
10.  Additional Resources / Appendix

10a. Tutor Training Outline

The following section outlines the curriculum for the two hour training delivered by the Site Coordinator, teacher and/or reading
specialist at each school to volunteer tutors. The training will equip tutors with information on literacy instruction, a typical tutoring
session, and the school environment. The curriculum was created in collaboration with a group of reading specialists and elementary
school teachers from our pilot districts in Sonoma County.

Thanks to advice from Sonoma State University’s School of Education and our Evaluation Subcommittee, we have updated the
instructions for our high-frequency word assessment that tutors do with the student the second and final weeks of tutoring.  You will
receive instructions on how to train tutors to use the assessment at the first Operational Team meeting in August.

Time* Topic Activities Learning Objective Materials Needed
5 min Introduction

and Goal of
the Day

 Introduce yourself and others.
 Point out the learning objectives of this training (see next

box).
o Let them know that this is just an introduction to

some of these concepts.
o We are not asking them to become experts or

replace a trained teacher. Instead they will be
working with the students much as a parent
might to provide practice and encouragement.

o We want all tutors to have a basic foundational
knowledge about reading instruction. Site
Coordinators and teachers will provide instruction
in school/child specific activities.

o Knowledge will come with practice.
o We will provide in-service opportunities to

continue learning throughout the year.
 Explain that there are Common Core Standards that all

students need to know by the end of the year and give

1) Tutors have a basic
understanding of the
components of literacy
instruction and learn some
tutoring strategies and/or
activities.

2) Tutors understand the
general format for the
tutoring session (what to
do and how to do it).

3) Tutors have a basic
understanding of working
in the school environment
and with a K-3 student.

 Flip chart (or white
board) with agenda
and learning
objectives (trainer
provides).

 Tutoring Manuals
(UWWC will
provide).

 CA State Standards
for each grade K-3 (in
manual).



simple examples.

10
min

Pre-reading
Skills -
Phonemic
Awareness

 Give definition:
o Phonemic Awareness is the ability to hear

individual sounds.
 Demonstrate (with examples):

o The ability to hear that the word "dog" begins with
the sound /d/.

o The ability to replace the /d/ sound at the beginning
of "dog" with the /h/ sound to make the word "hog."

 Explain why it is important:
o Phonemic awareness is highly predictive of success

in learning to read.
 Introduce tutoring activities they will use related to

phonemic awareness (if applicable) For example:
o Blending (e.g., Say /d/ /o/ /g/, when you blend these

together, what word do you get?)
o Segmenting (beg, middle and ending sounds) (e.g.,

“What beginning sound do you hear in the word
dog?"

 Questions?

1) Tutors understand what
phonemic awareness is
and why it is important.

2) Tutors know at least 1-2
strategies for practicing it
with a student.

 Instructions for
practice tutoring
activities (trainer
provides). Use
activities that they will
use in tutoring at your
school.

20
min

Reading
Skills -
Phonics
and High-
Frequency
Words

Phonics (15 minutes)
 Give definition:

o Phonics is knowing the sounds that letters make
(contrast with phonemic awareness).

o Pass out letter/sound chart.
 Demonstrate (with examples):

o Phonics: Knowing that the written letter d makes
the /d/ sound.

 Explain why it is important:
o In order for children to learn how to read well, they

must first know the sounds that letters make. It is
also important to learning spelling.

 Introduce tutoring activities that they will use related to
phonics. For example:

o Continuous blending: (e.g., Present a list of

1) Tutors know what
phonics and high-
frequency words are and
why they are important.

2) Tutors know at least
one or two strategies for
practicing each skill with a
student.

 Letter/sound chart
(trainer provides -
provide copy of what
is used at your
school).

 List of HF words - one
per participant (trainer
provides).

 Instructions for
tutoring activities
(trainer provides).

 Materials to practice
tutoring activities
(trainer provides).



decodable words, ask students to point to each
letter, say all the sounds in the word, and then blend
them together to read the word.

o Letter cards: (e.g., Place the cards for m, a, and t in
front of the student. Have them sound it out and
blend and then ask them to change it to /cat/.

 Practice: Break into groups and do an activity.

High-Frequency Words (15 minutes)
 Give definition:

o Words to memorize that are the most frequently
occurring words in print ("islands of certainty
amidst a sea of print"). They may or may not be
decodable.

o Important to know when to use decoding (phonics)
and when not to decode (HF words).

 Demonstrate (with examples):
o The, a, was.

 Explain why it is important:
o It builds fluency and confidence in reading.

 Introduce tutoring activities that they will use related to
high-frequency words. For example:

o Flash cards.
o Say the word, spell the word, say the word.

 Practice: Break into groups and do the activity.
 Mention assessment that they may be doing in second

week.
30
min

Student
Reading

Fluency (10 min)
 Give definition:

o Fluency is reading at a steady pace with correct
expression.

 Demonstrate (with examples):
o Slowly read a sentence with no expression (e.g.,

The (LONG PAUSE) cat (LONG PAUSE) sat
(LONG PAUSE) on (LONG PAUSE) a (LONG

 Decodable or Leveled
Readers (enough for at
least half of the
participants) (trainer
provides).



PAUSE) mat)
 Explain why it is important:

o Accuracy and fluency allow meaning to be gained
from text.

 Introduce a few strategies or activities to use for fluency.
For example:

o Student reads the text aloud as the tutor guides with
prompts and feedback.

o Partner reading: Student and tutor take turns
reading.

o Echo reading: Tutor reads the section of the text
with student echoing by reading the same section.

o Choral reading: Student and tutor read aloud
together.

o Tutor reads to child: As a reward or when the
student is really struggling.

 Stress importance of using academic language and requiring
students to use complete sentences.

Comprehension (10 min)
 Give definition:

o Comprehension is the ability to understand what is
read.

 Demonstrate (with examples):
o Have tutors read a passage without vowels to

understand the problem.
 Explain why it is important:

o Without understanding, text is meaningless.
 Introduce a few strategies or activities to use for

comprehension. For example:
o Retell beginning, middle and end.
o Questioning.

Vocabulary & Background Knowledge (10 min)

 Give definition:



o Vocabulary is the meaning of the words in any
given text.

o Background knowledge is what the student knows
or has experience with.

 Demonstrate (with examples):
o Show a book and point out any vocabulary that is

likely to be unfamiliar to a first grader and might be
reviewed before reading.

o If a child has never been to a birthday party, it will
be harder to understand text about a birthday party
or if a child has a dog, he or she will be more
familiar with the vocabulary about a dog (e.g.,
collar, leash).

 Explain why it is important:
o Vocabulary and background knowledge play a

direct role in reading comprehension.
 Introduce a few strategies or activities to use for vocabulary

and background knowledge. For example:
o Book walk (see manual) - includes print awareness

(point out author, title and illustrator) and picture
walk (activate prior knowledge - e.g. This appears
to be about a birthday party.  Have you ever been to
a birthday party?).Preview some of the words in the
text that may be unfamiliar (read book before
reading with child).

Practice (10 min)
 Break out into groups and practice reading with decodable

or leveled readers (Refer to "Before, During and After" in
the manual).

10
min

What to Do
and How to
Do It

Walk participants through a typical day
 Sign in at the office and sign the tutoring hours sheet.
 Go to the area designated for materials and find the student

folder or binder for your session. Binders and folders will

 Tutoring Materials
(one for
demonstration)
(trainer provides).

 Communication Log -



be arranged by child's name.  Review the Site Coordinator
or teacher notes on the communication log and gather any
materials that you will need (these may already be in the
folder or may be brought in by the student).

 Pick up the student from class (unless the school has a
different system) and go to the assigned area for tutoring
(explain where that is).

 NOTE: Explain insurance policy re: not being alone
with a student.  Identify alternate locations or who they
should contact if they need to work in a different space.

 Do tutoring activities and use strategies identified by the
teacher on the communication log.

 End each session with reading by the student or by you to
the student.

 If you end early, read to the child or play a game.
 Fill out the communication log. This is essential for giving

feedback to the other tutor about your session and will
help him/her plan the next session.

one per participant
(trainer provides-
download master from
website).

10
min

Information
to help you
become a
successful
tutor

Working successfully with the teacher and in the classroom
environment
 Insert site specific information (e.g., Where to sign in,

where to find the bathroom, how to contact the Site
Coordinator about problems, what to do if you need to be
absent, what to do if your child is absent, where tutoring
will take place).

 Go over common information (e.g., Respecting the teachers
time, entering and exiting a classroom).

 Go over emergency procedures for earthquake, fire or lock-
down during tutoring times.

Working successfully with a first grader
 Explain that they will be working with strategic

students, not intensive and that there will be a lot of
repetition (just because they know it once does not mean
that they have mastered it).

 Handout with Site
Specific Information
(download sample
template from
website).

 School calendar and
map (provided by
trainer).



 How to keep their attention (and what is reasonable to
expect for that age).

 Don't make assumptions about student background
knowledge.

 Model academic language and use complete sentences.
 Use appropriate contact (e.g., If they hug you, you can hug

back. Best not to initiate).

5 min Final
Questions?

Ask for final questions. Some potential questions and answers
are:
 What if I am asked a difficult question? Say, “That is a

great question for your home."
 What if a child shares something personal that concerns

me? Report it to your Site Coordinator.
 What if we are reading about dogs and the student wants to

tell me ALL about his dog (taking up a lot of time)? You
can manage it by saying “Tell me one thing about your
dog.”

 What if the student that I am working with does not seem
engaged (or is tired or sick)?  Everyone can have an "off"
day. If the student is having a hard time, try reading to him
or her.  If it continues to happen, bring it to the attention of
the Site Coordinator.

 What if the student that I am working with misbehaves?
This is unlikely with first graders.  If there is an issue that
needs to be addressed, please bring it to the attention of
your Site Coordinator.

Complete
Feedback
Forms &
Adjourn

 Ask participants to complete a feedback form. Feedback Forms
(download from
website).


