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TUTORS FOR KIDS 
ORIENTATION MANUAL 

Section I.  Introduction 
Mission 
Tutors for Kids, Inc. is a 501(c)(3) nonprofit community-based organization of volunteers 
meeting student educational needs as defined by the teacher through suitable and trained 
volunteer tutors in the local, tri-county Title 1 public schools, as determined by the Board of 
Directors. 
 
We support the local education process by filling schools’ requests for direct classroom tutoring 
in reading, math, writing, and science as well as family support and activities that enhance the 
educational environment leading to scholastic achievement. 
 
About Tutors for Kids 
2019-2020 is the 11th year for Tutors for Kids, an entirely volunteer nonprofit dedicated to the 
schools in north central Florida.  Here is who makes up Tutors for Kids: 
! Board of Directors - comprised of 11 tutors and community members.   
! School Tutor Coordinators (STCs) - “on-the-ground” volunteers at each school to work with 

tutors and the school to ensure that background checks are done – and that tutors are 
assigned to teachers. 

! School Book Coordinators (SBCs) - volunteers who stock books rooms at the schools with 
Tutors for Kids books that tutors give as “gifts” to their students. 

! Systems – a small group of IT folks who manage the Tutors for Kids’ databases, website, 
and email systems. 

 
Demographics and Statistics 
Florida’s commitment to public education – Florida ranks No. 1 in the country for 
support of college and university education.  But, Florida ranks 40th in its financial support to 
PreK to 12 (per U.S. News and World Report – May 2019).  The per pupil spending in Florida is $9,737 
(the national average is $12,526 – per www.edweek.org). 

Schools – Florida is the fourth largest school system in the United States, serving 2,788,575 
students across the top 4,324 public schools for the 2018-19 school year.  Florida public 
schools have a diversity score of 0.46, which is higher than the national average of 0.32.  
Minority enrollment is 61% (majority Hispanic) and the student teacher ratio is 16:1. 

 



Page 4 of 71 

Title One schools in Florida have an additional burden. They are constantly struggling to keep 
their academic achievement acceptable to Florida standards. They often find themselves 
fluctuating between C, D, and F status.  If they have a year in which they achieve good test 
scores on the state standardized tests, they may achieve an A or B. This score shows 
tremendous progress, but often schools in this situation find themselves repeating this 
achievement almost impossible. Demographics are often against them. 

 
Teachers - Attracting teachers to our schools annually is a challenging task for our principals. 
In almost every county, salaries are not competitive with the private sector.  Florida ranks about 
42nd in the country for average median salaries for teachers.  Cost of living estimates vary 
significantly by county.  For example: 

 
County    Starting Salaries for   Average Salary 
    New Teacher 
 
Sumter    $40,875    $53.652 
Lake    $40,400    $53,652 
Marion    $39,050    $51,361 

 
Students - Tutors for Kids typically serve in schools where 75 to 99 percent of the students in 
the schools are eligible for Title One services:  free or reduced breakfasts and lunches; extra 
help in special programs; and many more.   Typically, we service the lowest quartile of children 
who are struggling in their school work.  Title One students and programs have been studied 
exhaustively across the 50 States.   The studies have shown that most students are at or below 
the poverty line and many of these come from challenging environments (single head of 
household families, homes without reading materials, constant poverty, unemployment, 
substitute parents via grandparents, overcrowding, malnutrition, etc.).   
 
What is Our Role? - Tutoring and Giving out Books 
Our primary roles in the classroom are to: 
" help the teacher with students assigned, regardless of how the teacher is conducting the 

class.  We are guests in the teacher’s classroom. 
" go to the classroom on the day assigned to meet your student (unless told to do something 

different by the teacher).  (The front office can help you locate the classroom - do not 
wander around looking for a class or a student.  If the classroom is empty, go back to the 
front desk and find out what to do,) 

" help the students with academic fundamentals, 
" encourage the children to achieve his/her best, 
" earn the respect of the students, 
" contribute to students’ character and confidence development 
" look for roadblocks that keep the child from learning and achieving, 
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" connect with the children to let them know that we are there to help them, 
" encourage students to read, read, read and achieve A/R (Accelerated Reading) reading 

scores (see A/R section in this manual). 
 

Section II.  What are Classrooms like Today? 
Introduction – Tips for your success 
1.   Go to the classroom ready to work. Teachers need assurance that you are trained and 

“ready to go.” 
2.   Make friends with your teacher. They need all the help and support you can give. 
3.   Communicate with your teacher about progress or problems – BUT remember no names or 

specific references in emails.  Leave a note or call your teacher after class. 
4.   When sitting in the classroom, have your student’s back to the class. Sit side by side. 
5.   What should your students call you? 
6.   Can you touch a child? No! Even when you get surrounded by ‘huggers,’ gently move 

them. 
7.   Confidentiality all the time and everywhere. 
8.   Hear something disturbing, what should you do?  Talk with the teacher!!! 
9.   If there is a substitute in the classroom, not expecting you, what should you do?  Continue 

as usual. 
10. Can you ever be alone with a child?  No – never! 
11. Remember we are the ‘grandparents’ not the parents.   

 
Today’s Classrooms – Block Times and Centers 
How are today’s classrooms different from those we attended?  Today’s classrooms are very 
different.  We cannot change them.  We are there at the invitation of the teacher to work with 
one or several students. 
 
" Subjects are taught and studied in “block” times.  For example, the 3rd grade “reading block” 

at a particular school might be daily for 2 hours from 8:00 to 10:00.   The 3rd grade “math 
block” might be daily from 12:30 to 2:00. 

" During the blocks, the teacher usually makes a presentation, after which students move to 
“centers” in which the different groups (usually 4 to 5 students per group) work together on 
specific assignments for about 15-20 minutes.   Then they move to a different “center” and 
work on another assignment.   It seems chaotic, but all the students know what to do and 
the movement occurs smoothly. 

" Students are assigned to groups (mostly according to levels of learning and achievements.) 
These groups may be identified by colors.  
For an expanded list of what classrooms are like see:  Appendix I.  What are Classrooms 

like Today? 
Possible Classroom Scenarios You May Encounter 

There are various ways the teacher may work with you.  Within the first few visits, you will 
observe the classroom structure, the teacher’s classroom management, and how the teacher 
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wants you to interact with the students. In the first few weeks, start to build a relationship with 
the teacher. Neither of you knows each other. Be positive.  Be cooperative.  Be flexible.  Be able 
to take charge of any assignment you are given.   Be patient with the teacher, especially a new 
teacher or a substitute. The teacher has a lot to do in just working with students.  A teacher 
does not want to add a tutor to their worry list. 
 
Ask the teacher for the latest reading level of your student(s) and ask to be updated on a 
regular basis. The principals have approved this request.   
 
Several of the classrooms scenarios you may experience are: 
 
1. The teacher is well prepared.  S/he gives you a folder with papers or exercises to remediate 

or tutor with the children (in our meetings with the principals and teachers, we have 
made clear that this will help the tutor work with your student).  This enables you to 
walk into the classroom and get started easily with little or no disruption.   Most likely, you 
will see the same students each week (but you may not – you may work with different 
children). 

2. The teacher sends children with reading or math materials (either to remediate test results 
or enhance their understanding).  Also, the teacher may ask you to review an exercise 
that your student missed due to absence or missing the concept of a lesson. You may 
have the same students or many of the same ones with an occasional different student each 
week. There could be varying subjects each week, such as:  science, history, current events 
(Time Magazine for Kids, chapter books, math exercises). 

3. The teacher asks you to talk with each student and determine who needs help.  S/he may 
suggest several students, or you chose from those who need the most help. You may work 
with the neediest weekly and the not-so-needy on a rotating basis.  With this scenario, the 
teacher should still give you materials with which to work. 

4. You may work with rotating students each week depending on the subject and the teacher’s 
request for help.   

5. If the teacher doesn’t seem to know what to do with you, talk with the teacher, but if you 
can’t seem to work out something - - - ALERT your School Tutor Coordinator (STC).  We 
want you to be as productive as possible because there are many teachers and students 
who need your help. 

6. If you come to class and find a substitute teacher, you should do your normal work with your 
students.  IF the teacher has not alerted the substitute and left any work for you, just find a 
book or article to read and probe with your student(s).   

7. Bring some material with you ‘just in case’. A good reference on materials for each grade is 
the website WWW.READWORKS.ORG. Set yourself up as a teacher sub-category tutor, 
with a login and password, then you can get answer sheets. They will not pester you.  

Section III.  Grade Level Expectations of Children 
What Should Children Know at the Start of Each Year? 
This section lists the expectations of knowledge and skills that should be achieved by students 
before they enter each grade.    
 
We will not go over during orientation, but once you get your class assignment, take a few 
minutes to review this section in the Appendix.   

 
See a list of expectations in the Appendix II.  Grade Level Expectations of Children 
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When you are working with a child in the second grade (for example) and they are still having 
difficulties with the letters of the alphabet and capital letters, you know they missed something 
significant in the earlier grades.  After you have checked what they should know and be able to 
do for their grade, you should go back and catch them up on what they are missing. 

 

Section IV.  Our Basic Approach 
What is our Basic Approach?  
With the population we serve, Tutors for Kids recommends incorporating these guidelines as the 
method we use in each tutoring session: 
1. Academic improvement in the subjects of reading, math, sciences, or creative writing for 

which the teacher has requested help. This help is to be carried out as described in this 
manual.   Details and methods are contained in sections of this manual. 

2. Communication and confidence building with your student over the course of the year.  
Many students do not have a one-on-one support system.   This is a new experience for 
them, and the tutor must recognize and foster this relationship using whatever methods will 
help your student discover the confidence needed to improve. (Some tips are shown in 
Section VII of this manual).   Often it may take weeks before a breakthrough is achieved.   
Work with your student on the “I can’t do this” mentality. 
 
Help your student(s) think and dream about their future.  Help them realize that they are 
important and can make decisions.  Use simple exercises to help them get started and 
empower them as much as possible.  For example: 
• Allow your student to choose his/her own books (More on this later), 

• Have students think what questions might be at the end of reading sessions. 

• Allow your student to sit on the right or left of you. 

• Ask your student for a self-evaluation of his/her reading.  Get your student’s reading 
level. 

3. Character building is an important part of the tutoring process to achieve long-term 
success.  As tutors, we are not seeking academic improvement only.  We strive to build 
lifelong character skills such as optimism, curiosity, motivation, self-control, grit, 
learning from failure, and many more. Also, coming to school each day, participating in 
class regularly, doing homework - all build character.  Work with your student on “focus.” 

 
This is important because again and again, national studies have shown that the only way for 
our students to catch up to students in more stable environments is by building inner strengths.   

 
Many of our students do have unrecognized inner strengths that could receive an “A” on most 
report cards.  They are not blessed with the greatest environment.  But the fact that they are in 
school, can communicate, can smile, get excited, and can appreciate a tutor’s help, all show 
that they have inner strength to build upon.   Some are great in ‘art’, ‘music’, ‘poetry’, ‘theater’ 
but struggle in reading, math, science, etc. Even if we as tutors can’t see a huge advance in 
academic achievement, there may be inner strength growing due to the one-on-one experience. 
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For more extensive information, see Appendix VII - What Can We Do to Create a Positive 
Environment for Learning? 

What is Our Consistent Method During One-on-One Tutoring? 

Let’s make this assumption:  A student who needs your tutoring this year will most likely 
need tutoring during the following years - and maybe for years after that.   As a result, our role is 
to use a consistent methodology in tutoring so that your student will hear similar things from 
their tutors year after year.  

This method assumes that a tutor will work “one-on-one” with a student, usually the same 
student, during each session for about 30 minutes.  The length of time may be different if the 
age of your student requires it (for example, the attention span of younger children may 
not be 30 minutes). Also, there may be more students in a class who need help.  In 
consultation with the teacher, a tutor may decide to divide his/her time to accommodate the 
number of students. (Please note if a reduction in tutoring time per student causes a 
negative effect on your student, the tutor should suggest to the teacher and School Tutor 
Coordinator (STC) that an additional tutor be assigned to this class time slot either on 
the same day or on another day which the teacher chooses).   

With these understandings, every tutoring session should follow the same method.   

1.  Chit Chat  
A few minutes of ‘chit chat’ each session helps your student to relax and see that you are 
really interested in them. (After No. 6 below, you will find sample questions - TWENTY FIVE 
ICEBREAKER / DETECTIVE QUESTIONS)  
" Talk about why are they coming to school? 
" Here again, give a few thoughts about their future to see if they are thinking about it and 

doing something about it.   
2.  Working with your student 
" Begin the exercise or remediation that the teacher has requested.  Do not rush to finish it 

at the expense of your student not understanding the content.  Two or three paragraphs 
and questions well done are better than everything quickly done. Knowing how to answer 
two or three questions is better than guessing at all of them. 

" Ask your student to read aloud to you – you will hear their pronunciation and fluency 
(more on fluency later) 

" Always check to be sure your student understands what the exercise is asking.  Ensure 
that they read every question (you selected), by themselves or reading along with you. 
This is very important since students who are having difficulty reading usually want to 
skip reading the question and then just ‘guess’ at the problem and answer.   

" Ask your student to “prove” his/her answer – where can it be found in the text – be sure 
s/he can put the answer in his/her own words. 

" Ask about the concepts that your student has just read.  Does h/she have any personal 
experiences that they can relate to the reading?  Seek explanations, not just yes or no 
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answers (suggest:  answers to your questions in complete sentences).  Dive in and/or 
share your experiences with your student. 

" Help your students when they run into difficulties. Many of your students this year and 
perhaps the next two years should hear the same suggestions before they ‘sink in.’  

 
3.  Using the Student Material 
" If working from a student’s book or workbook, be sure that you always work through 

some of the questions at the end of the exercise.  Even if you only finish three sections in 
a reading or math exercise, always look for the questions at the end that match what you 
have done.  Have your student read the question and check that they fully understand it.  

" Show them ways to answer the essay questions. (e.g., when writing out an answer to a 
question, use part of the question in their answer).  

" Also warn your students that tests have questions that try to “trick” them especially 
multiple-choice selections.  Warn them to read these multiple-choice questions carefully.  
Example - look out for questions that may say: “all of the above” or “A and C”.  
 

(These are some of the tips suggested in the next section of this Manual called Section V.  
English Language Arts)  
For more information see Appendix III. English Language Arts What Are They Doing in 
Each Grade?  

4.  Wrapping Up the Tutoring Session  
" Use repetition and circling back, especially with the younger students.  Repeating words, 

sentences, questions, and math problems (especially the ‘times tables’ help your student 
memorize one ‘times table’ each week) are essential to help your students focus.  With 
the older students, have them give their own examples consistent with what is being 
learned. 

" Remember if you feel that some students need additional help or more time than you can 
give them in one session, talk with your School Tutor Coordinator (STC) and with the 
teacher to see if another tutor is available to be assigned to the class. 

 
5. How Do Students Learn 

Most children learn in one of four standard ways:   
• Visual - Do they need to see the word as they try to spell it or do they like using flash 

cards?)  
• Hearing – Do they like to hear the word and then hear it used in a sentence? Do they 

like to loudly sound out the word?  
• Doing – Do they prefer to do everything themselves and learn from their mistakes? 
• Verbal – Do they learn by speaking? 
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Samples of how to work with your students:   Visual (Seeing), Auditory (Hearing), and 
Tactile (Doing).  The first column describes a task and the second shows techniques 
that may help your student succeed.  Do not impose our own way.  Help your student 
understand their own way.   
 
Spelling Visual - Do they see the word in their minds as they try to spell it or like 

using flash cards? 
Hearing – Do they loudly sound out the word? 
Doing – Do they prefer to write it down as they try to spell it? 

 
Reading Visual – Do they like stories with pictures or drawings in them. Or ones 

that describe pets, or scenery? 
 Hearing – Do they like to listen to something first before they start to read 

it on their own? 
Doing – Do they just want to do the reading without explanation or 
checking the questions first? How did they do? 

 
Answering  Visual: Before starting to read do they look at the drawings 
Questions  or pictures? Do they read the questions first?  
 Hearing: Do they prefer to listen to what the story is about and the 

instructions about the questions? 
 Doing: Do they dig right into the story and then the questions. Do they 

learn best by remediating their incorrect answers? 
 
Math  Visual: Do they do better by modeling the problem?  
 Hearing: Do they listen carefully to instructions and a summary of the 

problem. 
 Doing: Do they jump right in and try to do the problem without following 

instructions? Do they end up guessing the answer or just skipping 
questions? 

 

6.  Conclusion 
If we all follow the same method consistently, your student(s) will have a better chance of 
‘getting it’ or grasping the concepts.   These techniques also reinforce what teachers stress.  
Their light bulb may finally turn on – they’ll have more “aha” moments. 
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TWENTY FIVE ICEBREAKER / DETECTIVE QUESTIONS 

1. Today I feel ……………………..  

2. When I grow up…………………..  

3. My family…………………………  

4. No one knows that I…………….  

5. Everyone knows that I………….  

6. I feel happiest when……………..  

7. A sad time was when…………… 

8. If I called your teacher tonight what would she/he tell me about you? 
9. A place I would like to visit is……  

10. My house…………………………..  

11. Sometimes I wish………………………..  

12. I like to daydream about…………  

13. What was the best thing that happened at school today? (The worst thing …?) 
14. Who would you like to sit by in class? Why? (Who would you NOT want to…) 
15. My friends like me because……..  
16. The best thing I ever did was……  

17. This year I want to… 

18 The most fun I ever had was……… 

19. What was the best thing that happened at school today? (the worst thing …?)  
20. Tell me a weird word that you heard today.   
21. If an alien spaceship came to your class and beamed up a student who would you want 

them to take up? Why? 
22. If I called your teacher tonight what would she/he tell me about you? 
23. Is there anyone in your class that needs a time out? 
24. Who is the funniest person in your class?  Why is he/she so funny? 
25. If you got to be the teacher tomorrow what would you do? 
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Section VII.  Tutors for Kids Book Program 
Tutors for Kids encourage students to read, read, and read.  Since ’78 – 98% of our students 
are Title 1 eligible, there is hardly enough money for food so buying books is usually difficult.  
During the last eight years, we have developed a book program to get new books for our 
students.  Through the end of May 2019, we had given out over 100,000 new books to students, 
parents, and community organizations. 

The Two Parts of the Book Program 

Part One – “Books for your Bag.”  Each week, when you go to school, carry your blue Tutors 
for Kids tote bag.  Keep several small books in the bag for your students to choose.  
 
These books are for the student(s) that you tutor.  You should encourage them to “earn” one 
book a month.  In a minute we will explain ways that they can ‘earn’ their monthly book.  
 
Part Two – “Books for the Break.”  At least twice a year (usually before the December break 
and in May just before the summer break) every student in the class where you tutor will receive 
a new book which is theirs to keep.  BUT, if there is more than one tutor in the class, you and 
the other tutor(s) will coordinate on the ONE book that your students will receive.  Unfortunately 
we do not have the money to have all the tutors in a class give books to each student in the 
class (that would mean that some students get 2-3 books each time). 
 
Where do I get the Books? 

Each school has a bookroom assigned to Tutors for Kids (Marion Oaks gets their books from 
Belleview Elementary and Rimes gets them from Beverly Shores).  Each of these schools has 
volunteer tutors who are also School Book Coordinators (SBSs).  They order, maintain, and set 
up times when the book room will be open to pick up books. Find the schedule at your school 
for days and times they are open.  
 
Each book you give will have a label or stamp designating that it is a “gift” from Tutors for Kids.   
 
Book Report Forms – Some students are willing to write a book report on the book they 
have just read. Below is a sample Book Report form. If your student really writes a book report 
(and not just copies information from the inside book jacket) then you can reward your student 
with a second book. A sample book report form is below. 
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MY BOOK REPORT  

If you complete this on both sides you will 
receive another book  

YOUR  NAME________________________________________________GRADE______ 

 

SCHOOL_______________________________TEACHER_________________________ 

 

NAME OF YOUR BOOK___________________________________________________ 

 

NAME YOUR FAVORITE CHARACTER FROM THE BOOK: 

 

 

DID YOU LIKE THE BOOK:  (CHECK ONE):  YES______, NO_________ 

 

THIS BOOK WAS (CHECK ONE): 

 HAPPY_____, SAD ____, FUNNY _____, SCARY ______, OTHER _______,   

 

I THOUGHT THIS BOOK WAS (CHECK ONE): 

 INTERESTING_____, EXCITING_____, BORING_____, BRILLANT______ 
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WHAT WAS THE BOOK ABOUT? (Write more than one sentence) 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

WHAT PART OF THE BOOK DID YOU LIKE THE BEST? (Write more than 
one sentence) 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

IS THERE ANY PART OF THE STORY THAT YOU WOULD CHANGE? 
(Write more than one sentence) 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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TRAINING MANUAL APPENDIX SECTION 

Appendix I.  What are Classrooms Like Today? 
" There are desks and chairs (mostly in rows or clusters).  In many classrooms, they are re-

arranged from week to week, 

" There are computers in each classroom (more info on the use of computers later), 

" In addition, many schools also have a Computer Lab where the students practice skills or 
are introduced to new material, 

" Many classrooms have “smart boards” for the teachers to make presentations, 

" Many classroom doors are locked.  We must knock before entering from the outside, 

" The teacher still has a desk, but also has other tables (many are semi-circles) at which s/he 
works with students, 

" In most classrooms there are “sight words” and other learning tools and words on 
walls/boards around the room, 

" Children’s backpacks may be hung on hooks on one wall, 

" Many classrooms have bathrooms within the room – or directly adjacent, 

" Students are assigned to groups (mostly according to levels of learning and achievements.) 
These groups may be identified by colors. 

" Subjects are taught and studied in “block” times.  For example, the 3rd grade “reading block” 
at a particular school might be every day for 2 hours from 8:00 to 10:00.   The 3rd grade 
“math block” might be every day from 12:30 to 2:00. 

" During the blocks, the teacher usually makes a presentation, after which students move to 
“centers” in which the different groups (usually 4 to 5 students per group) work together on 
specific assignments for about 15-20 minutes.   Then they move to a different “center” and 
work on another assignment.   It seems chaotic, but all the students know what to do and 
the movement occurs smoothly. 
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Appendix II.  Grade Level Expectations of Children 
This section lists the expectations of knowledge and skills that should be achieved by students 
before they enter each grade.   

No two children are alike, especially when it comes to hitting developmental benchmarks. But it 
helps to have a rough idea of which academic and social skills a child should acquire at his or 
her grade level.  Tutors should be aware that they may need to drop back a grade or two to 
recover fundamentals that your student missed. 

By the start of kindergarten, a child should be able to: 

(The student should have finished pre-K with these skills with which to start kindergarten.) 

• Letters:  recite the alphabet 
• Numbers:  recognize and count numbers 0-10 
• Shapes:  circle, square, triangle, rectangle 
• Colors:  orange, blue, yellow, green, red, purple, white, black, brown 
• Body parts:  head, feet, arms, eyes, ears, nose, eyes, mouth, etc. 
• Write first name and recognize the letters in their name 
• How to correctly hold a pencil 
• How to tie shoes and button/snap pants 
• Bathroom etiquette 
• Consideration Rules:  able to share and take turns, listens when another is talking, 

respect adults, follow rules. 
 

By the start of first grade, a child should be able to: 

(The student should have finished kindergarten with these skills with which to start the first grade.) 

• Follow class rules 
• Separate from a parent or caregiver with ease 
• Take turns 
• Cut along a line with scissors 
• Establish left- or right-hand dominance 
• Understand time concepts like yesterday, today, and tomorrow 
• Stand quietly in a line 
• Follow directions agreeably and easily 
• Pay attention for 15 to 20 minutes 
• Hold a crayon and pencil correctly 
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Appendix VII.  What Can We Do to Create a Positive 
Environment for Learning? 
 

Being Effective:   
The two fundamental principles for being effective at tutoring 

$ Be confident that what you are doing will make a difference. 

$ Have a positive attitude towards the child.  If you believe and act as if your student will be successful, 
they will live up to those expectations. 

 

Building Trust and Empathy:   
 
Over time, you must build up trust and empathy with the children as this establishes the basis for all 
tasks.  In order to build a caring, loyal and respectful bond: 

$ Be a positive role model.  For them to be respectful to others they must be treated with respect.  Do 
not patronize. 

$ Create a caring, supportive and fair environment where the child feels accepted. 

$ Recognize the child’s strengths and ensure that she feels she has the ability to learn. 

$ Involve the children in making decisions. 

$ Find out about a child’s interests, talents, goals, likes and dislikes. 

$ Never embarrass or ridicule a child if you must correct him. 

$ Be warm and enthusiastic.  Show that you enjoy what you are doing. 

$ Listen to the child’s view and act accordingly. 

$ Vary what you do in interesting ways.   

$ Use a lively voice to motivate and encourage your student to engage in the activity. 

$ Speak at an speed so the child can understand, but not so slowly as to lose her attention. 

$ Be able to laugh at yourself. 
 

Getting to Know your Students:   
To get to know the child, ask questions when you first meet him, then remember his answers so these 
can be the basis for future discussions.  Possible questions: 

$ best friend in class 

$ favorite TV program 

$ favorite kind of music 
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$ favorite singer or group 

$ what you like doing on weekends or on school holidays 

$ names and ages of siblings 

$ types of pet and their names 

$ where you would like to go on vacation 

$ favorite sport or pass time 

$ favorite food 

$ biggest dislike 

$ favorite activity or subject in school 

$ what you would like to do for a school field trip 
 

Enhancing your Students’ Self-Image:   
 
Use rewards appropriately to enhance the child’s self-image and build/maintain positive relationships. 

$ Praise and encourage when the child behaves well. 

$ Praise must be 

$ Immediate 

$ Well deserved 

$ Specific 

$ Descriptive 

$ Spontaneous 

$ Praise can be demotivating when 

$ It is for something they know they are already good at  

$ It is followed by a negative comment or criticism 
 

 

How do we Interact with Students? 

 

Managing Ourselves:  Before tutors can manage a student, they first must manage themselves. 

" It’s vitally important to believe you are in control at all times.  Positive attitudes are contagious. 
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" Celebrate your achievements, however small. 

" Understand that you are human and will inadvertently make some mistakes.  Remember: mistakes 
are merely portals to learning. 

" Keep a flexible approach. 

" Keep your goals realistic. 

" Don’t take it personally when children sometimes do not show appreciation for your efforts 

" If you feel overwhelmed, talk that situation over with another tutor or the teacher. 

" Never overreact.  It usually makes things worse. 

" Adopt a sense of humor and have some fun. 

 

 
Non-Verbal Messages:  Be aware of your non-verbal messages; it represents approximately 60 percent 
of all communication. 

 

DO . . . BECAUSE IT SIGNALS 

Hold shoulders slightly down and back Strength and confidence 

Keep arms open Being open, strong & concerned  

Remain still.  Wait for their attention. Strength 

Sit next to student at eye level We need to work on this together 

Maintain eye contact Trust and rapport 

Steady gaze Confidence 

Smile Be at ease 

Calm, relaxed facial expression Being in control 
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DO NOT . . . BECAUSE IT SIGNALS 

Lift your shoulder Fear and anxiety 

Fold your arms Being closed, defensive or unapproachable 

Look away Lack of interest or deviousness 

Look down Submission 

Stare Threat 

Frown Aggression or uncertainty 

Slouch Lack of confidence 

Put hands in pockets, tap fingers, fidget or scratch Discomfort or embarrassment 

Sit closer than an outstretched arm away Invasion of personal space 

 
 

 

How Can We Help Students Make Good Choices? 

Giving a child a choice helps them feel they are in control of their lives so they are more likely to respond 
in a positive way.  Involving a child in the decision process gives them ownership so they are more likely 
to stick to the choice made.  (Some simple exercises in decision making will be given during training 
sessions.) 

" Decide on the choices to offer ensuring that all outcomes are acceptable. 

" Limit the choices to avoid overwhelming the child.  Two choices are usually sufficient. 

" Approach the child in an unthreatening manner. 

" Give her time to think. 

" Praise the child if he makes a positive choice. 

" Help guide the child in learning from a negative choice. 

" Decision making is not learned with one experience – have your students practice each week. 
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What are Some Principles for Dealing with Behavior Problems? 

 

Understanding the reasons for misbehavior 

" Most students respond to a teacher’s request 93% of the time; others require an average of 4.5 
exchanges before complying. 

" There is good evidence that many young children who misbehave in school lack the necessary 
literacy skills to engage in the curriculum at the level at which the teaching is presented.  It is 
important to build their confidence if they feel 

" They cannot be successful. 

" No one cares. 

" They do not fit in. 

" They are to blame in some way. 

" As they learn to negotiate social expectations, children test limits, get carried away, forget and make 
mistakes.  In fact, having these experiences - and seeing how adults respond to them - is one way 
children learn how to behave.   

 

Goals in addressing misbehavior should 

" Stop the misbehavior as quickly as possible 

" Maintain the child’s dignity 

" Develop the child’s self-control and self-regulation 

" Help children recognize and fix any harm caused by their mistakes. 

 

Tutor’s response to misbehavior 

" Never ignore inappropriate behavior.  Response must be quick, firm and respectful. 

" Remain detached and do not take the behavior personally. 

" Ensure your voice is at the volume and intonation which you expect from your student. 

" Use calming words. 

" Remember that the first person who has to calm down is you.  Use your breathing to calm down, if 
needed. 

" Use your student’s behavioral mistakes as opportunities for learning.  To do this well, however, you 
must hold on to empathy for the child who misbehaves while holding her accountable for her actions. 
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" Do not comment on what your student has done, but give a firm, short (5 to 7 word) positive directive.  
e.g., Sit up straight in your chair. 

" ALWAYS avoid engaging in an argument.  Be prepared to repeat your instructions up to three times 
using the exact same wording.  Do not respond to the complaint.  Most students will comply after you 
calmly repeat the directive 2 or 3 times. 

" If the child does not comply,  

" Reassure your student that you care about them and that their display of misbehavior does not 
affect your overall concern for their welfare. 

" Never label.  Labeling is judgmental. 

" Tell him that his behavior makes you think that he does not want to work with you today.  
Reassure him that you enjoy working with him and hope you can work with him again next week.  
Then calmly tell the teacher that you and your student will not continue to work together today 
and move on to your next assignment.  (The role of a tutor is much like that of a grandparent.  
The teacher is the parent.  The child’s learning and behavior is ultimately the teacher’s 
responsibility, not yours.) 

" If you want your student to learn from the incident, it is important to wait for the child to be calm 
before discussing it.  If the child is in a good place the next time you met with him, you can specifically 
state what your student has done and what needs to be changed.  Use an “I-Message.”  An “I-
Message” has 4 components 

" I FEEL  ________   (e.g., frustrated, hurt) 

" WHEN ______________  (e.g., you put your head on your arms and closed your eyes while we 
are doing our reading) 

" BECAUSE ______________  (e.g., it seems like you don’t want to work with me.) 

" FROM NOW ON ___________  (e.g., I want you to sit upright in your chair and focus on your 
book.) 

 

Questions to consider when addressing repeated misbehavior 

" Is it possible that your student does not know that the behavior is inappropriate? 

" Does your student find any value in engaging in appropriate behavior?  If not, would an external 
reward motivate the child to behave differently? 

" Can your student explain the difference between appropriate and inappropriate behavior and why 
your student chose to behave inappropriately? 

" What function does the inappropriate behavior serve?  Teach more acceptable replacement behavior 
that serves the same function. 
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How Do We Deal with Situations that Interfere with Learning? 

 

SITUATION DESCRIPTION WHAT TO DO 

Anger (Note: 
Tutors should 
remember that 
ANGER is a 
secondary 
emotion. 
Something has 
preceded anger 
and is usually 
the trigger for 
it). 

moans; slams book on 
table; throws paper wad 

First Aid 
Have your student breathe in deeply, until their 
abdomen puffs out.  Then have them fill up their 
lungs from the bottom to the top.  Then have 
them exhale reversing the process - breathing 
out from the top of the lungs down to the 
abdomen - sucking in the abdomen. 
 
Repeat 5 times. 
 
Tutoring Technique 
" Let them know it’s OK to feel angry or 

frustrated, but their behavior is unacceptable 
" Provide them with another way to express their 

feelings (e.g., ripping up a sheet of paper, 
squeezing a ball) 

Sudden loss of 
control 

burst into tears; throws things;  
uncontrolled laughing;  trembling 

First Aid 
" Comfort and reassure the child.   
" Change the activity. 
 
Tutoring Technique 
" Incorporate a familiar element into any new 

activity.  (e.g., review a book the child has read 
before; start with a math problem the child has 
solved previously. 
" Use multi-sensory approaches to new 

concepts (e.g., visual, tactile, motor, song) 

Distractibility 
jumps from one thing to another; 
inability to focus on activity; 
wants to touch everything 

Tutoring Technique 
" Simplify environment by putting everything out 

of sight except the material to be attended to 
" Structure activities tightly and keep them short 
" Use simple, attractive visual aids 
" Limit the number of sensory materials used in 

one activity 
" Coordinate hand gestures with speech during 

instruction. 
" Gently touch your student or point out 

important material to draw their attention. 
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SITUATION DESCRIPTION WHAT TO DO 

Hyperactivity 
reacts to all stimuli, something is 
constantly in motion - hands, 
feet, head; leaves seat 
continually 

Tutoring Technique 
" Simplify environment by reducing the number 

of things to look at, touch, or hear 
" Plan many and varied activities of short 

duration with obvious goals 
" Alternate quiet activities with physically active 

ones. 
" Alternate fun, easy activities with difficult ones 

that require more concentration 
" Plan most activities with motor involvement 

that will keep hands busy 
" Plan generous amounts of gross motor 

activities 
" Gradually increase the endurance for 

remaining in one position by developing and 
extending familiar activities that hold the child’s 
interest. 
" Coordinate hand gestures with speech during 

instruction. 
" Gently touch your student or point out 

important material to draw their attention. 

Short Attention 
Span 

suggests new activity before 
present one is completed;   
complains of boredom or fatigue;   
watches clock;  becomes irritable 

Tutoring Technique 
" Begin with very short, high interest activities. 
" Keep activities short and varied 
" Insist that each activity be complete before 

moving on to another 

Attention 
Seeking 

speaking loudly; saying 
something to upset you; banging 
on table 

Tutoring Technique 
" Give positive attention (be specific and do it 

often) and deliberately ignore minor 
inappropriate behavior.  This may not work and 
the child could escalate the behavior.   
" If behavior stops, allow at least 30 seconds of 

good behavior before you provide them with 
positive attention. 
" Put more energy and attention into rewarding 

good behavior than reinforcing bad behavior. 
" Devise a behavior plan with the child to help 

them take control of their own behavior. 
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SITUATION DESCRIPTION WHAT TO DO 

Swearing words referencing deity, toileting 
or sex 

Tutoring Technique 
" Let them know it’s OK to feel angry, frustrated 

or frightened but swearing is not acceptable. 
" Check the child’s understanding of the word 

and why he uses it.  The child may think it’s 
OK because they have heard others use it.  
Help him understand that words can hurt other 
people’s feelings. 
" Provide them with another way to express their 

feelings (e.g., ripping up a sheet of paper; 
squeezing a ball) 
" If a child swears as part of their everyday 

language, talk about what words can be used 
instead. 
" If a child swears for attention, inform them in a 

calm, brief manner that their language is 
unacceptable and that there are more 
appropriate ways to gain your attention. 

Difficulty 
Abstracting 

inadequate language 
development; unable to associate 
sound with symbols; inability to 
understand relationships 

Tutoring Technique 
" Use concrete and manipulative materials.  

(e.g., Use poker chips or buttons – most 
classrooms have these - to show addition and 
subtraction) 
" Give students choices about how to respond 

(e.g., explain verbally, show through 
movement, and draw a picture.) 

Inability to 
generalize 

interprets directions, stories 
literally; tends to be rigid due to 
highly unreliable feedback from 
perceptual processing; difficulty 
transferring learning from one 
situation to a new one 

Tutoring Technique 
" Build confidence by using the child’s strongest 

sensory learning mode to support weaker 
ones.  (e.g.,., if child is a visual learner, 
present concept visually first, then relate the 
auditory aspect) 
" Plan activities that involve classification and 

sorting to enable the child to perceive 
similarities 
" Introduce variations to routine procedures 

carefully and gradually, pointing out those 
aspects that will remain the same. 
" Avoid idiomatic and slang expressions that 

assign new meanings to common words.  
(e.g., take it from the top, a piece of cake, cut 
to the chase.) 
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SITUATION DESCRIPTION WHAT TO DO 

Erratic 
achievement 

steady improvement is suddenly 
followed by stagnation or even 
regression to a lower level; 
understanding a difficult concept 
is demonstrated even though 
previous performances have 
failed to demonstrate 
understanding of more basic 
concepts 

Tutoring Technique 
" Understand that plateaus are common.  Give 

the child time to assimilate, digest, and transfer 
new learning. 
" Do not leave an activity too soon because it 

doesn’t seem to be accomplishing the desired 
goal.  It sometimes takes a long time to get the 
initial response.  Introducing new material will 
only confuse the objective 

 
 

Assessing Your Impact 

From time to time, many tutors have self-doubts about their effectiveness.  While a tutor has 
limited time with a student, the evidence collected by Tutors for Kids shows that we do make a 
difference.  However, it’s not always easy to assess our own effectiveness, if we don’t review a 
student’s progress over an extended period of time. 

 

To see your impact, you need a system for tracking the child’s behavior and achievement.  If 
you don’t have a record of your interactions with each student, you will never see their 
progression.  Some tips for tracking a student’s progress are 

 

" Carry a notebook where you can quickly note any achievements or difficulties encountered 
during the session.  e.g., words your student didn’t know when reading, ability to summarize 
a story, mastery of addition of 4s. 

" Let your student know what you are noting, and why. 

" Write notes in such a way that your student wouldn’t be upset if they read them because 
they will look. 

" As soon as you get home, transcribe your notes into a more detailed account of your 
session with each student. 

" Describe any behavior that either helped or detracted from your student’s ability to learn in 
measurable and detailed terms (see the following chart). 
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TYPE OF NEGATIVE BEHAVIOR MEASURABLE DESCRIPTION 

Off Task twirls pencil; watches and comments on other 
students’ behavior; flips through book 

Anger moans; slams book on table; throws paper wad 

Profanity words referencing deity, toileting or sex 

Hyperactivity repeatedly rocking back and forth in chair; kneeling on 
chair; crawling under table 

Disinterest pretending to “nod off” during lesson; does not 
respond to questions 

 

 

 

TYPE OF POSITIVE BEHAVIOR MEASURABLE DESCRIPTION 

Retention of previous lesson breaks larger word down (re-act-ing); summarizes 
story 

Improved self-concept no longer saying “I can’t” when introduced to new 
task; tells you he helped his friend learn his spelling 
words  

Excitement about learning comments that story was interesting; shares desire to 
be a scientist because she likes learning about 
animals 

Development of trust smiles when you come into room; asks to work with 
you longer; spontaneously share personal concern or 
accomplishment 

Academic progress increase in reading level e.g., from 2.4 to 2.5; mastery 
of arithmetic facts e.g.; 8 Times Table 

 

 

" Once every month or two review your notes.  You will see progress that you likely would 
have missed without this review.   

Celebrate the small wins!  Don’t beat yourself up over imperfections.  Understand that children’s 
behavior may only improve slightly or not at all.  It may even get worse before it gets better. 
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Appendix VIII.  Reference 
 
READING AND MATH WEBSITES 

READING 
Read Along Stories and Songs – 
http://www.rif.org/readingplanet/content/read_aloud_stories.mspx 
Word Building – http://www.readwritethink.org/materails/wordbuild 
Seussville – http://www.seussville.com 
Junie B. Jones – http//www.randomhouse.com/kids/junieb 
Online Read Aloud – http://www.storylineonline.net/ 
Reading Rainbow – http://www.readingrainbow.com  
Kids @ Random – http://randomhouse.com/kids 
PBS Kids – http://pbskids.org/ 
Awesome Library – http://www.awesomelibrary.org/ 
Star Fall Reading – www.starfall.com 
ABCya.com 
ReadingEggs.com 
Youtube and TED have excellent Videos on Reading and Math 
 
MATH 
Khanacademy.org 
That’s a Fact – http://www.harcourtschool.com/activity/thats_a_fact 
Math Fact Café  - http://www.mathfactcafe.com/ 
Telling Time – http://arcytech.org/java/clock/clock.html 
Cool Math 4 Kids – http://www.coolmath4kids.com 
Youtube and TED have excellent Videos on Reading and Math 
 
CROSS CURRICULUM 
Kidzone - http://www.kidzone.ws/ 
Funbrain – http://www.funbrain.com 
I Know That – http://www.iknowthat.com/com 
Sports Illustrated for Kids Magazine – http://www.sikids.com/ 
Guinness World Records – http://www.guinnessworldrecords.com 
Kids News Room – http://www.kidsnewsroom.org/ 
Merriam Webster Online – http://www.merriam-webster.com/ 
Dictionary – http://dictionary.reference.com 
 
TEST PREP WEBSITES 
Science Practice – http://www.okaloosa.k12.fl.us/science/ 
 
 
WRITING WEBSITES 
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Writing Fix for Kids – http://www.writingfix.com/ 
Young Writers Workshop – http://www.meddybemps.com 
The Writing Process – http://library.thinkquest.org 
KidsLearningStation.com 
 

OTHER RESOURCES ON THE INTERNET 
morningsidecenter.org  - Has an array of programs to build social and emotional intelligence.  
Integrates social and emotional learning into the language arts.  Aligns with How Children 
Succeed.  You can search their site by Area (i.e., Social & Emotional Learning) and Grade 
Level (Elementary) to find lesson plans - many of which can be adapted for 1-on-1 or small 
group tutoring sessions. 

 

https://ShareMyLesson.com  -   It’s an online network where educators can create and share 
teaching resources.  The network was developed by the American Federation of Teachers and 
TES Connect (a global networking site for teachers.)  Lessons are organized by grade level 
(i.e., K-2; 3-5; 6-8, etc) for all academic subjects.  Lessons are rated by users to guide your 
selection.  You must create a User Name and Password to use this site. 

www.internet4classrooms.com - Provides links to free Web resources which can be used in 
classroom instruction.  The site developers are teachers who scour the Web looking for high-
quality resources.  They flag their links as lesson plans, interactive exercises, videos, something 
to print or a document.  Links are organized by grade, then subject. 

http://www.readingrockets.org  - This is a national multimedia literacy initiative offering 
information and resources on how young children learn to read, why so many struggle, and how 
caring adults can help.  Their goal is to bring reading research to life by presenting “what works” 
in a way parents and educators can understand and use.   

The Reading Rockets project includes PBS television programs that are available online and on 
DVD.    The site was named because of a quote by reading expert Louisa Moats who said: 
Teaching reading IS Rocket Science. 

An excellent resource on this site is called First Year Teacher Self-Study Course which covers 
the topic of teaching reading in a way tutors would find beneficial.  Type First Year Teachers in 
the Search Box at the upper-right of the Web Page and click “Go.”   You’ll see a link to this 
course. 

The site also has the videos from the PBS series Launching Young Readers which features the 
country’s top reading experts looking at different reading strategies and providing practical 
advice for parents.   

www.scholastic.com  - Scholastic is a for-profit company that publishes books, magazines and 
educational programs.  Still this site has a lot a free materials under Teachers>Resources & 
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Tools>Printables including Lesson Plans, Worksheets, Learning Activities, Graphic 
Organizers, Writing Prompts, and Award Certificates. 

 

www.nces.ed.gov - The National Center for Education Statistics (NCES) is the primary federal 
entity for collecting and analyzing data related to education. 

 

IF you discover other interesting and valuable websites, please pass them 
along to Tutors for Kids. 
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Appendix IX. Today’s Educational Vocabulary 
Words that you may hear in today’s classrooms and schools. 

Accelerated Reader (AR) – This is a reading program in which students select books from the 
Media Center or the classroom based on their reading level.   For further explanation, look back 
to Section V in this manual 

Average Class Size - The number of students in classes divided by the number of classes.  
Because some teachers, such as reading specialists, have assignments outside the regular 
classroom, the average class size is usually larger than the pupil-teacher ratio.    Florida’s class 
size standards are: 

" 18 students in prekindergarten through grade 3;  

" 22 students in grades 4 through 8 
Block Scheduling (“blocks”) - Instead of traditional 40- to 50-minute periods, block scheduling 
allows for periods of an hour or more so that teachers can accomplish more during a class 
session.   It also allows for teamwork across subject areas in some schools.    So, for example, 
the school may have a language arts block during which reading, writing, and vocabulary may 
be taught – the block could be 90 minutes long. 

Centers – This is when groups of students work on specific assignments during block times.   
They work for specific times and then rotate to another assignment.   During “centers,” the 
teacher is usually working with one of the groups while the other groups do their assignment. 

Free/reduced-Price Meals -Federal program. Provides food to students of low-income families. 

Inclusion - Practice of placing students with disabilities in classroom; known as mainstreaming. 

Individual Education Program (IEP) - A written plan created for a student with learning 
disabilities by the student's teachers, parents or guardians, the school administrator, and other 
interested parties.  The plan is tailored to the student's specific needs and abilities, and outlines 
goals for the student to reach and is reviewed annually.   

English Language Arts - Term for English curriculum: reading, speaking, listening, and writing 
skills. 

The Media Center – This is the room in the school formerly called the library.   There are other 
items other than books here, but it is the primary repository of books at the school. 

NCLB (No Child Left Behind) - Signed into law by President Bush in 2002, No Child Left 
Behind sets performance guidelines for all schools and also stipulates what must be included in 
accountability reports to parents.  It mandates annual student testing, includes guidelines for 
underperforming schools. Requires training all teachers and assistants to be "highly qualified." 

Phonics - An instructional strategy used to teach reading.   It helps beginning readers by 
teaching them letter-sound relationships and having them sound out words. 
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Portables - A term commonly used to describe single-unit, relocatable buildings (also known as 
a self-contained classroom).   A portable building can be moved from one site when it is no 
longer needed and used again in another location. 

Portfolio - A collection of various samples of a student’s work throughout the school year that 
can include writing samples, examples of math problems, and results of science experiments. 

Resource Specialists - Specially credentialed teachers who work with special education 
students by assisting them in regular classes or pulling them out of class for extra help.   

Resource Teacher - A teacher who instructs children with various learning differences.  Most 
often these teachers use small group and individual instruction.  Children are assigned to 
resource teachers after undergoing testing and receiving an IEP.   

Special Education - Special instruction provided for students with educational or physical 
disabilities, tailored to each student's needs and learning style. 

Staff Development Days - Days set aside in the school calendar for teacher training.  School is 
not generally held on these days.    Could also be called “Early-Release Days.” 

Standardized Test - A test that is in the same format for all who take it.  It often relies on 
multiple-choice questions and the testing conditions—including instructions, time limits, and 
scoring rubrics—are the same for all students, though sometimes accommodations on time 
limits and instructions are made for disabled students.   

Title 1 - A federal program that provides funds to improve the academic achievement for 
educationally disadvantaged students who score below the 50th percentile on standardized 
tests, including the children of low-income and/or migrant workers.   

ADD - Attention-Deficit Disorder – A clinically diagnosed disorder that makes it difficult for 
students to concentrate and control impulsive behaviors. 

ADHD Attention-Deficit Hyperactivity Disorder – A neurological disorder where a person’s 
brain functions differently causing extreme impulsive behavior. 

Character Education - School-wide and classroom strategies to help children develop positive 
character traits such as respect, responsibility, caring, honesty, and citizenship. 

Critical Thinking - The use of analysis and evaluation to think deeply about a concept. 

Higher Order Thinking - Complex reasoning tasks that are beyond rote memory of facts.  
Students learn to analyze, compare, contrast, investigate, infer, generalize, and evaluate.   It is 
the practice of applying prior knowledge. 

Literacy - Includes all the activities involved in speaking, listening, reading, writing, and 
appreciating both spoken and written language. 

Paraprofessional - A teaching assistant who helps a classroom teacher; works with students. 

Performance-based Education - Requires students to show what they know and can do by 
performing a hands-on task (e.g.  Producing a play, conducting a science experiment). 

Sight Vocabulary - Words that a child can read without having to sound them out. 
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Common Core Curriculum – (also known as “Core”) - The Common Core State Standards 
Initiative is a U.S. education initiative that seeks to bring diverse state curricula into alignment 
with each other by following the principles of standards-based education reform. The initiative is 
sponsored by the National Governors Association (NGA) and the Council of Chief State School 
Officers (CCSSO). 
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