A.  Definitions


Please use these definitions in responding to the following survey items in order to provide us with consistent information across organizations. These terms are bolded in the text to remind you to refer to these definitions.

Assessment: a standardized measure of literacy skills

Fiscal Year: July 1 – June 30   

Follow-up Training: An extension of initial tutor training. The training that occurs soon after the initial tutor training for tutors who completed initial tutor training and have had time to meet with a learner. 
 

Group: one or more tutors matched with two or more learners in an instructional relationship
Orientation or Information Session: a meeting during which a literacy organization informs a prospective volunteer about the tutoring program and other volunteer opportunities 

Initial Tutor Training: The training that certifies a volunteer to be a tutor
In-service Training: 
Any training that is not the initial tutor training or the follow-up training, but that supports tutoring or instructional skills required for tutors to help learners achieve their literacy goals (does not include tutor support groups, networking, or training for a non-tutoring volunteer activity).

Instruction: 
is provided in a one-to-one relationship, a group, or a computer lab where the primary goal is to improve the learner’s literacy or numeracy skills, including workplace, survival, health, etc.  It does not include time spent in assessment, on homework, developing computer skills, and learning parenting skills. 

Instruction-related activity: tasks that a tutor does that are closely associated with instruction, such as preparing for and traveling to and from the tutoring session.

Intake: 
an interview of a learner to gather contact, demographic, and other information for the literacy organization’s records. 

Left: 
a learner is considered to have “left” the organization’s program if he 

a) tells the organization that he no longer desires or is able to receive instruction   OR

b) has had no contact with the literacy organization for 90 days. 

Match: 
a learner is said to be “matched” or “in a match” if placed in a one-to-one relationship with a tutor, enrolled in a group, or enrolled for literacy instruction in the computer lab. These matches provide instruction as defined above. 

“Significant” Goals: Increase educational functioning level, Enter postsecondary education or training, Obtain GED, Obtain EDP credential, Obtain high school diploma, Obtain Career Readiness Certificate (CRC), Enter employment, Retain employment, Get a better job, Improve employability skills, Obtain citizenship

Tutor: a volunteer or paid person who is certified, as defined by your organization, to provide instruction 

Tutor Report: 
the means by which a tutor communicates tutoring activity (including hours of instruction, goals set, and achievements) to the literacy organization

Volunteer Service: time spent at no charge to the literacy organization on a task intended to benefit the literacy organization
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B.  Learner Information
          BL       ESOL    TOTAL

1.
Number of learners who completed your program's intake and assessment 








for the first time during the fiscal year

2.
Number of learners who were in a match at any point during the fiscal year







a.  Number of learners who were matched for FIRST time in fiscal year   







    (They had never been matched in your program before the fiscal year.)

b.  Number of learners who had been in a match prior to fiscal year 








and who were in a match at any point during fiscal year

3.
For those learners who were matched for the first time during the fiscal 

year, please indicate the number of learners with:


a.  less than 2 weeks between intake and first match







b.  at least 2 weeks and less than 1 month between intake and first match







c.  at least 1 month and less than 3 months between intake and first match








d.  at least 3 months and less than 5 months between intake and first 







e.  at least 5 months between intake and first match







4.
Number of learners who received at least six hours of instruction during the

fiscal year

                                                                                       2008/2009







                                                                                       2007/2008







                                                                                       2006/2007







5.
Number of learners who received at least six hours of instruction during the







fiscal year and who left the program in the fiscal year


Attained employment








Childcare problems








Class ended








Health reasons








Instruction not relevant








Job conflict








Lack of available tutors








Lack of interest






B.  Learner Information
          
  BL       ESOL    TOTAL

Met goals







Moved/left area








Personal problems








Scheduling problems








Transportation problems








Tutor termination








Not available








Other (please specify below)







6.
Number of learners who received at least six hours of instruction during the







fiscal year and who pursued at least one "significant" goal during the fiscal

year

7.
Number of learners who received at least six hours of instruction during the







fiscal year and who met at least one "significant" goal during the fiscal year

8.
Number of learners who received at least six hours of instruction during the







fiscal year and who did not meet a "significant" goal, but met a "non-

significant" goal during the fiscal year
C.  Tutor Information
          BL       ESOL     Both    TOTAL

1.
Number of tutors who completed initial tutor training during the fiscal year

                                                                                       2008/2009









                                                                                       2007/2008









                                                                                       2006/2007









2.
Number of tutors who provided instruction during the fiscal year









3.
Did your organization charge tutors a fee to participate in your organization's initial tutor training during 

the fiscal year?   _______ Yes      _______ No

If yes, how much? ____________________________________________________




4.
Does your organization require tutor reports?   _______ Yes      _______ No

  If yes, circle the frequency:

    Monthly          Every-other month           Quarterly          Other ________________




D.  Volunteer & Board Information

1.
Number of volunteers (including board members) who provided volunteer services (other than 

instruction or instruction-related activity) during the fiscal year:


  
2008/2009


2007/2008


2006/2007

2.
Number of volunteers from question #1 who provided volunteer services (other than instruction or 

instruction-related activity) for the first time during the fiscal year:
  

  
2008/2009


2007/2008


2006/2007

3.


Number of volunteers who served as board members during the fiscal year

4.


Number of these board members who made a financial contribution to your organization 

during the fiscal year

5.
Based on your organization's by-laws, what is the:

a. _____   Length of board term (in years)

                 ___   Our by-laws do not specify this information.

b. _____   Maximum number of consecutive board term

                 ___   Our by-laws do not specify this information.

c. _____   Maximum number of years that a board member can serve

                 ___   Our by-laws do not specify this information.

6.
Jobs in your organization that were performed by volunteers during the fiscal year:

(please check all that apply)

___  Committee Member           ___  Newsletter Editor          ___  Training Facilitator

___  Computer Networking        ___  Office Work                  ___  Training: Assistant/Guest Speaker

___  Executive Director              ___  Program Manager        ___  Tutor/Teacher

___  Fund Raising                      ___  Public Speaking           ___  Web-site Design/Web Master

___  Mailings (help with)            ___  Special Events (help with)

___  Newsletter Contributor       ___  Technology Maintenance/Repair

Other ____________________________________________________________________
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