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Coordinators’ Training Guide Book
Volunteers: Learning to Become Mentors

Mentor (noun): someone who teaches or gives help and advice to a less experienced and often younger person
Mentor (verb): to teach or give advice or guidance to someone, such as a less experienced person or a child: to act as a mentor for someone
Mentor (synonyms): trainer, teacher, tutor, instructor
Table of Contents
     Adapt and Use the Learn About Our Mentoring Program PowerPoint available at www.m4ra.org
I. Orientation: Given by the Principal and Classroom Teacher/Coordinator 

       (All of this section is site-specific… based on your local policy and practices)

A. Welcome and describe your mentoring program and importance of the Mentors to the Students

B. Review the Mentor Contract

C. Parking location…

D. Security procedures as needed: Entry into the building…which door, name badges, sign-in at office or ...

E. The local policy dictates: finger-printing 

F. Building map with location of restrooms, offices etc.

G. What to do & where to go during Fire Drills, Tornado Drills, School Lockdown

H. Who and where to call, text, email  if you are going to be absent/ if unexpectedly

I. A school calendar with closings, etc. specified

J. School Closings, Delays:  All Call Lists, Radio and TV stations
II. Mentor Expectations
A. Be dependable. Adhering to the schedule is essential. 
B. Be on time.
C. Follow the plans.

D. Comment on the session.

E. Maintain confidentiality.

F. Maintain records: tracking forms, progress reports sent home

III. What to Expect

A. Follow Lesson Plan each mentoring session & record comments
1. Completion of FLUENCY work (cold, warm, hot)

2. Completing Graphic Organizer

3. Motivation and tracking of progress (stickers, graphs, games)

4. Demonstration of knowledge of skills through the game(s)

5. Completion of writing activities

6. Achievement of passing score on Comprehension Quick Check

B. Who are You? discussion questions to begin building a relationship between 
the Mentor and the Student
C. Types of reading mentors will do…Read Aloud/Modeled, Shared Reading, 

Guided Reading/Listening to the Student Read

D. Ways to “coach” during reading: simplified cueing systems

E. Where to sit; how to question, discuss, and retell the story to support comprehension

F. Modeling fluency development and the value of repeated reading

G. What to do when you are not sure

H. “Help Reminders” for mentors

I. Providing positive support, using immediate praise
IV. Role Play
A. Pass out the student mentoring folders that the Mentor will use  
B.  In groups of two, decide who will be the Mentor and who the Student
C. Discuss all of the questions the role playing created
Introduction
“No one is born knowing how to read.  We all have to learn how.

Just about every person starts talking without having to learn how.  When you were a baby, 

just being around people who were talking was enough to get you started talking, too.  You 

didn’t have go to talking school or take talking lessons.  Human beings’ brains are just designed 

to make talking happen almost automatically.

Reading is different, though.  No one is born knowing how to read—we all have to learn how.  

When you read, your brain has to do a lot of things at once.  It has to connect letters with sounds and put those sounds together in the right order.

Then it has to help you put letters, words, and paragraphs together in ways that let you read them quickly and understand what they mean.  It also has to connect words and sentences with other kinds of knowledge.  When you see ‘c-a-t’ on a piece of paper, your brain doesn’t just have to read the word ‘cat,’ it also has to make the connection that “cat” means a furry, four-legged animal that meows.”          
Excerpted from: http://dyslexia.yale.edu/whatisdyslexia.html

Thank you for being a part of our 1:1 mentoring program. The materials we will use come from www.readinga-z.com. Providing convenient, well-organized, and educationally sound mentoring resources for reading was the driving force behind development of the Tutoring & Mentoring Packs. These packs provide volunteer mentors with developmentally appropriate resources that address a student’s specific learning needs. These packs are organized into six instructional categories. Each category addresses skills and strategies that reading experts have defined as keys to developing successful readers.
Volunteering to work with students, helps the student improve his/her reading skills. You will also give a student someone who listens, who gives immediate praise, who helps find correct answers, and who models how to read and to learn. The personal attention you give will help a student gain self-confidence to become a better reader and a better student. 
I. Orientation: Given by Jill              (Amy & Debby)

A. Welcome and describe your mentoring program and importance of the Mentors to the Students
Inspire Reading Mentoring Program

Talking points

   What is Inspire

· The Inspire reading mentoring program at Marion City Schools focuses on reading achievement.

· The program is tailor-made to fit the needs of our students and enable our schools to continue inspiring a community of achievement. 
· It gives us freedom to utilize technology and modify it to fit our reading curriculum.

· Inspire mentors will work with a targeted group of students for 30 minutes at a time using one-on-one reading instruction.

· Mentors will be given resources to use that fit each student’s needs.

   Why volunteer to be a mentor?

· Literacy is a basic fundamental skill that everyone needs. It lets people express themselves and communicate with each other. 

· We also want our students to be career or college ready. Literacy is the vehicle that will allow students to travel down the road to success.

· The program is not only about reviewing the material with students. It’s about the relationships built between mentors and students as the mentors work to build the students’ confidence in reading.

· Volunteers help inspire students’ reading achievement. They help students be successful in education and in life.

· Mentors are part of a framework of people dedicated to improving student reading skills through a collaboration at each building.

B. Review the Mentor Contract

C. Parking locations will vary depending on the building where you are assigned.

D. Security procedures as needed: Entry into the building…which door, name badges, sign-in at office: Come to the front door of the building. You will need to ring the buzzer and tell the secretary you are a reading mentor for Inspire. They will buzz you in. Next you will go directly to the office and sign in as a visitor and receive a visitors nametag, on which you will write you first and last name on it.  Hope to have pre-made badges for Inspire that the mentors can wear and take home with them. We'll keep extras at the office.
E. The local policy dictates: All volunteers working with students will need a background check. They can obtain the background check for Free here at the Marion City Schools, inside Grant Middle school. The contact person is Jodi Reiff: Grant Middle School, 420 Presidential Drive Marion, OH 43302. phone: 740-223-4900

F. Building map with location of restrooms, offices etc. will be given at your assigned school.

G. What to do & where to go during Fire Drills, Tornado Drills, School Lockdown will be discussed by your building Principal.

H. Who and where to call, text, and/or email if you are going to be absent/ if unexpectedly: You will contact the lead mentor at the building. Names will be provided later.
I.     A school calendar with closings, etc. specified can be found on the front page of the Marion City Schools website. http://www.marioncityschools.org/Page/1305
J. School Closings, Delays:  All Call Lists, Radio and TV stations http://www.marioncityschools.org
II. Responsibilities of the Mentor: (refer to Mentor Contract)
A. The Mentor should:

1. Be dependable. Adhering to the schedule is essential. If you must be absent,   

               contact the coordinator ahead of time so a substitute can be found.  If you are   

               not able to make prior arrangements, please callyour Lead Mentor.
2. Be on time! A few minutes early will give you time to look over the mentoring  

               session before you begin.

3. Follow the lesson plan that is prepared for your student.

4. Write responses/comments about each session. Those comments help the 

Coordinator decide what to plan next.

5. Maintain confidentiality about every student.  It is very important to protect  

               the student's abilities, and all personal information that he/she has shared.  If  

               you have been told information that needs communicated, please tell the  

               Coordinator. He/she will contact professionals to look into the situation.

6. Maintain records. These may include Progress Reports, Tracking Forms, etc.
Mentor’s Contract for Marion City Schools’ Inspire Mentoring Program
Thank you for becoming a Mentor! You will build a positive relationship with your student(s) that may change his/her life, and your own.

You will meet with your Student for 1:1 mentoring for 30 minutes. You will work on reading skills to help the Student improve his/her reading. You may be mentoring once or several times during the school week.

Please follow the lesson plan. This was prepared by your Student’s reading mentoring Coordinator. Remember to write comments on the lesson plan. These may include if the Student likes the book, if you think the book is too difficult or easy for the Student, and any other comments to help the Coordinator and/or other Mentors for the next lesson.

The Student you are mentoring may have low self-esteem because reading has been difficult for him/her. When you can praise honestly and often, you will be helping to improve his/her esteem. Be sure to tell the Student when you see improvements, such as learning more words, reading more fluently, and comprehending better. Your opinions will always be very important to the Student.
+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

I understand that any information regarding a Student and the Student’s family is to remain confidential.  This refers to the Student’s academic progress as well as personal information. I will be kind and non-judgmental about the Student’s abilities, appearance, or mannerisms; making sure to never ridicule or demean the Student(s) to others. I will immediately report, to the Coordinator, any sensitive information told to me concerning the Student(s) I mentor.
· Be dependable. Adhering to the schedule is essential.
· Be on time!  
· Follow the plans
· Comment on the session
· Maintain confidentiality
· Maintain records (tracking forms)
I understand the expectations of being an Inspire Mentor and will follow the conditions of this contract.

Mentor: _____________________________________________________________________________________
Coordinator: _______________________________________________________________________________
Date: ___________________________________________________

B. Demonstrate/show the contents of a Mentoring Folder. This will refer to what is in your folder.
1. If applicable, show the Progress Report, and explain the Calendar Tracking Form. 
2. Explain that the Lesson Plan tells the Mentor “What to Do”
Demonstrate where the lesson plan is located within the folder; where to write comments about the mentoring session, etc. 

3. Go over “Fluency Instructions for Mentors”.  Discuss the student's bar graph.  

4. Show the Multi-Session Plans or Tutor Teaching Tips, the graphic organizer, Comprehension Quick Check, Answer Sheet, etc.  

5. Tell how the other components in the folder should be used: stickers, game cards, game boards, added vocabulary cards, certificates, etc.
6. Go over What is a Bar Graph?

7. Discuss the Mentor Help pages.
8. Show where the supplies needed for each lesson will be located.  

9. Stress that communication between the Mentor and Student and Coordinator are vital parts to each mentoring session
III. Guidelines for Reading Mentoring  
       Detailed explanations can be found in “Tips for Teaching”, in the Resource Guide Book, to share with  

        the Mentors.
A. Types of reading include:

1. Read-aloud: The Mentor will read aloud modeling fluent and expressive reading. This develops comprehension and critical thinking strategies -- including the ability to make connections, visualize stories, and formulate questions -- and builds listening skills. A read-aloud can be conducted without interruption, or the Mentor can pause to ask questions and make observations.
2. Shared Reading: The Mentor reads the story. Shared reading allows the Student to observe the reading process and to practice reading strategies or concepts in the safety of a group. This may include sharing by page, paragraphs, sentences, etc.
3. Guided Reading: The Mentor guides the student in reading his/her story in order to build independence, fluency, comprehension skills, and problem-solving strategies. The Mentor often begins by introducing the text and modeling a particular strategy. Then the student will read as the Mentor listens, noting strategies and obstacles, and cuing individual students as needed. The Mentor and the Student will then discuss content, and share problem-solving strategies. 
B. Word Recognition:

To help a student with word recognition: Sound out the word. Use picture clues. Look for word chunks. Apply common phonics rules. Recognize syllable patterns.
C. High Frequency Words:

1. 13 words make up 25% of the words we read and 100 words make up 50% of the words we read.
2. Students need to be able to recognize these words automatically without sounding them out in order to be fluent.
D. Fluency development:

1. Speed is the standard reading rate.
2. Prosody is reading with proper pause and expression.
3. Fluent readers automatically recognize words accurately and effortlessly.

4. Fluent readers group words into phrases and chunks as they read with expression and fluidity.
5. Fluent readers focus on getting the meaning from text. 
6. Cold Read
a. Every time a student is given a new book!
b. First do a one minute Cold timed reading
c. Mentor tracks errors in BLUE
7. Warm Read
a. During the initial lesson (same as cold read)
b. Student practices passage with mentor support
c. Do a one minute Warm timed reading
d. Mentor tracks errors in YELLOW
8. Hot Read
a. 2nd—4th sessions used to practice
b. 5th session do a one minute Hot timed reading (same fluency passage)
c. Mentor tracks errors in RED
9. Student will track reading progress on his/her fluency bar graph: Use “What is a Bar Graph”
to explain a bar graph.
E. Understanding what is read:
1. Questioning: See “Questions to Ask” handout
2. Predicting: Keeps students involved, even when predictions are incorrect.
3. Visualizing: “Seeing” the story in the mind helps visual learners. 
4. Retelling and summarizing: Retelling helps with story retention. Summarizing helps decide what are the main ideas and minor details.
5. Connections to life, other texts, prior knowledge: Ask, “What does the student already know about the story, paragraph or sentence?”
F. When you do not know the answer:
1. The Student needs to know how to locate answers. This is an opportunity for the Mentor to teach the student where to find it in the book. If it is a question that requires further research, maybe the Mentor will be able to find the answer to share at the next mentoring session.
2. When the Mentor does not know how to continue a lesson, how to answer the Student's question, how to complete a worksheet, or how to play a game; be sure to write it in the “Comments” section of the Lesson Plan. When the Coordinator is available, ask him/her. Everyone learns from questions.
G. Mentor Help: 
1. How Mentoring Helps & Tips 4 Mentors

2. Questions to Ask: Fiction/Non-fiction

3. Remember:
4. How to Write the Answers to Questions
H. Why Fluency?:
Research over the past two decades has identified repeated reading as the key strategy for improving students' fluency skills (NICHD, 2000). Repeated reading has two essential elements: 1) giving students the opportunity to read and then re-read the same text, and 2) having students practice their reading orally with an opportunity to receive corrections and guidance (if necessary).
I. Positive & immediate feedback:
The Student you are mentoring may have low self-esteem because reading has been difficult for him/her. When you can praise honestly and often, you will be helping to improve this esteem. Be sure to tell the Student when you see improvements, such as learning more words, reading more fluently, and comprehending better. Your opinions will always be very important to the Student. 

IV. Role Playing (If using the PowerPoint:  already used the single session Alphabet S Pack)
A. Use the mentoring folders the Mentor will use with the Student.

B. If applicable, review how to assess fluency, how to time it, and how the Student will graph it.  
C. Divide the Mentors into groups of two. Decide who the Mentor is and who the Student is. 
You may want to switch roles during the role playing.  (Be sure to wander to answer questions).
D. When finished, answer questions the Mentors may have.  

Excerpted from: http://www.learner.org/libraries/readingk2/front/practices.html
Excerpted from: www.readinga-z.com
Mentor Help

                                               How Mentoring Helps and Tips 4 Mentors
Reading is the basis for learning and school success. While reading is learned primarily in the classroom, many students need extra time and help. Research shows that mentoring is a great way for individuals and groups outside school to support learning. Effective mentoring requires appropriate training and careful planning. This brochure presents some basic tips for reading mentors.



How Mentoring Helps

For the Learner
· Creates a more favorable atmosphere for learning (particularly through the use of one-on-one instruction).

· Provides more time on task, increased opportunities to read and immediate feedback.

· Allows for immediate, positive and corrective feedback to help the learner stay on track and not repeat errors.

· Can increase reading performance.

· Can improve motivation and decrease frustration.

· Enhances interpersonal skills as a bond is established with the mentor.

· Allows for individual monitoring of progress to ensure that learning is taking place.

For the Mentor
· Establishes important skills such as patience, trustworthiness and responsibility.

· Provides an opportunity for community service.

· Enhances interpersonal skills.

· Increases the mentor's own reading performance as a result of tutoring.



Tips for Reading Mentors
Be positive. Praise goes a long way with learners who struggle in reading. Provide positive feedback when correct responses are made ("Great! The word is Sequoia.").
Be attentive. Stop learners immediately after an error. Show them what to do and provide them an opportunity to do it correctly ("That word is 'trouble'. What word is this?"). Try not to use the word "no."
Be precise. Provide clear and direct instructions ("Say this word" rather than "Would you say it?").
Be mindful of mistakes made during the session. Record learner performance. Review anything that learners miss. Remember, learners "should say it like they know it."
Be diligent. Work from the beginning to the end of the mentoring session.
Be innovative. Keep mentoring sessions lively and dynamic.
Be focused. Try to ignore minor misbehavior. Only recognize good behavior.
Be patient. Show learners that you care about them through your commitment and encouragement.
Be on time. Arrive at least 15 minutes before the mentoring session begins. Make sure plans for the session and materials are ready so the session may begin as soon as the student arrives.
Be committed. Once you have begun to mentor a student, remain with that student throughout the year.
Be results-oriented. Gather learner performance data on a daily basis, and chart the data (using graphs, stars, etc.) to allow a visual display of improvements made in the program.
Excerpted from:  http://www2.ed.gov/teachers/how/read/tutors.html
Mentor Help
Questions to Ask
Fiction books:

Setting: Where does this story take place?

What was this place like? Would you like to visit this place? Why?

Author: What is the author telling you in this book? What does the author like? Dislike?

Style: What do you like about the way the author wrote this book? What words helped you to see what was happening?

Problem/Solution: Which character(s) had a problem? Was it solved? How was it solved? Have you ever had a problem like this one?

Plot/Main Idea: What is the plot/main idea of this story? What happened in the beginning? The middle? The end? How would you change the ending?

Characters: Who/what are the main characters in this story? Did you like them? Why? Do any of the characters change? Why did they change?

Nonfiction:

What is the topic/subject of this book?

What facts did you enjoy learning? 

Which pictures and illustrations did you like?

What are some of the important words (vocabulary) in this book? What does each mean?

Could this book have been written 10 years ago? Why/Why not?

What else would you like to learn about this?

Where can you look to find out more about this topic?

Did you learn some ideas to help you in your everyday life?

Excerpted from: http://www.hcpss.org/parents/tips_readingfiction.pdf 

& http://www.hcpss.org/parents/tips_readingnonfiction.pdf 
                       Remember:
Fluency: 

  Student timed for “cold read” and
  “warm read” every new book.

  Last session: timed “hot read”.
Mentor reads: 

   The whole story, chapter or

   paragraph the first time through.
Always talk about:

   Difficult words & meanings
Pause long enough:

   For the student to attempt 

   new words
Give Positive Feedback for:

   Correcting mistakes

   Using pictures

   Using letter sounds

   Rereading

   Reading with expression  
Discuss the meaning:

   Ask questions:

   Who? Why? Where? When?

   Problem? Beginning? Middle?

   Ending? 
Comments to Student:

   Smooth reading! 

   Excellent!  

   Super job.  

   Sounds good.

   Thank you. 

   Awesome!  

   Try this again. 

   One more time.
Comments to Write on Lesson Plan:

   Made a good effort today.

   Needs to read again.

   Tried his/her best.

   I need more ideas.

   Read smoothly/choppily/slow/fast…

   Talked too much.

   I need/student needs to talk to you.
   Student needs to redo…

   Refused to read…
Mentor Help

How to Write the Answers to Questions
Questions need to be answered in complete sentences.  Please follow the steps below.

1. Ask the student to read the question aloud.
2. When the student writes the answer, he/she must include words from the question.
3. The student should find the answer in the book if possible.

4. As needed, help the student use correct spelling when writing the answers.
5. Have the student read the written answer aloud to you. Does it make sense?

6. As needed, ask: Do you have capitals? Is there ending punctuation? 
Mentor Help
What is a Bar Graph?

A bar graph is a visual way to compare information that involves numbers. Look at the Reading Fluency Graph (85 wpm). The title of the graph helps us know what information the bar graph is displaying. This graph tracks the Cold, Warm and Hot timed fluency reads a student made. Along the bottom of the graph are the dates, the titles of the books, fiction (f: not true) or nonfiction (nf: true) and the books’ levels. This information is called the x-axis.  The numbers along the left side are called the y-axis. These numbers show the number of words read correctly in a minute (wpm). 

Look at the graph to answer these questions:

“What is the title of the first book on this graph?”

“Is the book a non-fiction or a fiction book?”

“How many words were read correctly in the first one minute timed reading?”  This is called a Cold Read because this is the first time the student has seen or read the fluency passage.

“How many words were correctly read the second time?” This is called the Warm Read because the student was able to hear the whole passage read by his mentor, and also was able to practice it before being timed again.

“How many words were correctly read the third time?” This is called the Hot Read, which is the final timed reading, after the student has practiced reading the passage a few more times to the mentor.

As the mentor explains what a bar graph is to the student, a few more questions about this graph may be asked. For example: “What book was this student reading when he read 40 correct wpm during a Cold Read?”

Excerpted from: http://www.readinga-z.com/comprehension/visual-devices/?level=&f=site_and_dist/nonbooks/visual_devices_grade_k1_bar_graph/grk-1_bar_graph_teacher_lesson_plan.pdf
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