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English as a Second Language Program 






	          Goals/ Tutor Copy      Student _____________________________________   

(As stated on the ProLiteracy Annual Statistical Report; Stats entered in MS ACCESS

O:LLC/Tutor &Student Database/ESL ProLiteracy Student Achievements Outcomes Table)
	Check All Goals Set at Orientation
	Check all that represent “achieved” goals

	To Enter Employment
	
	 

	To Retain Employment
	
	 

	To Improve Employability Skills:

Learn to complete job application and/or resume

Learn job-related computer skills

     Improve listening comprehension and reading 

Other: ___________________________________________________

     
	
	 

	To Receive GED or other secondary school diploma
	
	 

	To enter other education and/or training
	
	 

	To reduce receipt of public assistance
	
	 

	To meet work-based student goals:

Learn workforce vocabulary for clear communication

Improve listening skills

Work  toward job advancement 

Improve understanding of job-related written text

Other: ____________________________________________________


	
	 

	To obtain citizenship/To achieve citizenship skills
	
	 

	To register to vote/ to vote for the first time
	
	 

	To increase involvement in community activities

Participate in VCPL ESL Conversation Club meetings

Volunteer in community

Attend public events

Join an organization
	
	 

	To increased involvement in children’s educational activities

Read to your child

Attend parent/teacher conferences and interact in English

Contact teachers with concerns (telephone, email and knowledge of protocol and vocabulary)

Learn to advocate for your child in the school system (ie: diversity issues)

Volunteer at your child’s school
	
	 

	To attain consumer skills:

Financial Literacy (writing checks, spending and saving, understanding banking and credit, etc.)

Comparative shopping

Differentiate between  honest and disreputable marketing and advertising (junk mail)
	
	 

	To attain wellness and healthy lifestyles (Health Literacy)

Self-advocate/Speak with fluency to Doctor /Dentist

Understand health care system

Understand prescriptions

Fill out medical forms and understand the vocabulary

Learn and apply health information on diet, exercise and drugs    
	
	 

	Other personal goals:

Learned Library Services and Skills

Pass the T.O.E.F.L. exam 

Get a driver’s license

Improve pronunciation for clear speech

Improve vocabulary to express ideas clearly in English

Improve understanding of American Culture
	
	 

	Other:
	
	 

	Other:
	
	 



ESL Volunteer Tutor Policies





All ESL tutors must:





Be at least 18 years of age.


Have a high degree of mental acuity.


Have sufficient reading, writing, speaking and English comprehension skills to be able to teach 


others.


Have a high school degree or equivalent.


Demonstrate the desire to teach by participating in and completing a tutor training workshop.


Be willing to commit to at least two hours of instruction and one hour preparation time per week for six months and attend at least two in-service offered during the year.


Agree to meet at the LifeLong Learning Center or another public area for tutoring. Home tutoring is not permitted.


Attend scheduled tutoring sessions consistently, arrive on time, and notify student in advance of planned absence or unavoidable tardiness.


Be able to get to the tutoring site and home without assistance from the program or student.


Understand that you represent the Library in your relationship with your student. Respect the rights of your student by not asking him/her to do odd jobs or special favors for pay or otherwise.


Understand that the structure and content of the tutoring sessions focus on the goals identified by the student.


Understand and accept the policy of confidentiality with respect to all information concerning the student being tutored.


Work with the student to establish “Outcomes and Achievements” and report hours and progress to program director on a monthly basis.


Have no criminal record.


Accept the Vigo County Public Library non-discrimination policy.


Have ability to work well with others, display the tact, and patience required.


Have strong interpersonal skills and the ability to work effectively with a wide range of people in a diverse community.


Read and accept the Vigo County Public Library’s policies on:


Internet safety


Drug Free Workplace


Harassment











___________________________________________		_______________________


		Signature							month/day/year
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Date matched      ______________________


Student’s name _______________________


Student’s phone # _____________________





Vigo County Public Library’s English as a Second Language Program, an accredited affiliate of  ProLiteracy America., provides free, one-to-one tutoring to adult, non-English speaking residents and visitors of Vigo County.  The program targets adults with low level English skills who are not enrolled in institutes of higher education.  Volunteer tutors provide individualized instruction based on each student’s needs and goals.  Tutor and student applicants commit to at least six months of tutoring, after placement, for two consecutive hours per week.  Tutoring takes place in the LifeLong Learning Center or another public place.





Intake Date __________


LLC Clerk Initials ________ 


Date entered in: 


Access____  Excel_______








_______  American Indian/Alaskan Native 


_______  Asian	


_______  Native Hawaiian/other Pacific Islander


_______  Black/African American


_______  Hispanic/Latino


_______  White/Causian


_______  Other


_______   Not available











_______ 15 & under	 


_______ 16-18


_______ 19-24


_______ 25-44


_______ 45-59


_______ 60 & over


_______ Not Available








Tutor Application





Optional, confidential information for statistical use only  





 	





Do you have a VCPL card?   Y  N





Gender:  	Male	Female			Age: 





Birth date:  _____________________         





Birth place: ______________________





Ethnicity:  	       





Required Information:





Name:  ________________________________________________________________


		 Last 		 	 First			 Middle Initial





Address:  ______________________________________________________________


                           Street 			       City		   State	  	Zip


May we send you information in the mail? Y  N





Phone: (Home) _____________________    Phone: (Work) ____________________


Phone: (cell) _______________________	May we call you at work?  Y   N





Electronic Mail Address*: ________________________________________________





How long do you plan to stay in Terre Haute? _____________________________											*optional	











Educational Background:





Highest level of education: 


____  Graduate Degree      			_____  Undergraduate Degree	     


_____ Less than 12th 			_____  High School Diploma/GED


____  Some College/Assoc. Degree	         	_____  Unavailable





Last Grade Completed:  1  2  3  4  5  6  7  8  9  10  11  12           





Date completed : ________________


			(month year)           





Employment Information:





Employment Status:			_______  Retired


  _______   Employed		_______  Not in labor force


  _______   Unemployed		_______  Not Available





Employer: ______________________   Occupation:  ___________________      











Source Referral:





Type of Referral:  


    _______  TV / Radio			_______  other volunteer


    _______  Friend / Family			_______  VCPL ESL student


    _______  Employer			_______  VCPL web site


    _______  Library 				_______  Verizon Literacy University (VLU)


    _______  Newspaper                                 _______  Dollar General Referral Program


    _______  Special event 			_______  Other (_______________________)


    _______  Volunteer center		_______  Not Available


    _______  Poster			            


    _______  Public relations talk     		


    _______  Telephone book


    _______  Other agency/ other literacy organization





	


				    		    	





Tutoring Experience:





Have you had any previous tutoring experience?       Y          N                          





When? ________________ 		Where? ____________________________              





How Long?  _______________	What Program?  ____________________





Do you  read	write	speak	another language? _______________________________











Emergency Contact Information:





Name:  _______________________________________________________________


		   Last 	 	 First		 Middle Initial





Address:  _____________________________________________________________


                           Street 	                      City	                State	  Zip





Relationship: ______________________       





Phone: (Home) _____________________          Phone: (Work) ___________________


Phone: (cell) _______________________	      





Vigo County Public Library provides equal opportunities to all volunteer tutor applicants without 


regard to race, ancestry, color, religious belief, gender, national origin, age, physical disability, 


political beliefs, marital or familial status.  These practices apply to all terms and conditions of VCPL’s ESL Program, including, but not limited to, recruitment, selection, training, termination of tutoring or any other action involving participants in this program. 





Applicant Agreement:





To the best of my knowledge, the information provided on this application is accurate. It is my responsibility to notify a LLC staff member with updated information.  I agree to all the requirements of participation, including completion of tutor training, attendance at in-services for ongoing training, and reporting tutoring hours on a monthly basis. 





I understand the program asks for a minimum commitment of 6 months.





Signature: _____________________________________    Date: _____________________











Preferences:





ESL student’s level:		beginning		intermediate		advanced	





Type of instruction: 	conversation  		TOEFL  	citizenship 	writing





Gender:  Male	Female		No preference





Time: (circle all that apply)   Anytime   	Morning     	Afternoon   	Evening





Day(s)       “             “	        M     Tu     W     Th     F





Notes (interest in particular culture, specific hours, other preferences) __________________________________________________________________________________________________________________________












































Student Achievements/Outcomes


Based on ProLiteracy Annual Statistical Report





All participating students in the Program will be working toward self-identified goals. Their achievements will be categorized according to the following list and reported by all active tutors to the Program Director. 





Statistics from this tutor follow-through are necessary for reporting the Program’s impact to the Library’s Board. This information is also reported on our ProLiteracy annual statistical report, which not only insures our accreditation as an affiliate in a national literacy organization, but also validates our volunteer efforts with student successes.





Please use the following general categories; You may elaborate on these goal achievements in paragraph form on the reverse side if you wish. With documented student permission, those stories may be shared in our quarterly tutor newsletter, Tutor Talk. 
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