Planning For College Success

Volunteer Training Guide
~ ( ~


(What is PFCS?

The Planning for College Success tutoring and mentoring program sends KU students to local elementary, junior, and senior high schools to work with students.  PFCS tutors assist in before school and after school programs, resource rooms, classrooms, after school clubs, and one-on-one tutoring.  The goal is for tutors to meet and work with students one-on-one to form close relationships and help them succeed academically.  

(What is a PFCS volunteer?
PFCS Volunteers DO:

· Provide academic help

· Provide encouragement and support

· Aid with organizational and study skills

· Share the benefits of their life experiences

…and so much more!

PFCS Volunteers DO NOT:

· Do student’s work

· Do “busy work” (making copies, bulletin boards, etc.)

· Have interaction with students outside of school

· Distract the teachers or students

· Act as a therapist

(What do I do at the school?

· Arrive on time (or about 5-10 minutes early)

· Dress appropriately (No hats, dirty or torn clothes, short shirts, spaghetti straps, short skirts/shorts, or clothing with drugs, alcohol, or profanity)

· Sign-in at the front office on the PFCS sign-in sheets

· Be aware of the school’s policies regarding signing in, nametags, etc.

*Your PFCS school coordinator will fill you in on these details.*

· Sign out when you leave the school

(What if I have to be absent?

Volunteers must attend each week.  Please remember that students and teachers are counting on you.  Sign in on the PFCS sheet so that we can track your attendance.  If you know ahead of time that you will be absent, notify the school employee you work with AND e-mail your PFCS school coordinator.  Otherwise notify the school as soon as you can.  Your PFCS school coordinator can tell you what you need to do (if in doubt, call the school’s main office and leave a message for the teacher you work with).  
(Common problems Q&A

Q:  What if my student doesn’t want to work with me?

A:  Make sure you briefly introduce yourself to the student.  Learn his or her name, too.  Give your best effort to complete the task you and the student have been assigned in the time you have.  If necessary, talk with the teacher – in private – at the end of your session. 

Q:  What if my student tells me that his/her teachers are treating him/her unfairly?

A:  Students and teachers often do not see eye to eye.  Students may dislike teachers, and therefore disobey in class.  As a result teachers may punish students and lose hope in their abilities.  Try to be objective.  Don’t “side” with the student or the teacher.  Try to move on to the task at hand.  If you believe that your student is being treated unfairly, please talk with the guidance counselor, not the teacher. 

Q:  What if my student has asked me for my phone number and/or email address and has given me his/hers?

A:  Please do not exchange any contact information with students.  Explain that you cannot exchange contact information; your only contact can be on school grounds.  If you would like to be in contact with your student outside of school, please consider working through Big Brother Big Sister.  If you are interested in becoming a Big Brother or Big Sister to your student, please talk to PFCS staff for more information.  

(Reporting Serious Problems
Do not promise your student that you will not tell anyone what he or she tells you.  If you have already done so, you still must report anything serious.  If you have information that your student is being abused or hurt, has suicidal thoughts, thinks another student may hurt him/her, has an eating disorder, or is doing drugs, you must report it.  If you have information about other students such as a fight that might occur, a student who is carrying a weapon, or another student that is suicidal, you must report it before leaving the school.  Talk to the teacher first, then the guidance counselor or principal, if necessary.  DO NOT LEAVE THE SCHOOL WITHOUT REPORTING INFORMATION OF THIS NATURE!  Please remember that you are not a professional and should not deal with serious problems.  Many students have problems at home with parents, friends, or school superiors.  Don’t forget that students often stretch the truth, make up stories, or try to impress with fibs.  However, please take everything seriously.  Students may share things of such severity as being verbally, physically, or sexually abused, using drugs, or contemplating suicide.  Volunteers must report serious situations before leaving school grounds.  

(Contact Information 
E-mail:  pfcsku@gmail.com

Phone (NSCS Cubicle): 864-4290

Web site: http://groups.ku.edu/~pfcs
PFCS Tips for Tutoring 

Compiled by Kimberly Duensing

The following tips may be helpful to keep in mind, especially if you are concerned about “doing the right thing” and you’ve never done anything like this before. Just remember to relax and have fun with your student. Just let the love of learning take over!
Modifying the Presentation of the Material

· Break the assignment into segments of shorter tasks.

· Relate information to the student’s life and/or interests.

· Reduce the number of concepts presented at one time.

· Provide an overview of the lesson before beginning.

· Highlight important concepts to be learned in the text given.

· Give additional presentations by varying the methods using repetition, simpler explanations, more examples, and modeling.

· Require verbal responses to indicate comprehension. (“Do you understand what I’m saying?” or “Does that make sense?”)

· Provide clear, concise directions and concrete examples.

· Read the directions aloud, then reword them for the student if needed.

Modifying the Environment

· Seat student in an area free of distractions. (“Let’s go over in the corner there so that we can concentrate, shall we?”)

· Help keep student’s work area free of unnecessary materials.

· Use checklists to help the student get organized. (“Okay, so what’s due first? Let’s get your assignments in order and put checkboxes by them.”)

· Provide opportunities for movement, especially at the middle school level. (“Would you like to sit on the floor today? Ask your teacher if it’s okay.”)

Visual Processing Problems 

· Highlight information to be learned in the text (if the school allows it). 

· Keep written assignments and work space free from extraneous and/or irrelevant distracters. (“Let’s get this out of our way, okay?”)

· Go over visual task with student and make sure student has a clear understanding of all parts of the assignment from the beginning.

· Have student verbalize instructions before beginning task. (“So can you tell me what this assignment is asking you to do? Tell me in your own words.”)

Language Processing Problems

· Paraphrase information for student.

· Keep statements short and to the point.

· Avoid use of abstract language that may confuse the student.

· Encourage feedback from the student to check for understanding.

· Familiarize student with any new vocabulary before beginning the lesson.

· Alert student’s attention before expressing key points. (“So, insert name here, the key point to remember here is…”)

· If possible, demonstrate how new material relates to previously learned information. (“Think about how this is like what we learned the last time I was here.”)

· Cue student by calling his/her name before asking questions.

Organizational Problems

· Write the due date on assignment sheets (if it’s not there already).

· Have student complete assignments in the order that they’re due (late assignments NEED to be done first unless the teacher directs otherwise).

Helping Focus Attention

· Shape approximations of desired behavior by providing direct reinforcement such as praise or immediate feedback for correct answers.

· Seat student close to teacher (if possible).

· Make a positive, personal comment when the student shows evidence of interest. (“I’m really glad you’re excited about this – I didn’t want to be the only one. Let’s get started!”)

· Give advance warning of when a transition is going to take place.

Assisting the Reluctant Starter

· Give a personal cue to begin work; give work in smaller units. (“Okay insert name here, let’s get started with just the first two or three questions…”)

· Provide immediate reinforcers and feedback.

· Make sure the appropriate books and materials are open to the correct pages.

· Introduce the assignment in sequential steps; provide time suggestions for each task. (“How about we work on getting this first one done in the next ten minutes, then move on to the article review for the rest of the class period?”)

· Check for student understanding of instructions. (“Is there anything about the instructions that I can clear up for you before we start?”)

Dealing with Inappropriate Behavior

· First things first when you start working with your teacher, ask about his or her preferred used of discipline, then use it to the best of your ability.

· Avoid criticizing the student or using confrontational techniques.

· Ignore attention-getting behavior for a short time.

· Monitor levels of tolerance and be mindful of signs of frustration.
Tutor Log Sheet

Name:

Day/Time:
School:

Cooperating Teacher:

	Day
	Time
	Total Hours
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Name: ____________________________________________________________________

Major: _________________________________________ Year: _____________________

Academic Strengths:  _______________________________________________________

Phone Number:  ____________________ E-mail address: _________________________

Volunteering Time/Day:  ____________________________________________________

Assigned School:  ___________________________________________________________

Are you an NSCS member? ______ Have you volunteered with PFCS before?______ 
If so, when and where? _____________________________________________________ How did you hear about PFCS? ________________________________________________

Have you ever been convicted of a felony or a crime against a person or property?   
( No    ( Yes  If yes, explain. ____________________________________________________________________________________________________________________________________________________

*Providing false information will be grounds for disqualification from participating in the program.*
Do you object to a background check?  ( No  (  Yes

PFCS Volunteer Agreement
I, ________________________, hereby understand my responsibilities as a volunteer for the Planning For College Success tutoring and mentoring program.  I will, to the best of my abilities, arrive on time at the school on my scheduled day(s) and time(s).  If I will not be able to make my scheduled day/time, I will provide the school and my PFCS school coordinator with appropriate and timely notification.  I will remember that there are teachers and students depending on me.  I will, to the best of my abilities, perform my duties as a volunteer as outlined in the PFCS Training Guide.  I will keep all information from the student confidential unless the information is in need of further action.  At that point, I will inform the appropriate school employee (teacher/guidance counselor/principal) before leaving the school grounds.  I will contact PFCS with any changes in my volunteering schedule.  I understand that I am not able to see/talk to my student off of school grounds or exchange any contact information with students.  I understand that the National Society of Collegiate Scholars (NSCS) and/or Planning For College Success (PFCS) is in no way liable for any accidents that may occur.

Volunteer Signature:  __________________________________   Date: ______________

THANK YOU!!!!
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