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VOLUNTEER ORIENTATION AND TRAINING


Orientation and Training sessions should acquaint volunteers with Chicago HOPES and should prepare volunteers to begin working as tutors.  For tutors to really do a good job with their students, they must be prepared and have access to useful resources throughout their time as a volunteer.  Especially because teaching children is a skill that is learned over time and with experience, volunteers will not leave a training session fully prepared to be a tutor, but they should feel comfortable going into their first day of tutoring.  Not only do orientation and training sessions give volunteers a sense of what working with the program will be like, they must also prepare tutors enough that they have a positive volunteering experience.  If tutors are not well-prepared, they are likely to be overwhelmed and have a bad experience, which can reflect poorly on the program.  

THINGS TO CONSIDER

· Conduct separate orientation and training sessions

Although some information may be covered in both sessions, having separate orientation and training sessions will help to make each session more manageable. 

· Conduct regular tutor training sessions 

Chicago HOPES coordinators should plan to conduct an orientation session and an initial training session.  Each month, coordinators should conduct an orientation session and an initial training session at a regularly scheduled time.  Having regularly scheduled orientations will help to streamline the training process.  If possible, avoid training volunteers on the day that they will begin tutoring.  Such rapid turnaround is a lot to expect from any volunteer!

· Schedule regular meetings with tutors 

In addition to formal training sessions, meet with volunteers briefly before or after tutoring sessions in order to discuss how their experience has been and to identify any problems they may be having.  This is an opportunity for you to evaluate tutors and provide answers to any questions they may have.  Having informal meetings like this will also create an opportunity for volunteers to provide coordinators with feedback about the program.

· Work with Educational Endeavors to provide ongoing volunteer training

Tutors should be aware from their first training session that they will be expected to attend ongoing trainings.  We have been working with Educational Endeavors throughout the year to develop our trainings and our program as a whole.  Educational endeavors is a company that provides both academic tutoring and educational consulting for groups like Chicago HOPES (see bottom of page).  Our contact at Educational Endeavors is Eric Davis.  , and he is planning to run two or three training sessions each semester.  In addition to formal training sessions, coordinators should make themselves available to meet with volunteers throughout the semester in order to discuss how tutoring is going.  

· Review training program

In order to ensure that the program is effective, make sure that coordinators and tutors are on the same page.  Reviewing the training manual on a regular basis will help to ensure that coordinators have a clear understanding of what they are asking tutors to do and so, will help coordinators enforce these expectations consistently.  Reviewing the training materials regularly will help coordinators to be aware of whether or not the manual needs additions or changes.  If coordinators ask tutors to follow a set of guidelines or to use certain teaching strategies, it is important they are also familiar with these ideas and willing to use them.  

· Be prepared and organized

During orientation and training sessions, you are representing Chicago HOPES and giving potential volunteers an impression of how well the program is managed.  It is important to ensure that the sessions run smoothly.  Keep in mind that volunteers are giving up their time to attend training and orientation sessions, and make sure that they don’t feel that they are wasting their time.  

GOALS FOR ORIENTATION SESSION

· Sell the program

People may attend a volunteer orientation before they have decided whether or not they really want to volunteer for you.  While you must spend most of the orientation session acquainting volunteers with the program, this is also an opportunity for you to get potential volunteers excited about the program.  Be enthusiastic and emphasize how important the program is for the kids at the shelters. 

· Tell volunteers how much you appreciate them!

Make sure that volunteers know that you are aware of how much effort they are putting into the program, and clearly communicate how much you appreciate that effort.  Acknowledge that volunteers are giving up their time to attend the orientation session and thank them for it.  


· Present an organized and structured schedule

Provide a clear schedule for the program that includes specific start and end dates.  This will help to ensure that tutors know how long they are expected to participate for.  Also, make sure that tutors are aware of days when tutoring will not take place because of school holidays.  

· Clearly explain volunteers’ responsibilities

Tutors should have a clear understanding of how Chicago HOPES works and what their role as a volunteer for the organization is.  Tutors should leave the orientation with a clear understanding of what their responsibilities are (regular attendance, commitment to students and so on).  Tutors should also gain a clear understanding of the coordinators’ roles and responsibilities in the after school room and should know when they can ask coordinators for help.  


· Encourage tutors to take on leadership roles.

Remind tutors that they are fundamentally running the program and encourage them to have ownership of it.  Encourage tutors to plan projects for the program if they are interested in doing so.

· Tell tutors that they will be evaluated throughout the program. 

Whether tutors evaluate themselves or are evaluated by the coordinators, it is important that tutors have a clear understanding that they will be evaluated.  In addition, make sure that the standards by which tutors will be evaluated are clearly communicated during the orientations session (see Tutor Expectation sheet).  If tutors are aware from the outset of the program that they will be evaluated in some way, they will be more likely to think about how they are fulfilling these expectations.   In addition, discussing evaluation during the orientation will help to prevent tutors from being surprised or frustrated when they are asked to meet with coordinators to discuss their experiences as a tutor.  Also, by clearly making evaluation a part of the program from the outset, coordinators will have a built-in way to deal with volunteers who aren’t doing well as tutors.  Also, when discussing evaluation, coordinators may want to tell tutors that they will meet regularly to “discuss the experience of tutoring” or something similar in order to avoid the possibly negative connotations of “evaluation.” 

· Communication 

Make sure that you know the best way to communicate with your volunteers.  Ask whether volunteers prefer to be contacted by phone or by email, but also make sure to mention that coordinators will send frequent emails with information about tutoring, and that it is important to read these emails regularly.  Also, make sure tutors know how to get in touch with you – this should be easy for them to do! 

· Feedback

Emphasize the importance of volunteer’s opinions and suggestions.  Encourage tutors to come to us with criticisms or suggestions for the program (and positive feedback, too!).  Consider creating a way for tutors to provide feedback anonymously (having some kind of mailbox in the room for tutors to leave notes in, for example).

SAMPLE AGENDA FOR VOLUNTEER ORIENTATION SESSION

Introductions and Program Overview

1. Distribute Orientation Packet.  Provide name tags and snacks.  Have tutors fill out registration and background check forms.  Have tutors fill out “About Me” form. (5 minutes)

2. Introduce volunteers and staff members.  Have volunteers introduce themselves, say something about themselves/how they heard about program/why they’re interested in volunteering. (10-15 minutes)

3. Provide an overview of HEP, goals and history of tutoring programs.  Stress importance of what program provides for students and how volunteers are contributing to that.  (10 minutes)

4. Provide information about shelter and if possible, give a short tour.  Make sure that volunteers know shelter’s rules and procedures for sign-in, using the bathroom and etc. (Make sure that you know the rules!)  If possible, have a member of the shelter staff participate in at least this portion of the orientation session. (10 minutes)

Program Structure (15 minutes)

1. Discuss general logistical details of each session – give just enough information to give volunteers a sense of what they would be doing each day.  .  

Working with kids (15 minutes)

Discuss problems volunteers might face in working with students who are homeless.  Make sure that they understand particular challenges these students face and how that will affect their work as a tutor.  Try to give tutors a sense of the environment that they will be working in.  However, this is also a good time to remind tutors how much they are needed and emphasize what they will be doing for the students.   

Ask volunteers if they have any questions (Leave 10 minutes)

Schedule volunteers for a training session or remind them of the session that they have decided to come to. 

Thank volunteers for attending 

GOALS FOR TRAINING SESSION:

· Prepare volunteers to be tutors

While volunteers probably won’t be totally prepared for their first day of tutoring, the training should help volunteers to feel as prepared and confident as possible.  The training should provide volunteers with some basic information about teaching students and should highlight problems that might arise.   There is quite a bit of information in the “Teaching Strategies” packet, so try to avoid simply reading through the packet with volunteers – they probably won’t remember everything and will have a hard time paying attention.  If possible, encourage volunteers to discuss what they think makes a good tutor.  Alternately, ask volunteers to express what their major concerns about tutoring are, and try to use the answers to their questions to begin a discussion.  Then, try to read through some of the most important tutoring strategies (such as being patient, not giving students answers, etc).  Offer specific guidelines for planning their first session.

· Prepare volunteers for the challenge of working with homeless students

Provide volunteers with adequate information about homelessness and working with students.  Be straightforward about the challenges and frustrations that they might encounter.  The training packet should include an informational packet about homelessness (you can also try using a video) but coordinators should also make sure that they discuss potential problems during the orientation and training sessions.  During an orientation session, coordinators can discuss the experiences of homeless children and youth on a general level.  During the training session, coordinators should focus on discussing some of the ways in which the experience of homelessness might affect a student’s academic skills or willingness to cooperate with a tutor.  For example, discuss what a tutor could do to help a student who has problems controlling their frustration with homework or who is not reading at their grade level.   

SAMPLE AGENDA FOR TRAINING SESSION

Welcome and thank volunteers for coming (5 minutes)

Session Structure and Logistics (10 minutes)

Describe how each tutoring session will be structured, how students will come in and what they will do at the beginning of each session.  (Who will be in charge of assigning a child to the student?  When should the tutor step in and begin working on homework with the student?)  Detail how many minutes will be spent on homework and discuss at what time students can begin to play games. 

Working with Homeless Students (10-15 minutes)

Although you will have discussed this during the orientation session, remind volunteers of the particular challenges of working with homeless students so that they can keep these things in mind as they discuss strategies for teaching.  Show video, if we have it.

Volunteer expectations (15-20 minutes)


1. Go over guidelines for behavior and attendance

2. Point out contact information for volunteers to use if they can’t make it to a session.

Teaching strategies (20-25 minutes)

1. Ask volunteers to discuss what they think makes a good tutor/ask questions about what they feel like they need to know about tutoring

2. Go over guidelines/basic strategies for working with children, especially those that have not been covered in discussion (see teaching strategies attachment).  Try to make this discussion as interactive as you can.  Ask volunteers to tell you what they think certain strategies might look like in action. 

3. Provide guidelines for the volunteers’ first day (see attachment)

4. Point out sections of volunteer manual that you won’t go over during first orientation session

Ask volunteers if they have any additional questions (leave 10 minutes for this)

Remind volunteers that you will be meeting with them after the first couple weeks of tutoring to discuss their experiences (5 minutes)

Distribute training session evaluation form 

Ask tutors to fill this out and return after first week or so of tutoring. (5 minutes)

Thank volunteers

A FEW WARNINGS

· No one shows up?

It is not uncommon to have a very low turnout for a tutor orientation or training session.  Don’t take it personally!

· Make it interesting

Try to make sure that volunteers are really paying attention during the orientation and training sessions.  Make eye contact with volunteers, ask questions, and encourage discussion and volunteer participation.  Make the orientation session as interesting as possible – while it is reasonable to expect volunteers to participate in a training session, it is up to you to make sure that volunteers don’t feel that they are wasting their time!
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