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WHY SHOULD OUR ORGANIZATION START A SMALL GROUP?

Laubach programs have traditionally provided one-to-one tutoring. One-to-one

tutoring is extremely effective because the curriculum is individualized to the

student, the learning is self-paced and there is privacy for the student. The

introduction of small group instruction can widen the student’s learning

environment and opportunities by adding a whole new learning dimension

without undermining the fundamental premise of “Each One Teach One”.

“At the core of small group instruction is the acknowledgement that no learner is
as alone as he or she might think. Knowing that one is not alone in this situation

is powerful encouragement and motivation for an adult engaged in struggle and
growth.

Learning becomes a social experience in a small group. While some learning

occurs in solitude, some of our most effective and important learning occurs in
the company of others, or as a result of our interactions with others. This is in

part because a group is a stimulating, fun environment, and learning that is more
pleasurable is more likely to last. In addition, people provide a variety of

information an experience that can challenge our assumptions and bring

unexpected insights…Sharing and reading with others can expand our
understanding by forcing us to defend a position and reflect on others’

responses. “Reading comprehension,” then, is not something to be checked by a
series of questions…Instead; comprehension is deepened by continuing

involvement in discussion and an exchange of opinions that the instructor
observes and participates in.

Oral communication skills can be developed in a non-threatening, open-ended

situation where learners can experiment…. In a group environment, the pressure
on a student to always “perform” for a tutor is removed. The learner has an

opportunity to sit back and listen to others who may also be struggling with oral
skills.
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Each person, not only the instructor, brings a wealth of knowledge to the small

group. In the active small group environment, the learner is not merely a
learner, but also an instructor. Among people who are peers, who are working

at the same “level”, learners can share their own knowledge on reading and

writing and the relevance of a lesson. Students hear each other’s strategies for
learning and progressing.

Student confidence, interaction, and input all serve to relieve some of the burden

an instructor may feel in having to plan and run a small group. The instructor
should always be well prepared, as in any teaching setting, but a session will not

rise or fall only through his or her contribution, as it would with one-to-one
instruction.

A student in a small group develops relationships with not just the instructor, but

also several peers. All group members have a role in encouraging each other’s
participation and success. Other students notice absences. Students may help

each other if a class is missed or if an assignment needs explaining.”

Source: Exploring Small Group Instruction, Laubach Literacy Action, Program Management Information Series, 1991 New Readers Press, pages 4-7.

Top five Learner benefits of participating in a Small Group

1. Reduced feeling of isolation

2. Access to a peer based support system and opportunities for positive
reinforcement from peers

3. Increased sense of belonging to a community
4. Growing feeling of ownership of the learning process

5. Greater enthusiasm for learning

Source: “When Two or More are Gathered: Tutoring in Small Groups” By Jane M. Hugo & Tom Mueller Laubach Literacy Action, Laubach Biennial Conference,
Orlando, FL June 10, 2000
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The introduction of small group instruction may also produce the administrative

benefits of higher recruitment rates due to a diversified program, increased

retention, and increased contact hours.

“While the potential for learning is great in a small group setting, the effect on

the successful learner goes beyond improved reading and writing skills. If the
instructor has managed the class well, students who may have been filled with

self-doubt can emerge confident of their ability to participate in and contribute to
a learning group.

The literacy program itself benefits at the administrative level from small group

instruction: What goes on in a one-to-one tutoring session can be a mystery for
program coordinators, but a small group provides an opportunity for greater

quality control. With the permission of the group members, an observer may visit
a class.

Additionally, instructors may observe and assist in a small group as part of their

pre-service training. Even people who will go on to tutor one-to-one will benefit
from hands-on experience in a small group. This experience may be integrated

into pre-service training that enables tutors to consider the differing needs of
students and the many instructional tools they can use to address those needs.

The small group also provides the perfect environment for current program

leaders to discover future program leaders. Students who take the lead in peer
instruction and who are excited by the learning experience can take on other

instructional roles if they wish or may later move into other leadership roles

within the literacy program.

Increased student involvement should translate into increased control by the
target population of the program. The results of this control may be greater

student retention and a program more attuned to the variety of learner needs.”

Source: Exploring Small Group Instruction, Laubach Literacy Action, Program Management Information Series, 1991 New Readers Press, page 7.
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Questions an organization needs to ask before starting a small group:

1. What are the benefits of small group instruction for:
 Students
 Program
 Tutors and Trainers

2. Does our mission statement need to be amended to allow for small group
instruction?

3. Who needs to be consulted in order to ensure buy-in and acceptance?
 Students
 Tutors
 Trainers
 Staff
 Board members
 Other programs in the community

Also consider whether starting a small group will present any public relation

problems in the community. Since Laubach programs have traditionally provided

one-to-one tutoring, the addition of small group could call into question the

uniqueness of the programming. It is important to consult with all of the actual

and potential stakeholders.

On the following page, a worksheet is provided to guide your organization

through the process of identifying the pros and cons when adding small group

instruction to program offerings.
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Starting a small group
Preliminary Consideration Worksheet

Students

Our Agency

Tutors

Trainers

List the
benefits of
small
group
instruction
for each
category

The Community

Students

Our Agency

Tutors

Trainers

List the
potential
drawbacks
of small
group
instruction
for each
category

The Community

We have reviewed the mission statement. Yes

The mission statement needs to be amended: Yes No
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One you have determined the pros and cons of starting a small group you need

to determine whether there is student interest in small group instruction. One

approach is to survey your current students to determine interest in small group.

It may be advisable to ask new learners at the point of intake if they would be

interested in small group instruction.

Included below is an adaptation of a survey that was distributed with a tutor

newsletter. Tutors were asked to complete the survey with learners and return it

with their time sheets. Therefore, learners who had difficulty understanding the

survey had help with it and did not feel threatened by the process.

“In our program, we always ask if the
student would feel comfortable
spending some time individually and
some time in a group. This has never
been a problem for the students.”

WISDOM
FROM THE

FIELD
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LEARNER SURVEY-SMALL GROUP INSTRUCTION

Name:_________________________________

Current Books being used (e.g. Challenger 4, LWR Skillbook 1):
_____________________________________________________________________________________
_____________________________________________________________________________________

1. Would you like to learn with others in a small group? (You would still be able to have
your tutor as well.)

YES NO

If you answered no, can you explain why you would not like to learn in a small group?
Don't answer this if you feel uncomfortable giving your reason.
_____________________________________________________________________________________
_____________________________________________________________________________________

If you answered "no" to question #1, you do not have to answer the rest of the survey.

2. If you would like to learn in a small group, check off the times and days that you
would be available:

 Mornings (Between 9 a.m. and 11 -30 a.m.)
 Afternoons (Between 1 p.m. and 3:30 p.m.)
 Evenings (Between 6 p.m. and 8 p.m.)

 Mondays
 Tuesdays
 Wednesdays
 Thursdays
 Fridays

3. Would you be able to come to a class that is located at our office?

YES NO
If you answered no, could you tell us a location that would be good for you? (This
doesn't mean that we will have a small group in that location but it might give us some
ideas for some other places to have a small group).

_____________________________________________________________________________________

4. Do you require transportation or daycare assistance to be able to attend a class?

YES NO
Please describe: _______________________________________________________
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Once you have determined actual interest you must ensure support from staff

and board. If you have determined that the mission statement needs to be

changed the process for accomplishing this should be discussed with the board

and staff before proceeding.

A good next step to consider is talking to other programs that are already

running small groups. This is the best resource for pointers and tips. A quick

phone call to Laubach Literacy Ontario will provide you with contacts from the

closest programs that could mentor you. Appendix A also provides you with a

summary of small groups run Laubach affiliated programs as of Fall 2000.

Remember that starting small groups does not need to affect or replace the one-

to-one program. It may in fact enhance it by allowing students to pursue

learning in more than one environment. The learning a student does with a

tutor may be supported by the learning in a small group and vice versa.

Best Advice for Moving Forward

“Important steps you can take when considering changes to instructional
offerings include: conducting focus groups of students, volunteers, and board

members; reviewing your mission statement; and talking with – or better yet,
visiting, - a program with experience in areas you’re considering.

As with any new effort, it helps to start small. Begin with the area that seems

the most natural fit for your program. Evaluate as you move ahead, and don’t
be afraid to make changes if things aren’t going well. Keeping in contact with

someone who has experience with small-group instruction can be very helpful as
well.”

Laubach Literacy Action: “Thinking About Small Group Instruction: A Starting Point”, Laubach LitScape, Fall 1997
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Now that you organization has decided to start a small group you still need to

consider and decide many more things such as:

 How do we define a small group in our organization?

 What type(s) of small groups will we offer?

 How long will the small group last – 4 weeks, 6 weeks, quarter-year, year-

round?

 Who will teach the group(s)? – Paid or volunteer instructors?

 What will the entry exit policy be? – Closed or Open?

 Will our instructors require training in group processes and/or facilitation

skills?

 Where will the small group(s) be held?

 What materials best suit the type(s) of group(s) that we will be running?

 How much time will be necessary to adapt the materials selected?

 Will students need orientation before learning in a small group situation?

 How do we place students in a small group?- Skills level, location,

interest?

 Who will schedule the small group?

 If the group is held off-site, who will be responsible for ensuring the

availability of equipment and materials?

 How will we deal with specific one-on-one needs? –e.g. arrange for

concurrent one-to-one sessions

 How will students be assessed? Who will be responsible for assessment?

 What methods will be used for the administrations of the group(s)? e.g.

attendance

This purpose of this manual is to help you answer many of the questions above

and hopefully others that you have as you begin the process of starting and

running small groups.
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DEFINING A SMALL GROUP

A small group is a group of learners who see themselves as part of a group,

share a common purpose and make decisions together about the groups goals.

A small group ideally consists of two to five learners and one or two tutors.

Depending on the type of small group, small group instruction may be described

in various ways: collaborative learning, cooperative learning, participatory

learning or project-based learning.

Types of Small Groups:

1. Primary Literacy Instruction

2. Supplemental Groups

3. Special Topic Groups

4. Project Based Groups

The Primary Literacy Group

The goal of this group is the acquisition or improvement of basic literacy or

numeracy skills. This group ideally has members that are around the same

literacy level. However, multi-level groups can be accommodated by

modification of materials. Multi-level groups also allow for peer tutoring.

Students participating in this group may or may not also have a one-to-one

tutor.

This type of group may focus on a particular series and work through it as a

group. Suggested New Readers Press series to use as the foundation for a

group include:

 Challenger
 Voyager
 Breakthrough to Math
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The Supplemental Literacy Group

The goal of this group is a particular skill that needs improvement such as

spelling or communication skills. Members of this group will likely also have a

one-to-one tutor. Some suggested supplemental groups:

 Spelling - The New Readers Press Series, Patterns in Spelling, could be

used to work on particular spelling areas such as short vowels, long

vowels etc.

 Writing Workshops - Use the whole language approach (Branching Out

as a resource)

 Conversational Classes - the newspaper could be used a source of

current topics

 Math Skills - Particular math skills such as addition or subtraction could

be the focus of a supplemental group

My ideas for supplemental groups:
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The Special Topic Group

This group deals with a particular topic that is of interest to all of the members.

Suggested Topic Description and/or Resources
Support Group A group where students have an opportunity to

discover and talk about similar goals and concerns.

Stress reduction New Readers Press Information for Better Living
Series: “Managing Stress”

Health and Fitness New Readers Press Information for Better Living
Series:
“Getting Good Healthcare”
“Staying Well”
“Getting Fit”
“Eating Right”

Disease Information New Readers Press Information for Better Living
Series:
“About Cancer”
“About Aids”

Local Government and
Elections

“I Can Vote! A user-friendly guide to voting in Canada”
Exploring Canada’s Electoral System (CD-ROM)
Both of these resources are available free of charge.
Call 1-800- INFO VOTE or order from the website:
http://www.elections.ca
The Ontario Reader, which is published yearly, always
has relevant news articles dealing with government.

Getting a License “Official Driver’s Handbook” for Ontario. This can be
purchased at any Ministry of Transport office.
“Wheels Workbook” by Stephen J. Steurer. Published
by New Readers Press. Although this book is American
and dated some of the exercises are relevant and can
be easily adapted.
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Suggested Topic Description and/or Resources
Using a Telephone
Book

Yellow Pages module contained in this manual.

Job Search Skills “Get That Job: A quick and easy guide” by Jurg
Oppliger. Published by New Readers Press. A
workbook accompanies this resource.

Money Management
Skills

“Managing Money: A quick and easy guide”.
Published by New Readers Press. A workbook
accompanies this resource.

Volunteering in the
Community

Start with introductory sessions on the concept of
volunteering and the benefits. Invite local
organizations discuss their volunteer needs and
expectations. Try these sites for more information on
volunteering in Canada:

http://www.volunteer.ca/volunteer/index.html

http://www.nsgvp.org/

“Speaking
Out/Speaking Up”

Use the basic ideas from “Toastmasters”. Recruit
toastmaster volunteers to help out.

http://www.toastmasters.org/index.htm

Women’s Issues Group “Women’s Health”
New Readers Press 1997 Syracuse New York

Canadian history “Voices From Canada’s Past Book 1”
Edited by Gladys E. Neale, LLC 1990
“Voices From Canada’s Past Book 2”
Edited by Gladys E. Neale, LLC 1990
“Voices 3 Canadians Who Made a Difference”
Edited by Gladys E. Neale, LLC 1993
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Suggested Topic Description and/or Resources
SOS – Student
Oriented Success

Basic instruction and orientation to the program. Can
be used to reduce a waiting list or simply to allow
students to get comfortable with small group learning.
Adapted from Project Learn: Cleveland Ohio

PRE-Pre-GED Prepare students for the pre-GED course. These sites
have information about writing the GED:
http://www.nald.ca/gedblue/ontario.htm
http://ilc.edu.gov.on.ca/05/02.htm

Health and Safety “Health and Safety in the Workplace Tutor’s Guide”
By Ricki Goldstein LLC 1989

Workplace Issues Groups for people who are currently employed but
struggling with some aspect of their job. The group
may work on WHMIS, ISO Quality, understanding
benefits, etc.
http://www.hc-sc.gc.ca/ehp/ehd/psb/whmis.htm

Current News The “Ontario Reader” is published on a yearly basis. It
can be used as the basis for a “current news” discussion
group. All of the news articles are adapted and rated
by difficulty level. Each article is followed by a series of
activities to improve the reader’s literacy skills.

Career Requirements Create a small group that learns about skills necessary
for an occupation they would like to pursue. Human
Resources Development Canada lists essential skills 180
occupational profiles on this site:
http://www15.hrdc-drhc.gc.ca/english/default.asp
150 of these profiles refer to occupations that can be
entered with a high school diploma or less.

The topics that a small group could potentially deal with are limitless. A quick

perusal of the New Readers Press Bookstore catalogue with give you a

description of many available topical resources. The important thing is that all

group members have the same goal and that they are benefiting from the

process in a meaningful way. The special topic group can be held as a separate

group or integrated as a unit or module in a primary instruction group.
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The Special Project Group

The special project group can be a great way to accomplish something for your

agency while allowing students to develop and improve their skills. Special

projects could include:

 Fundraising projects

 Forming a book club (e.g. the National Connections Book Club in U.S. –

the student reads a book with their tutor and then comes to the club to

discuss with others.)

 Organizing a student conference

 Maintaining a student bulletin board or program information

 Organizing a student group (e.g. T.R.E.E.)

 Publishing a book of student writing

 Developing a website

 Dealing with a local social issue

 Organizing a celebration around International Woman’s Day (March 8),

International Literacy Day (September 8) or any other international or

national holiday. Celebrations may include participating in parades,

creating displays, etc.

 A conference committee representing student interests

 Creating a yearly planner

 Publishing a classroom or neighbourhood newspaper

 Publishing a newsletter

My ideas for special topic and special project groups:



PART 1: AN OVERVIEW

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

1-16

THE ROLE OF THE SMALL GROUP TUTOR

When we think of a small group tutor we may have the tendency to focus on the

“instruction” role. However, there are many different roles that a good tutor will

play. No role is more important than any other. In fact, each role should be

considered equally important.

Model: The tutor demonstrates what is expected from the students before

starting an activity.

Facilitator: The tutor creates an atmosphere where everyone has a chance to

participate and work together. “More student talk/less teacher talk”.

Instructor: The tutor provides new information and takes the lead in setting

up activities to reinforce or apply new skills.

Resource: The tutor provides help on an “as- needed” basis.

Observer: The tutor watches and listens. The information gathered is later

used to ensure individual progress as well as growth within the group.

Housekeeper: The tutor will have certain administrative duties that must be

performed. This may include duties such as keeping attendance and ensuring

that the site is properly equipped.

Group Member: Remember that the tutor is an equal member of the group.

This is extremely important!

“When it comes to the discussion of issues generated by readings, the

experience and views of the student are as important as those of the teacher. In
this community of equals, each person has something to share. The teacher is a

resource on the practices and skills of reading and writing, but both the teacher
and students may be resources in other areas of interest.”

Exploring Small Group Instruction, Laubach Literacy Action, Program Management Information Series 1991 New Readers Press, page 6
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DO’S AND DON'TS FOR FACILITATING SMALL GROUPS

Do

 include all learners who are members of the group

 make comments that show you value the contributions of each learner

 demonstrate sincere interest in what is being said and implied by assuming

an attitude of active listening and integrating appropriate comments

 be alert to nonverbal communication messages and interpret them to other

learners as appropriate

 encourage all learners to contribute their own ideas and knowledge

encourage support for one another in the group by asking for suggestions to

help in individual problem solving

Don't

 allow one or two learners to monopolize the group

 overlook an unpleasant look, comment, or physical response because it is

difficult for you to respond to negative behaviour

 allow your attention to be diverted from the group goals and the underlying

agents I do by personal concerns or by focusing too much on individual

(rather than group) issues

 give your opinion or personal examples to illustrate a point unless learners

have been encouraged to do so first push a learner to contribute; instead,

offer the opportunity in a non-threatening way

 allow learners to respond in non-constructive ways to each other; instead

confront by asking the group to address negative behaviours

Adapted from Rutland and Guglielmino, 1987, pp. 6-8
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The Small-Group Tutor's Job

Small-group instruction is different from traditional classroom instruction. In a
small group, students have more control and interaction. The small-group format

accommodates and supports a variety of learning paces, needs, and styles. So
the small-group tutor has a different job description than the traditional

classroom instructor.

Sometimes the small-group tutor acts as an instructor for literacy skills.
Sometimes the small-group tutor is more a facilitator of learning. And sometimes

the tutor enables students to be teachers, and becomes a recipient of their
teaching.

The small-group tutor's activities include the following:

Establish an environment for learning that is encouraging and

challenging.
Activities in the small group should challenge each person at his or her level

while providing some personally meaningful measure of success. Students should
understand that they are not competing against each other, as in the traditional

classroom, but are cooperating to raise the ability of the entire group. In

addition, learners should always be affirmed for what they already know and are
capable of. The tutor should encourage students to identify situations-at home,

in the classroom, and in the community-that involve literacy skills, demonstrating
their current ability to analyze, sort, and reflect on information.

Promote interdependence within the group.

Although the students are ultimately responsible for how they interact with one
another, the tutor needs to see how various subgroups work together, or who

may have difficulty in general working with others. Creating opportunities for
cooperation, for checking each other's work, and for student-directed activities

will help establish this interdependence.
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Encourage students to provide their own answers.
Students will retain best the information that they come up with themselves.

Therefore the small-group tutor should ask questions and pose problems, not
simply provide answers. This "discovery" approach to instruction enables

students to create their own learning.

Listen to topics that arise in class.

The small-group tutor should pay careful attention to topics that generate
interest among the students. These topics often present possibilities for reading,

writing, and discussion activities. Sometimes the best topics are controversial or
challenging ones. Students are apt to respond to these with excitement.

Allow instructional goals to change in response to group needs and

wishes.
Although the small-group tutor must help student’s meet specific learning

objectives, the format and content of the literacy curriculum must remain open
to change. Reading and writing skills can be applied to any subject, and students

should exercise control over the choice of subjects. The tutor may find a
particular theme especially interesting-but if the class doesn't share that interest,

it's time to move on.

Encourage and identify student leadership.
Within the small group, certain people will take the initiative to assist with the

smooth running of the class. While a student who seeks to "take charge" of the
class may need to be reined in, the small-group tutor must be aware of people

who show leadership potential for the class and the program. Which students are
best able to draw others into a conversation? Which students try to help where

they can? These people may at some point be ready to take on more formal
responsibilities within the program.

Invite the learners into the issues of the world.
Mike Rose, author of Lives on the Boundary*, speaks of "entering the

conversation." Students with minimal literacy skills have been excluded from the
huge history of written dialogue on everything from freedom to faith. The tutor
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should be prepared to direct students to sources where they can get information
(through print, audiotape, videotape, or other media appropriate to their skill

levels) about their current needs and interests. That will invite students to think
about and comment on a body of knowledge from which they were once barred.

Besides material in which students may have immediate interest, the tutor

should also look for opportunities to expand student horizons-as well as the
tutor's own-and fill information gaps.

See to the needs of students requiring remediation or additional

assistance.
The small-group tutor cannot spend an entire session working individually with

each student. If students seem to require additional assistance, instructors
should seek one or more co-instructors or assistants to provide remediation in

the class. Or the class can be structured to complement one-to-one tutoring that
students receive. Either way, the tutor should always use the valuable resource

present in every classroom: other students. Both helped and helper benefit when
students help each other.

Review each group session after its conclusion.
The small-group tutor should keep detailed records that note both the tutor's
own role in a session and the progress of group members: "What good things

happened today? What should I try again? What should I do differently? Did we
cover what we wanted to cover? Who didn't talk today? Who talked too much?

Did I talk too much? Who needs special help? Who seems ready for more
challenge? Did I assign enough homework?" This process can be especially

effective for tutor development if a team teaches the small group with more than
one tutor. Then co-instructors, or an instructor and assistant, can reflect

together and compare perceptions and ideas. Students can also provide formal
evaluations of the class. Only through continuing evaluation by all parties can

instruction improve and remain relevant.

*Mike Rose, Lives on the Boundary. A Moving Account of the Struggles and Achievements of America's Educational Underclass (New York: Penguin Books, 1989),
39. Adapted from William E. Preston, "The Role of the Instructor' in Exploring Small Group Instruction, Laubach Literacy Action Program Management Information
Series. Syracuse: New Readers Press, 1991.
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The Importance of Engaging the Group in Dialogue

The term “dialogue”, taken from the Greek, means “words between”. The

concept embodies more than mere discussion. The purpose of dialogue is to

gain a greater mutual understanding and therefore requires active listening,

asking questions, reflection, and feedback. The content of the lessons must be

carefully crafted to ensure that the interactions and learning that take place are

the result of “words between” all members.

Finally remember that a small group tutor should also be “quick-
change master” because…

 Group dynamics can change suddenly when a member
enters or leaves

 Poor attendance may mean a quick lesson plan change
 Student needs or wishes may dictate a sudden change in

focus
 An important local issue or event may preempt a planned

lesson
 A tutor may be called upon to play a variety of roles in a

small group setting

FLEXIBILITY is the key to successfully tutoring a small group!
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SAMPLE JOB DESCRIPTIONS

Job Description: LBS Instructor - Math and Computers

Reports to Program Coordinator

Purpose of Position: To provide effective math and computer programs that
address the individual training plan goal of each learner in the small group
program

Duties and Responsibilities

1. To deliver an effective learning program:

Assess the on-going literacy needs of the student
Work with each student to establish learning goals/demonstrations
Develop and regularly update the training plans for the area of teaching
responsibility
Plan and deliver programs that meet the needs of each individual in the group
Participate in the development of innovative and effective learning activities
Identify or create resources that motivate the student and help him/her attain
his/her goals
Assist the student to track progress towards his/her goals
Maintain records required by MTCU and the Literacy Program
Inform the program coordinator of any issues or problems arising within the
group

2. To assist in the development and delivery of other services of the Literacy
Program:

Participate in the evaluation of our services and projects
Assist with community outreach
Attend staff meeting as required

3. To fulfill other duties as assigned.

Source: http://alphacom.alphaplus.ca/alphacom
Author: Joanne Kaattari

Date: 08/10/2000 04:36 PM
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Job Description: LBS Instructor - Communications

Reports to Program Coordinator

Purpose of Position: To provide an effective communications program that
addresses the individual training plan goal of each learners in the small group
program

Duties and Responsibilities

1. To deliver an effective learning program:

Assess the on-going literacy needs of the student
Work with each student to establish learning goals/demonstrations
Develop and regularly update the training plans for the area of teaching
responsibility
Plan and deliver programs that meet the needs of each individual in the group
Participate in the development of innovative and effective learning activities
Identify or create resources that motivate the student and help him/her attain
his/her goals
Assist the student to track progress towards his/her goals
Maintain records required by MTCU and the Literacy Program
Inform the program coordinator of any issues or problems arising within the
group

2. To assist in the development and delivery of other services of the Literacy
Program:

Participate in the evaluation of our services and projects
Assist with community outreach
Attend staff meeting as required

3. To fulfill other duties as assigned.

Source: http://alphacom.alphaplus.ca/alphacom

Author: Joanne Kaattari

Date: 08/10/2000 04:38 PM
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Small-Group Tutor Self-Assessment Tool

After a small group meeting, take, a few minutes to think about your teaching.
Did I: Yes No Not N/A

Sure
1. Make the participants feel welcome?

2. Encourage participation by asking the class for information or opinions and
making sure everyone had a turn to speak?

3. Explain and clarify by giving examples to make something more
understandable or by repeating something in a different way to make it clearer

4. Summarize (sum up what -has happened or state the main points at the
end of an exercise)?

5. Give direction by outlining task step, making helpful suggestions, focus-the
group on an activity or task and make sure that it did not move away from the
topic?

6. Check, that everyone, especially quiet participants agreed with group
decisions?

7. Encourage participation by treating everyone in a responsive and respectful
way?

8. Use techniques to work with the different learning styles of participants?

9. Use a variety of techniques and methods to facilitate learning in the group?

10. Share leadership & responsibility with learners?

11. Maintain an environment that led to success and was good for risk taking?

12. Help people in conflict to understand each other's viewpoints and use the
group's ground rules to resolve conflict or tension?

Ask Yourself:
Which techniques and methods did I use?
Were they effective? How do I know?
What do I want to try doing differently?
What do I want to continue doing?

Source: “When Two or More are Gathered: Tutoring in Small Groups” By Jane M. Hugo & Tom Mueller Laubach Literacy Action, Laubach Biennial Conference,
Orlando, FL June 10, 2000
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More than One Tutor?

A small group may have more than one tutor or instructor. This can be very

beneficial, especially if individuals need some one-on-one attention for certain

activities. It also allows for consistency even if one tutor is absent. However, if

there is more than one tutor in a small group, it is important that they are

compatible. Disagreements on teaching styles, sensitivity issues and even

logistics can be disastrous to a small group. Co-tutors should have regular

meetings outside of scheduled class times to discuss issues and ideas.

“Tutors do not have to be the same
with regard to all issues, but they
should compliment each other.
Encourage feedback from each
tutor and deal with trouble spots
immediately.”

WISDOM
FROM THE

FIELD
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SOME GUIDING PRINCIPLES

There are several principles that underlay any successful small group.

Regardless of what type of group it is, learners and tutors must adhere to these

principles.

1. A safe and comfortable environment

Emotional Safety: Learners need to feel that they can trust other members of

the group. Group members need to understand that others may wish the fact

that they are attending to be kept confidential. An effective way to create a safe

environment is to start with a set of ground rules. The rules should be

developed by the group and understood by all members of the group. If the

group has an “open-entry policy” there should be a process in place where new

members are made aware of the ground rules. Instructions and expectations

should always be clear to the students in the group so that there are no

surprises!

Sample ground rules

1. Always take turns talking.

2. Everyone gets equal “air time.”
3. If you are angry tell the group why you are angry and then leave until you

feel better.
4. Help each other when you can.

5. Don’t be afraid to make a mistake.
6. Listen to the ideas of others and think about them.

7. Try to be on time and prepared for each session. If you know you are
going to be late or tell the instructor ahead of time.

8. If you don’t understand something, ASK! There is no such thing as a
stupid question!
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Group members could be asked to sign a form indicating that they understand

and agree to abide by the rules. Ground rules should also be reviewed

periodically. The review allows for affirmation and revision, if necessary. In an

“open entry” group a review would also allow learner who joined later to feel

that they had a voice.

Physical Safety and Comfort: The environment where the small group takes

place needs to be physically safe. It should also be comfortable for the students

and the instructor. Adequate lighting, controlled climate (no extremes), proper

seating and work surfaces are often taken for granted. Facilities permitting,

allowing beverages and snacks may help to make group members feel more

comfortable.

2. Respect

The contributions of all group members should be valued. It is important for the

instructor to demonstrate respect for all group members and encourage others

to do the same. The instructor and students should be informed about other

group members’ cultures and communities and respect and celebrated the

differences. Respect between group members will raise the comfort level and

will support more risk taking.

“If a student is comfortable, we ask them
to share a tradition, etc. by bringing in a
photo or an artefact. This stimulates
discussion and often introduces many
new words into the students vocabulary”

WISDOM
FROM THE

FIELD
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3. Shared responsibility and leadership

Redirect questions to other students that may be able to answer them. Some

activities should be designed to allow the instructor to “step out” and have the

group choose the direction(s). One of the greatest resources in the adult

classroom can often be the student themselves. Many adults tend to learn better

when they can engage in the new material on a personal level. Students should

be encouraged to “step in” to different roles such as group leader, recorder, and

facilitator. Taking on these different roles in a “safe” environment will help

students determine their comfort level. Students should be encouraged to “take

care” of others when they miss a session (e.g. sharing notes, explaining the

activities the group did at the missed session). Learners can be given decision-

making power by giving them choices of instruction.

Support students can offer each other:

 Prompt each other when reading aloud.

 Help explain concepts to one another.

 Independent writers can be paired with non-writers-

they can brainstorm in a pair and the independent

writer can write the results.

 Problem solving discussions can be more realistic between students as

opposed to those done between a student and tutor who already know

the answer.

 Combined experience of group members provides more sources for

ideas that can stimulate discussion.

All of these supports take the onus off of the instructor being the “sole

instructor” and allows them to participate in other roles.
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4. Individual development within the group is encouraged.

Activities should be inclusive of all group members. Students should be

encouraged to take risks to as they work towards their goals but they should

experience meaningful success as they do this. Some goal setting should take

place with each learner individually. Individual goals may be shared with the

group, where appropriate. There should be a process in place to provide

additional help and support to a learner when needed. The instructor should be

aware of learning styles, skill level and particular interests of each student.

Students should have an opportunity to build self-esteem and confidence in the

group setting.

The four principles adapted from: “When Two or More are Gathered: Tutoring in Small Groups” By Jane M. Hugo & Tom Mueller; Laubach Literacy Action,
Laubach Biennial Conference, Orlando, FL June 10, 2000

GROUP IDENTITY

Consider having the group choose a name and/or create a logo once they have

developed a rapport. Brainstorming ideas and selecting a name can be a fun

process that will encourage group cohesiveness.
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WRAPPING UP

As with everything in life, all good things must come to an

end. Eventually a group will run its course. The group

may reach its goals, may be of limited duration, or may

just come to a logical conclusion based on changing

dynamics. It is important to recognize when a group

should end.

A follow-up from a small group that is wrapping up can

provide very valuable information. Find out if the group

was useful, how it was useful, what worked best, what

could be changed, etc. The wrap-up of a group is a great

occasion to gather all of these facts in order to revise,

refine and reorganize for an even better group next time.

CELEBRATING SUCCESSES

Part of being in a group is having others to celebrate

success with. When an individual or the group reaches a

goal, should be a system or process in place to recognize

this. It may take the form of a party; it may simply be a

presentation of a certificate during group time.

Whatever the group decides on as the mechanism for

recognizing and celebrating success, it is just as

important to do as a lesson. Seeing others being

recognized is a powerful motivator.
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THE STAGES OF GROUP DEVELOPMENT

Understanding the dynamics of group development help tutors provide proper

guidance and support to the group. It also gives them perspective and relief so

that they do not feel concerned and responsible if the group is not operating

"smoothly."

Small-group instruction is much more effective when the individuals identify

themselves as part of a group. The group needs to have an identity and act as a

group in the learning process.

The theory and stages of group development are cited often in texts dealing with

group instruction. The concepts are still important to reiterate and review on a

regular basis. The main areas of group development are:

In both areas, the group generally progresses through four stages of

development:

 Forming;

 Storming;

 Norming; and

 Performing.

The chart on the next page outlines these stages as they relate to the two main

areas of development. The role of the tutor at each stage is also identified.

Interpersonal development: how group members relate to each

other as people

Task area development: how group members relate to each other
in the context of the group's task
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Stage Interpersonal Task *Tutor's Roles
Forming
(orienting,
testing,
discovering
ground rules)

Group members test
what behavior is
acceptable in the
group based on
reactions from the
tutor and other
group members.

The group identifies
its goal(s), how to
accomplish the
goal(s), and what the
group will need to
accomplish them.

Leader
Clearly delineates
objectives and
expectations
Accepts “teacher”
focus
Encourages
interpersonal
relationships

Storming
(conflict,
polarization,
expression of
individuality)

Group members
resist tasks they are
asked to perform and
unexpected demands
that are placed on
them.

Group members
become hostile
toward the tutor
and other group
members as they
strive to maintain
their individuality.
Polarizing issues
arise.

Conflict Manager
Accepts the
importance of conflict
Supports and
encourages
Pays attention to
student concerns

Norming
(cohesion and
acceptance)

Group members are
accepted, and
"norms" of
acceptable behavior
are created and
recognized by the
group.

Group members
exchange ideas and
opinions freely and
openly.

Guider
Promotes democratic
procedures
Enable group
members to take on
leadership roles

Resource
Supervises minimally
Reinforces
achievement
Acts as a facilitator

Performing
(problem solving,
accomplishment)

Roles of group
members are
flexible, adapting to
what is needed to
accomplish the task
at hand.

The group
accomplishes its
goal(s).

Adapted from Bruce W. Tuckman, "Developmental Sequence in Small Groups," Psychological Bulletin, 1965, vol. 63, no. 6, 384-399, 1965 American Psychological
Association. U.S. Program Division of Laubach Literacy and *Blankenship Cheatham, Judy, Ruth Johnson Colvin, Lester Laminack. “Tutor: A Collaborative
Approach to Literacy Instruction,” Literacy Volunteers of America Syracuse: New York. 1974
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Open entry and exit: Students enter and leave a small group at various times.
Benefits: New
students can begin
instruction as soon as
possible. Even new
students waiting for a
tutor could benefit from
immediate instruction.
Students are
accommodated when
they are ready to start
that may improve
student start up rates.
A student who is put on
a wait list may not come
when the instruction is
finally available.

Drawbacks: Open entry can be
very challenging for instructors.
Instructors have to be very flexible,
not only to be able to deal with
students at various levels, but also to
be able to deal with a constantly
changing group dynamic. Having
new students in the class can be
disruptive and make it extremely
difficult to establish group routines.
Every time a new student enters the
group, the instructor has to take time
to bring them “up to speed.”
Because all learners are going to be
at different levels and having varying
degrees of comfort in a group
situation, there is a need for
individualized instruction.

Solutions:
Allowing new students
to enter only once a
week may help the
instructors maintain
some continuity. Making
the introduction of a
new member the
responsibility of other
group members can
help establish comfort
immediately. An
icebreaker activity can
also be used to make a
new student feel at
home.

Closed entry and exit: Group membership remains stable throughout fixed period of
time or for the duration of a module/unit of instruction.
Benefits: A solid
curriculum with learning
outcomes can be
developed and followed.
Every student in the
group should have
similar goals. It is
easier to develop a
strong group identity.

Drawbacks: Because the class has
set time parameters, instruction
moves ahead regardless of
attendance. There is not as much
opportunity for flexibility with respect
to the materials being
used/curriculum and the timelines. If
members leave before finishing the
group size may dwindle.

Solutions: Develop a
group with a semi-
closed policy where
members can join for
the first two- three
weeks or sessions
instead of having to
commit right from the
start.

Adapted from: “Small Group Instruction Small Groups: Open or Closed Entry and Exit?” Laubach Literacy Action, Laubach Litscape winter 1998 issue.

OPEN OR CLOSED ENTRY AND EXIT?
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LOGISTICAL CONSIDERATIONS

Small-group tutors must consider certain logistical issues that don't arise in the

one-to-one tutoring format. The three issues of visual aids, and room

arrangement and learning styles are described below.

Visual Aids

Visual aids are basic tools for communicating

information to groups. Small-group tutors need to

know how to make the best use of audiovisual

aids. The basic aids are described below.

Overhead Transparencies

Overhead transparencies are effective for emphasizing

information on handouts, for presenting information that will

be referred to again (for example, steps for creative writing),

or for filling in forms (for example, a bank deposit slip).

Overheads can be produced easily on a computer and can

include graphics. The final production step is to photocopy

each overhead onto a separate transparency sheet.
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Chalkboards

Chalkboards are useful when a large area is needed and

information will be revised a number of times (for example,

a concept map for a writing exercise). Whiteboards allow

you to use a variety of different coloured markers to

differentiate when teaching. A cheap, lightweight

alternative is to use a large piece of cardboard coated with

“chalkboard” paint. This paint can be usually be bought at

a hardware store.

Flip Charts

Flip charts are useful when recording student responses

(example: topics for a student newsletter) or displaying

instructions. Using markers, the tutor can easily use color to

separate information or highlight points. The charts can be

posted around the room and referred to later.

Handouts

Handouts are useful when students need to take

information home with them. Handouts also allow students

to add their own perspective by writing notes or remarks in

the margin, so they should always include space to write.

During a class session, it's best to refer to information on a

handout by using an identical overhead.
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Room Arrangement

Room arrangement can have a tremendous impact on the effectiveness of small-group

instruction. Various room arrangements lend themselves to varying degrees of

participation, movement, or control.

Circle

A circular arrangement of chairs or desks encourages maximum participation from

students. A similar type of arrangement can be made around a rectangular or square

table. However, use of visual aids is limited by a circular arrangement. There's usually

no way to situate flip charts, overheads, and chalkboards so that everyone can see

them.
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U-Shaped

A u-shaped arrangement lends itself to using various audiovisuals at the front. Students

are still encouraged to participate because they can see each other.

Classroom

A "classroom" arrangement (chairs in rows, facing forward or tables in rows facing

forward) focuses student attention toward the tutor (or another student) standing in

front. However, because students can't see each other, participation is limited. Visibility

can be improved by arranging tables in a “chevron”. The arrangement is similar to the

classroom style but the tables are angled slightly towards the front.

WISDOM
FROM THE

FIELD

“Once the group has met a few times
allow the students to decide how they
would like the room arranged. If they
room must be put back, get students to
commit to helping with this before and
after class.”



PART 2: RUNNING A SMALL GROUP

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

2-8

Is the Learning Experience ‘Environmentally Friendly’?

”Basic human comfort needs must be addressed before effective learning

activities can occur. Providing students with the proper mix of seating, lighting,

temperature, unwanted noise suppression, audiovisual, and proper room set up

is essential to facilitating the learning process.

Conduct a “learning environment audit” of your students. Watch for students

exhibiting the following signs of distress caused by improper seating systems:

interlocking fingers of two hands, crossing of legs or arms, placing arms on hips,

placing a hand on same or opposite shoulder, hands in pockets, head in hand,

elbow on the knee or general fidgeting in their chairs. Most of these traits are

triangular bracing moves attempted by the human body as a self-defence

mechanism for improper seating arrangements. These distress signals are a good

indicator that basic human comfort needs are lacking and that the learning

process has been significantly compromised by substandard learning

environment components.”

— Don MacLaurin http://www.pcma.org/publications/AdultsLearn/roomsets2.htm
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Learning Styles

The small-group tutor must be aware that each student in the small group may

have a different learning style, or combinations of styles. Students may need

information in visual form (written instructions, maps, pictures, or drawings), in

auditory form (spoken instructions or descriptions), or in kinesthetic or tactile

form (a hands-on exercise). The tutor must present the same information in

several ways to make sure that each student understands.

Example: The group is going to play Phonics Bingo. First the tutor writes the

rules, using an overhead, flip chart, or handouts. Then she reads the rules aloud.

Finally she plays one or two practice rounds in front of the group.

Learning styles refers to the highly individualized ways we take in, process, and

organize information. Our preferred learning style is the natural channel we use

to learn most quickly, easily, and effectively.

Recognizing learning style preferences and using specific learning style strategies

enhances our ability to learn, remember new information, do our jobs, and work

with others.

Sensory Style

While everyone uses all of their senses in the learning process, most people learn

best through a particular sense. For example, when learning something new,

would you rather hear it, see it, do it, or feel it? The answer to this question is

just the start in determining your sensory style preference. The brain receives

over 50,000 sensory impressions per second, from the pressure on your toes as

you walk to the smell of food cooking to the blood pumping through your right



PART 2: RUNNING A SMALL GROUP

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

2-10

thumb. In other words, there are far too many sensations being registered in the

brain at any given moment for us to be consciously aware of them all. The brain

deals with this sensory overload by focusing primarily on one or two senses.

A person’s approach to information is, in part, dictated by the unconscious

preference his or her brain has in valuing sensory impressions. An adult’s

response to stimuli — and to the world in general — can be described by the

senses he or she has "chosen" as the favoured doors to obtaining information.

(How this choice is made is a matter of speculation. Many factors of nature and

nurture may contribute to it.)

While adults have the ability to employ all their senses, they will favour and build

more skills related to their preferred senses. This means most adults will be more

successful at learning through their favoured senses. Sensory preferences

include Tactual, Visual, Kinaesthetic, and Auditory.
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TACTUAL

The tactual student learns through body sensations and small motor movement.
Studies show 15 to 25 percent of the population are tactual.

Needs and Behaviours
The tactual student learns through:

 Subtle sensations, some as fine as those registered on the surface of the
skin.

 A variety of sensations, including odour.
 Emotional changes in others.

The tactual student might be considered particularly "sensitive."

Values
The tactual student values:

 Personally relating to learning and to other students.
 Emotional issues and real situations.
 Touching things he or she is learning about.
 Feeling how others feel about a subject.

Curriculum
The tactual student learns most from curriculum that includes:

 Learning by feeling.
 Personal meaning.
 Social interaction.
 Cooperative learning.
 Personal expression.

Small Group Management
In the classroom, the tactual student:

 Learns by doing in quiet ways, such as writing and drawing.
 Remembers emotional content and people’s feelings.
 Focuses on emotions, colours, and moods rather than on sights and

sounds.
 Is easily distracted by emotional conflict, temperature variations, and

other changes in class or teacher mood.
 The tactual student solves problems through "feel," generally choosing

solutions that appeal to him or her rather than organizing or
experimenting.

http://www.plsweb.com/
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VISUAL

The visual student likes to take in information by seeing. About 35 to 40 percent
of the population shares this preference.

Needs and Behaviours
The visual student learns through:

 Observation.
 Watching demonstrations.
 Reading.
 Viewing pictures.
 Watching videotapes and movies.

Values
The visual student values:

 Reading detailed descriptions.
 Thinking in pictures.
 Planning in advance.
 Organizing thoughts by writing them.
 Order and neatness.

Curriculum
The visual student appreciates curriculum that involves:

 Letting students work on their own.
 Deliberate problem solving.
 Quiet time in the classroom.
 Reading and writing.
 The visual arts rather than music.
 The visual student would rather be shown how to do something, or read

the instructions, than be told what to do.

Small Group Management
In the classroom, the visual student:

 Lists thoughts and takes notes.
 Examines classroom structure.
 Tends to remember faces and forget names.
 Is generally unaware of sounds.
 Can be distracted by visual disorder or movement.
 The visual student tends to focus on details and components

rather than a task as a whole.

http://www.plsweb.com/
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KINAESTHETIC

About 25 to 35 percent of the general population are kinaesthetic learners,
gathering data about the world through body movement and physical activity
involving the large muscle groups.

Needs and Behaviours
The kinaesthetic student learns by:

 Doing, in addition to seeing and hearing.
 Being actively and physically involved in learning.

Values
The kinaesthetic student values:

 Building things and taking things apart.
 Learning by moving and doing.
 Lying on the floor to write.
 Standing to act out a story instead of reading it.

Curriculum
The kinaesthetic student favours curriculum that involves:

 "Experiencing" learning through physical activity.
 Acting out a subject rather than discussing it.
 Art forms that can be touched, especially sculpture.
 (When reading is required) Stories in which action occurs early.

Classroom Management
In the classroom, the kinaesthetic student:

 Remembers best what is done, not what is seen or talked about.
 Attacks problems physically, impulsively.
 Is less attentive to visual or auditory presentation than to hands-on

learning.
 Tries things out: touches, feels, manipulates.
 Responds to music by physical movement.

http://www.plsweb.com/
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AUDITORY

Sounds of all kinds play a large part in learning for the auditory student. Only
about 10 to 15 percent of people share this primary sense.

Needs and Behaviours
The auditory student learns through:

 Speaking and listening, with an emphasis on speaking.
 Participating in discussion.
 "Thinking out loud."
 Talking about the pros and cons of a situation.

Values
The auditory student values:

 Dialogue and plays.
 Learning through verbal instruction rather than reading.
 Talking problems out verbally or sub vocally.
 Thinking in sounds.

Curriculum
The auditory student prefers curriculum that includes:

 Class or group discussions.
 Sounds; reading aloud.
 Phonics instead of illustrations.
 Music rather than visual arts.

Classroom Management
In the classroom, the auditory student:

 Tends to remember names and forget faces.
 Memorizes by auditory repetition.
 Spends more time talking about pieces than looking at them.
 Can be easily distracted by sounds.
 The auditory student tends to appreciate a task as a whole more than the

individual details.

http://www.plsweb.com/
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Perceptual and Organizational Styles

Your brain processes and organizes sensory information in a variety of ways

giving you a perceptual and organizational style preference. Do you prefer

getting the "big picture" before beginning a project, or is a step-by-step process

the best way for you to begin? Do you prefer working with concrete objects or

do you gain satisfaction focusing on thoughts and ideas? These styles involve the

brain’s organizational preferences — how the brain associates and stores sensory

input. Anthony Gregorc developed an inventory of these style traits. Most people

have one of four combinations of the traits: abstract-sequential, abstract-global,

concrete-sequential, and concrete-global. Each individual trait is described

below.

ABSTRACT

Abstract students prefer symbols and concepts to the real, physical world. They are

most comfortable when dealing with words, representations, numbers, and abstractions

and remember them much more readily than the physical realities the symbols

represent. As an example, an abstract learner is more likely to use — and remember

using—the word "apple" than to remember an actual apple. The spellings,

characteristics, and functions of the word "apple" will come to mind more often than an

experience of an actual apple being eaten.
http://www.plsweb.com/

SEQUENTIAL

Sequential students approach work and learning as a "step-by-step" process, and they

remember information in a logical, step-by-step manner. Their memory is like a filing

cabinet in which every piece of data has a category heading and file location. As a

result, sequential students may struggle in creative, or "open-ended," situations
http://www.plsweb.com/
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GLOBAL

This designation refers to how information is organized in the brain. Global/random

learners have a "free association" structure for organizing thoughts and memories. They

like the "big picture" rather than the details. Highly intuitive, these students sometimes

connect seemingly unrelated ideas or segments of information to come up with a "right

answer," but they may be unable to explain how it was done.
http://www.plsweb.com/

CONCRETE

This term describes perceptions of the real world that are most readily noticed. For the

concrete student, the brain relates primarily to real objects, colours, and sounds, storing

memories around these "building blocks."
http ://www.plsweb.com/

A great group activity could include describing each of the traits and have each

group member try to decide what combination best describes them. Turn it into

a writing activity by having each student write their reasons for their choice.

This not only helps the student, but also helps the tutor in planning how material

should be presented to ensure the best reception.
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Selecting Published Materials

Criteria for selecting published materials for small group instruction:

Learning Activities are Designed with Group Work in Mind

 In order to complete some of the learning activities, students have to do

something with someone else.

 The learning activities use small group language, such as “Turn to your

partner…”

 Learning activities found in the materials involve more than one person at a

time to participate, such as role-plays, dialogues and information grids.

 Learning activities are designed so that the class can move forward even if

someone doesn’t want to participate.

Materials Encourage and Support Conversation and Discussion

 Questions raised by the materials are designed to help students uncover

interests, goals, issues and topics that can help the tutor or teacher develop

future lessons.

 Topics covered in the materials and questions raised by the materials are

provocative. They spark conversation among students and allow for a variety

of viewpoints.

 Questions raised by the materials are designed to help students uncover

interests, goals, issues and topics that can help the tutor or teacher develop

future lessons.

 Conversation activities are structured so students have an opportunity to

speak a lot to other people, not just the instructor.
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Materials Should Be Diverse

 Topics and characters in the materials represent the cultural, racial and

ethnic, gender and age make-up of the group.

 Learning activities are designed to accommodate a variety of learning styles

within the group – visual, auditory, kinaesthetic, and tactile.

 The reading level of the material is not too easy or too difficult for the

members of the group. This is especially important in multi-level groups. In

Ontario, in a Ministry of Training, Colleges and Universities funded program, it

is also important approximate Literacy and Basic Skills (LBS) level of the

materials.

 Learning activities are balanced between skill work and

experiential/contextual activities (discussions, reading and writing activities

with “real-world” purposes.

One set of materials is not going to meet all of the criteria. Using a variety of

materials to ensure all needs are being met, including real world and student-

generated materials, is a better approach.

You may use a set of materials as the base for a group, for example, the

Voyager Series (New Reader’s Press), but should continually bring in other

relevant materials to enrich the learning process. Encourage students to bring in

materials that are relevant to their lives.

Source of Selecting Published Materials: “When Two or More are Gathered: Tutoring in Small Groups” By Jane M. Hugo & Tom Mueller Laubach Literacy Action,
Laubach Biennial Conference, Orlando, FL June 10, 2000
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*A Checklist for Evaluating Adult Basic Reading Material

Appeal
- Is the material:
 Fresh?
 Enjoyable to read?
 Of interest to adults?

Relevance
– Does the material:
 Pertain to adult life experience?
 Add to the general knowledge of adults?
 Present, where factual, up to date information?
 Present language naturally?

Purpose
-Does the content:
 Include statements of broad goals and specific objectives?
 Fit the purpose of the student?
 Fulfil a functional purpose?

Process
- Does the process deal with:
 Pre-reading experiences?
 Word analysis?
 Well-constructed reading passages?
 A clear progression of ideas or story line?
 Comprehension
 Appropriate vocabulary
 Silent reading?
 Oral reading?

Human Relations
-Does the material
 Depict a cultural, ethnic, racial and sex group in a positive way, avoiding

stereotypes?
 Represent various current occupations?
 Avoid sexist language?
 Present workers in non-stereotypical roles?
 Stimulate interpersonal exchanges and evoke discussions?
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Evaluation
-Does the material:
 Offer suggestions for continuing to evaluate the student’s progress?
 Provide pre-tests and post-tests?

Functions of the Material
-Does the material:
 Encourage wide reading?
 Suggest other resources and activities for student exploration?
 Promote inductive thinking?
 Provide student instructions that are clear and understandable?
 Give a sense of continuous success and mastery?
 Provide an answer key for the instructor?
 Provide a key designed so that teachers do not need special training?
 Provide an answer for the student?

Format
-Is the material format:
 Usable?
 Pleasing and attractive?
 Appealing to adult students?
 Pictorial or illustrated where appropriate (e.g. photos, maps, graphs)?
 Presented with ample space between lines and in margins for easy

reading?
 Set in type (large and medium) appropriate for the material and the

student?

Content
 Do the materials provide for appropriate reading level experience?
 Are the selections short enough to hold interest and long enough to give

meaning?
 Is there recognition of the amount of reinforcement needed at the content

reading level?
 Does the readability develop at an appropriate rate and by increments?
 Are there comprehension exercises included?
 Are problem-solving selections included?
 Are writing activities included and linked to reading selections?

*Blankenship Cheatham, Judy, Ruth Johnson Colvin, Lester Laminack. Tutor A Collaborative Approach to Literacy Instruction. Literacy Volunteers of America
Syracuse: New York. 1974. pages 190-191
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Lesson Planning

1. Assess and Review: As you plan for the next lesson, remember to

assess and review you notes from the current lesson plan.

2. Over plan: It is better to have too much planned than not enough. The

excess goes into the next lesson, or you may want to skip some planned

activities in favour of others.

3. Over teach: When your students can retain something for a period of at

least three lessons, you can usually assume that it is learned. Don’t panic

when what you thought was learned seems to have been forgotten.

4. Be Flexible: Many a good lesson on paper fails to work well because a

learner is upset, circumstance intervene, or some other part of your plan

took longer than you had anticipated.

5. Be Positive: Encourage your students, but be honest. Guarantee some

success with every lesson.

6. Be efficient: Make your plans carefully. It is the best way to assure that

you will be relaxed yet alert to the needs of your students. Notes

successes as well as needs on the lesson plan during lessons.

Blankenship Cheatham, Judy, Ruth Johnson Colvin, Lester Laminack. Tutor A Collaborative Approach to Literacy Instruction. Literacy Volunteers of America
Syracuse: New York. 1974, page 128

A quick approach to evaluating material is to
use the S.M.A.R.T. method. Ensure that the
materials are: Specific, Measurable, Attainable,
Relevant, and Time-Bound

WISDOM
FROM THE

FIELD
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Planning Group Activities

1. Am I clear on what learning task I want the group to accomplish?

2. Have I selected a grouping strategy that is appropriate to the nature of
the task?

3. How much time is needed to accomplish the task and is sufficient time
available?

4. Are some groups likely to finish the task before others and, if so, are there
meaningful ways to extend the activity?

5. What is the goal of the learning activity? Is it related to the group, to the
individual, or to both?

6. What measures can I use to assess the group learning effort?

7. What roles will group members need to perform to accomplish the
learning task?

8. What kind of furniture arrangement does the learning task require?

9. Are any materials required for the task and, if so, will they be available?

Managing Group Activities

1. Can I give clear instructions for forming the teams as well as what is
expected from the group activity (i.e., the learning task)?

2. Am I prepared to monitor groups and assist with tasks, as needed?

3. How will receiving feedback from groups be handled?

4. When and how will evaluation and assessment information be relayed to
groups and/or to individuals?

Source: More than the Sum of the Parts: Using Small Group Learning in Adult Basic Literacy Education
Susan Imel, Sandra Kerka and Sandra Pritz 1994, Colombus, Ohio: Centre on Education and Training for Employment, College of Education, The Ohio State
University.
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Daily Lesson Plan

Date: __________________ Instructor: ________________________

Session Goals

Planned Activities

Notes:

Take up/Review from last session

Homework assignment

Next Scheduled Class Time:
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Portfolio Development

“Portfolios are collections of artefacts that reflect students’ literacy abilities and

ways they use literacy in their lives.” Students should be involved in setting

criteria for choosing the contents and assessing progress, selecting pieces for

inclusion in their portfolio and reflecting on their progress. Portfolios are

especially appropriate when part of the curriculum involves a learner-centred

whole language approach.”

Fingeret, Hanna. “Portfolio Assessment in Adult Literacy Education” Mosaic: Research Notes on Literacy, April 1994, Vol. 4, No.1.

Implementing Portfolios

1. Introduce and explain the concept of portfolio development to the group.

2. Decide areas in which you will implement portfolio assessment and types
of materials you and the students will collect. Some items to consider for

inclusion:
 Individual and group training plans

 Check-ups
 Pieces of student writing

 Skillbooks certificates

 Completed demonstrations
 Student self-assessments

3. Schedule portfolio development as part of ongoing group work.
4. Keep portfolios accessible at all times. They can be kept in the classroom

or each student can be responsible for their own.

Portfolio Idea

Have student file work in a folder at the end of each session. At regular

intervals, schedule time for students to review work and summarize what they

have done. File the summary with only “the best” examples in the portfolio.

This is especially effective for a group that meets frequently. A sample

“summary sheet” can be found on the next page.
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Student Name:

Date: From To
Reading Activities

Book/Newspaper/Reader Title of story/article/lesson

Writing Activities

Other Exercises or Activities

Demonstrations Completed

Notes
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Training Plans

Each student should have an individual training plan. In addition to the

individual training plan, “group” training plans may be developed where the

group is going to work on a specific task or activity for a period of time. A

sample blank group training can be found at TAB 5 in “Module 1 Elections”.

Administration – Tracking and Reporting

There are several “housekeeping” roles that need to be looked after on an

ongoing basis. Classes should be scheduled ahead of time to ensure that both

the students and the instructor are prepared. A simple monthly calendar, such

and the example below, is one of the easiest ways to schedule the classes.

Blank calendars can be distributed and filled in as a monthly group activity.

It is important to record attendance accurately and promptly. A sample

attendance form follows.
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Small Group Attendance Record

Instructor: ______________________________
Month/Year: _____________________________

DATE

STUDENT

Student Current
LBS Level

Success Story
Attached

Total contact
hours for month

yes no
yes no
yes no
yes no
yes no
yes no
yes no
yes no

Note: This attendance record takes into account some of the element required
for the “Information and Management System” being used by MTCU funded
Literacy and Basic Skills (LBS) Programs.
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Challenges a Small Group Tutor Might Face

Individual needs

Try to incorporate the need into a group lesson. Meet with a student

individually. Stay after class for ½ to provide an opportunity to deal with

individual needs and questions. Have the group work on an activity

independently and assist the student with an individual need during this time.

Set the student up with a one-to-one tutor outside of class to provide additional

help. If possible use a computer program to address a specific need.

Overeager or domineering students

The instructor needs to direct questions and conversation to other students to

give them a chance for participation.

Open entry/exit policy

When the small group has open entry and exit the instructor needs to be

extremely flexible. Every lesson should include a variety of activities some of

which can be adapted easily to accommodate different levels.

Questions of Authority

Some students come to the group believing that the tutor is the sole authority.

Students, who feel that the tutor prefers facilitating to teaching, placing too

quickly the burden of instruction on the students, may doubt that "real" learning

will occur. "Who's in charge here?" they wonder. Other students may be deeply

suspicious of the instructor's role. They may have a defensive response to

instruction: "I'm an adult. I've gotten along OK so far. What makes you think you

have anything to tell me?"
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The fundamental challenge is for the tutor to take some authority while always

working to defer and share that authority. This stance is reflected in the styles of

instruction during a class session. In other words, class time should be divided

between direct and indirect instruction. In direct instruction, the tutor teaches

the information the students both want and need. The tutor introduces a skill,

models it, practices it with the students, allows them to practice it on their own,

and helps them apply the skill. Activities that instruct indirectly-such as open

discussions within the group, peer collaboration, games, and free writing-give

learners control over their own learning and help reinforce skills and information

presented through direct instruction.

Students may be unprepared to participate in the type of class described above.

They may assume that they are simply there to listen and, thereby, learn. In

order to break down this barrier to learning, students must believe that what

they think, say, and write is important to the tutor and for the class. This is not

necessarily an issue of learner self-respect. Learners may know full well that

their thoughts are intrinsically important and valuable.' But they, will be hesitant

to share if they feel that the tutor is not truly interested. This is one reason why

students should help select the class's curriculum.

Since the tutor's opinions can come across to some students as the "Voice of

authority," he or she must be careful when entering discussions. The tutor's

comments on a theme may silence other voices. If misinformation comes up in a

class discussion but the error is not critical to the discussion, the tutor should

either say nothing or withhold comment until later so as not to interfere with the

class focus.
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Staying out of a conversation can also present dilemmas, however. If handled

properly, removing oneself from a discussion doesn't mean you lose the position

of authority, but instead reinforce it by using the veil of "objectivity."

The group is not “gelling”

Several students and a tutor do not automatically form a coherent group, no

matter how willing the participants. The tutor and the students must have

patience, tolerance, and confidence. Group instruction, like any activity involving

human interaction, can be both messy and beautiful at the same time. The tutor

and the students need to realize in advance that the process will not be fluid or

perfect and that shared experiences over time will help the group to gel. The

first steps for a new group instruction should be seen as experimental.

Patience and perspective must be applied to each class session. It's important for

the class to recognize, for instance, that not all silences in the session need to be

filled, and the tutor is not solely responsible for the outcome of a session. People

get nervous because they think everything has to work smoothly, like a

performance. But there's no need to put out patter or always be entertaining.

Other members of the group will help out. The group should steer the tutor.

“Questions of Authority” and the “Group is not Gelling” are Adapted from William E. Preston, "The Role of the Instructor' in Exploring Small Group Instruction,
Laubach Literacy Action Program Management Information Series. Syracuse: New Readers Press, 1991.
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Teaching Suggestions for Adults with Suspected Learning

Disabilities/Differences

1. Break tasks down into a logical sequence of discrete steps.

2. Pre-test, teach, test, reteach as needed, review.

3. Provide multiple opportunities to respond, interact with the teacher and

classmates, and participate. The more active the learner, the more

learning is taking place.

4. Be sure mastery has been achieved before moving on to the next step in

the sequence of learning tasks.

5. Provide frequent feedback that describes what was done well and how it

might be improved.

6. Encourage students to tell you how they learn best, and use this

information to design future lessons.

7. Use colour, highlighter, enlargement of print, and underlining to

strengthen the visual input and enhance visual memory.

8. De-emphasize oral reading as this may interfere with comprehension and

also embarrass the student. Use oral reading only for select purposes and

in private. When instruction takes place in small groups, call on students

with LD only if they volunteer to participate. Preparing passages for oral

reading in advance of the group instruction may help to prevent failure

and embarrassment. Choral reading may be helpful.

9. De-emphasize closely timed tests and tasks.
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10.Slow down the rate of your speech (if it is usually rapid)

emphasizing important points. Maintain eye contact in order to

assess level of comprehension, encourage participation, give and

get feedback, and maintain attention.

11.Maximize success and enhance self-esteem by providing

opportunities for the student to be successful.

12.Encourage the use of compensatory strategies (e.g. tape recording

sessions, directions, assignments, and discussions) as aids.

13.Teach word processing skills, use of spelling and grammar

checkers, and other software.

14.Use multi-media approaches such as audiocassette with text or

videotape to supplement information from print.

15.Teach memory enhancement strategies that will aid recall such as

listing, re-writing, categorizing, alphabetizing, visualizing, and use

of associations and acronyms.

Blankenship Cheatham, Judy, Ruth Johnson Colvin, Lester Laminack. Tutor A Collaborative Approach to Literacy Instruction. Literacy Volunteers of
America Syracuse: New York. 1974, pages 188-189.
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Check out these sites for more information on learning
disabilities

Organization Link

Learning Disabilities Association of America www.ldanatl.org

International Dyslexia Association www.interdys.org

International Reading Association www.reading.org

National Center for Learning Disabilities www.ncld.org

Schwab Foundation for Learning www.schwablearning.org

Learning Disability Association of Ontario www.ldao.on.ca

Learning Disability Association of Canada www.ldac-taac.ca

LDOnline: Learning Disabilities Information www.ldonline.org
And Resources

There are also many resources available at AlphaPlus Centre.
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MODULE 1 Elections

Module 1 Elections

Tutor Instructions

Overview
This module is appropriate when an election is coming up. The unit takes 4-6

sessions, depending on session length. The unit should be discussed with

students ahead of time to ensure they are interested. The ideas can be used for

a municipal, provincial or federal election.

Suggested Materials

 Blank group training plan (see blank form and 2 completed examples)

 Candidate or party pamphlets. Have students bring them. Most parties or

candidates send pamphlets in the mail or hand deliver them during the

campaign.

 Information pamphlets provided by elections Canada (see sample included)

 Relevant newspaper articles (modified to group levels)

 Reputable information from the internet (e.g. CBC website gives links to

“official” party websites- see sample page)

 Elections Canada Materials (can be ordered free from their website)

CD – exploring Canada’s Electoral System

“I can vote” – user-friendly guide to voting in an election in Canada

Session 1

Group Discussion: Discuss that fact that there is an upcoming election. Mark

the date on the group calendar. Discuss who has voted in an election.

Develop the “group” training plan (see sample training plan provided).

Read “I can vote”. Read as a group or have students read independently and

discuss as a group.
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MODULE 1 Elections

Session 2-4

Read and discuss pamphlets from candidates.

Ensure all group members are registered to vote.

Session 5-6

Discuss the procedure for voting.

Role-play voting.

Discuss the importance of voting.

Writing Activity: Have students write a paragraph about why they will or will

not vote.

Review Activity: Complete the Word search (see included activity sheet)

Additional Activities

 Have a group member invite a candidate to one of the group sessions.

Students can prepare a list of questions to ask during the session. After, the

group can draft a thank you letter to send the candidate.

 Make a chart to show similarities and differences between the parties or

candidates
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MODULE 1 Elections

Group Training Plan

Topic

Target Dates

Group Information Group Members

Long Term Goal(s):

Short Term Goals:
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MODULE 1 Elections

Start Program Target
Speaking and
Listening
LBS Level

Reading
LBS Level

Writing
LBS Level
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MODULE 1 Elections

Municipal Election
Sample Group Training Plan

Topic
Municipal Election
Target Dates
September – November 2000
Election Date: Monday November 13, 2000
Group Information
Small group, 5-6 members.
Currently working in:
 Voyager 2
 Patterns in Spelling 1

Group Members

Long Term Goal(s):

 To vote in the municipal election on November 13, 2000
 To feel confident voting in future elections

Short Term Goals:

 To understand the differences between levels of government
 To read and understand flyers distributed by mayoral candidates in the

local municipal election
 To read and understand various newspaper articles regarding the election
 To understand voting procedure in the local election
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MODULE 1 Elections

Start Program Target
Speaking and
Listening
LBS Level 2-3

As a group we will
discuss the procedure.
We may role-play
actually voting.
We will discuss the
various candidates and
possibly explain why
individuals feel strongly
about different
candidates.

To feel comfortable and
confident going to the
polls.
To be able to ask
questions if necessary.

Reading
LBS Level 1-2

We will review, read and
discuss the flyers and
news articles as a group.
Each member of the
group will attempt to
read the articles out loud.
We will answer questions
about the flyers.
Everyone in the group
will make up a new word
list and practice spelling
these words.
We will review a ballot
and how to read it.

To be able to read the
signage and determine
what Ward each group
member resides in.
To be able to understand
the contents of the flyers
and news articles.
To be able to read and
understand a ballot.

Writing
LBS Level 1-2

We will have several
writing activities based
on the reading that we
do.
We will practice filling out
sample ballots.

To be able to improve
writing skills generally.
To be able to fill in a
ballot.
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MODULE 1 Elections

Federal Election
Sample Group Training Plan

Topic
Federal Election
Target Dates
November 2000
Election Date: Monday November 27, 2000
Group Information
Small group, 5-6 members.
Currently working in:
 Voyager 2
 Patterns in Spelling 1

Group Members

Long Term Goal(s):

 To feel confident voting in future elections

Short Term Goals:

To vote in the federal election on November 27, 2000
 To understand the differences between levels of government
 To read and understand flyers distributed by local candidates in the

federal election
 To read and understand various newspaper articles regarding the election
 To make sure each student is registered to vote in the election
 To understand voting procedure in the federal election
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MODULE 1 Elections

Start Program Target
Speaking and
Listening
LBS Level 2-3

As a group we will
discuss the procedure.
We may role-play
actually voting.
We will discuss the
various
parties/candidates and
possibly explain why
individuals feel strongly
about different
parties/candidates.

To feel comfortable and
confident going to the
polls.
To be able to ask
questions if necessary.

Reading
LBS Level 1-2

We will review, read and
discuss the flyers and
news articles as a group.
Each member of the
group will attempt to
read the articles out loud.
We will answer questions
about the flyers.
Everyone in the group
will make up a new word
list and practice spelling
these words.
We will review a ballot
and how to read it.

To be able to understand
the contents of the flyers
and news articles.
To be able to read and
understand a ballot.

Writing
LBS Level 1-2

We will have several
writing activities based
on the reading that we
do.
We will practice filling out
sample ballots.

To be able to improve
writing skills generally.
To be able to fill in a
ballot.



_______________________________________________________________________

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

1

MODULE 2 Using the Yellow Pages
Adapted from “Sprint For Literacy Yellow Pages Student
Guide” © 1999 by Sprint Publishing & Advertising

Using the Yellow Pages

Materials Needed: Everyone in the group will need a telephone book with yellow pages.

Before starting the Yellow Page activities, talk about how the telephone book is laid out.

There are usually Emergency Numbers near the front of the book. The next section

usually outlines the different service and rates. The “white pages” or phone listing are

next. The Government Blue Pages follow the white pages. The last section of the

telephone book is where you will find the yellow pages.

The Yellow Pages

A table of contents gives page numbers for what is inside a book. An index is a listing of

all items in a book in alphabetical order. It gives a page number where you can find what

you want.

The first page in the yellow pages is the contents page. The first section listed in the

contents may be called “That’s Entertainment”. This section will contain local information

about the entertainment and recreation locations and events. The section also may

contain a local map and a calendar.

The next section you find is the “Quick Finder Index”. All of the subject heading used in

the yellow pages are found in the “Quick Finder Index.”

Sample Discussion Questions
Where can you find the telephone number for City Hall?
What events are taking place in the city this month?
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Exercise

Look at the Quick Finder Index in your Yellow Pages. Put a check mark I in the box for each
subject that you find.

 Schools
 Adult
 Automobiles
 Medical
 Physicians
 Housing
 Money
 Pharmacies
 Market
 Legal Aid

Exercise
Using the “Quick Finder Index” find page numbers for these subjects:

Apartments ___________________

Bus ___________________

Clinics ___________________

Dentists ___________________

Emergencies ___________________

Food ___________________

Home ___________________

Hospitals ___________________

Housing ___________________

Restaurants ___________________

Surgeons ___________________

Taxis ___________________
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Alphabetical Order

Listings in the yellow pages are in alphabetical, or A-B-C, order. The first listing begins with

the letter "a," the second with the letter "b," the third with the letter "c," and so on until the

last listing, which begins with the letter "z."

How A-B-C order can help you find what you need in the Yellow Pages:

This is the alphabet. The letters are in alphabetical order.

Aa Bb Cc Dd Ee Ff Gg Hh Ii Ji Kk LI Mm Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz

The words listed below are in alphabetical order.

Note:

Exercise: Work in pairs and find each of the headings listed above in the “Quick Finder
Index”. Write the page number beside each heading in the boxes above.

Beginning

Middle

End

Adult Cable Hotel Music Pizza Schools

Subjects that begin with the first letters of the alphabet-a, b, c, d,
e, f, g, and h-are at the beginning of the Yellow Pages.

Subjects that begin with these letters-i, j, k, l, m. n. o. p, q, and
r-are in the middle of the Yellow Pages.

Subjects that begin with these letters-s, t, u, v, w, x, y, and z-are
at the end of the Yellow Pages.
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Some words may begin with the same letter-for example, school, seniors, and special.
Look at the second letter in the words that begin with “s”. The second letters are in
alphabetical order, too.

Exercise
Which comes first, second, and third?

special __________ school __________ seniors ___________

Yellow Pages Vocabulary

alphabet second entertainment
alphabetical first contents
begin index third
beginning listing Yellow Pages

Discuss the list of vocabulary. Have students use each word in a sentence or use as
many words as possible in a paragraph.
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Looking at the Yellow Pages

Open the yellow pages to any page and discuss the following:

 When using the Yellow Pages, look at the top of the page.
 The word or words listed at the top are a guide to the page.
 The left top word is the first subject on the page.
 The right top word is the last subject on the page.
 The words are in alphabetical order.

Exercise

Write the page number where the subject can be found in your Yellow Pages.

Schools _____________

Medical _____________

Computer Sales _______

Hotels _______________

Camps ______________

Dentists _____________

Lawyers _____________

Restaurants __________

Write the name of your favorite restaurant: _________________________________

What page is it on? _____

Sometimes subjects are under different words-for example:

"Doctors” under the subject “Physicians"
“Clothing” under the subject “Women’s Apparel”
“Cameras” under the subject “Photographic Equipment”
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Health and the Yellow Pages

Medical Abbreviations and Vocabulary

The Yellow Pages can help you find what you need to stay healthy or to get help if you are

sick or hurt.

Special Abbreviations (Medical)

When you look in the Yellow Pages for a certain physician (doctor), you will notice that

they all have the abbreviation “Dr.”

Question:What do this abbreviation mean? Answer: ___________________________

Developing Vocabulary (Medical)

Many different kinds of doctors are listed in the Yellow Pages, under Physicians or

Physicians & Surgeons. Usually we need a doctor who has a family practice or general

practice. However, there are times when a specialist may be most helpful. You generally

need to be referred to a specialist through your family doctor.

Use a dictionary to describe what each type of specialist does:

Urologist: ________________________________________________________

Paediatrician: _____________________________________________________

Gynaecologist: ____________________________________________________

Ophthalmologist: ___________________________________________________

Gastroentologist: __________________________________________________

Additional Activities:
 Once you have determined what each of these medical specialties means, list them in

alphabetical order.
 Try locating names of actual specialists in the Yellow Pages.
 Can you find your own doctor's (family physician’s) listing?
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“A Day for Doctors”

Look at the title of the story. Discuss medical emergencies members of the group have

been involved in. Discuss the vocabulary words and their meanings. Read the passage.

Use the Yellow Pages to search for the services on the activity page. List the name,

address, and telephone number for each service.

Vocabulary:

nurse hospital X-rays radiologist orthopedic surgeon

"A Day for Doctors"

The telephone rang at work. Pam answered the phone. It was a call from her son's school.
Her son, Mike, had fallen off the slide on the playground. The school nurse thought Mike's
wrist was badly injured. She wanted Pam to come to school right away

After talking to her boss, Pam left work and drove to Mike's school. Mike was scared and
his wrist hurt. Pam called the doctor's office for advice. A nurse told her to bring Mike by
the office.

At the doctor’s office, Dr. James saw how swollen and bruised Mike's wrist was. He saw
that it hurt Mike. Dr. James put Mike's wrist in a splint. He told Pam to drive Mike to the
hospital for X-rays.

Pam drove Mike to the hospital. A nurse took Mike into a room to X-ray his wrist. The
radiologist looked at the X-ray and said that Mike had a broken wrist. Mike needed to see
an orthopedic surgeon.

Then Pam drove Mike and his X-rays to the orthopedic surgeon. Dr. Sanders looked at the
X-rays and at Mike's wrist. She gave Mike a hug and said that he would need a cast. Dr.
Sanders put a bright blue cast on Mike's wrist. Afterward, Mike smiled when the nurse
gave him two stickers.

Pam looked at her watch and saw that it was almost dinnertime. She and Mike were tired
and hungry. Finally, they could go home. Pam was glad that Mike was going to be OK.
What a busy day!
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‘A Day for Doctors’ Activity Page

Pam and Mike spent the day with doctors. First, they went to a doctor who may have been
a family physician or pediatrician. Next, they went to a hospital. Finally, they went to a
special doctor called an orthopedic surgeon. To find the doctors in the Yellow Pages, you
will need to look under Physicians for family practice doctors or pediatricians and under
Physicians & Surgeons for orthopedic surgeons. To find a hospital for Mike, look under
Hospitals.

Choose doctors and a hospital for Mike and Pam to visit.

Doctor:

Name: ________________________ Phone: _________________

Address: _______________________________________________________

Hospital:

Name: ________________________ Phone: _________________

Address: _______________________________________________________

Orthopedic Surgeon:

Name: ________________________ Phone: _________________

Address: _______________________________________________________

Additional activities:
 Write a sentence using each vocabulary

word.
 Write a story about your own medical

experience(s).
 Create and act out a telephone skit in which

you telephone a doctor, a clinic, etc.
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Home Services and Businesses

Discuss the many businesses or services people may need for their homes other than

repair services.

Brainstorm and list these services (e.g., carpet cleaning, lawn care, cable TV, air

conditioning, etc.). Discuss how to find these services listed in the Yellow Pages

(alphabetically by service). Decide if certain businesses or services can be found under

another name, and revise the brainstorm list if necessary

List the services in alphabetical order. Then locate these services in the Yellow Pages, and

record the page number of the first listing for each service.

Brainstorm: Revise: Alphabetize:

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

_____________________ _____________________ _____________________

Additional Activity:
Repeat using other types of services (e.g., cars, children, buying or selling a home, etc.).
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“The Day That Did Not Go Well”

Look at the story title. Discuss various ways in which days have not gone well for you.

Read the passage. Discuss the vocabulary words and their meanings.

Circle the five services that Pete would need to contact. List those services on the activity

sheet. Use the Yellow Pages to search for those services. Write down the business name,

address, and telephone number.

Vocabulary:

towing auto mechanic locksmith plumber dentist florist

"The Day That Did Not Go Well"

Before Pete Porter even opened his eyes, he knew that this would not be a good day.
When he drove into the driveway last night after work, his car sputtered and died. And
when he went to unlock his back door, the doorknob fell off. He carried the broken
doorknob into the house and set it aside. He ate a sandwich for dinner and then went to
bed.

Pete knew he would need to call somebody for some help with his car. He knew he would
also need to call somebody for help with his broken doorknob. But first, he decided to take
a shower. He turned on the water, waiting for it to get nice and hot. He waited a long time,
but no hot water came. He would have to call someone to help him with his water, too.

While getting dressed, Pete remembered that he had to make an appointment to have a
cavity filled. "This day is not going well," he said to himself. "Too many things are going
wrong." What made it even worse was the fact that today was his mom's birthday. He
planned to buy her some flowers as a surprise. Somehow he hoped to still do that. "I
guess I'll start by checking the Yellow Pages to find all the help I need today. With a little
luck, this day just may get better!"
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“The Day That Did Not Go Well” Activity Page

What services will Pete need to contact for help?

1. ________________________________________________________________________

2. ________________________________________________________________________

3. ________________________________________________________________________

4. ________________________________________________________________________

5. ________________________________________________________________________

Use the Yellow Pages to find two businesses for each of the services mentioned above. Write
down the name of the business, the address, and the telephone number.

Name Address Telephone

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Additional Activities:
 Write a sentence using each vocabulary

word.
 Write a story about a day of your own that

did not go well.
 Create and act out a telephone skit. Have

one student be the customer and the other
play the business owner.
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”New in Town”

Look at the story title. Discuss times you may have been new in town. Read the passage. Discuss

the vocabulary words and their meanings.

Circle the services mentioned in the story. List those services on the activity page. Use the Yellow

Pages to search for those services, and list a business (with address and telephone number) that

would be a good choice to contact for each service.

Vocabulary:

apartment crisis legal rent social services

"New in Town"

Mary was new in town. She met Jan on a bus trip when Jan was on her way to the legal
aid clinic. Jan needed some advice about her apartment rent. She had a problem with her
landlord. Mary told Jan that she had some problems, too.

Mary is a single parent with three small children. Bobby, age six, is the oldest. Sam is four,
and Maria just turned two. Mary needs some help because Bobby has some special
needs. Mary is in crisis. Jan told Mary she should talk to someone who could help Bobby.
She knew there were social service organizations that could help.

Mary also needs help for her mother, who is old and sick. Mary needs to find some place
to help take care of her mother.

Maybe she could find someone to help with meals. Jan told Mary that she should look in
the Yellow Pages to find help for senior citizens. Jan knows that Mary can get help for her
mom because Jan has help for her dad. Her dad lives alone and cannot drive himself
anywhere. But when Jan is at work, someone brings her dad meals. And sometimes a van
comes and takes Jan's dad to a senior citizen center for the afternoon.

By the end of the bus ride, Mary felt better. She had a new friend, and she had some ideas
for how to get help. Mary is glad she met Jan.



_______________________________________________________________________

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

13

MODULE 2 Using the Yellow Pages
Adapted from “Sprint For Literacy Yellow Pages Student
Guide” © 1999 by Sprint Publishing & Advertising

New in Town Activity Page

What services might Mary need to contact for help?

Use the Yellow Pages to find a location for each of the services mentioned. Write down the
name of the service, the address, and the telephone number.

Name Address Telephone

1. ________________________________________________________________________

2. ________________________________________________________________________

3. ________________________________________________________________________

4. ________________________________________________________________________

5. ________________________________________________________________________

What other services might people need to call for help? Write them here.

1. ______________________________________________________________________

2. ______________________________________________________________________

3. ______________________________________________________________________

4. ______________________________________________________________________

5. ______________________________________________________________________

Additional Activities:
 Write a sentence using each vocabulary word.
 Write a story about a time when you were new in town.
 List additional services people can find in the Yellow Pages.
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Buying a House

Review the vocabulary list, and discuss the meaning of the words. Look at the title of the
story, and tell about an experience you had finding a place to buy or rent. Read the story.
Underline any words that may be difficult. Then search the Yellow Pages to complete the
activity page.

Vocabulary:

afford down payment real estate classified ads neighborhoods

real estate agent mortgage commission

"House Hunting"

Matt and Anna were excited. They finally had saved enough money to buy a home of their
own. Of course, they didn't have all the money they needed, but they had enough for a
good down payment. They were sure a bank loan would cover the rest.

Every Sunday they checked the real estate section of the classified ads in their
newspaper. They drove through different neighborhoods trying to find just the right
location. And they called a real estate agent they knew and asked her to help them find
their dream house.

The real estate agent met with them and asked them many questions: What kind of a
house did they want? A two story or a ranch style? How big? How many bedrooms? How
many bathrooms? A new home or an older one? A big yard or a small lot? What could they
afford? How about the mortgage payments? What about taxes and insurance? Did they
know about the real estate agent's commission?

So many questions. So many things to decide. Matt and Anna were confused. They
needed time to think. The real estate agent spoke to them calmly. She reminded them that
buying a house was a big step. The hope was that they would find the right house and live
there for a long time. It could take months to find their dream house.

That was not a problem. Matt and Anna did not need to answer all the questions now.
They could take it one step at a time. And that is exactly what they did.
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House Hunting Activity Page

Use the Yellow Pages to look for information about buying a home or renting an
apartment. See if you can find the following:

Real estate agent

______________________________________________________________________________________
Name Address Telephone

______________________________________________________________________________________
Name Address Telephone

Bank
______________________________________________________________________________________
Name Address Telephone

______________________________________________________________________________________
Name Address Telephone

Insurance company
______________________________________________________________________________________
Name Address Telephone

______________________________________________________________________________________
Name Address Telephone

Rental House (Look up Rental or Apartments.)

______________________________________________________________________________________
Name Address Telephone

______________________________________________________________________________________
Name Address Telephone

Additional Activities:
 Write a sentence using each vocabulary word.
 Write a story about different places you have lived.
 Talk about neighborhoods. What should you look for? What kind of questions should

you ask? Where are the schools, parks, and shopping areas?
 Think about your monthly income. How much can you afford to spend on housing each

month? How much will rent/mortgage be? What are the initial costs? What is the
deposit or down payment? Is there a rental agreement or lease? What is the average
cost of utilities per month? What are your other expenses? Create a budget.
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“Getting Fit”

This module requires the book entitled “Getting Fit” published by New Reader’s
Press. This subject matter would only be appropriate for an “established” group
of learners that are interested in this topic.

Before You Start

Discuss the layout of the book with the students.
Point out the:

 Title (Getting Fit)
 Series (FYI – For Your Information, Information for Better Living)

Discuss the fact that “FYI” is an “acronym”. Talk about what an acronym is.

Discuss the table of contents. Review the preface.

Point out that the book has a glossary on page 77 that can be used to look up
unfamiliar words

Acronym: a word made from the initial letters of a term or phrase

Glossary: an explanatory list of terms used in a text

Group Discussion Question
“What does being fit mean to you?”
Record the answers on the board or a flip chart.
Keep the list handy for the next group session.
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Getting Fit
Introduction

1. What does endurance mean? _________________________________
______________________________________________________________
______________________________________________________________

2. What problems can being fit help solve? __________________________
______________________________________________________________
______________________________________________________________

3. People who are fit are less likely to get ___________________________;
____________________________; ______________________________; or
____________________________.

4. Who are the characters in the book?
 _____________________________________
 _____________________________________
 _____________________________________

5. Write down three things about each of the character in the chart below.
Name: Name: Name:

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time.
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Getting Fit Chapter 1
What is Fitness?

Before you read the chapter:

1. Write a short paragraph about what being fit means to you.
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________

2. What is aerobic exercise? _____________________________________
_______________________________________________________________
______________________________________________________________

3. What are the three areas of fitness?
 ________________________________
 ________________________________
 ________________________________

4. Name two benefits of being fit:
 ________________________________
 ________________________________

Tutor Notes

Review your recorded answers from the discussion question in the introduction

section. Hand out the worksheet prior to reading the chapter. Have students
complete question #1 first.

Once the students have completed question #1, they should read the chapter

independently or take turns reading as a group (if the group members are
comfortable doing so). The balance of the worksheet can then be completed.

Review the answers as a group. The worksheet may be given as homework if
there is insufficient class time.

Extra Writing Activity
Students can review and revise their answer to question #1. The good copy can

then be kept in the student portfolio.
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Getting Fit Chapter 2
Find Your Fitness Level

1. How do you feel about your fitness level?
_________________________________________________________
________________________________________________________
_________________________________________________________
_________________________________________________________

2. Answer the questions below (also found on pages 16-17)
 Can you fit into the clothes you want to wear? _______
 Are you able to keep your weight where you want it? ______
 Can you touch your toes easily? ______
 Can you walk up two or three flights of stairs without getting out of

breathe? ______
 Do you have enough energy to do the things you want to do? ____
 Can you lift a heavy bag of groceries without too much effort? ____
 If someone suggests strenuous activity are you likely to take part? ___
 At the end of the day do you have energy left over? ____

3. How do you feel about your fitness level after answering the questions
above?

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time.

Note: Some students may not feel comfortable discussing their answers to these

questions as a group.

Discuss the “Step Test”.

Optional Extra Activity: If student want to try the step test, encourage them

to do so as home and bring in their results. Create a chart to record the results.
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Getting Fit Chapter 3
Set Goals

1. What is a goal? _________________________________________
__________________________________________________________
__________________________________________________________

2. Check goals you would like to reach through greater fitness:

___ build self-confidence
___ improve health
___ control weight
___ relax more easily
___ have more energy
___ improve appearance
___ improve flexibility
___ increase endurance
___ improve the way heart and lungs work
___ improve posture
___ lower cholesterol
___ reduce depression
___ strengthen bones
___ get more things done

3. What are your top three fitness goals?

 _____________________________________
 _____________________________________
 _____________________________________

Tutor Notes

Before You Start: Discuss what long and short term goals are before the

students read the chapter.

Have the students read the chapter. Discuss the meanings of all the

highlighted words – note: can be found in the glossary. Once everyone has

read the chapter have the students complete the worksheet independently.

The worksheet may be given as homework if there is sufficient class time.

Review the worksheet as a group.
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Getting Fit Chapter 4
Choose an Activity

1. What are three factors you need to consider when choosing a fitness activity
 _________________________
 _________________________
 _________________________

2. Match up the body type with the characteristics:

Endomorph big boned and muscular with
broad shoulders and a big waist

Mesomorph tall, long and slender with small
wrists and ankles

Ectomorph heavy set, wider at the hips than at
the shoulders

3. What body type do you think you are? _______________________

4. What activities are best suited to your body type?
__________________________________________________________
__________________________________________________________

5. What is cross-training? ____________________________________
__________________________________________________________
__________________________________________________________

6. Look at the activities chart on page 33. Do any of the activities interest you? Why or why not?
__________________________________________________________
_________________________________________________________
__________________________________________________________

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a
group. The worksheet may be given as homework if there is insufficient class

time.

An idea: Create diagrams or pictures of the three different body types and

distribute or display to the students. The terminology for the three body types is
difficult and diagrams may be beneficial, especially for a “visual” learner.
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Getting Fit Chapter 5
Before You Begin

Dressing for Exercise

It’s important to wear the _________________ clothing when you exercise. The ___________________

clothing can cause discomfort.

In cold weather wear _______________. In warm weather wear _______________ clothing. Wear

________________ when exercising outside. Always ________________ equipment before you buy it.

right layers coloured wrong

sunscreen test light

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time.
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Getting Fit Chapter 6
Measure Your Progress

1. Fill in the chart below with Mitch’s long-term fitness goals and your long-term fitness goals.

Long-term goals Short-term goals
Mitch

Me

2. What are two things you can do to help stay on track with a fitness plan?

 _______________________________________________________
 _______________________________________________________

Tutor Notes

Review the difference between a long and short-term goal again.

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time.
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Getting Fit Chapter 7
The Right Way

1. What are the three most important parts of a workout?

 ________________________________________
 ________________________________________
 ________________________________________

2. Fill in the blanks with the words listed below:

The Cool-Down

Cooling down allows your ______________________ rate to slowly return to ________________.

It __________________ the stiffening of ______________ . It prevents the pooling of

________________ in the ________________.

reduces heart normal muscles blood legs

Tutor Notes

Have the students read the chapter.

Have the students complete the worksheet independently. Review the answers
as a group. The worksheet may be given as homework if there is insufficient
class time.

Optional Extra Activity: Have the students write each of the words from
question #2 in a sentence.

Group Discussion Question
Discuss what the two components of the warm-
up and how long a stretch should last.
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Getting Fit Chapter 8
Eat for Energy

1. Match up the word with the correct meaning.

Muscles Burns a lot of calories

Dehydrated Turn food into substances the
body can use

Carbohydrates Having a lot of fluid or
water in the body

Exercise Low fat foods that provide energy, like
pasta, whole grain breads and cereals

Digest Made mostly of protein

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time.
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Getting Fit Chapter 9
Avoid Injury

1. What are three common injuries?

 _____________________________________
 _____________________________________
 _____________________________________

2. Fill in the blanks to make the words of the R.I.C.E. formula.

R __ __ __ the injured area for one or two days

I __ __ the area for 5 to 10 minutes each hour.

C __ __ __ __ __ __ __ the area.

E __ __ __ __ __ __ the area.

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as
a group (if they are comfortable doing so). Once everyone has read the chapter,
have students complete the worksheet independently. Review the answers as a
group. The worksheet may be given as homework if there is insufficient class
time.
Optional Writing Activity: Have the students write a paragraph outline the
R.I.C.E. formula in their own words.

Discussion Questions

Discuss whether any of the students or anyone the students
know has ever had a fitness-related injury.
Discuss what some common injuries are. Discuss whether any
of the students have someone in their household or at work
that has had the First Aid/CPR training. Discuss what CPR
means and point out that it is an acronym.



Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

TH - 12MODULE 3 “Getting Fit”
TUTOR HANDBOOK

Getting Fit Chapter 10
Some Popular Activities

1. Discuss the types of activities listed and then fill in the chart below as a group. In the second column list
facilities, clubs or locations where you can access these activities locally.

ACTIVITY LOCAL FACILITY/CLUBS/LOCATIONS
Walking

Running

Swimming

Bicycling

Health Clubs

Exercise Videos

Other: _________________

Tutor Notes

Have the students read the chapter. Complete the worksheet as a group.

Collectively, the group should be able to come up with at least one example for

each type of activity.
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Getting Fit Chapter 11
How to Keep Going

1. Describe how each of the characters were able to keep involved in a fitness program:

A. Rita
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

B. Mitch
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

C. Tonya
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

Tutor Notes

Have the students read the chapter independently or take turns reading aloud as

a group (if they are comfortable doing so). Once everyone has read the chapter,

have students complete the worksheet independently. Review the answers as a

group. The worksheet may be given as homework if there is insufficient class

time. Review the answers as a group.

Optional Writing Activity: Have the students write a few sentences or

paragraphs about how they keep motivated or would keep motivated to exercise.

Revise and rewrite. Put the finished copies in the student portfolios.

Once the students have completed all 11 worksheets hand out the
word search. See the answer key on the next page.
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Getting Fit
Introduction

1. What does endurance mean? _________________________________

______________________________________________________________

______________________________________________________________

2. What problems can being fit help solve? __________________________

______________________________________________________________

______________________________________________________________

3. People who are fit are less likely to get ___________________________;

____________________________; ______________________________; or

____________________________.

4. Who are the characters in the book?

 _____________________________________
 _____________________________________
 _____________________________________

5. Write down three things about each of the character in the chart below.

Name: Name: Name:
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Getting Fit Chapter 1
What is Fitness?

Before you read the chapter:

1. Write a short paragraph about what being fit means to you.
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

2. What is aerobic exercise? _____________________________________

_______________________________________________________________

_______________________________________________________________

3. What are the three areas of fitness?

 ________________________________

 ________________________________

 ________________________________

4. Name two benefits of being fit:

 ________________________________

 ________________________________
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Getting Fit Chapter 2
Find Your Fitness Level

1. How do you feel about your fitness level?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Answer the questions below (also found on pages 16-17)
 Can you fit into the clothes you want to wear? _______
 Are you able to keep your weight where you want it? ______
 Can you touch your toes easily? ______
 Can you walk up two or three flights of stairs without getting out of

breathe? ______
 Do you have enough energy to do the things you want to do? ____
 Can you lift a heavy bag of groceries without too much effort? ____
 If someone suggests strenuous activity are you likely to take part? ___
 At the end of the day do you have energy left over? ____

3. How do you feel about your fitness level after answering the questions
above?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Getting Fit Chapter 3
Set Goals

1. What is a goal? _________________________________________

__________________________________________________________

__________________________________________________________

2. Check goals you would like to reach through greater fitness:

___ build self-confidence
___ improve health
___ control weight
___ relax more easily
___ have more energy
___ improve appearance
___ improve flexibility
___ increase endurance
___ improve the way heart and lungs work
___ improve posture
___ lower cholesterol
___ reduce depression
___ strengthen bones
___ get more things done

3. What are your top three fitness goals?

 _____________________________________
 _____________________________________
 _____________________________________
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Getting Fit Chapter 4
Choose an Activity

1. What are three factors you need to consider when choosing a fitness
activity
 _________________________
 _________________________
 _________________________

2. Match up the body type with the characteristics:

Endomorph big boned and muscular with
broad shoulders and a big waist

Mesomorph tall, long and slender with small
wrists and ankles

Ectomorph heavy set, wider at the hips than at
the shoulders

3. What body type do you think you are? _______________________

4. What activities are best suited to your body type?

__________________________________________________________

__________________________________________________________

5. What is cross-training? ____________________________________

__________________________________________________________

__________________________________________________________

6. Look at the activities chart on page 33. Do any of the activities interest
you? Why or why not?

__________________________________________________________

__________________________________________________________

__________________________________________________________
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Getting Fit Chapter 5
Before You Begin

Dressing for Exercise

It’s important to wear the _________________ clothing when you exercise. The

___________________ clothing can cause discomfort.

In cold weather wear _______________. In warm weather wear

_______________ clothing. Wear ________________ when exercising outside.

Always ________________ equipment before you buy it.

right layers coloured wrong

sunscreen test light
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Getting Fit Chapter 6
Measure Your Progress

1. Fill in the chart below with Mitch’s long-term fitness goals and your long-term
fitness goals.

Long-term goals Short-term goals
Mitch

Me

2. What are two things you can do to help stay on track with a fitness plan?

 _______________________________________________________

 _______________________________________________________
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Getting Fit Chapter 7
The Right Way

1. What are the three most important parts of a workout?

 ________________________________________

 ________________________________________

 ________________________________________

2. Fill in the blanks with the words listed below:

The Cool-Down

Cooling down allows your ______________________ rate to slowly

return to ________________ . It __________________ the stiffening of

______________ . It prevents the pooling of ________________ in the

________________.

reduces heart normal muscles blood legs
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Getting Fit Chapter 8
Eat for Energy

1. Match up the word with the correct meaning.

Muscles Burns a lot of calories

Dehydrated Turn food into substances the
body can use

Carbohydrates Having a lot of fluid or
water in the body

Exercise Low fat foods that provide energy, like
pasta, whole grain breads and cereals

Digest Made mostly of protein
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Getting Fit Chapter 9
Avoid Injury

1. What are three common injuries?

 _____________________________________

 _____________________________________

 _____________________________________

2. Fill in the blanks to make the words of the R.I.C.E. formula.

R __ __ __ the injured area for one or two days

I __ __ the area for 5 to 10 minutes each hour.

C __ __ __ __ __ __ __ the area.

E __ __ __ __ __ __ the area.
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Getting Fit Chapter 10
Some Popular Activities

1. Discuss the types of activities listed and then fill in the chart below as a
group. In the second column list facilities, clubs or locations where you can
access these activities locally.

ACTIVITY LOCAL FACILITY/CLUBS/LOCATIONS
Walking

Running

Swimming

Bicycling

Health Clubs

Exercise Videos

Other: _____________
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Getting Fit Chapter 11
How to Keep Going

1. Describe how each of the characters were able to keep involved in a fitness
program:

A. Rita

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

B. Mitch

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

C. Tonya

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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“Tutoring in a Small Group” Workshop

This section contains a copy of the Microsoft Powerpoint presentation that was

developed to deliver this workshop. The Microsoft Powerpoint presentation is

also included in the disk accompanying this manual. The corresponding activity

sheets follow the slides. This workshop was presented at the annual LLO

conference in June 2000. The summary of the evaluations from that session is

included at the end of this section.

This workshop contains three separate activities. Instructions are included for

each activity in the Microsoft Office presentation. However, the 3rd activity,

“Balloon Trivia”, requires advance preparation. The presenter needs to prepare

5 questions based on information contained in the workshop. Examples:

 What is the “Key” to small group tutoring?

 What are two of the “Guiding Principles”?

 Identify three of the roles a small group tutor may play.

The questions need to be put on small pieces of paper and inserted in deflated

balloons. Colour coding the balloons can avoid confusion later (e.g. put all the

question 1’s in a red balloon, all the question 2’s in a blue balloon). Balloons can

then be blown up. Prior to the start of the activity each table or group then

receives 5 balloons with 5 different questions plus a pin.

Check with workshop participants for latex

allergies prior to distributing the balloons. Ask

the participants at the beginning of the workshop

and then use the break time to prepare the

balloons. If there is a problem with the balloons

you can use an alternate method. For example,

put all five slips for one question at each table

and have the groups move from table to table.
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“Tutoring in a Small Group”
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Introduction
Welcome to Tutoring in a Small Group!

Today, you will have a chance to field-test some of
the draft materials developed for use in a workshop.
Your input is extremely important so please:

ASK QUESTIONS
OFFER YOUR OPINION
INTERJECT AT ANY TIME DURING
THE PRESENTATION
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Definition

A “small group” ideally has 2-5 learners.

Learners should:
See themselves as a part of the group
Share a common purpose
Make decisions regarding group goals

Definition from:

“When Two or More are Gathered: Tutoring in Small
Groups” By Jane M. Hugo & Tom Mueller

Laubach Literacy Action, Laubach Biennial Conference,
Orlando, FL June 10, 2000
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Don’t Set Limits!
Different Types of Small Groups
 Primary Literacy Instruction

 Supplemental Groups
 conversation
 writing classes
 ____________________

 Special Topic
 stress management
 driver’s license
 _____________________

 Project Based
 Fundraising
 Book club
 _____________________

Can you think of any
other potential
categories of small
groups?

The
Possibilities
are Endless!
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Guiding Principles of
Small Group Tutoring
 Individual development within the

group must be encouraged.
 The environment must be “SAFE”.
 Group cohesiveness must be

encouraged through:
 Shared Responsibility
 Shared Leadership
 Shared Respect

These principles are excerpted from :

“When Two or More are Gathered: Tutoring in Small Groups” By
Jane M. Hugo & Tom Mueller

Laubach Literacy Action, Laubach Biennial Conference,

Orlando, FL June 10, 2000
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Activity #1: Guiding Principles

Expand on the guiding principles.
(Handout)
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Activity #1 Instructions

The handout contains three guiding principles
for tutoring a small group.

As a group identify ways that you can ensure
that each principle is achieved. Record your
answers on the handout. (15-20 minutes)

Share you answers with the larger group.
(10 minutes)
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Is the “KEY” to Successfully
Tutoring a Small Group
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A small group tutor may need to
become a “quick-change master”
because…

 Group dynamics can change
suddenly when a member enters
or leaves

 Poor attendance may mean a
quick lesson plan change

 Student needs or wishes may
dictate a sudden change in focus

 An important local issue or event
may preempt a planned lesson

 A tutor may be called upon to play
a variety of roles in a small group
setting
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The “Role” of the Small Group Tutor

Model: The tutor demonstrates what is expected from
the students before start an activity.

Facilitator: The tutor creates an atmosphere where
everyone has a chance to participate and work
together. “More student talk/less teacher talk”.

Instructor: The tutor provides new information and
takes the lead in setting up activities to reinforce or
apply new skills.

Resource: The tutor provides help on an “as- needed”
basis.

Observer: The tutor watches and listens. The
information gathered is later used to ensure
individual progress as well as growth within the
group.
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Which role is most important?
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Activity #2

What Role Do You Play?
(Handout)
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Activity #2 Instructions

This is an individual activity.

Think of a group activity you are
involved in other than tutoring! Record
what you do in each of the five roles as
you participate in this activity. Share
with the group. (30 minutes)
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A Job Description for
a Small Group Tutor
 Establish an environment that is encouraging and

challenging
 Promote interdependence within the group
 Encourage students to provide their own answers
 Listen to topics that arise in class
 Allow instructional goals to change in response to

group needs and wishes
 Encourage and identify student leadership
 Invite the learners into the issues of the world
 See the needs of students requiring additional

assistance
 Review each group session after its conclusion

Adapted from “The Role of
the Instructor” by William E.
Preston, Laubach Literacy
Action Project Management
Information Series, 1991
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Who’s going to do the
necessary administration?
 Lesson plans that integrate Laubach materials
 Group Calendar
 Attendance Record (STATS! STATS! STATS!)
 Training Plans for each learner
 Learner Portfolios
 Initial, Ongoing and Exit Evaluation

The administrative items may or
may not be part of the small group
tutor job description. It depends
on the tutor, program philosophy,
etc.
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Activity #3

Balloon Trivia!
DEMONSTRATE YOUR KNOWLEDGE

(Handout + balloons)
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Activity #3: Instructions

You have 5 balloons on your table.
Working as a group, you must pop each
balloon to find 5 questions. Record the
question and the answer on your
activity sheet. The first group to finish
“wins”.



18

QUESTIONS?

Wrap-up

Certification



These principles are excerpted from: “When Two or More are Gathered: Tutoring in Small Groups”
By Jane M. Hugo & Tom Mueller, Laubach Literacy Action Laubach Biennial Conference, Orlando, FL June 10, 2000

Activity #1 Guiding Principles

Principle How do you achieve this?
Individual development
within the group must be
encouraged.

The environment must be
“SAFE”.

Group cohesiveness must
be encouraged through:

 Shared Responsibility
 Shared Leadership
 Shared Respect



Instructions:
Think of a group activity in your life other
than tutoring! Record it in the centre. Then
describe what you do in each of the five roles
when you participate in that activity.

INSTRUCTOR

MODEL

FACILITATOR

RESOURCE

OBSERVER

MY GROUP ACTIVITY IS

This activity was adapted from:
“When Two or More are Gathered: Tutoring in Small Groups”
By Jane M. Hugo & Tom Mueller
Laubach Literacy Action, Laubach Biennial Conference,
Orlando, FL June 10, 2000

Activity #2
What Role Do You Play?



Activity #3
Balloon Trivia

QUESTION ANSWER
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Small Group Summaries

Barrie Literacy Council
Group: “Small Writing Group”
Mostly beginning writers. Do not use
computers.

Running for: six months

Learners: 4-6
LBS Levels

Tutors: 1 volunteer tutor

Room set up:
Boardroom table

Location: Barrie Literacy
Council office, boardroom
Cost: No extra cost.

Times:
Once per week, early
afternoon.
Break for summer.

Other Equipment:
Whiteboard

Laubach Materials:
 I wish I could write
 Basic Composition
 Writing to Others
 Writing Me
Modifications: Sections are chosen, some
exercises are simplified.

Non-Laubach Materials:
 “My Brain”
 Lessons in Writing Sentences

(Woodruff)
 Pictures/magazines to stimulate ideas
 Stech Vaughn Language Skillbooks

Haldimand Norfolk Literacy Council
Group: Straight Literacy
Often do special projects or special
events. Have had some computer classes
in the past.

Running for: seven years

Learners: 8
LBS Levels 2,3

Tutors: 1 paid instructor

Room set up:
4 tables with 2 students per
table

Location: HN Literacy
Council office
Cost: No extra cost.

Times: Monday,
Wednesday, Friday 9:00
a.m. 12:00 p.m.
September – June
Break during July, once per
week in August.

Other Equipment:
Whiteboard at front of room

Laubach Materials:
 Laubach Way to Reading 3
 Laubach Way to Reading 4
 Challenger 2-8
 Patterns in Spelling (NRP)

Non-Laubach Materials:
 SRA Reading Series
 Grammar and Math books
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Haldimand Norfolk Literacy Council
Group: Straight Literacy
Evening class for those who work during
the day.

Running for: seven years ?

Learners: 8
LBS Levels 2,3

Tutors: 1 paid instructor

Room set up:
4 tables with 2 students per
table

Location: HN Literacy
Council office
Cost: No extra cost.

Times: Monday and
Thursday
7:00 9:00 p.m.
September – June Other Equipment:

Whiteboard at front of room
Laubach Materials:
 Laubach Way to Reading 4
 Challenger 2-6
 Patterns in Spelling 2, 3

Non-Laubach Materials:
 Math Books
 Target Spelling

Haldimand Norfolk Literacy Council
Group: Straight Literacy Running for: Started Sept 2000

Learners: 5
LBS Levels 1,2

Tutors: 1 paid instructor

Room set up:
2 students per table

Location: HN Literacy
Council office
Cost: No extra cost.

Times: Tuesday and
Thursday
9:00 a.m. – 12:00 p.m.
September – June

Other Equipment:
Whiteboard at front of room

Laubach Materials:
 Laubach Way to Reading 1
 Laubach Way to Reading 2
 Laubach Way to Reading 3
 Challenger 2-5
 Patterns in Spelling

Non-Laubach Materials:
 Math Books
 Target Spelling
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Literacy Council of Brantford and District
Group: Small Group Literacy Running for: 1 ½ years
Learners: 4-6
LBS Levels 1-3

Tutors: One paid instructor

Room set up:
Sit around rectangular table
with white board at the
front.

Location: On site in
council office
Cost: No additional cost.

Times: Monday, Friday
9:00 a.m. – 11:00 a.m.
Year round

Other Equipment:
TV/VCR

Laubach Materials:
 Voyager
 Patterns in Spelling

Modifications: Materials are generally not
modified but are supplemented as
necessary.

Non-Laubach Materials:
 Ontario Reader
 Newspaper articles
 Brochures
 Materials from the internet

Literacy Council of Niagara West
Group: EAT: Exploring Academic Training
Transitional group to higher education or
workplace

Running for: one year

Learners: 8-10
LBS Levels 2-5

Tutors: 2-3 both paid and volunteers
tutors

Room set up:
Students sit around two
oblong tables.

Location: Adult Learning
and Resource Centre for
Niagara West in Beamsville
Cost: No additional cost.

Times:
Four ½ days for an 8-
week session.
Sessions run 3 times per
year.

Other Equipment:

Laubach Materials:
Use only those materials pertaining to
employability.

Non-Laubach Materials:
 True Colours materials
 Self-Assessment Materials
 CABS Materials
 Kingston Literacy Materials
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Literacy Council York South
Group: Reading and Writing small group.
Multi-level integrated with special needs
learners. Just introducing computers.

Running for: 4 years

Learners: 10
LBS Levels 1-2 transition

Tutors: 4
Both paid and volunteer tutors are used.

Location: Thornhill
Community Centre
Boardroom
Cost: Space is Donated

Times: Mondays 12:30-3
p.m.
September-July

Room set up:
Three – four small groups
at separate tables.
Depends on activity and
attendance in any one
session.

Laubach Materials:
 Laubach Way to Reading 1
 Laubach Way to Reading 2
 Laubach Way to Reading Puzzles
 In the Know 1
 In the Know 2
 Challenger 1
 Challenger 2
 Challenger Puzzles
 Focus on Phonics
 Thriller Series
 5 Minute Mysteries
Modifications: Make modifications to
review and reinforcement sections for
demonstrations. Tutors add various
exercises.

NON-Laubach Materials:
 Crosswords
 Scrabble
 Word searches
 Oxford Picture Dictionary
 Language Experience
 Personal Reading Selections
 Student Generated Writing
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Literacy Council York South
Group: Small Group Literacy
Computers are used by some members of
the group.

Running since: 1994

Learners: 4-6
LBS Levels 2-3 transition

Tutors: 1-2
Number depends on attendance.
Both paid and volunteer tutors are used.

Room set up:
Tables with comfortable
chairs
Computers down the side of
the room.

Location: LCY South
Office.
Cost: No extra cost

Times: Tues 9:30 a.m. –
12:30 p.m.
Thurs 9:30 a.m. – 12:30
p.m.

Other Equipment:
Board, flipchart, tv & VCR,
Cassette Player

Laubach Materials:
 Laubach Way to Reading 3
 Laubach Way to Reading 4
 Challenger 3
 Challenger 4
 Voyager 3
 Voyager 4
 Voyager 5

Non-Laubach Materials:
 Crosswords
 Scrabble
 Word searches
 Oxford Picture Dictionary
 Language Experience
 Personal Reading Selections
 Student Generated Writing
 Employment Materials for resumes

(software)
 Demonstration activities
 A range of software resources
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Literacy Council York South
Group: Computers and Literacy Running for: 2 ½ years
Learners: 10
LBS Levels 1, 2, 2-3 transition

Tutors: 3

Room set up:
Tables with comfortable
chairs
Computers down the side of
the room.

Location: LCY South
Office
Cost: No additional cost.

Times:
Tuesday 6:15 – 9:00 p.m.
Thursday 6:15 – 9:00 p.m.
September - July

Other Equipment:
Board, flipchart, tv & VCR,
Cassette Player

Laubach Materials:
 Laubach Way to Reading 1
 Laubach Way to Reading 2
 Laubach Way to Reading Puzzles
 In the Know 1
 In the Know 2
 Challenger 1
 Challenger 2
 Challenger Puzzles
 Focus on Phonics
 Thriller Series
 5 Minute Mysteries
Modifications: Make modifications to
review and reinforcement sections for
demonstrations. Tutors add various
exercises.

Non-Laubach Materials:
A variety of software and the Laubach Way
to Reading software 1-3
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Literacy Council York South
Group: Small group literacy.
Using computers with the afternoon
session.

Running for: 4 years

Learners: 6-10
LBS Levels 1-2 & 2-3 transition

Tutors: 2
Both paid and volunteer tutors are used.

Room set up:
Tables with comfortable
chairs
Computers down the side of
the room.

Location: In the council
office.
Cost: No extra cost

Times:
9:30 a.m.- 12:00 p.m.
weekly
2:30-3:00 p.m. Wednesdays
September - July

Other Equipment:
Board, flipchart, tv & VCR,
Cassette Player

Laubach Materials:
 Laubach Way to Reading 1
 Laubach Way to Reading 2
 Laubach Way to Reading Puzzles
 In the Know 1
 In the Know 2
 Challenger 1
 Challenger 2
 Challenger Puzzles
 Voyager 1
 Voyager 2
 Focus on Phonics
 Thriller Series
 5 Minute Mysteries
Modifications: Make modifications to
review and reinforcement sections for
demonstrations. Tutors add various
exercises.

NON-Laubach Materials:
 Crosswords
 Scrabble
 Word searches
 Oxford Picture Dictionary
 Language Experience
 Personal Reading Selections
 Student Generated Writing
 Employment Materials for resumes

(software)
 Demonstration activities
 A range of software resources
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Literacy Council York South
Group: Math Small Group Running for: 3 years
Learners: 4-6
LBS Levels 1, 1-2 transition

Tutors: 2
Both paid and volunteer tutors are used.

Room set up:
Tables with comfortable
chairs
Computers down the side of
the room.

Location: LCY South
Office.
Cost: No extra cost

Times:
Fridays 9:30 a.m. 12:00
p.m.
September - July

Other Equipment:
Board, flipchart, tv & VCR,
Cassette Player

Laubach Materials:
 Breakthrough to Math

Non-Laubach Materials:
 Macmillan math books
 Smart Solutions
 Budget Workbooks
 Tutor generated exercises

Literacy Society of South Muskoka
Group: A literacy group with very
individualized learning plans for each
student. A special interest group.

Running for: 4 years

Learners: 7
LBS Levels 1-3

Tutors: 1 paid tutor- sometimes one
volunteer

Room set up:
Desks are set up in a “U”
shape but spaced to allow
for privacy. One large desk
is also set apart for
facilitator to work 1:1 if
required.

Location: Salvation Army
Church in Gravenhurst

Cost: No additional cost for
this off-site facility.

Times: Monday
afternoons
1:30-3:30 p.m.
September-June

Other Equipment:
Laubach Materials:
 Laubach Way to Reading series
 Challenger series
 NRP Novels

Non-Laubach Materials:
 Mechanics manual
 Bible (children’s version)
 Ontario Outdoors
 Family Health Guide
 Grade 4 Math Text
 Encyclopaedia
 Internet materials
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Literacy Society of South Muskoka
Group: A literacy group where computers
are used to supplement individual lessons.

Running for: 3 years

Learners: 4
LBS Levels 1-3

Tutors: 1 paid tutor- sometimes one
volunteer

Location: LSSM office

Cost: No additional cost.

Times: Wednesday
afternoons
1:30-4:30 p.m. Attendance
from 1:30-3:30 p.m. is
“compulsory”.
September-June by paid
facilitator. The facilitator
also runs the program in
July and August on a
voluntary basis.

PART 1: AN
OVERVIEW Room set
up:
Large tables set up in a “V”
formation facing a
blackboard with computers
along one side of the
room.

Laubach Materials:
 Laubach Way to Reading series
 Challenger series
 Voyager series

Non-Laubach Materials:
 Canadian Citizenship Book
 Internet materials

Literacy Society of South Muskoka
Group: A special interest and literacy
group.

Running for: 3 years

Learners: 6
LBS Levels 1-4

Tutors: 1 paid tutor and one volunteer
tutor

Location: LSSM office

Cost: No additional cost.

Times: Wednesday 6:00 –
8:00 p.m.
September-June by paid
facilitator. The facilitator
also runs the program in
July and August on a
voluntary basis.

Room set up:
Large tables set up in a “V”
formation facing a
blackboard with computers
along one side of the room.

Laubach Materials:
 Laubach Way to Reading series
 Challenger series
 Voyager series

Non-Laubach Materials:
 Computer programs including:
 English Express
 Issues in English
 Interactive Picture Dictionary
 Measure Up
 The group goes on the internet every

Wednesday evening to N.A.L.D. and
the Learner’s Clubhouse
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Midland Area Reading Council
Group: “The Good Life”
A mixture of special interest and literacy.
The class is divide into two series. Series
I: Stress Management, Goal Setting, and
Time Management. Series II:
Assertiveness, Dealing with Change.

Running since: February 2000

Learners: Series I: 3 Series II: 4
LBS Levels

Tutors: One paid tutor

Location: Midland Area
Reading Council Office
Cost: No extra cost

Times:
Series I: Mondays 1-2:30
p.m.
Series II: Mondays 6-7:30
p.m.
Runs most of the year but
with stops in between
series.

Room set up:
Around a table

Laubach Materials:
None.

Non-Laubach Materials:
Tutor supplies materials. Different
textbooks on stress are used. Most of it is
compiled and distributed by tutor as
handouts. Web info is also used.
“Coping with Stress” booklet from Heart
and Stroke Foundation is used.

North Bay Literacy Council
Group: The Small Group gives students a
chance to use literacy skills and socialize.
Special projects.

Running since October 2000

Learners: 6-8
LBS Levels 1-3

Tutors: One paid tutor

Location: Council office
site.
Cost: No additional cost.
Continued by donations and
fundraising efforts.

Times: Tues, Wed and
Thursday 9:00 a.m. – 12:00
p.m.
September – June

Room set up:
Work around square table
facing board. Computers
on side.

Laubach Materials:
 Laubach Way to Reading
 Patterns in Spelling
 Challenger
 Voyager
 Breakthrough to Math

Non-Laubach Materials:
 Student driven materials
 Newspaper articles
 Internet – www.learning-

connection.com
 Computer software used:

Scrabble, Mathblaster, Mavis Beacon
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North Bay Literacy Council
Group: The Small Group gives students a
chance to use literacy skills and socialize.

Ran from January – June 2000

Learners: 5-8 total, only 3-4 attending at
a time
LBS Levels 1-3

Tutors: One paid tutor

Location: Council office
site.
Cost: No additional cost.

Times: Four afternoons per
week
12:00 – 4:00 p.m.

Room set up:
Work around square table
facing board. Computers
on side.

Laubach Materials:
 Patterns in Spelling
 Challenger
 Math

Non-Laubach Materials:
 Student driven materials
 Self generated stories

Note: This group was one-time funded by Trillium

Reading Plus
Group: “Fresh Start”
For young parents wanting their GED or
high school diploma plus parenting
information.

Running for: 4 years

Learners: 4
LBS Levels 2-5

Tutors: One paid instructor plus one
volunteer tutor.

Location: Program office.
Cost: No additional cost.

Times: Tues., Wed.,
Thurs.
9:00 a.m. – 11:30 a.m.

Room set up:
Students sit around one
table.

Laubach Materials:
 Breakthrough to Math
 NRP Novels
Modifications: These are made based in
individual needs.

Non-Laubach Materials:
 Fresh Start: Pre-GED books
 Computer and typing manuals.
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Reading Plus
Group: “Job Readiness”
For unemployed and Ontario Works clients
who require basic skills.

Running for: new program this year?

Learners: 7
LBS Levels 2-4

Tutors: One paid instructor.

Location: Program office.
Cost: No additional cost.

Times: Monday-Thursday
9:00 a.m. – 12:00 p.m.,
1:00 – 3:00 p.m.

Room set up:
3 large tables form an “L”
shape. Blackboard at the
front.

Laubach Materials:
 Breakthrough to Math
 NRP Novels
Modifications: These are made based in
individual needs.

Non-Laubach Materials:
 YMCA Manuals
 Computer and typing manuals.

Red Lake Adult Learning Centre
Group: Literacy with some computer
instruction

Running for: 1 ½ years

Learners: 4-8 (varies)
LBS Levels 2, 3

Tutors: 1 paid tutor

Location: Community
Enterprise Centre in Ear
Falls
Cost: $350 per month

Times:
Tuesday, Wednesday and
Thursday 9:00 a.m. – 12:00
p.m.,
1:00 p.m. – 5:00 p.m.
Break for summer. Minimal
attendance in spring due to
seasonal employment

Room set up:
Two long tables side by side

Laubach Materials:
None indicated.

Non-Laubach Materials:
None indicated.
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Red Lake Adult Learning Centre
Group: Multi-level, computers used Running for: 1 ½ years
Learners: 9 (11 actually in group but
never more than 9 at one time)
LBS Levels Multi

Tutors: 1 paid tutor

Location: Lifelong
Learning Centre in Red
Lake.
Cost:

Times:
Monday-Friday 9:00 a.m. –
12:00 p.m., 1:00 p.m. –
4:00 p.m.
September - June

Room set up:
One large U with 2 extra
large tables for overflow.

Laubach Materials:
 Laubach Way to Reading
Note: only 2 of the students use Laubach
materials.

Non-Laubach Materials:
 Newspapers
 Magazines
 Other texts
Their own writing

Renfrew County Upgrading Program
Group: Various
ESL Groups, Computer based groups

Running for: More than one year

Learners:
LBS Levels 1-5.

Tutors: 1 tutor with every 2-4 learners.
Both paid instructors and volunteer tutors
are used.

Location: Program site,
student’s homes, tutor’s
homes, Lion’s Club Hall
Cost: No additional cost

Times: Most groups
meet once per week.
Each group sets up own
time. Most groups run
Sept-May

Laubach Materials:
Varies
Modifications: Laubach materials
supplement tutor prepared materials.

Non-Laubach Materials:
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The Literacy Group of Waterloo Region
Group: “Beginner Computer Group”
Introduces students with little or no
expertise, to the computer. Throughout
the course they learn some of the following
skills: identifying parts of the computer,
use a mouse, create texts.

Running for: 2years +

Learners: 5-6
LBS Levels 1-3

Tutors: 2 volunteer tutors

Location: Literacy Group
office
Cost: No additional cost.

Times:
Once per week for eight
weeks. Time and day
selected according to
schedule of students.
Group runs based on
interest, tutor availability
and other factors.

Laubach Materials:
N/A

Non-Laubach Materials:

Adult Basic Literacy Program
Tillsonburg and District Multi-Service Centre
Group: “Bridge the Gap”
Small group literacy

Running for: 3 years

Learners: 5
LBS Levels: 2 (approx)

Tutors: 1 paid instructor

Location: Livingston
Centre (on site of the
program)
Cost: No extra cost

Times:
Tuesdays 9:00 a.m. –
12:00 p.m.
Runs for 10-12 weeks 3
times per year.

Room set up:
U-shaped, informal.
Have access to a computer
room to use Vocab
Connections

Laubach Materials:
They are supplementary or reinforcement
materials only.
 Instant Spelling Series
 Patterns in Spelling
Challenger

Modifications: Made as needed for
individual plans or group goals.

Non-Laubach Materials:



APPENDIX A

Laubach Small Group Manual
Laubach Literacy Ontario
Funded by M TCU & NLS

A-15

Adult Basic Literacy Program
Tillsonburg and District Multi-Service Centre
Group: Literacy/ Computer Running for: 3 years
Learners: 9
LBS Levels: 1-2

Tutors: 1 paid instructor

Room set up:
Open area in resource area.
3 pods with 4 computers at
each pod. The instructor
circulates around the pods.

Location: Resource area
of Livingston Centre (on
site of the program)
Cost: No extra cost

Times:
Tuesdays 9:00 a.m. –
12:00 p.m.
Runs for 10-12 weeks 3
times per year.

Other Equipment:
Laubach Materials:
Supplementary – only if necessary.

Non-Laubach Materials:
 Literacy/Internet publication
 Internet accessed resources

Adult Basic Literacy Program
Tillsonburg and District Multi-Service Centre
Group: Literacy/ Internet Running since fall 2000
Learners: 9
LBS Levels: 1-2

Tutors: 1 paid instructor

Location: Resource area
of Livingston Centre (on
site of the program)
Cost: No extra cost

Times:
Tuesdays 9:00 a.m. –
12:00 p.m.
Runs for 10-12 weeks 3
times per year.

Room set up:
Open area in resource area.
3 pods with 4 computers at
each pod. The instructor
circulates around the pods.

Laubach Materials:
Supplementary – only if necessary.

Non-Laubach Materials:
 Literacy/Internet publication
 Internet accessed resources
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Valley Adult Learning Association
Group:
Groups are formed when there are two or
more students in the program with common
needs/interests.

Running for: 2 years

Learners: 2-3
LBS Levels 2-3 (Writing)
LBS Levels 3-4 (Math)

Tutors: One paid instructor

Location: Office classroom
Cost: No additional cost.

Times: Varies during
office hours – 9:00 a.m. –
12:00 p.m.
Monday – Thursday
Runs year round provided
that there are interested
learners.

Room set up:
One large table for
students to sit around.

Laubach Materials:
 Voyager
 Breakthrough to Math
 Smart Solutions
 NRP novels
 Patterns in Spelling
Modifications: Students do not necessarily
follow the workbook format as it is set out.
Lessons are selected according to student’s
needs.

Non-Laubach Materials:
Instructor created materials
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Windsor Volunteers for Literacy
Group: Two groups of students referred
from Windsor Community Living are
taught life skills, basic reading and writing
and computers.

Running for: 1 ½ years

Learners: 5 in each group.
LBS Levels

Tutors: Both paid and volunteer tutors.

Location: Windsor Public
Library
Cost: Nominal rent is paid
to use the room next to the
literacy office

Times:
Group 1: Monday,
Wednesday – 2 hours each
day
Group 2: Tuesday

Room set up:
The group works around a
table. There are
blackboards on either side
and computers line the
walls.

Laubach Materials:
 Laubach Way to Reading 1-3
 More Stories
 Challenger, Breakthrough to Math
 Cursive Writing
Modifications: Made based on individual
needs.

Non-Laubach Materials:
 Books from the Literacy Volunteers of

America
 In- house demonstrations

Windsor Volunteers for Literacy
Group: Two groups of students referred
from the Association for People with
Physical Disabilities are taught life skills,
basic reading and writing and computers.

Running since September 2000

Learners: 5 in each group.
LBS Levels

Tutors: Both paid and volunteer tutors.

Location: Windsor Public
Library
Cost: Nominal rent is paid
to use the room next to the
literacy office

Times:
Group 1: Monday,
Wednesday – 2 hours each
day
Group 2: Tuesday

Room set up:
The group works around a
table. There are
blackboards on either side
and computers line the
walls.

Laubach Materials:
 Laubach Way to Reading 1-3
 More Stories
 Challenger
 Breakthrough to Math
 Cursive Writing
Modifications: Based on individual needs.

Non-Laubach Materials:
 Books from the Literacy Volunteers of

America
 In- house demonstrations
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Small Group Survey
Program name: ____________________________________________
Contact person(s):___________________________________________
Phone number: ___________________ Fax: ____________________
Email: ____________________________________________________
Mailing Address: __________________________

__________________________
__________________________
__________________________
__________________________
__________________________

Is your agency currently running a small group? (Note: A “small group”
is defined as two or more students learning together with one or more
tutors/instructors.)

YES NO

If you answered yes to this please fill in Part A. If you answered no
please fill in Part B. Please feel free to add any comments to this page
after you have completed your respective survey questions in Part A or B.

Comments: _______________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

__________________________________________________________
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Part A
Note: If you have more than one “small group” please fill out an individual Part A for
each group.

1. Please describe the group briefly. (e.g. Does the group have a name? Is the
group straight literacy or is it a special interest group? Do you use computers for
instruction?)
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

2. How many students are in the group? ___________________________

3. How many tutors/instructors are there for the group (what is the ratio of
students to tutors)? __________________________________________

4. Where is the group held? _____________________________________
__________________________________________________________
__________________________________________________________

5. Do you pay extra money to rent out space especially for the group? If so, how
much space do you rent, where is it, and how much do you pay?
__________________________________________________________
__________________________________________________________

6. Please outline how often and at what time the group is held? ________
__________________________________________________________
__________________________________________________________

7. Describe how the room is set up for working with the group. Please attach a
diagram if necessary. _______________________________________
__________________________________________________________
__________________________________________________________

8. Which Laubach materials are used with the group? ________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

9. Do you make modifications to the Laubach materials used by the group?
If so, please describe: _______________________________________
__________________________________________________________
__________________________________________________________
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10. Describe any non-Laubach materials that are used with the group. ____
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

11. Are the students in the group at the same LBS level? If so, please indicate
approximate level. If not, please indicate number of students at each level.
__________________________________________________________
__________________________________________________________
__________________________________________________________

12. Is the group led by a volunteer tutor, a paid tutor, or both? _________
__________________________________________________________

13. How long has the group been running? _________________________

14. Does the group run all year long? If not, please explain. ___________
__________________________________________________________
__________________________________________________________

15. Would you be interested in becoming a reference group member?
YES NO

16. If necessary, would you feel comfortable having me visit your program to
observe your small group?

YES NO

Part B

1. Is your organization considering or have you ever considered running a small
group?

YES NO

2. If you are considering starting a small group what are your main reasons for
doing so? (e.g. contact hours, diversification of services).
__________________________________________________________
__________________________________________________________

3. Would you be interested in becoming a reference group member?

YES NO
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Starting a small group
Preliminary Consideration Worksheet

Students

Our Agency

Tutors

Trainers

List the
benefits of
small
group
instruction
for each
category

The Community

Students

Our Agency

Tutors

Trainers

List the
potential
drawbacks
of small
group
instruction
for each
category

The Community

We have reviewed the mission statement. Yes

The mission statement needs to be amended: Yes No



Laubach Small Group Manual
Laubach Literacy Ontario
Funded by MTCU & NLS

Student Name:

Date: From To
Reading Activities

Book/Newspaper/Reader Title of story/article/lesson

Writing Activities

Other Exercises or Activities

Demonstrations Completed

Notes
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Daily Lesson Plan 

Date:  __________________  Instructor:  ________________________ 

Session Goals 

Planned Activities 

Notes: 

Take up/Review from last session 

Homework assignment 

Next Scheduled Class Time:
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Small Group Attendance Record

Instructor: ______________________________
Month/Year: _____________________________

DATE

STUDENT

Student Current
LBS Level

Success Story
Attached

Total contact
hours for month

yes no
yes no
yes no
yes no
yes no
yes no
yes no
yes no

Note: This attendance record takes into account some of the element required
for the “Information and Management System” being used by MTCU funded
Literacy and Basic Skills (LBS) Programs.
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Small-Group Tutor Self-Assessment Tool

After a small group meeting, take, a few minutes to think about your teaching.
Did I: Yes No Not N/A

Sure
1. Make the participants feel welcome?

2. Encourage participation by asking the class for information or opinions and
making sure everyone had a turn to speak?

3. Explain and clarify by giving examples to make something more
understandable or by repeating something in a different way to make it clearer

4. Summarize (sum up what -has happened or state the main points at the
end of an exercise)?

5. Give direction by outlining task step, making helpful suggestions, focus-the
group on an activity or task and make sure that it did not move away from the
topic?

6. Check, that everyone, especially quiet participants agreed with group
decisions?

7. Encourage participation by treating everyone in a responsive and respectful
way?

8. Use techniques to work with the different learning styles of participants?

9. Use a variety of techniques and methods to facilitate learning in the group?

10. Share leadership & responsibility with learners?

11. Maintain an environment that led to success and was good for risk taking?

12. Help people in conflict to understand each other's viewpoints and use the
group's ground rules to resolve conflict or tension?

Ask Yourself:
Which techniques and methods did I use?
Were they effective? How do I know?
What do I want to try doing differently?
What do I want to continue doing?

Source: “When Two or More are Gathered: Tutoring in Small Groups” By Jane M. Hugo & Tom Mueller Laubach Literacy Action, Laubach Biennial Conference,
Orlando, FL June 10, 2000
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LEARNER SURVEY-SMALL GROUP INSTRUCTION

Name:_________________________________

Current Books being used (e.g. Challenger 4, LWR Skillbook 1):
_____________________________________________________________________________________
_____________________________________________________________________________________

1. Would you like to learn with others in a small group? (You would still be able to have
your tutor as well.)

YES NO

If you answered no, can you explain why you would not like to learn in a small group?
Don't answer this if you feel uncomfortable giving your reason.
_____________________________________________________________________________________
_____________________________________________________________________________________

If you answered "no" to question #1, you do not have to answer the rest of the survey.

2. If you would like to learn in a small group, check off the times and days that you
would be available:

 Mornings (Between 9 a.m. and 11 -30 a.m.)
 Afternoons (Between 1 p.m. and 3:30 p.m.)
 Evenings (Between 6 p.m. and 8 p.m.)

 Mondays
 Tuesdays
 Wednesdays
 Thursdays
 Fridays

3. Would you be able to come to a class that is located at our office?

YES NO
If you answered no, could you tell us a location that would be good for you? (This
doesn't mean that we will have a small group in that location but it might give us some
ideas for some other places to have a small group).

_____________________________________________________________________________________

4. Do you require transportation or daycare assistance to be able to attend a class?

YES NO
Please describe: _______________________________________________________
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