel of the Lord
came upon them and the glory of the
Lord shone around them and they were
afraid.” This is when the angels
appeared to the shepherds in the field.
Madeline hxres this quote because it
reminds us of things that are
adventurous. She enjoys things that
happen unexpectedly. Madeline pointed
out that another example of an
unexpected happening in the Bible is

This issue’s

Student Editorial
was submitted by
Madeline Jolloftf.

when David slew Goliath. Madeline
o enjoys reading the Bible and encourages., .
EMC others to do so also. < )




CHRISTMAS WREATHS
1/2 cup of sugar
Teup OfSuga” 21/2 cups of flour
Istick of olectmargarine) 1 cup of butter
7-#7 can of Hershey s Syrup 2 egg yolks .
4 eggs 1/4 teaspoon ot salt
7 cyp of flour 1 egg white, beaten
7 cuyp choppednuls red and green candles, chopped
3
Cream sugarand oleo Addeggs andbeat well Addthe Hershey s Syrup ! [an aaLaégz;”‘oth T:ai‘g;‘:"sz CUV%I:)}:
fowr. andnuts Mx wed agan. Pour info 8 geased 11x715mch pan. Bakemad?zs f:&e:_ 2 low speed gt;eat ingredients
deges oven. lor 2530 mmnutes. When codl, Fost wmith chocolale Fosting — cut nlo until - just mlxeg increase s;g::e ed to
squares. ,
* medium and beat four minutes,
FROSTING occastonally scraping bowl with rubber
spatula.
7 1/2cup of su
7 sf,aelg;dea l 2 Preheat oven to 400 degrees F. Take
172 cup of canned milk : a heaping tcaspoonful of dough at a time
1,2 cup chocolate chips and roll it into a 6 Inch rope. Flace each
dough rope on a cookie sheet in a circle,
Bing oleo, suga- and canned mik to 8 boi. Bl for 30 seconds. Remove crossing ends aver
Fom heat and add e chocolate cups Codl & [ew minutes and then bear unni thick ;
3 Brush cOOkies with egg white and
e / coped,
noughloseread AUh rusis over the lop <pnnkle on some sugar. Decorate with
Submutted by. Rand Ludhvick red and green candies

4  Bake 10-12 minutes until golden
brown Allow wreaths to cool on cookie
sheet Store cookies n a tightly covered
container

Submutted by. Knsti Monforte
Literacy Corps Tutor

*These are only for decorationt® 4 cups sifted flour

1/2 tsp salt

3/4 cup applesauce 3/4 cup cocoa

1 pachage unflavored gefatin 1 tsp allspice

1 jar (1.9 vunces) cinnamon 1 tsp cinnamon

1/4 cup comstarch ) 1tsp cloves

3 tablespoons ground cloves 3/4 cup arisca shortening

Combine the applesauce and package of 1172 cups t?onV" sugar, packed

gelatin in small saucepan, Jet stand 3 1 1/4 cups liquid. (equal parts milk and water)
minutes.  Heat over medium heat, 112 tsp vanilla

stiming constantly, just until simmenng 3/4 cup very fine chopped nuts

Remove frorn heat. combine cinnamon, Jdcup i :
cornstarch, and ground cloves in bowl. p finely chopped citron

Stir 1n in applesauce mixture. Turn oul 11b. powdered sugar water
onto counter;, knead a few tums. Divide
dough i half, wrap each in plastic; use

wrap Lo scant 174 of an inch thickness. c Pre-heat ovento 350 degrees. Sifi together flour. salt, cocoa. and spice:
Cut out omaments using 2 inch cookie ream shortening and sugar together. Add dry ingredients and liquid alternat
cutters  Use straw or plan pastry tip to Mix well. Add vanilla. citron. and nuts. Chill dough for 2 hours. Dough will be s
cut out holes for hanging  Rerolt scraps, Rollin 1/2inchropes and cutinto 1 1/2 pieces. Place on lightly greased cooki
repeat cutuing and drying as directed sheets. Bake for 15 min. and cool onracks.

stnng on nbbon or twine  Dry on wire
rack overnight  Makes about twenty
four 2 mch ormaments at 14 cents each

Combine powdered sugar and enough water to makae thin glaze. Coat entire
cookie with glaze and let dry completly.

Soft dough will yield tender cookies.

Submitted by Anita Barton Makes 8 doz.

@ Literacy Corps Tutor Enioy.

ERIC Janine M. Kli
206G  pESTCOPY AVAILABLE
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CHARLES DICKEMS

POINSETTIA
CHURCH

SLEIGH
TINSEL
WREATH
CAROLERS
STOCKINGS
CARDS
ELVES
ANGELS
STAPR
YULETIDE
EGGNOG
MORTH POLE
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SANTA CLAUS
PRESENTS

COOKIES
SNOWFLAKES
JINGLE BELLS
REINDEER

RIBBON

HOT COCOQOA
TWINKLING LIGHTS

MISTLETOE
CANDY CANES
TREE

SNOWMAN
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GIFT WRAP
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THE SPIRIT OF CHRISTMAS

Red, white, silver, and green,

beauttful colors of Christmas scenes.
Candy canes and mistletoe,

with children’s faces all aglow.

Busy lines on telephones,

sending a Merry Christmas home.
Smiling faces on city streets,

crowded shoppers with busy feet.
Twinkling lights on Christmas trees,

with kids up on santa’s knee.

Maybe it's just wishful thinking,

but | can hear those sleigh bells nnging

A glow from the freplace and flakes
falling tfrom the sky,

I love the warm feeling and that sparkle
in your eye.

Christmas memories with happy years
gone by,

still those memories make me cry.

There's a present by the tree and
stockings on the wall,

and knowing you're in love with me is
the greatest gift of all.

_CHALS THAS ‘ N - The spirit of Christmas is symbolized
BY < 6 with a snow white dove,
- . the scene is set, it's beautiful, with
. 7?” a /(_’/n/ey . sounds of peace, joy, and love.
Christmas is a time to celebrate. Itis
also a time to rejoice and be happy. Written By: Annette Foster

Christmas is special to me. Christmas is

special to me because | can't wait to get

up in the morning and open all my

presents. | usually get a lot for Christmas.

| like to watch my family open all their
presents before | open mine.

| really enjoy Christmas dinner.

Usually | go to my aunt's house for dinner

first and then we stop at my uncle’s. For

dinner we usually have turkey, ham,

mashed potatoes, corn, peas, yams, fruit

cocktail, applesauce, and  stuffing.

Christmas dinner is my favorite dinner out

of all the holidays. Usually after | eat

Christmas dinner | feel fat as a whale

because | eat so much. | will probably lay

in bed because | feel so fat. | usually

dont eat very much for days after

o Christmas because | am still so full from

FR]ICmy big dinner. When | feel better | get up

====and tell everyone what | got for Christmas.

o1l &




CHRISTMAS WORD SCRAMBLE

1. STMRIHSAC RETE

V]

REFSTYO

3. NICHRG

4. RLPOUHD

5. RCUHCH

6. FIGTS

7. TTEOELSMI

8. WOSN

9. UTRIF CKEA

10. KSINSTCGO

11. WRTEAH

12. EGISHL FLLBS

13. OOICKES

14. ANOMNTSER

15. YCAND ANCES

by Annette Foster and Kristl Monforte
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The Development Center 1is collecting Campbell’s product
labels which will be used to get computer equipment. Please
bflng all your labels to the center. Thank you! Thank you!
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Aruitoxt provided by Eic:

Minutes, Centre County Forum on Volunteerism
February 10, 1994; 11:30 - 1:00
Voluntary Action Center Office

Present:

IT.

Maria Boileau, VAC, Moderator

Lynn S. Schlow, American Red Cross, guest speaker
Lori Byington, American Red Cross

Laurie Moir, American Diabetes Association

Jodi Bitner, The Fairways at Brookline Village
Ruth Lavin, Meals on Wheels

Barbara Seeley, Volunteers in Tax Assistance
Susan LeWay, RSVP )

Chris Arbutina, Centre Home Care

Denise McCann, Big Brother/Big Sister Program
Dernis Hameister, Tri-County Habitat for Humanity

M. Boileau greeted gquests, introduced Lynn Schlow and topic
for discussion, "Recognition of Volunteers.™

Lynn Schlow made these points in her presentation:

Aa. Three "R's" of volunteerism are Recruitment, Retention,
‘and Recognition.

B. Recognition-~important & necessary part of wvolunteerx
process.

C. A good volunteer coordinator spends time with and listens
to volunteers. This costs only your time.

D. Volunteers are not roally "free" but time & money invested
in them will be returned in service.

E. Volunteers must know they are important to your group.

F. Whenever possible, nominate volunteers for local/national
awards. Send him/her a copy of the application.

G. 1f you are short of funds try to interest corporation

people in donating to your recognition program.
Corporations energize. Read We The People by S. Ellis.

H. People volunteer for companionship, fun, because they
like the couordinator or for altruistic reasons.
I. Some volunteering problems occurred in the U.S. because

women's groups felt women did most of the volunteering
which dev: lued their worth--they felt that they should be

paid.

J. Council of Jewish Women has been working to get tax credits
volunteer reccgnition.

K. Coordinators should stress pride in volunteerism. The

wamerican characteristic" most noted by foreigners is our
spirit of volunteering. .

L. It is important to send volunteers to meetings/seminars.
National seminars foster pride when volunteers see well-
known people interested in that group.

M. Always try to "steal" good ideas from other volunteer
programs.

N. Cen't forget your staff who put in extra, unpaid, time.

O. Some volunteers do not want awards, etc. Send them a

personal letter of thanks or donate an aporopriate book
in their nam~ to a library.

P. Bo flexible. Scwetimes the traditional recognition
luncheen doean't work. Such ARC meals eventually evolved
into a potluck paick picnic which volunteers apprecilatoed
Nl e,
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Q. Don't be afraid of the Big Ask! There is a lot of money
available. You must find where it is and go after it.
Learn to write a grant proposal or solicit another to
write it (possibly a volunteer).

R. Have volunteers make a Wish List. Sometimes what they
really want from us is the tools to do their jobs.
S. Volunteers are human; they err. But we must trust them
until they prove otherwise. Be positive in your
criticism.
T. Recognition techniques:
1. Decorate the bulletin board with a Christmas
Tree whose "decorations" are volunteer's pictures.
2. Cive "awards" such as pins or tee shirts or
profile them in your newsletter.
g. Schlow handed out "Ninety-two Ways to Recognize Volunteers."

III. Forum members added these Recognition ideas:

A, Birthday & Christmas Cards or phone calls.

B. valentine cards or flowers/cards for ill volunteers.

C. Certificates of recognition from 'higher-ups'

D. Make sure that employers of volunteers in the work force
know of the volunteer's service.

E. Orient paid staff to work volunteers are doing;
introduce volunteers; recognize them outside

F. Surveys to get input from volunteers.

G. Letters/drawings, etc. from those served by volunteers
to be made into a booklet.

H. Give an appropriate symbol for service or goods
volunteered, i.e. The Gold Hammer given to cOrgs. by
Habitat for Humanity.

I. Make videotapes of volunteers at work to use for
recognition or when recruiting new volunteers.

J. Luncheons, dinners, teas, coffees, potluck meals.

K. w"yolunteer of the Year" recognition. The Philadelphia
Volunteer Center winner gets fresh flowers each month.

L. Instead of Xmas gift to a family member, a volunteer

gives service in hig/her name.

Iv. Maria Boileau handed out pamphlets with recognition ideas;
mentioned other resources such as the Points of Light magazine
the book, Bevond Plagues by Sue Vineyard, and the Volunteer
Catalog of interesting items.

1. She offered resources of Voluntary Action Center for
groups who need writers or photographers.

2. Organizations who recognize volunteerism: Hallmark,
K-Mart, Wal-Mart, Corning, J.C. Penny.

3. Locally, some businesses will donate goods or money

for volunteer recognition. (Babitat for Humanity
received $1000 from Peoples Bank for & newsletter
which was printed free by Kinkos.)

V. L. Hamoianter reported that Tricounty Habitat for Humanity 18
etarting its fifth house &nd thew have property for live more
houses.

Vi. Next Forum meeting will be held at the VAC office on April 14, 1994.
Dirscunpion topic: "Working with a Board of Directors."
I)’ -
&) ~ ¢E)
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10.

11.

12.

13.

PROGRAMS OFFERED BY DCA B4

Adult Basic Education

General Educational
Development

JTPA Adult Literacy/GED

Pennsylvania Adult
Literacy

New Choices

New Options

New Start

Teen Parent

Inmate Services
Centre County Prison

Telecommunications

Job Link

Sumumer School/JTPA
Remedial Education
Program-Centre/Clinton

JTPA Pre-Employment
Skills Training-Clinton

Other Projects

Provides 0-8 level basic skills instruction to
out-of-school individuals 16 years of age or older in
Centre, Clearfield, and Clinton Counties.

Provides 9-12 level classes to prepare out-of-school
individuals for the high school equivalency diploma test
offered in Centre, Clearfield, and Clinton Counties.

Provides educational services to JTPA cligible aduits.

Provides literacy education (0-4 & 5-8) through
classroom instruction and volunteer tutoring to adults
three counties.

Provides vocational counseling/guidance support
services and training funds to single parents and /or
homemakers in the three county area.

Provides support services for individuals interested in or
enrolled in non-traditional occupational training.

Provides counseling and training to qualified dislocated
workers.

Provides counseling services, health care and nutrition
education, and child development and parent education
to in-school pregnant/and or parenting teens enrolled in
Bellefonte, Bald Eagle, Penns Valley, Philipsburg-
Osceola, and West Branch School Districts.

Provides academic/vocational assessment and
counseling services to Centre County prison inmates.

Provides consumer education in the area of Project
telephone services to DCA students/residents in Centre,
Clearfield and Clinton Countie:

Provides customized job training for AIFDC clients in
Clinton and Centre counties in cooperation with
Woolrich and Ben FFranklin.

Provides summer school credit classes i Centre County
and remedial education to JTPA-cligible youth enrolled
in Clinton County SYETD.

Provides a pre-employment skills traimmg program for
in-school, JTPA-cligible Kevsione Central youth.

Provide services for specifie audiences/objectives as
funding becomes available: Special 353 Projects -

- SPOC Progressive Rediness for Kmployment (PR
- Independent Living Skills-Clinton County

- kTet
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ABE
ABLE
GATB
GATP
GED
IEP
JTPA
LEA
LPN
PA

PAACE

PAL
PDE
SDA
SHBS
SORT

TABE

ACRONYMS

Adult Basic Education

Adult Basic Literacy Education
General Aptitude Test Battery
General Aptitude Test Preparation
General Equivalency Diploma
Individual Educational Plan

Job Training Partnership Act
Local Education Agency

License Practical Nursing

Public Assistance

Pennsylvania Association for Adult and Continuing
Icducation

Pennsylvania Adull Literacy
Pennsylvania Department of Kducation
Serviee Delivery Area

South Hills Business School

Slossan Oral Reading Test

Tests of Adult Basic Kdueation




Tutor Rights and Responsibilities

As a PAL volunteer tutor vou are entitled to. ..

. . . placement in a volunteer job within eight weeks of your training which
matches your skills, interests, and available time.

. accept or reject any assignment offered to you.

. . change your volunteer assignment if you no longer receive satisfaction
from your work.

. request additional instruction or assistance as needed in your work
with students.

Upon entering the PAL Program. you agree . ..

. . to a 9-12 hour training program.
. . to commit to six months of volunteer service.
. . to provide at least two hours of tutoring a week.

_ . . follow the course of instruction prescribed by teachers and recommend
any changes or improvements.

. incorporate goal setting with your lesson plans and for use as as
assessment measure.

. to track student progress and maintain contact with tutor coordinator
or local instructor. This includes sending a monthly Tutor Report to the

Development Center by the 25th of each month.

. . to participate in at least one subject/skill level specific workshop
during a six-month service contract.

. . to provide encouragement and motivation to adult students.

o
v
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Workshop Assessment
Session 1

1. Has the training, thus far, met your expectations? Yes

No Explain:

cover?

3. Of the topics covered, what areas do you think require more
discussion?

5. How would you rate the content and presentation of the
material presented in session one? (Circle one)

Poor Somewhat adequate Adequate

Good Very good Excellent

o
iz
—




Workshop Assessment
Session 2

1. Were topics reviewed during this session that you requested
on the Workshop Assessment from Session 17

Yes Yes, but not to my satisfaction
No | didn't make such a request

2. Did Session 2 of this Orientation Training/Workshop meet
your expectations? Yes

No_ _ Explain

3. Do you believe that this training and a personal consultation
with the PAL Coordinator on materials and methods for

instructing in your student's subject and skill level will prepare
you to begin a tutoring program? Yes

4. How would you rate the content and presentation of Session
2? (Circle One)

Poor Somewhat adequate Adequate

Good Very good Excellent
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How we Learn

Students retain .

10% of what they read

20% of what they hear Tell me, I'll forget
Show me, | may remember

\ Involve me, I'l understand

30% of what they see

50% of what they see and hear
70% of what they say

90% of what they say as they do a thing.

Tutoring Tips

Always try to find out what process the student is
currently using to find an answer. Insight into a student's
problem-solving strategies can help you redirect his or her
process when it takes a wrong route. Direct your student's
learning with questions like these:

Show (or tell) me how you would start the problem.
Explain why you decided to do this step here.

In general, what was the reading about?

Where did you find your answer?

»

Resist showing your student how to do things. Explain

steps while they are doing things. Your student should be doing
most of the work in any tutor session.




What LD Is and Is Not

. What LD lIs:
A. Permanent
B. Average or above average intelligence
C. A pattern of uneven abilities
D. A processing problem presumed to be due

F.

to central nervous system dysfunctioning
Manifested by significant difficulties in one or more

of the folling areas:

1. Oral expression
2. Listening comprehension
3. Written expression
4. Reading Skills
5. Mathematical abilities
6. Reasoning

7. Social Skills

Erratic

i1. What LD is Not

A.
B.

Mental Retardation

The result of:
1. Poor academic background
2. Emotional disturbance
3. Lack of motivation
4. Visual or auditory acuity problems

C. A homogeneous group of disorders

Loring Brinckerhoff/University of Connecticut
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What is a Learning Disability?

A person with a learning disability has difficulty taking in,
remembering, or expressing information.

The learning process can bé divided into five.stepsz
1. Take in information through the senses.
2. Figure out what it means.
3. File it into memory.
A Later withdraw it from memory and "remember” it.

5 Feed back to the outside world through some foru of
expression--speech, writing, action (Duncan, 1983).

For someone who has a learning disability, there is a breakdown
somewhere in these steps. It's like having a short circuit in the
central nervous system. Learning or recalling information can
become an overwhelming task.

Informa‘ji‘c>
L

From' Wainer, C. (1988). Understanding your learning disability. Newaik, OH- The Ohio
State University at Newirk

|
Expression
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Graphs of Non-Learning Disabled
and Low Functioning

Non learning Disabled

Average Achiev?ux
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Low Functioning
Low Achievement
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In both cases, achievement is commersurate with
ability.
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Graph of a Learning Disability
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LOOKING THROUGH YOUR STUDENTS' EYES
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Alice was beginning to get very tired of sitting by

- hor sister on the bank, and of having nothing to do: once

or twice she had peeped into the book hor sister was readire,
but 1t had no pictures or conversations in it, “and what in
the uge of a book," thought Alice, "Without pictures or
conversations?" '

- 50 sheo was considering in her ovwn amind (as well as
she could, for the hot day ‘made her feel very sleepy and’
stupid), whoether the pleasure of malcing a dalsy-chain would
be worth the trouble of getting up and plcxing tho doisles,
‘when suddenly a white rabblt.with pink oyes ran close by her.




1. Have you been a tutor for six months or longer?

Yes No

If, Yes, have you been given an opportunity to attend a
training workshop (in addition to the orientation training)?
Yes No

2. Has the PAL Coordinator been available to answer questions or to meet
for consultations with you when necessary?

3. Has your student been making progress overall?

Yes No

If,_ No, why do you think your student is not progressing as he/she
should?

4. Self Assessment (Use opposite side)

a. What instructional methods have worked well for you?

b. In what areas do you need more information, instruction, and or
resources in order to better assist your student?

5. Would you like to continue tutoring your present student?

Yes No

Explain briefly
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Changes or cancellations:

In the case of a schedule changc,
You are responsible for contacting your student .
(24 hours advance if possible)

Keep your student's phone number with you !

Call your Tutor Coordinator:

®When the student couldn't be reached and is already
en route to the DCA.

®/f you've lost contact with your student (phone
disconnection, calls not returned, etc.)

olf the student is showing erratic attendance

elf you need new ideas or have any concerns !
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SNOW /SCHOOL CANCELLATIONS:

Listen to the radio for School Cancellations:

If the Centre County Vo-Tech is closed for the day,
then the DCA will be closed for both day and evening classes.

LATE BREAKING WEATHER:
If BAD Weather starts in the afternoon:
Cali the DCA,

Watch C-Net,

or

Listen to the radio
for canceliation of evening sessions.
oWe will try to contact all tutors who meet at the DCA

if night class is cancelled due to weather.

YOUR SNOW POLICY:

Discuss with your student a policy for bad weather.

If you‘re a snow chicken, let them know !

It's your right!

oo
o




Developed by Barbara Strauss, Centre County DCA PAL Coordinator

HELP! Reading Workshop

A. Introduction:

Goals: Through this workshop reading tutors will:
I, Increase their appreciation of the student's perspective of
learning to read.
. Become familiar with 3 reading tests.
fil. Become familiar with HELP prescriptive section

Iv. Find at least 2 exercises (book, activity, or computer game)
to use for student's particular difficulty.
V. Improve confidence in carrying out the reading lesson plan.

B:Theory of Tutoring Reacing
1. Equal partners
2. Learningis FUN

3. 5 Learning Styles

C. Assessing the learner:
What do they want, where are their skills, how can we help?
1. Interview
2.Testing
3. Diagnosis,

4. Prescription/Lesson Plan

1.Interview: : Builds trust, a relationship, an understanding of motivation
1. Find out their reasons for improving their reading
-Set long and short term goals
- Incorporate goals into lesson materials to give real

meaning and use for the lesson.

Adults want results that they can apply to their lives now!

DI




interview Cont'd
5 Use the student's strengths to help their reading!

-Find out what the student is good at!
- What are their talents?
- How do they like to play and relax?
The things people do well or as fun are keys to the type of learner they are
and to their learning strengths .
2. Testing: To determine skill strengths and weaknesses:
i. Slosson
i. DRIER
iii. ABLE

3. Diagnosis: Interpret results

4. Prescription:: SEE the "Reading Lesson Plan" Packet

D. Reading Lesson Plan: 4 parts

1. The Language experience story: Using the stories of the student's life to
make reading more meaningful.

2. Word work : Winging it a bit! Building on words used in the story. The words
we use in everyday conversation are the most important words to know to
how to read and spell.

3. Goal directed learning: HEART of the LESSON:
Goes back to the Interview. Use your student's goals as the 1° focus of
your lesson.

4. Materials and more:
a. Specific skill work- -use HELP for ideas
b. Using resources that match your student's learning style.

(E) Time permitting. Reading comprehension exercise:
i. Reading of "The TAGIN Machine *

RG]
(%)
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- « F. Conclusion:
1. Workshop goal check

2. Share the learning journey with your student.
Talk about goals and progress.
Give them special rewards/recognition.
Tell them about testing and lesson plans and learning styles
Tell them when you don't know what to do next!
3. Reminder: Please write in your student's file each tutoring session

4. Thank you!

234




512
Subject Intensive Workshop:

0 Work with other tutors in groups

0 Groups arranged accarding to subject:
-Basic reading and ESL

-Writing
-Math

0 Focuses on tutoring techniques within the subject

q Provides a variety of tutoring ideas for each subject

0 Allows for sharing experiences with peers and generating
additional approaches.

0 Group troubleshoot tough tutoring topics !
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The purpose of - th;s booklet is to prov1de 11teracy
Lnltructors -arfd tutots with iutarmatm'\ on adults wath learnxng
duabnities and their needs’ within 1it.eracy proqrams. It.- deéfines

- . . learning. disabilities and describes cnaracteristics of adults with o

= - learning. disabzlities, empnasizing that. for tutors, the issue -is now- .
| to determine whether the’ problems demonstrated: by the student come )
“from’a lack of‘ instruction or from’ :Ldentifiabléﬁ learning e
dillbilit 8, Types of ‘assessment are discusseq, ‘& 1udinq formal .
, Allolsnonts, school ricords,. informal asseslmonts and- determination j_ﬂ-
'of learning. strenatns .and heeds. Learninq stylo “or preferencee are
... hoted, . alonq with .nezr assessment‘ Tips on- inltructiona‘ . . JJ L
' . accommodations are ‘listed, ‘inciluding gdeneral .techhiques- ana- LT
techriiques that capitalite -on visual strenqtns, auditory’ strquths. S e
and kinesthetic and tactile. strengtns. A list of resources,,includznq N
' print latcrills. vxdeos, ‘and organiz&tions dnd agencies, is’ provide& _.'”.Esii ot

, . Appendixes contain the .Academic Assessment Instrument for Literacy L - L

E .7, - Btudents and'a list of common approachel to teaching: reading if - R L

S Alxtoracy proqrams. (7 references) (goD) s
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The purpose of thls booklet is to- provxde hteracy mstructors and tutors w:th pertment and concxse_

__'mformat:on on adults thh learmng dnsablhtres and their needsgwlthln literacy: programs Thousands of
‘hteracy programs across the country, - mcludmg Adult Basic Educatlon/GED programs workplace'_
hteracy programs, and the many other pubhc or. pnvate efforts are giving an estrmated 17 to 65 million "

: nlhterate persons in this country new opportunltles n\ot only to leam but also to. mcrease their earning' o
A potential and achieve thelr goals . : "

.
\

' The relatlonshnp between readmg dlfflCUltleS and- the hngh mcidence of learnmg drsabllltles among
: partlcnpants in lltoracy programs has been recognized frequently in recent practice and. research .
Persons with learnmg dlsablhtles appear in: lnteracy programs at all Tevels ‘of - proficiency Some are

'funct:onally hterate, readmg at the 8th. grade level Others have attamed only basic skills, readlng and =

:'writmg at the 5th grade level Stiil others can read and comprehen very: lnttle or. not at «ll. Many': '
_'-mdrvxduals are 1dent|f1ed as havmg learnmg dlsabllmes as youngsters bme are |dentifled as adults. but a

€
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Stnoe 1976 Public Law 94-142 has supported the provrsion of appropriate mdmduahzed education

o 'programstnpublicschoolsattheelementaryandsecondarylevels Smdentswhowentthroughthe.f

" educational system before 1976, however,' may not have had the beneiit of support programs.in the

L schools The: lack of such’ programs have- sigmfrcantly impacted on the way those students view |
'_"_themselves and. on thelr skill levels: 'Remediation, -instruction on how to learn, training in learning

strategy techniques. and the implementation of classroom modificaitrons along wnth support and |
' 'encouragement lrom parents and teachers, have helped many students become more effxcrent and -

O effective in the classroom and in other aspects of life

4

E ;Although a srgnihcant number ol adults wrth learmng disabihties go quietly about their hves. all wrll not-
' necessanly ‘be ‘well: For students who either were not identified or for ‘some reason dld not' receive
appropriate intervention, struggles with academics, drugs. alcohol the law, and staying in school all-\-

reflect. poor’ “self-esteem-and can be precursars of a lifelong pattern of difficulties. We now know that”

' chrldren with-learning disabllities become adults with learning disabilities Because some of these.';
" individuals re-enterithe educatronal system as adults instrUCtors. particularly in literacy programs must

. urecogmze that these students educatlonal needs ‘may require a varlety of responsive techmques For_'=
7 those mdiv:duals who did not learn adequate caping strategles and did not learn the necessary academlc :

= “-skills in their school years, hteracy programs offer a viable opportunity to aoquire what they missed.
‘ -Remedial instructlon combmed with’ modificatrons accordmg to learmng strengths and weaknes$ees.

" can. enable persons with Iearmng dlsabllities to see posrtive elfects frqm therr efforts in the workplace _'
andathome B R . L . L :

.. o 3 '.'-
- ‘ *
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. . potential for achieving in a wide variety: of areas of addt;l_ife% they may be characterized as lazy,
irresponsible and unmotivated. Generally the term “learning disabilities” refers to a broad spectrum of .
.. processing disordemﬂmtanse&omumamtemfoﬂnaﬁmrecavedﬂifwghﬁwsenses,mmb:hty to - f.
‘- .remember of integrate information, or difficulty with .oral, written, -and nonverbal expression. ‘The
 Goseription used by the Learning Disabilitiés Association of America (1986) isas follows:  ~ ~ - §'

: [ o
-”

~ . “Specific ‘learning -disabilities is a:chronic. condition of presumed neurological origin which- -
- selectively interferes with the development, integration, and/or. demonstration. of vérbal and/or, .-
"nonverbal abilities, Specific learning disabilities exists asa distinct handicapping condition which
- “varies in its manifestations and in degree ‘of severity. _Throughout life the ‘condition can' affect -
self-esteem, education, vocation, socialization, and/or daily living activities.” - -~ NS

" This description points out that learninig disabilities are naturally part of the individual and not a set of -
~ behaviors that. have been. acquired: It also points out that no specific area will be affected in every . -
" individual;. in other words, each individual with learning disabilities has a unique set of learning
. difficulties and those difficulties will always be present.’ Individuals, however, can: leain to cope with
" those difficulties. As indicated, learning disabilities affect all aspects of life and ¢an catise problems with
" self-esteem. interpersonal relationships, and independent living skills. As mentioned -earlier, a learning
. disability. is indicated by ‘problems in-taking in, storiqg,]rgt_rtving ‘or expressing information. . As’.
-" yesearch and experience have shown, ‘learning disabilities-aré hot related to mental retardation in any -
.+ way, Rather, learning disabilities.reflect. a discrepancy betieen an individual's ability and performance-
.. 'levels and the assumption is usually that the individual has -at-least, average-intelligence. The @
. measurement-of ability and performance, either in formal testing o in the instructional setting, - canjbe -
~ " particularly frustrating in that results will most likely be inconsistent. That is, in one atea, the student will
" demonstrate high to-very high-aptitude and a‘chiéVem'ent;.-.whye. in anothér area, results will indicate -
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"-'opportumty fo

i md:catorthattheproblemmaybemoreoanplexthan - on. - -
o y ﬂ\estudentWhenﬂ\emmwtmhasmedaﬂofﬂiemmeswadﬂyamdable' 5
_‘-_}andhasbeencreatNEmdevelopingnewapproaches yetthesmdentstilldoesnotmakegoodprogress ,ItiS' o
' .fa:rtoassumethattheproblemmaymvohethestudentsleamlngprooesses

_. ' Some behaviors lmttally apparent fo instructors of adults identified as leamlng disabied and usually sustamed ;
" over time, appear as listed below. It must be noted that not all incidents of these behaviors necessanly‘_ .
indtcato a leaming disablltty ne:ther wull all the hsted behaviors be apparent in any one mdlvidual A ""

o Hyperactlvlty T .
= - moves constantly/festless T N
- talks a'lot. frequently with mcomplete thoughts B
.- appears to be unable to relax-~ - R
- «.displays poor motor coordination
B -« = appears to. be moody
e Hypoactlvuy PR
i - -reacts slowly . ' ’
- works slowly sometimes sits and does nothmg
- =doesnot look people in the ey%
- ='seems unemotional
. petseverates (stays with a task, even when fmlshed)
- séems accepting-of all situations : - .




.
. - . . 3
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‘. —hasdimaityconoentrahng
- seems boved/uninterested
-fallstofhlshmons/pro;ects
- makes careless mistakes
-mpoorworkhab:ts/isdnsorganized S
.—iseasalydlstractedbyothers bynoases.byanyacuwty

) ‘\

lmpuldvi!y & " .
- -actswlﬂlomﬂltnkmgandtsmoonoemedabwtoonseq\moes-“'

" - speaks at inappropriate times
'-saysonethmgandmeansanolher
- does not work well mdependently
- does not stay witha task '

Geneml B |
e does not. mterpret correctly what others say _ . N IR
-is clumsy - - ' ' — :
» misunderstands: soc;al cues and nonverbal commumcatlon (c tands too close to people
dunng conversation, does not know when or how to end a conversatlon etc ) '
- exhibits. memory problems

.~ displays poor decision-making slulls Col R i
iy dlsggys poor fine motor skills (handwntmg. needlework {or example) N
"= usesipoor. socual skills (has difficulty relating to, others) i’

L. may confuse left/nght up/down East/Westf etc ST

Csw

. Also in the beha\noral area are issues related to tlme management Many mdmduals with learmnlg-/

I disabilities have. difficulty WIth being late for work' or appointments, procrastinating, and generally just -

2X not., being aware of the passage of time Those problems can cause a vanety of comphcatlons on the job
-"aswlas educational LT Do : - "




Ford\estudenttogam maxtmmnbmeﬁthomﬁteracyeﬁortsandtogwehnorsnmmprdu\sve
_information on how to work with each student, amssmentforpowblelearrﬁngdisabiﬁtiesmaybe
*  appropriate. Such assessment can‘provide full information about the student's school expenence

' leamingandcogmhvestyles(howapersonprocessesmformahon) andacademncstrengthsandneeds

JR Asessment can ‘take’ many forms In workmg wrth adult llteracy ctudents dnfferent types of asseesment

~ should be considered, Tutors and literacy directors will need to decide whether formial or informal ':

.'-'assessments are appropnate ‘The student’s -academic and personal -goals should be given careful -

. consideration and purposes for assessment should be: clarified.before the process is undertaken. Sonie

" literacy students want to learn to read for personal satxsfact:on whlle others need the skllls for career or .
,educatronal advanoement e . o : N '
-~ Formal assessments, admmlsﬂered by professronals such as the Woodcock-Johnson &
Psychoeducatlonal Battery-Revised ‘and the Wechsler Adult. Intelligence ‘Scale-Revised, (WAIS-R) -

can. provide ‘information about. cognitive styles and - academic’ strengths and needs. ‘Information - :
- gathered from these tests give the: instructor a comprehensive view of how the student learns, .

.~ ‘which-academic skills are strong, and which: are weeak. For “example, information about slow vrsual e
perceptual Speed can mdrcate that the student will need extra tlme to perform readmg tasks '

" School records may ‘be avarlable to provxde mformatlon and msrght tos facrhtate current- -

: ‘efforts To- obtain school records, a- request must be in writing from the student: §pecral educatxon -

- folders miay. contairf:- past: psyehological and- educational evaluationsin “addition to Indinndualized -
". Education Plans, while regular cumulative folders usually have: information supplied by former -~

- :'teachers and results from' routine staridardized testing. These materials should be beneflcial to the SO

A hteracy program staff persons in developmg appropnate mstructlonal approaches.

- ¥ A L ‘..{ L A I _.a
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-~ For some students a simple instriment such as the Academic Assessment Instrument for -
. 'Literacy,S'tudents (see- Appehdix_fl) may be helpful in prowamg anecdotal. information (personal -
- accounts) directly from"the. student. Observations-also are-part-of an informal assessment. The

o

/" " literacy instructor's impressions of how'a student ‘works are valuable. in designing approbriaté_":-f“';".ﬁ
instruction and ir;—'_choqsi_ng;n%ter_ials-t'q’r’neet the student’s needs. - oo

v

. & In addition to ischopl'.reéo_rd‘s,-- én-écdot'al"-info}m’atibn;.-'&Séérvé'.t_i_é.ns;,,ahd-'_fdrmél-.

* psychoeducational evaluations, information about learsiing modalities ¢an ‘provide: direction in . -

_choosing instructional techniques and. materials. “Teachers need to be cautious in selecting -
" instructional methods to asstire that those chiosen reflect the student’s strengths and needs andnot - -

" the teacher's own preferences and strengths. The- information ‘gathered about how the student .
. learns must be taken in its entirety to develop appropriate techniques: In addition to facilitating the - *
. “current educational process, this may. be helpful to_the client in iindérstanding past successes or - .+ -
failures in school. Teaching methods which fail to capitalize on students™ strengths may also fail to . -
- be effective..For example. -the use of a phonetic approach’for reading. instruction-with a student - - -
“who has difficulty with auditory. learning and who*does not comprehend sounds appropriately or.in -
' the correct sequence will prove-frustrating to both'thie tutor and the student. Greater success might
~ be achieved by uising more multi-sensory m'ethods?sugh as language experience. < - .
" The objective of assessment is to firid out how a-pexson learns and hew instruction car be
tailored to meet individual needs.” An assessment can-also fogmally identify -someone as having a L
" learning: disability: Information about formal assessment.can be Sbtained from resources ,Iis,t,ed'-ih,_ihe'?' S

- Resources section. Those include- state Learning: Disabilities Associatiort -offices, piblic school 3. - 7
- systerns. ‘state and local Vocational Rehabilitation offices: local colleges and universities, mental health -
- centers, and private psychologists-trained in. learning disabilities. Some students will need formalg™- .
" .assessmenits as part of.their preparation process for Generai Education .Deyeldpment (GED).;*‘iés'tirig’_,
for a High school equivalency diploma:” Documentation of an existing disability will allow the student "
10 abtain. testing :accommodations such as extended time. Other students may ultimately be interested - .
i attending -a postsecondary-institutioni and, will need documentation to access serviges.. ‘Havig i
- fearning disabilities -documentation will entitle the’ student to support services and acadentic. ®
- accommodations undér Section 504 of the Rehabilitation Act, and to employment accommodations: *
under the Americans with Disabilities Act {ADA) of 1990.." Regardless of the final disgnosis. however, .
. helpful information can be garnered from the assessment process. .. 0 SR, o

N .--. . A . L
B ol L
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.Leatning Styles or Preferences

. :lndeual preferences in. \zanous ways ol Iearmng have been recogmzed by educators in all types of
. educational settings. dJust as in formal school%situations students reflect diverse academic strengths,

_Ilteracy students also’ reﬂect those same variations, Learning styles can be assessed by looking at - |
. =cogmtwe fa%tom (how things are perceived and ,ﬁiealt with), environmental: factors (what the instructional -~ -
. areais like-in terms of light; tempe ature, furnishings, ‘etc.), affectwe factors (who is mvolved in the ™ -
" _learning process ‘and how the studen feels about those mvolvedll ‘'or by looking at a combination of all - -
- three, Assessment can be lmplement ‘with’ formal mstruments avallable through test publlshers or thh'-'._- L

B _mformal tutor-desngned mstruments and methods

.54

A less formal assessment may snmply consnst -of askmg a student how they would go about memonzmg

-~ ‘along list of number or words. Those who prefer and work bettér with auditory learning will fepeat the.

~“list to. themselves or ask to have the list read to them; sorhetimes repeatedly ‘Those who fmd visual cues . -
. . more helpful. may study thelist simply by looking at it and memorizing either- the itemis “or the pattern

] '.-. . "of the niimbers or words,; Others may want to copy theiltst rearranglng the items in some partlcular'
way that makes mor§e sense to them ' L .

3

T.t .

' lnlormahon gathered about leammg styleslactually has troader lmphcatlons for tutors than for students‘_- . |
~.'since tutors can manage the learning -environment to provide the best learning situation possnble S
. Learning styles conceptstand. instruments such- as the: 4MAT System* (McCarthy, 1980) or ‘the. 5

C.L.T.E.** (Wlsconsm ‘Vocational Studies Center): combme information: from the cogmtwe

enwronment’al and/or affective-areas:to provide the .$pecifics. that the-tutor can-usein designing ..,

* instriction that will meet the needs of the individual student.. Student involvement in selecting relevant

| goals is strongly -tecommended.; Studenté involved in setting thelr educatlonal goals and knoWledgeablei T

- about how they learn tend to. slt%y in llteracy programs long enough to. achleve s:gmlncant psgressg artd'-.--"~

= tend to malntam more posmve outlooks

- 'lnfonnatlon about 4MAT is avanlable from EXCEL% Inc.. 200 W Statlon Street Bamng‘tont L 60010 :
T -"lnlormatnon about the C LTE is. avaulable in. the Wxsconsm Vocatlonal Studles Cenler pubﬁcation listed- in. the relerences :




£ . . e A s v § . . .
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L Using all avnllabie lnformatlon. llteracyftutors cg“’t\ upcriment with a variety of techniquqf*
g modtﬁcations and-accommodations for each studeni that capitahze on identified strengths and
not siicceed with-a particular student. Redhﬂc. short term goals can keeithe snndei\_t- invcived and
o P ’motivated Asﬂ\esn;dentreadws.eadi'god?podgn‘rehﬁmtispamdady tant. Tutors
1 mmgedtohecmuwardtoeprm&w&wnidesmdagbp&gmsmmnfgr&msudms
&NERALTE@{NIQUES s TOCAPI’I'AUZEONAUDITORYS‘IRENGTHS
presmtmfom\auonmsmallmnageablesteps R i -useBodsonTapeﬁornRecordu\gsfortf\eBllr\d
stmemreactxvmes - T L and/orTanmgBoolsfmnstatebbmnesfor
PO . prepare m Wﬁmfom Lo emourage__ studems tonead along with taped fexts
; -teachmwmateﬁalsmconcreteways(gmexamples) s -useotaltestmg o
RS A teachorgamzahonalsiullssudmascolorcodmgandhling ' -meofalasmllaswnttendlrechons
"_f : -relatenewmatenaltostudentsevewdgylnfe e '_ R - studentsreadtogetheraloud -
L ' e ask studénts to repea,,duecnons orally '?’
E -dtscussandstudynewvocabdawwordsbeforethey S
e . appear in the instructional matetial - SR -havestudentsreadalwdorsubvocalize(ionnlhe
. .- eXpenment‘WIth lheuseof large. pgnt Tt Lo vords without saying them out1oud) L
- 3 I ' -speakineven measured torles .. - -7
. .- use grap paper to help with letter spacing in wrmng . use Fhusic and rhythms to remforce learning
. L = provide lines for-lessons onnew matenal __ Co e A S
. *. -« prepare students for.changesin routines~. -~ T T - - engourage: students to read hrst drafls of wﬁuen
S e teach students to proofread(for each oiher UL s erk aloud
S . rephrase quesnons both during discuss:ons and on éxams . . L encourage studen,ts to tape wme hrsl drafts
Qo makefrequenteye contact o _‘. s {. : and/or tape test answers . -
. - setup ms[mchona. space away from dlstractlons o TO CAP[TAL!ZE ON KINES’I'HETIC (relahng T
o - (away from the door, wmdows or heatmg/alr condmbnmg umts) : . ‘movement) AND TAQTILE (retahng o (ouch)
o . encourage student Guestions™ ", T STRENGTHS
' . restate mformation on test qubstions inavanetv Of WaVS S = '!‘1 2 *

sheet of coiored'transparency maierial to change the
w’&ﬂbdwemhﬂmnd paperonduphcatedmateﬂals
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for-memorizing trformation)
‘bemlmodforeachseaton
- use testy .~ -~ - N
T eusem plechotce’tests.

- towch studenuonﬁ\eamord\ouuer%xe-focuﬁ

. TomTAquONwétJALSTRENGTHs S s attention
' S tracetetterundwordstoleamspelltng

’ ’ "‘*. N R
E DA .v-usegraphlcsto relnforcéteamtng S -uscthecomputer(l,e.wordpfocaslng spell checks)
: = in miath, encourage the use otanumber tlne Sy
_-useoolorcodlng g AT A U -memoﬂze ordrt,lgar rote leamingwhile walktng
Ly = write directions fer asstgnments L S Cor exerctslng _
v : . . R oF ./’\ : - . .
£ -usea“htghhghter 30 call attention to key words or s - provide opportunttjes for tOUCh‘ﬂQ BNd handltng oy
F oo phrases especlally durtng testtng . . ‘instructional materials (mantpulatives) . :
S . oa S -useaca!culatororaba@stnmath
ﬁach the use of alternative notetakthg systerns stich as R _
8w piithriing, graphing flow chiatting;arid diagraming - D T - use index cards'rather than notebooks for oo
"<.\. s -formamental ptcture ofwmds or favts tobememoﬁ&d o notetaktng L g g
. o L e i ! i
. . A B ™ BN kN . 3 f o d ’) ®

R k \ ’ '__ . -
" Note: These l stings are adapted in part from Schelber B & Talpers. J. (1987) Lln]gckmg_pg_tgnﬂa.l and from U S,
Department O%\Educatton (Aprtl 1990) lnstructtonal St‘rategies for Adults with Leaming Disablhttes
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