
LVNJ Trainer Certification

	Name:


	Address:

	Email: 


	

	Phone:


	

	Literacy Program:


	Role: (Tutor, staff, other)

	Name of training mentor: 


	Mentor phone/email: 


1. Successfully completed a tutor training workshop given by a member affiliate of LVNJ.

Workshop dates: 

2. Tutored a student for a minimum of 40 hours.

3. Observed a tutor training workshop and completed the Trainer Observation Form.
Workshop dates: 
4. Taught a minimum of one, one-hour segment of a tutor training workshop as an assistant to a certified trainer.

Workshop date:                                                   

5. Reviewed the formal assessment tools used by my literacy program. 

6. Completed the Training Questionnaire. 
7. Reviewed Some Principles of Participatory Adult Education, Presentation Techniques, and Job Description for Tutor Trainer. 

8. Completed the Team Teaching Questionnaire. 

9. Participated in LVNJ’s train-the-trainer session.

Date: 
Program Leader                                Training Mentor                           LVNJ

____________________                    ___________________              ________________

Name:                                                 Name:                                         Name: 

Date:                                                   Date:                                           Date: 

Training Observation Form

Trainer:  _______________________________________

Apprentice Trainer: ______________________________

Take notes on this form as you observe the tutor training. Comment on the activities you observed the trainer conduct by checking the box and then providing a description or example of what you observed. The completed form should be shared with your training mentor. 

The trainer…

· Displayed thorough understanding of topic


· Was well-prepared

· Answered participants' questions accurately
· Established a good rapport with the tutors
· Modeled tasks effectively


· Facilitated tasks effectively
· Encouraged dialogue effectively


· Used visual aids effectively


· Managed time and tasks well



· Displayed good delivery/ platform skills

Other comments/observations about the training:

TRAINING QUESTIONNAIRE

1. What excites you about becoming a Tutor Trainer?

2. Describe a characteristic of one of your Tutor Trainers that was especially effective.

3. When you went through tutor training, did your expectations for what you would learn and and how you would learn differ from what and how you actually did learn?

4. What do you see as your biggest challenge as a trainer of new tutors?

5. List the goal(s) you hope to achieve through participation in this workshop.

Some Principles of Participatory Adult Education
The following are some of the principles of participatory adult education incorporated into training workshops conducted by Literacy Volunteers of New Jersey.

Safety

Creating safety is one of the most important responsibilities trainers have. We allow that for new learning to take place, people must take risks. Participants in the workshop will be more willing and more able to take risks if trainers do all they can to create a safe learning environment.

Trainers can begin to create that feeling of safety from the very beginning through the Learning Needs and Resources Survey which lets the participants know the trainers care about them as individuals. Preparing name tags for participants ahead of time, sincerely welcoming participants to the training, calling people by name, beginning with a warm-up where they can introduce themselves, reviewing the content and objectives with participants, affirming their contributions, providing timely breaks, keeping to the time frame, and listening carefully to their questions are all ways that trainers can increase safety for the participants.

Subject of Own Learning

Adults are required by daily life to be decision-makers and generally expect to be treated as such. They resist being treated as objects. To be treated as Subjects means they will be honored for their years of experience and their ability to make decisions. Treating the participants as Subjects of their own learning, as decision-makers, is a major principle in participatory learning. Adult educator Jane Vella, Ed.D, has taught us that "the learning is in the doing and the deciding. Teachers must be careful not to steal that learning opportunity from the adult learner."

Engagement

People must be engaged in the learning activity-physically, mentally, and emotionally or they will not learn what the trainer is trying to teach. Participants will be engaged when, with necessary resources and clear instructions, they are given meaningful, relevant tasks to do. Setting a short, but ample, time frame for the task keeps the energy and engagement level high. Often when people are engaged, there is an audible buzz in the room and it is difficult to pull them away from the task.

Deliberative and Consultative Voices

This workshop is a model of participatory learning. Participatory learning does not mean that all decide everything. There are two voices in participatory learning, the deliberative voice and the consultative voice. The deliberative voice makes decisions; the consultative voice makes suggestions. In this workshop, for example, LVNJ has had the deliberative voice in setting standards for trainers and in carefully designing a curriculum that will teach trainers the skills, attitudes, and knowledge that LVNJ has determined are needed. Once the training begins, the lead trainer of the training team has the deliberative voice. Participants have a consultative voice and will offer suggestions. Their suggestions will inform the trainers, but not form the workshop. The lead trainer, who has the deliberative voice, will make decisions that consider the participants' suggestions in light of the workshop design, the objectives, and the needs of all participants.

At the same time, engaging learners requires a design that invites them to be decision-makers about their own learning. Participants need to know that, insofar as possible, they will make decisions for themselves about what and how they will learn. Trainers can keep the system open by asking open questions that invite participants' critical analysis, editing, reflection, choice making, and use of their own experiences.

Open Questions

An open question is a question without a set, "correct" answer. It is a question that invites the participants to draw upon their own life experiences and creativity. Open questions invite dialogue and engage participants by requiring reflection and critical thinking. When trainers ask open questions they are demonstrating respect and honoring the participants as Subjects.

The choice of using an open or closed question depends on one's purpose. If one is seeking a "yes" or "no" answer, or wants specific information, such as an address or the name of someone's favorite basketball team, then you want to use a closed question. If one's purpose is to engage someone in dialogue, to invite critical thinking, or to get a personal response by allowing for their opinion, creativity, or personal values, then you want to form your question as an open question.

When questions come from the participants during the workshop, rather than always answering, the trainer can bounce some questions back to the group as open questions. The tasks in this workshop are open questions put to the participants with the resources and materials they need to respond. Often additional open questions are used to help the participants analyze and apply the new learning.

Dialogue
A dialogue is a conversation, an exchange of ideas and opinions, between two or more people. The opposite of dialogue is monologue. Too often, teachers rely on monologue. They "cover" the material by telling. The monologue is used to tell the learners what to know and what to think about it. This workshop uses dialogue rather than monologue. Dialogue is encouraged in this training design by using open questions; arranging work to be done in small groups or pairs; presenting new information and then inviting participants to examine it, add to it, or change it based on their experiences and perspectives. The learning tasks for the learners make teaching a dialogue. Dialogue is an open system that allows both the learners to teach and the teachers to learn.

Analysis, Synthesis, and Application

Research by Malcolm S. Knowles indicates that adults learn 80% of what they do or discover for themselves. Learners need to do something with new information in order to effectively integrate and retain it. The process of taking apart an idea or theory (analysis) and putting it back together (synthesis) to apply it (application) to their situation allows learners to implement and use the new learning.

Praxis

Praxis is a Greek word meaning action with reflection. It means "to do something, reflect on its implications, and change as a result." When trainers use materials or questions that invite participants to describe, analyze, apply and implement the new learning, they are engaging participants in praxis. Praxis is an on-going, never-ending process.

Ideas, Feelings, and Actions

There are three aspects of learning:  ideas, feelings, and actions.  Too often formal education tends to focus only on the study of ideas and concepts.  But we know that learning requires more than just the study of ideas and concepts. It also involves how we feel (emotions) about the concept and what we are going to do with the concept or new learning.  Noted German-American psychologist and researcher, Kurt Lewin, thought that effective learning always involves all three aspects-ideas, feelings, and action.

 Affirming   

Affirming the participants’ contributions and their learning is one of the trainer's most important tasks. The questions, the suggestions, the testimony, the examples, and the expressed doubt that comes from the learners are all contributions to the group's learning experience. Trainers who affirm every contribution from every learner communicate to the learners that their contribution has been heard and noted. The participants feel the safety offered in the non judgmental environment. They, in turn, increase their contributions because they trust that their words will not fall, unnoticed, without recognition-to the floor.

Affirmation is an honest response to learning. Learning requires effort, and that effort deserves affirmation. What we are affirming is not necessarily the product, but the effort the learners are putting forth. Communicating an appreciation for the learning that is taking place enhances the learning. With affirmations, the trainer offers recognition and celebration of the learning.

 Showing Respect

When asking participants to report back from a task, avoid using the round robin approach in which you go from one participant to another around the table or around the room. Adults are respected as decision makers, subjects of their own learning. They are capable of deciding for themselves whether they want to speak, and when they want to speak. Trainers can show respect by allowing participants to decide for themselves by asking, `Who would like to respond first?" Do not call attention to someone who has passed. You can ensure that everyone who wanted to speak had the opportunity by asking. If you do notice a participant passing on several occasions, a private conversation to learn why would be appropriate.

Time for Questions

Time for asking and answering questions was built into the design of this workshop. Most people learn effectively by asking questions. Allow plenty of time for questions so that participants can learn what they need to learn.

Sequence and Reinforcement

Sequence of content and reinforcement are critical elements of a workshop design. An effective workshop begins with simple, clear and relatively easy tasks before advancing to more complex tasks. It begins with group work before advancing to solo efforts. Tasks should be arranged so that each new task builds on the last and prepares the learners for the next. Complex ideas or issues can be broken into several steps within a task or into several tasks, again always moving from the simple to the more complex. When the sequence is not appropriate for the learners, they will feel a loss of safety, feel confused and may show resistance to the tasks. The repetition of facts, skills and attitude in engaging and meaningful ways must be designed into a workshop.  Learning requires reinforcement.

Time
Learners need time to learn what is being taught. Each trainer has her or his own style and pace. However, in a training that is accountable to the learners, the trainer's personal pace must accommodate the needs of the learners. A workshop that is rushed and moving quickly in order to cover all of the trainer's material seldom provides the reflective quiet time that learning requires. Nor does a harried pace afford time for sufficient reinforcement or the respectful consideration of the learners' questions and concerns. An accountable training design uses adequate time as a key standard for selecting the learning objectives and the amount of content.  An accountable training is carefully examined to make certain there is not too much content for the time frame.

Accountability

Accountability is a critical design element of workshops. The design of the tasks and the sequence and reinforcement of the content must be accountable to the learners. Learners must be aware of what they are to learn, what they are learning, and ultimately be able to do what they have learned. An accountable training sets forth achievement-based learning objectives that are quantifiable and verifiable. An accountable training teaches the proposed knowledge, skills, and attitudes within the proposed time frame.

The trainer is accountable to the learners for the design and for fulfilling a trainer's responsibilities. The trainer is responsible for adequate preparation and needs assessment, for showing respect for the learners, for timing tasks appropriately, for evaluating the training, and for being responsive. The trainer is responsible to the learners. The trainer is not responsible for the learners; they are responsible for themselves.

TEAM TEACHING
Literacy Volunteers of New Jersey encourages literacy programs to utilize a team-teaching approach when conducting tutor training classes. The following questions are provided to give trainers the opportunity to think about their training styles and how they can work with other trainers as a team.  

Please fill out this form prior to participating in PBTT. Save this to share with your co-trainer once you are conducting tutor training as part of a team.

1. Summarize your training experience.

2. How do you feel people learn best?

3. Describe your preferred techniques for conducting training.

4. Your expectations

a. I expect my co-trainer to do the following to support me during training:

b. My co-trainer can expect me to support him/her in the following ways:

TEAM TEACHING, Part Two

Please fill out these questions once you are working with a co-trainer. Both you and your co-trainer can complete this form, along with the form you filled out prior to participation in Preparing to Become a Tutor Trainer. It is important to communicate thoughts and attitudes about training with other team members. These forms can be used as a focus of discussion regarding how to train potential tutors. 

1. My Training Style


a.  When I open a workshop I usually:


b.  When someone talks too much during training I usually:


c.  When the group is not responding I usually:


d.  When there is conflict in the group I usually:


e.  When questions are asked I usually:


f.  I get uncomfortable when:


g.  I am most comfortable when:


h.  When I am stuck I like my co-trainer to:


i.  When I feel pressured by lack of time I usually:


j.  My training rhythm is:



fast                    slow            paced


k.  One thing I like about co-training is:


l.  One thing I don’t like about co-training is:

2.   My Expertise


a.  I feel most comfortable teaching these topics:

3.  Feedback


a.  Describe skills you would like to improve and that you would like feedback on 
from your co-trainer.


b.  How would you like to receive feedback?


c.  Describe areas of knowledge you would like to expand.

Presentation Techniques
Throughout the LVNJ workshop for “Preparing to Become a Tutor Trainer”, you will have opportunities to practice teaching segments.  Experienced trainers affirm that thorough preparation allows them to be familiar enough with the content so that they can also focus on their delivery of the material.  You may find these tips on effective presentation techniques useful as you prepare for your presentations.

· Project your voice and vary your tone.  Speak at a normal conversational rate.  Ensure that everyone can hear you, but take care not to shout.

· Use spontaneous, meaningful gestures.  Do what comes naturally, letting your gestures reinforce and complement your words.

· Move about occasionally when speaking.

· Focus on one person at a time in the group.  Include all the participants with regular eye contact.

· Choose several friendly faces around the room early in the training as your “home bases.”  These are people you can rest your eyes on momentarily when you are tired, or are struggling with a particular part of the presentation.  After briefly resting at a “home base”, foray out into the group again to have eye contact with everyone.

· Look directly into the face of someone asking you a question.

· Avoid distracting mannerisms such as coin jangling, packing, or focusing on the ceiling.  Avoid punctuating speech repeatedly with words or phrases such as er, uh, OK, and you know.

· Ask open-ended questions.

Ways to Reduce Nervousness

· Know the content thoroughly; be familiar with all audiovisual materials, and practice.

· Try to relax by taking several deep, rhythmic breaths.  

· Focus on the participants rather than on yourself.

· Smile.

Job Description for Tutor Trainer

Reports to:  The Executive Director (through the Program Coordinator, if any)

Function:  To conduct Tutor Training Workshops and In-Service training as part of a training team.  Is responsible along with the Program Coordinator and Program Committee for scheduling, preparation, and development of tutor training workshops and in-service training conducted by the organization.

Specific Duties:

SCHEDULING:

· Assists in identifying suitable workshop sites

· Assists in identifying topics and resources for in-service training

· Assists personnel with coordinating dates and times of workshops and in-service training

· Negotiates with workshop facilities and personnel to arrange workshop and in-service sessions

· Follows up on all activities in the workshop timeline

PREPARATION:

· Prepares and reviews detailed schedule for each workshop, including time frames, personnel, and materials needed

· Orders or ensures that materials including textbooks and handouts for the workshops are obtained in advance

· Prepares necessary materials for the workshops such as name tags and name tents

· Coordinates guest speakers

· Procures or ensures that necessary audio-visual equipment is available for all training classes

· Reviews and practices the content of the workshops

TEACHING:

· Conducts tutor training workshops

· Represents the literacy program and Literacy Volunteers of New Jersey  in a professional manner

· Reads and responds to participants’ homework assignments

· Reviews written evaluations submitted by tutor trainees at the conclusion of the workshop series

DEVELOPMENT:

· Assists in developing training teams

· Identifies, recruits, trains and supervises new trainers and workshop assistants

· Evaluates participants in tutor training classes and makes recommendations for matching

· Advocates for appropriate utilization of tutors and continuing professional development for tutors

· Sends thank you notes after workshops, as appropriate

· Submits a written report of the training team’s evaluation of each workshop series, including suggestions, comments and concerns expressed by participants

· Updates own professional development on a regular basis

QUALIFICATIONS:  Has basic knowledge and understanding of adult literacy issues and organizational structure, mission, policies and procedures of the literacy program.  Has successfully completed Basic Literacy, ESL or combined BL/ESL tutor training workshop, has tutored for a minimum of 40 hours, has successfully completed LVNJ’s “Preparing to Become a Tutor Trainer” workshop, and has participated in teaching a Basic Literacy, ESL, or combined BL/ESL workshop under the supervision of an experienced trainer.  Meets additional standards for trainers as set forth by the local literacy program, LVNJ or ProLiteracy America.

Please discuss this job description with your literacy program and make modifications as necessary.
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