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1. FOREWORD

Dear Reader,

I founded Amity Reading Clubs in 1974 together with my husband, Philip Glascoe.
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If you had told me then that a quarter of century later we would still be running it I would not have believed you.  But we are, and in the meantime we have helped hundreds of people to write and read.  Perhaps even more importantly we have also helped them to take charge of their own lives and contribute to society as a whole.

Since 1974 we have met many interesting people, made our mistakes, and learnt from them.  This is experience, which is valuable and sometimes hard won.  

This manual attempts to distil that experience and knowledge and pass it on.

We hope you find it useful.

Gladys Glascoe
Founding Organiser
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PURPOSE AND USE OF THIS MANUAL

1.1. Purpose

1.1.1. [image: image5.wmf]image5.wmf

This manual describes in detail the concepts, policies and procedures developed by Amity Reading Clubs over twenty five years of working in the field of adult literacy for adults with special learning difficulties.  In short, it contains everything you need to know to start and run an Amity Reading Club of your own.

1.1.2. As you read this manual, you will begin to appreciate that Amity Reading Clubs is greater than the sum of its parts, its central strength being built from the unique combination of its elements.

1.1.3. The primary purpose of this manual, it to pass on the methodology of our approach and apply it to your own organisation.  For advice about techniques of individual literacy tuition, please visit our Web Site at www.amity.org.uk. 

1.2. How to use the manual

1.2.1. The manual is structured in a logical and progressive format and cross-referenced where appropriate.

1.2.2. It is designed so that you can get an early understanding of the concept and approach, whilst at the same time enabling you to dip into it, for information as and when a problem arises.

1.2.3. Whilst it is possible to read it from end to end, we suggest you start by scanning the Table of Contents and Executive Summaries, then dip into the manual for the information you need as and when you face a new challenge.  The knowledge you gain through this practical approach will stick; there is no better way to learn than “hands on”.

1.2.4. If you are reading the manual “on screen”, then you should be aware that the “section numbers” in the text, and the “page numbers” in the Table Of Contents are all live links; click on them and you will go straight to the section or page concerned.  Click on the “back button” on the “Web Tool Bar” to return to the place you started.

BACKGROUND

1.3. Approach

1.3.1. Amity Reading Clubs provide individual tuition by volunteers to adults with special difficulties in literacy.

1.3.2. A typical Club (not a class) operates on a weekday evening in a local community building.  One-to-one tuition is undertaken by volunteers in the Club setting under the tuition of an experienced Supervising Tutor.

1.3.3. Particular importance is given to the social support (see Section 12) provided for students.  This comes initially through the relationship with their volunteer tutor, but also from the Supervising Tutor, the wider Club network as a whole, and from the resources of Amity central office.

1.3.4. No charge is made for tuition and our operation is able to continue its work through the generous help of our volunteers together with supportive community and statutory agencies.

1.3.5. Amity does not aspire to provide literacy tuition to all that need it, nor indeed is this possible.  Our approach is unique and as such is particularly valuable for students with special learning difficulties.  Thus, one of the most important aspects of our work is to demonstrate a working model of our approach, which is capable of replication by others.  Our Web Site; “www.amity.org.uk” is an important aspect of this work, as is this Manual.

1.3.6. Formed in 1974, Amity Reading Clubs became a Registered Charity No 276011 in 1978.

1.4. Origins and Development

1.4.1. The origins of our approach go back to 1969 when Gladys Zonena Glascoe (then Gladys Zonena) was Tutor in Charge of the Blackfriars Settlement Literacy Scheme.  Over her four years tenure she experimented with and pioneered the unique approach to Literacy Tuition now enshrined in Amity.

1.4.2. In 1974 Gladys moved from Blackfriars and established Rathbone Reading Clubs together with Philip Glascoe.  By now, the technique was firmly in place and the organisation affiliated to the Lambeth Committee of the National Elfrida Rathbone Society ( now re-badged as Rathbone CI - see section 23.4.6).

1.4.3. Over the next six years, as new Clubs were opened, a series of further initiatives were piloted.  One of the most important was the pioneering of Literacy Tuition to the residents of Day Centres for the Mentally Ill.  This tangible recognition that the mentally ill could have problems over and above their illness was a significant advance.  We are pleased to record that our initiative generated a change in attitude to such work by the Statutory Agencies.

1.4.4. In 1978 we applied for and received Charitable Status.  By the early 1980's, following a greater concentration of focus on the “esn child” by the National Elfrida Rathbone Society, we reinforced our commitment to “adult literacy” through the adoption of our current name, Amity Reading Clubs.

1.4.5. The 1980's saw a refining of objectives coupled with the need to adjust to increasing competition for the restricted financial resources available for voluntary work in the Capital.  As a result, by the end of the decade we had rationalised the scale of our operations to a wholly voluntary level, concentrating more on improving the quality of support to a more limited number of individual Clubs and their students.

1.4.6. In 1990 Amity affiliated to Trust Thamesmead (see section 23.4.5), an Umbrella Charity which supports voluntary and community work in Thamesmead, and has derived great benefit from this association.

1.4.7. Latterly in the 1990's we introduced the Computer Literacy Project (see section 18).  In addition, we continue to regard the promotion of the benefits of our unique approach to Literacy Tuition to both agencies and individuals, as the essence of our work.

1.4.8. The recession of the 1990's impacted on Amity and our work, as it did on society as a whole.  Nevertheless, our durable and cost effective approach enabled us to “weather the storm”.

1.4.9. We continue to flourish and look forward to the future with both optimism and encouragement, not least from the continuing success of our Computer Literacy Project.

THE AMITY APPROACH

1.5. The Club Approach

1.5.1. Our policy is to share the benefits of our approach with other workers in this and allied fields as well as carry out to its optimum our first duty of support to the Supervising Tutors and their volunteers, on whom our students depend for their literacy progress and general welfare in the Clubs.

1.5.2. Although the Clubs are no longer new, the concept of the Club approach is still fresh to many workers in the field of basic education.  While there is no substitute for direct experience, it would not be fair to say that the Club experience is incommunicable, since its elements – individual tuition, stress on integration of these social relationships into larger groups and a policy of social support – are not of themselves new.  What is unique is the combination of these elements and their systematic application.  So far as we are aware, Amity Reading Clubs is alone in the deliberate and systematic development of the Club approach.

1.5.3. To an outsider paying a visit, a typical Club is seen as a collection of couples, indistinguishable at first glance as teacher and taught, ensconced in comfortable premises, such as a library, and not noticeably organised or structured, least of all by the quiet individual who emerges from the group to greet you and who turns out to be the Supervising Tutor.  

1.5.4. Invariably, first impressions conveyed to us emphasise both the warmth and concentration of the Club atmosphere and the tension produced by the apparent lack of structure, and hence the newcomer’s uncertainty about their role.  In the light of this fact, let us examine the Clubs through the eyes first, of a student, next of a volunteer, then of a Supervising Tutor and lastly of the Founding Organisers.

1.6. The Students’ Perspective

1.6.1. Students (see section 8) are very varied but the majority are young men between 25 and 35, many of whom are in unskilled work or unemployed.  Whatever their specific literacy disabilities, - ranging from brain damage through congenital perceptual disorders to simple social handicaps such as a lack of confidence – what they all share is a prolonged history of reading failure, often intensified by repeated and unsuccessful attempts to overcome their difficulties.  The majority have received some form of “special education” and even in this favoured context, they have failed.  Nor have their efforts to accept other forms of literacy tuition been successful.  In addition to their primary literacy disability, whatever it may be, they now suffer massive discouragement and frequently have other and associated problems in relating to family, workmates and friends.

1.6.2. The sole criterion for referral to the Clubs is that the student should be unable (and this must ofcourse subsume “unwilling”) to profit by other forms of literacy tuition.  In other words, what is essential to them is the continuous attention, immediate feedback and generalised support offered by the Clubs.

1.6.3. Referral by another literacy scheme, library, employer, doctor or social worker is the usual form of admission, but self-referral is not unknown.  The sponsor is asked to accompany the student on their first visit to lessen the anxiety attendant on initiating yet another attempt at what, hitherto, has proved an impossible task.  If this form of introduction is impossible, then we try and make a home visit.  This is a step, which we may in any event take or repeat if it is found to be helpful or informative.

1.6.4. When the student enters the Club, often with shoulders hunched and head bowed, their first sight of students and volunteers tells them, as nothing else can, that they, themselves, bear no visible stigma; we often see the effect of this knowledge in an immediate relaxation – the shoulders drop and the head lifts.  The student meets the Supervising Tutor and their induction begins in the establishment of their relationship with that individual whose responsibility it is to assess, without damaging the student’s confidence, the extent of their difficulties, and begin to plan the ways of solving them.  Crucial in this process is the student’s perception of his or her own needs.  These may be to pass a driving test, to read the will their father is drafting, or read to their school-age children, who are now demanding stories.

1.6.5. Whatever their initial aim, and no matter how clearly we can foresee the widening of horizons which almost inevitably takes place, that aim is to be respected.  Furthermore, it is sometimes necessary to respect the prejudices of the student in the choice of methods used.  A student who has been educated on alphabetic lines that we would consider archaic, may do better if allowed to follow their own urge to repeat the process and get it right this time, rather than impose our own views.

1.6.6. In time, the simple need to vary a two-hour stint of work as well as the influence of other activities going on around, will enable us, or rather the student’s volunteer, to win them around to other ways of learning.  Chief amongst these, we set store by the “language experience approach”, the value of handwriting in reinforcing reading and the validity of personal expression, whether functional or imaginative.  This takes many forms; and includes letters or documents, individual books, collaborative productions such as newsletters, or exploiting the many facets of our computers and their wide range of literacy software.

1.6.7. Initially however, our aim is to get to know the student and foster their motivation in this new attempt at literacy.  If the student does not find welcome and acceptance in the Club, they will not return and may well abandon the attempt forever.  We are careful therefore, not to match student and volunteer without several weeks acquaintance with each other and a deliberate appraisal, including the opinion of each party, to the matching.  Once matched (see section 14), student and volunteer, together with the Supervising Tutor decide on the programme of work and carry out the periodic review which is our simple and direct form of evaluation.  At first, the absolute beginner may be unable to write down any of their aims for themselves.  As time passes, their progress is demonstrated not only by the work that accumulates in their folder, but also by their growing command of the means of expression and how far they consider they are achieving them.

1.6.8. The student relies on the primary relationship with their volunteer, and with the Supervising Tutor, but from the beginning these are integrated into the life of the whole Club, notably during the Coffee Break.  Whatever conditions may pertain at home or at work, here they find friendliness, acceptance and good humour, in a state of psychological freedom within psychological safety.  The student begins to acquire a sense of community, which, through social activities outside Club time and in conjunction with other Clubs, will in the long run lead them to enter more fully into the life of the community at large.  Literacy without fellowship is meaningless and we are convinced that for our students, fellowship is the key to literacy.

1.7. The Volunteers’ Perspective

1.7.1. Our volunteers (see section 9) are as varied as our students, but the majority are young women of the same age group as the bulk of our students, and who are imbued with the desire to share what seems to them to be the inestimable advantages of literacy.  Volunteers learn as much if not more than our students and not simply the techniques of teaching reading; they also learn the reasons why it is of such importance socially.  Many come to us through the Libraries’ publicity system or Volunteer Agencies; and not a few have been with us for several years.  

1.7.2. Initially, we ask nothing but a single visit, during which the Supervising Tutor will explain the aims and the mode of operation of the Clubs.  If the volunteer is interested we then ask for a trial commitment of some 4-6 weeks, during which they will make apparatus, and coffee, and will work for brief spells with as many different students as possible, often whilst their volunteer is having a chat with the Supervising Tutor.

1.7.3. At the end of the trial period, which often passes unnoticed because matching has occurred in an easy and natural fashion, the volunteer knows that we look for an extended commitment of a year.  It is from the seasoned, experienced and apt volunteers that we recruit our Supervising Tutors, secure in the knowledge that they know from personal experience the nature of the support they will be called on to give.

1.8. The Supervising Tutors’ Perspective

1.8.1. If volunteers are our life-blood, then the Supervising Tutor (see also section 7.3) is the heart of his or her Club.  The Supervising Tutor must know the students, must know the volunteers, must manage where management is necessary the delicate balance of the one-to-one relationships and of the larger network of one-to-one relationships that constitute the whole Club.  Beyond this, they must also maintain contact with the central organisation, to which is referred any problem (and these are not infrequent) which cannot be dealt with inside the Club.  They sustain direct responsibility for ongoing tutorial training of volunteers, which is offered from a repertoire as extensive as we can make it, of the best available material, techniques and equipment.

1.8.2. For week to week contact with libraries, visitors, referral agencies and others, we rely on the tact of our Supervising Tutors and their loyalty to Club principles.  It is impossible to overemphasise the importance of this key role, and hence of the recruitment and selection of Supervising Tutors and of the quality of the support we provide for them.

1.9. The Founding Organisers’ Perspective

1.9.1. The task of the Founding Organisers who (see also section 7.2), together with the Secretary (see also section 7.6), constitute the day-to-day management, is to support the Clubs.  This involves knowing every individual as far as this is humanly possible, but above all knowing the Supervising Tutors and ensuring that each has whatever they need to sustain what cannot otherwise be described than, as a very wide brief.  We ensure that the premises are continuously available, and that wherever possible links with referral agencies and outside organisations are in place and monitored.  In addition to library support in equipment and materials we constitute an immediate, speedy source of whatever is urgently needed for individual students.

1.9.2. This extends beyond books, writing materials and equipment to liaison with other agencies in the event of problems arising which are of critical importance to the well-being of the students, that is implementation of our policy of social support (see section 13).  Broadly speaking, this falls into three areas; home, work, or personal relationships, and may range from the need for company “in getting measured for a suit”, through attendance at a hospital case-conference, to long-term support of a student through the break-up of a marriage.  Within the Clubs we operate a policy of befriending by the volunteer but it is for the Supervising Tutor to refer to the Executive Committee any matters which require more specialised help necessitating referral to the Social Services or other agencies.  Liaison work is therefore a large part of the Founding Organiser’s duties, including liaison with other literacy organisations, for cross-referral and other purposes.

1.9.3. One of these is the pressure for continuing and increased resources to be allocated to the whole field of adult literacy and basic skills education, with emphasis on the contribution of the voluntary sector and its acceptance by the statutory bodies.

1.9.4. The governing body of Amity Reading Clubs, a Registered Charity, is the Management Committee (see also section 6.1), comprising all Supervising Tutors, the Secretary, student representatives from each Club, together with a small number of co-opted members with special qualifications and the Founding Organisers.  This body is responsible for the initiation and implementation of policy, whether of expansion, consolidation, funding or publicity and the spread of information.

1.10. Amity Reading Clubs’ Role

1.10.1. The role of Amity Reading Clubs as a voluntary literacy scheme for adults with special difficulties is not to attempt to meet all of the need we know to exist but rather to maintain and refine the pattern we have established.  An approach which manifestly demonstrates that a scheme so personal is open to replication, with the additional object of making available to our colleagues the information necessary to that process of replication, if they are inclined to adopt the Club approach.  

1.10.2. To this end we have in the past commissioned, published and printed material designed to communicate as widely as possible our experience in detail and the principles we have abstracted hitherto.  This Manual is another example of this approach.  In addition, we have placed much of this material on our web site www.amity.org.uk so that it is on open access to students, volunteers, sister literacy schemes, referral agencies and other interested organisations.

1.11. Visits

1.11.1. We welcome visits and other forms of experience for those engaged in or entering the caring professions.  If you wish to discuss our work or visit one of our Clubs, please contact Founding Organiser, Gladys Glascoe (see Appendix 9 section 32 for contact details).

THE ORGANISATION

1.12. Management Committee

1.12.1. Responsibilities

1.12.1.1. Our Management Committee has overall responsibility for the corporate governance of our organisation.  This means it is responsible for strategy and policy; budget setting, monitoring its activity and financial expenditure and the overall management of the organisation.

1.12.1.2. The composition of Management Committees tends to reflect the nature of the organisations they manage and the people involved.  Ours is an inclusive organisation and membership of our Management Committee (see section 6.1.2) is made up primarily of the people responsible for the management and organisation of the Club’s work.  

1.12.1.3. The Committee meets quarterly and rotates its meetings around the venues at which individual clubs meet.  This approach ensures that all members of the Management Committee have the opportunity to visit every club, every year.

1.12.1.4. For more information on the responsibilities and duties of management committee representatives (or Trustees) consult the Charity Commission’s documents “Responsibilities of Charity Trustees” and “A Trustees’ Guide to the Charities Acts 1992 and 1993” available free of charge and visit their Web Site (see section 23.1.4) for details.

1.12.2. Membership

1.12.2.1. The Founding Organisers (see section 7.2).

1.12.2.2. The Supervising Tutors (see section 7.3).

1.12.2.3. The Deputy Supervising Tutors (see section 7.4).

1.12.2.4. Student Representatives, one from each Club, (see section 7.5).

1.12.2.5. The Secretary (see section 7.6).

1.12.2.6. The Treasurer (see section 7.7).

1.12.2.7. Co-opted Members (see section 7.8).

1.13. Executive Committee

1.13.1. Responsibilities

1.13.1.1. The Executive Committee is responsible for the day to day management of the organisation.

1.13.1.2. It can commit the organisation to financial expenditure and policy initiatives within the limits set by the Management Committee, and must report back at each meeting on its activities and decisions taken.

1.13.1.3. The Executive Committee is also responsible for developing policy initiatives and reporting its recommendations for approval by the Management Committee.

1.13.2. Membership

1.13.2.1. Founding Organisers (see section 7.2).

1.13.2.2. Secretary (see section 7.6).

1.13.2.3. Treasurer (see section 7.7).

1.13.2.4. Co-ordinator (this title describes the role of a paid officer formerly employed by Amity Reading Clubs) (see section 7.10).

1.14. Constitution

1.14.1. The Constitution of an organisation also reflects its work and membership.

1.14.2. Advice on “model constitutions” are available from a variety of “umbrella charities”, as well as the Charity Commission, and form a useful basis on which to develop the constitution your organisation really needs.  It is often better to have broadly based aims and objectives to ensure you have flexibility to operate as your organisation develops and evolves.

1.14.3. If your organisation is contemplating formal registration for Charitable Status you should contact the Charity Commission for details of their procedures, application forms and guidance notes.  See Useful Contacts, (section 23.1.4) for contact details.

1.14.4. Applying for Charitable Status can be both complex and time consuming, and given that subsequent changes can take just as long as original registration, you will want to get it right first time.  Legal advice can be expensive, but if the work you doing is controversial, or your approach is a little out of the ordinary, then seek professional advice at an early stage. 

1.14.5. Amity’s own Constitution was approved by the Charity Commission in 1978, and is attached for information in Appendix 1 Section 24.

1.15. Equal Opportunities Policy

1.15.1. It behoves voluntary groups, perhaps even more than other organisations, to have an effective equal opportunities policy, setting out details of fair and open access to their services, and equality of arrangements for managing diversity in its administration.  It is good practice for an organisation to review its equal opportunities policy and its effectiveness regularly, particularly as this is an area where there are frequent changes in legislation.

1.15.2. Having a policy is good; implementing it is better still.  This means training for members so they are aware of their rights; and for the officers so they are aware of their obligations and duties.  It also means refresher training, not least to ensure new members continue to be briefed.

1.15.3. If having a policy is good, and implementing it better still, then being able to prove it is working is the final part of the “jigsaw”.  This means keeping records.  Amity keeps records of ethnic origin, gender, age and disability for all members, students and volunteers alike, on a relational database (see section 19.5.4).  This has simplified the analysis of complex data, whether it be across the organisation, or on a club by club basis; and if necessary year on year.

1.15.4. Setting up and maintaining a relational database of this nature is not simple; but for us, it has been worthwhile.  For a newly established organisation of modest size, records kept in a simple database or spreadsheet would be more than adequate.

1.15.5. Amity’s own Equal Opportunities Policy can be found in full in Appendix 2 Section 25.

1.16. Health and Safety Policy

1.16.1. Public awareness of Health and Safety issues and responsibilities have grown significantly during the last decade, and it is a reminder that even small charities such as our own have a duty of care towards the people they serve.  It is no longer acceptable to “hope” things go right.

1.16.2. The place to start is the drafting of a Health and Safety policy.  The policy should set out the Health and Safety goals of the organisation, define how they are going to be met, who is responsible for what, and how often the policy is to be reviewed.

1.16.3. The policy should reflect the environment in which your activities take place.  For instance; it will be clear in reading Amity’s Health and Safety policy (Appendix 3 Section 26) that we borrow our premises for Club sessions.  Had we leased or owned the premises our duty of care, and hence our policy, would be very different.

1.16.4. Once the policy has been drafted (and approved by your Management Committee), a “Risk Analysis” should be undertaken.  This sounds daunting, but what it means in practice is that you should look in detail at each element of your activities during a Club session and identify what hazards, or risks are involved.  

1.16.5. Sample Questions for a Risk Analysis

1.16.5.1. If electrical equipment is used, are there trailing cables which someone might trip over?  Does furniture have to be moved; are the people who do it trained in lifting heavy loads?  If you are making hot drinks, what have you done to minimise the risk of spillage and scalding when carrying them?  Have you had your electrical equipment tested recently for safety?  Do you have a First Aid Kit?  If you do, is anyone trained in its use?  Are there arrangements for emergency evacuation?  In the event of an emergency, do you keep a record of all those attending, so you know that everyone escaped?  Do you have, or need any protective clothing or equipment?  And, if you have done all this, have you told those responsible what they need to know or do?

1.16.5.2. These are the kind of questions you need to ask yourself (and this is a sample to get you thinking, not an exhaustive list).  In the final resort however, the detail will depend on the premises themselves, the work you are doing, the people involved and the equipment you are using.

1.16.6. Having written down the questions and the answers to them, you then need to solve the challenges they raise.  Some risks can be eliminated simply by doing things in a different way.  In other areas risks can be reduced (e.g. cables can be taped back to avoid a hazard, or new sockets installed).  In some instances, a simple warning will suffice.

1.16.7. Your guiding lights here should be the nature of the penalty if something goes wrong, and the “likelihood” of it happening.  If a risk is potentially life threatening, it clearly needs to be addressed differently to one, which might simply lead to inconvenience or embarrassment.  

1.16.8. Once your Risk Assessment is complete and solutions identified and approved by your Management Committee, they need to be implemented.  So make those changes swiftly; get the training done and tell everyone who needs to know.  One hint; if like us you borrow your premises, find out what your landlord’s arrangements are, particularly means of escape, and ensure your’s support them and don’t get in the way.

1.16.9. All that remains to be done is to carry out the follow-up review when it falls due, and apply the above principles again.

1.16.10. If all this seems like common sense, then you are right but nevertheless, you may well be surprised by what is thrown up by your first Risk Analysis!

1.16.11. The Health and Safety Executive (see Useful Contacts, Section 23.1.5 and Appendix 3, section 26) publish a wide range of useful material to help you in this field, and much of it is free.  Nevertheless, if your activities are at all complex, or you are uncertain about your responsibilities in any way, get professional advice.

1.17. Friends of Amity

1.17.1. Background

1.17.1.1. Friends of Amity is a new concept for us (albeit a long-standing goal), but one which is common for many other organisations.

1.17.1.2. The purpose is to create a vehicle for support of the main organisation, but without diluting its capacity for management and delivery of its core services.

1.17.1.3. A secondary benefit is to enable past students, volunteers and referral agencies to keep in touch with our work, so we don’t lose contact with them.

1.17.1.4. “Friends” organisations are usually affiliated to the organisation they support, but should have their own management structure / committee and terms of reference.

Goals

1.17.1.5. To raise money for Amity and its work.

1.17.1.6. To allow people who cannot commit themselves to a regular session once a week, but still want to support us, the opportunity to do so, perhaps through the use of their special skills, contacts or qualifications.

1.17.1.7. To keep "friends" of Amity past and present, in touch with our organisation and its activities.

1.17.2. Current Position

1.17.2.1. Our “Friends” organisation is still in its formative stage.  We underestimated the scale of work involved in preparing to launch the venture, and until it is complete, we shall not go live.

1.18. Organisation Structure

1.18.1. The Amity Reading Clubs’ organisation structure diagram can be found in Appendix 4, Section 27.

OFFICERS

1.19. This section describes the main attributes and responsibilities of the officers representing the organisation.  Links to the Management and Executive Committees are noted as appropriate.

1.20. Founding Organisers

1.20.1. Overview

1.20.1.1. The Founding Organiser role in Amity Reading Clubs equates to that of Chair or President in other organisations.  It will normally be the individual who has the “vision” for the project; the drive and enthusiasm to push it forward; and the ability to engage the support of others to help.

1.20.1.2. The Founding Organiser should be decisive but their leadership skills need to be inclusive, reflecting the voluntary nature of the organisation.  The ability to motivate others is essential.  The ideal candidate should be a “listener”, but also able to direct.  

1.20.1.3. The ability to structure and chair meetings is important, as are drafting and presentation skills. A clear grasp of administrative procedures and corporate practice is also advantageous.

1.20.1.4. A teaching qualification at primary school level is desirable, but experience in adult literacy tuition is essential.  Broad experience of working in the voluntary sector is highly desirable.

1.20.2. Job Description

1.20.2.1. Chairs the Management Committee.

1.20.2.2. Chairs the Executive Committee.

1.20.2.3. Primary contact for the organisation.

1.20.2.4. Lead ambassador for Amity Reading Clubs.

1.20.2.5. Acts for and on behalf of the organisation, committing it to actions or financial investment, within the authorities delegated by the Management Committee.

1.20.2.6. Provides a progress report of actions taken at each Management Committee meeting.

1.20.2.7. Has overall responsibility for the production of the Annual Report and Accounts at the Annual General Meeting.

1.20.2.8. Recommendations to the Management Committee on the appointment of new members.

1.20.2.9. Leads on the identification and development of new policy initiatives.

1.20.2.10. Responsible for day to day management within the authorities delegated by the Management Committee.

1.20.2.11. Responsible for delivery of Central Office Social Support.

1.20.2.12. Overall responsibility for training matters.

1.20.2.13. Overall responsibility for delivery of the equal opportunities policy.

1.20.2.14. Overall responsibility for Health and Safety policy and implementation.

1.20.2.15. Provides ongoing support to Supervising and Deputy Supervising Tutors.

1.20.2.16. Overall responsibility for the recruitment of volunteers and students; either directly or by delegation.

1.20.2.17. The provision of references as required.

1.21. Supervising Tutors

1.21.1. Overview

1.21.1.1. Supervising Tutors are the hub of their clubs, managing their activities on a day to day basis; 

1.21.1.2. A Supervising Tutor’s leadership style needs to be inclusive, reflecting the voluntary input of both students and volunteers.  The ability to motivate others is essential.  The ideal Supervising Tutor must be a “listener”, but also be able to guide and advise.  

1.21.1.3. Supervising Tutors must have a clear grasp of the organisation’s aims and objectives, and the willingness to implement them via the management systems.

1.21.1.4. A teaching qualification at primary school level is desirable; but previous experience of Amity’s approach to adult literacy tuition as a volunteer is essential.  Other experience of working in the voluntary sector is also desirable.

1.21.2. Job Description

1.21.2.1. Overall responsibility for the day to day management of their individual Club, within the policies and procedures of the organisation.

1.21.2.2. Management of the Deputy Supervising Tutor.

1.21.2.3. Member of the Amity Reading Clubs Management Committee and responsible for giving the local Club perspective to the Committee.

1.21.2.4. Liaison with the Founding Organiser and other members of the Executive Committee on day to day management matters.

1.21.2.5. Providing monitoring reports at each Management Committee meeting.

1.21.2.6. Providing an Annual Report of club activities at the Annual General Meeting.

1.21.2.7. Responsible for the provision and management of “social support” at the Club level.

1.21.2.8. Responsible for the provision of ongoing tutorial training for individual volunteers.

1.21.2.9. The induction of students and volunteers.

1.21.2.10. Responsibility for the matching of students and volunteers.

1.21.2.11. Monitoring the progress of students

1.21.2.12. Liaison with local bodies, including the Club’s landlord and local referral agencies for both students and volunteers.

1.21.2.13. Responsibility for the training of the Deputy Supervising Tutor.

1.21.2.14. Providing support for the Club’s Student Representative.

1.21.2.15. Local responsibility for implementation of the Club’s Equal Opportunities Policy.

1.21.2.16. Local responsibility for implementation of the Club’s Health and Safety Policy.

1.22. Deputy Supervising Tutors

1.22.1. Overview

1.22.1.1. The Deputy Supervising Tutor role is a supportive one to the Supervising Tutor, helping in the delivery of the Clubs’ aims and objectives.

1.22.1.2. It is also a useful training role, and one in which the Deputy develops and extends their skills and knowledge about our work, particularly on those occasions when they stand-in for their Supervising Tutor.

1.22.1.3. Deputy Supervising Tutors often grow to become Supervising Tutors; indeed there is no better way of learning about this role.

1.22.1.4. Skills and abilities are identical to those of the Supervising Tutor, but can be of a lower profile, given that they will grow into their role.

1.22.2. Job Description

1.22.2.1. Member of the Amity Reading Clubs Management Committee.

1.22.2.2. Standing in for the Supervising Tutor in their absence.  In this context the Deputy Supervising Tutor can take on responsibility for any or all aspects of the duties of the Supervising Tutor set out above.

1.22.2.3. To liaise closely with and support the Supervising Tutor as required.

1.23. Student Representatives

1.23.1. Overview

1.23.1.1. The role of the Student Representative is to give the student perspective to the Management Committee when it receives progress reports or considers policy matters.

1.23.1.2. Normally the Student Representative will be the “senior” student from an individual Club.

1.23.1.3. Student Representatives will be selected by the “common consent” of the student membership of each Club, guided by the Supervising Tutor.

1.23.2. Job Description

1.23.2.1. Membership of the Management Committee.

1.23.2.2. With the support of the Supervising Tutor, to seek fellow students’ views on the matters to be considered by the Management Committee and report those views to it.

1.23.2.3. With the support of the Supervising Tutor, to brief their fellow students on the decisions of the Management Committee, and the reasons they were taken.

1.24. Secretary

1.24.1. Overview

1.24.1.1. The Secretary needs good administrative skills, an orderly mind, a good telephone manner and the ability to network.  They must also be able to minute meetings and draft correspondence.

1.24.1.2. Good keyboard skills are highly desirable for a Secretary, as are computing skills including expertise in word processing and spreadsheets.  Knowledge of basic database and presentation programmes would also be beneficial, as would familiarity with the Internet and e-mail.  Alternatively, a willingness to undertake training to acquire or enhance these skills would be essential.

1.24.1.3. Ideally, a Secretary should have a background in Administrative or Secretarial work; and experience of working with voluntary groups would be an advantage.

1.24.2. Job Description

1.24.2.1. Membership of the Management Committee.

1.24.2.2. Preparing the agenda and other documentation for consideration by the Management Committee and the Annual General Meeting, circulating that documentation (using e-mail if appropriate) and minuting those meetings.

1.24.2.3. Membership of the Executive Committee.

1.24.2.4. Working under the direction of the Founding Organiser in the execution of Executive Committee responsibilities.

1.24.2.5. These duties include the preparation of correspondence; liaison with Referral and other Agencies; telephone contacts; arranging meetings; filing and such other duties as are directed.

1.25. Treasurer

1.25.1. Overview

1.25.1.1. A Treasurer should have a background in financial management and budget control; and ideally be an accountant or bookkeeper.

1.25.1.2. They should have a knowledge of basic accountancy practice for the Voluntary or Charitable sector; including the ability to prepare Balance Sheets; Income and Expenditure Accounts and Asset Registers (including a knowledge of depreciation).

1.25.1.3. A Treasurer should have the skills to prepare budgets and monitor them; including the production of progress reports.

1.25.1.4. Experience of fund raising, and the willingness to undertake it would be advantageous.

1.25.2. Job Description

1.25.2.1. Membership of the Management Committee.

1.25.2.2. Membership of the Executive Committee.

1.25.2.3. The preparation of annual budgets for the Management Committee.

1.25.2.4. The preparation of monitoring and progress reports to the Management Committee.

1.25.2.5. The banking and disbursement of organisation funds (note all cheques must be signed by at least two authorised signatories).

1.25.2.6. Compliance with the financial policies and procedures recommended by the Auditor.

1.25.2.7. Preparation of year-end accounts for Audit.

1.25.2.8. Undertaking or advising on Fund Raising matters.

1.26. Co-opted Members

1.26.1. Overview

1.26.1.1. The purpose of recruiting Co-opted Members is to add value to the quality and range of skills available to the organisation.

1.26.1.2. Examples of such skills include; Fund Raising; Public Relations; Local Business Contacts; Specialist Skills in Adult Literacy; and political contacts such as Local Councillors or MPs.

1.26.1.3. Our Constitution (see Appendix 1 Section 24) puts a limit of 33% on the numbers of Co-optees that can be recruited.

1.27. Other Roles and Responsibilities

1.27.1. In addition to the above there are other roles and responsibilities which often need to be carried out by an organisation, but which do not necessarily have to be represented on the Management Committee itself.  The main ones include:-

1.27.2. Auditor

1.27.2.1. The Auditor advises on the accounting policies with which our organisation must comply.

1.27.2.2. In liaison with the Treasurer, the Auditor will advise on and agree best practice accounting procedures.

1.27.2.3. The Auditor undertakes the annual audit of accounts and provides an Audit Report to the Annual General Meeting.

1.27.3. Press Officer

1.27.3.1. The Press Officer role embraces all aspects of Public Relations and Marketing.

1.27.3.2. The purpose of the role is to promote the activities of the organisation and generate awareness.

1.27.3.3. In dealing with the local press, it is useful to bear in mind that they are usually keen to report on local affairs and local organisations as part of their remit.  For this reason, it is useful to learn the names of the staff involved, and feed them information and news about your organisation on a regular basis.  Not everything you send will be published, but if they “know” your organisation, you are likely to get better results.

1.27.3.4. Particularly in the early days, this role will fall to the Founding Organiser, but if a lot of activity is planned, it may be better to delegate it.  If the individual appointed as Press Officer is not a member of the Management Committee, then they should report to the Founding Organiser.

1.27.3.5. The Press Officer will also need to liaise closely with the Volunteer and Student Recruitment Officers (see sections 7.9.6 and 7.9.7) on publicity issues associated with their work and with Supervising Tutors (see section 7.3) regarding local publicity about individual Clubs.  With regard to fund raising issues, the Press Officer may also need to work with the Fund Raiser (see section 7.9.8).

1.27.3.6. Press Releases

1.27.3.7. Press Releases are the normal form of distributing information about the organisation.  Standard word processing packages have “templates” for Press Releases to get you started.  It will also be helpful for you to develop a “house-style” and logo for this material, as it will make it more immediately recognisable as “yours”.

1.27.3.8. To take maximum advantage of this medium, you need to prepare a list of contacts with local press, so a simple “mail merge” will ensure wide distribution.  Follow up with telephone calls to reinforce the message.

1.27.3.9. With the expansion of local radio stations, which are often keen to promote local community news, you should add them to your list of contacts.

1.27.3.10. Events (see also section 22.4)

1.27.3.11. Events can range across Charity Balls to jumble sales; conferences to training seminars, and everything in between.

1.27.3.12. From a Press Officer point of view, any type of event should be seen as a vehicle for promoting the organisation, even if that is not its primary purpose.

1.27.3.13. Publicity Material

1.27.3.14. Publicity material ranges across brochures, leaflets, posters, newsletters and other display material (even the design of forms can have a relevance here).  As before, developing a “house-style” and logo has a number of advantages.

1.27.3.15. It is also a good idea to put together a portable exhibition panel promoting your organisation, a mixture of text (in a large and readable typeface) and lots of photographs, has high impact.  These exhibition panels can be used to great effect at charity events, and on other occasions.

1.27.3.16. Enlargements of photographs can be produced cheaply on today’s inkjet printers, using photo-quality paper.  Mounting the material on “daler-board” adds to their impact.

1.27.4. Webmaster (see also section 20)

1.27.4.1. The ideal Webmaster should have experience in the use of Web Site authoring software, a background in graphic design and presentation skills.  The ability to organise data and present it in an attractive and logical style is also advantageous

1.27.4.2. The Webmaster will also need to have a good understanding of the policies and style of operation of the organisation to ensure these are truly reflected by the Web Site.

1.27.4.3. In reality, individuals who have all these skills are probably doing the job professionally, and so you are unlikely to be able to afford them.

1.27.4.4. It is comforting to know therefore that anyone who has a reasonable grasp of word processing, will already have 70% of the knowledge required to set up and operate an attractive Web Site.

1.27.4.5. Accordingly, you should be looking for an individual who is reasonably proficient on a PC, and has the willingness to learn basic web-authoring skills.  It will be for your organisation to provide the equipment; software; Internet connection and necessary training.

1.27.4.6. If the Webmaster role is not delegated to an existing member of the Management Committee, then a member needs to be nominated as the primary link officer, to ensure that what goes on to the site, is what the organisation wants.  Our Webmaster is Founding Organiser Philip Glascoe.

1.27.5. IT Support (see also Section 19)

1.27.5.1. This section assumes you use computers in your project, or in its administration.  If your don’t you really should be, they can transform the way you work.

1.27.5.2. The person undertaking your IT support need not be a member of your Management Committee, or indeed a member of your organisation.  However, as your use of computers grows, it will become more and more important that this resource is either in-house or very accessible.  Ideally, the individual responsible should report direct to a nominated member of the Management Committee.

1.27.5.3. Be warned however, if you cannot source your IT Support on a voluntary basis; it may well become an expensive commodity commercially.  You will be well advised to grow your own skills as soon as possible.

1.27.5.4. Initially, the role embraces advice on IT requirements for both software and hardware and recommending equipment for purchase (possibly even buying on your behalf).  This will require an awareness of your Project’s needs and an appreciation of the current market place in terms of current technology and costs.

1.27.5.5. Once the equipment and software has been purchased, the role extends to commissioning the hardware, ensuring the interfaces work and the various elements “talk” to each other.  This will include ensuring all the cabling is correctly connected and located safely, and loading any necessary “drivers” as required.

1.27.5.6. Software then needs to be loaded and tested to ensure functionality.

1.27.5.7. Computers being what they are, sundry problems are likely to develop over time; your IT Support will need to have the skills to resolve them swiftly, or identify when larger repairs are necessary, and arrange for them to be put in hand.  These roles demand a basic knowledge of computer technology (both hardware and software) as well as diagnostic skills, and the ability to implement remedies.

1.27.5.8. From time to time, your organisation will wish to explore a “new IT project”; here too your IT Support has a role to play, advising on equipment and software needs, skills required, and practicality of approach.

1.27.5.9. In addition, and in conjunction with the Webmaster, the IT Support should also advise on Internet use and exploitation, together with protection against virus and other infections which can invade computers via e-mail attachments, floppy discs or “contaminated software”.

1.27.6. Student Recruitment Officer (see also Section 15)

1.27.6.1. This role can be held by any of the members of the Management Committee, or indeed divided amongst them.  However, in the longer term there are distinct advantages in making this a dedicated role of a specific individual, not least in terms of continuity and consistency of approach for the Referral Agencies.

1.27.6.2. Subject to the demands of the role, it would also be advantageous to link it with the role of Volunteer Recruitment Officer (see section 7.9.7) below.

1.27.6.3. The ideal candidate should have some daytime available during Referral Agency working hours to follow up contacts and undertake briefings.  They should also have a commitment to and a good knowledge of the organisation, its policies and approach.  Good presentation skills would be advantageous.  Experience of the Voluntary sector, preferably in “basic skills” would also be helpful.

1.27.6.4. Close liaison with Supervising Tutors (see section 7.3) is essential to ensure a balance of student and volunteer numbers, and to make arrangements for induction interviews and visits.

1.27.6.5. Liaison with the Press Officer (see section 7.9.3) will also be essential for promotional activity associated with this role.

1.27.7. Volunteer Recruitment Officer (see also Section 16)

1.27.7.1. As with Student Recruitment Officer, this role can be held by any of the members of the Management Committee, or indeed divided amongst them.  However, in the longer term there are distinct advantages in making this a dedicated role of a specific individual, not least in terms of continuity and consistency of approach for the Referral Agencies.

1.27.7.2. Subject to the demands of the role, it would also be advantageous to link it with the role of Student Recruitment Officer (see section 7.9.6) above.

1.27.7.3. The ideal candidate should have some daytime available during Referral Agency working hours to follow up contacts and undertake briefings.  They should also have a commitment to and a good knowledge of the organisation, its policies and approach.  Good presentation skills would be advantageous.  Experience of working with volunteers would also be helpful.

1.27.7.4. Some Referral Agencies encourage screening interviews prior to referral.  The ability to assess applications and interviewing skills would be beneficial.

1.27.7.5. Close liaison with Supervising Tutors (see section 7.3) is essential to ensure a balance of student and volunteer numbers, and to make arrangements for induction interviews and visits.  The Volunteer Recruitment Officer will also advise Supervising Tutors on the best approaches to use for local recruitment of volunteers.

1.27.7.6. Liaison with the Press Officer (see section 7.9.3) will also be essential for promotional activity associated with this role.

1.27.8. Fund Raiser (see also Section 22)

1.27.8.1. In the early days of an organisation the fund raising role will tend to rest with the Founding Organiser (or Chair), who will rely on the Treasurer for financial input.

1.27.8.2. In the longer term however, it is better for this role to be delegated to a specific individual, or better still, a small sub-committee of the Management Committee.

1.27.8.3. The skills required are the ability to plan a budget; programme and monitor applications and approaches for funding in accordance with that budget; good drafting skills; a detailed knowledge of the organisation and its activities; and the ability to translate that into attractive applications.  Good presentational skills and telephone manner are highly desirable.

1.27.8.4. Good organisational and administrative skills are also required particularly when arranging fund raising events or appeals, with the results being monitored on a spreadsheet or database.

1.27.8.5. Close liaison with the Press Officer (see section 7.9.3) will also be essential if the publicity benefits from fund raising events are to be maximised.

1.27.8.6. Given the range and diversity of fund raising activity and the skills required, the benefits of the “sub-committee” approach will now be clear.

1.28. Co-ordinator

1.28.1. Introduction

1.28.1.1. In 1976 the Adult Literacy Resource Agency (ALRA) was formed to publicise the problems of adult literacy in the UK.  It encouraged the BBC to make and broadcast the “On the Move” series of programmes, showing the problems caused by illiteracy and some of the techniques involved in overcoming them.  The programmes were originally broadcast on Sunday evenings around 6.00 p.m. which at that time, was close to weekend prime time.  Daytime repeat broadcasts soon followed.

1.28.1.2. These programmes really stimulated public awareness of the magnitude of adult illiteracy in Britain, and encouraged many disadvantaged adults to come forward to seek help.

1.28.1.3. To meet this demand, ALRA had a budget of £1,000,000, which was largely dedicated to the funding of start-up projects to meet the demand, and we were fortunate to receive funding for a three fifths Lecturer II post for eighteen months.

1.28.1.4. On expiry of this grant, continuity funding was provided by the ILEA, until this dried up in the early 1980’s in the climate of cuts.

1.28.1.5. Subsequently, Amity restructured itself as a wholly voluntary organisation; a robust model which allowed us to maintain an independent approach to our literacy work during the recession, and to flourish to the present day.

1.28.1.6. Although today we do not have a funded Co-ordinator post, we set out below an overview and Job Description for completeness.

1.28.2. Overview

1.28.2.1. The ideal candidate will have trained as a primary school teacher, but also have experience in the field of adult literacy tuition.  Experience of working with Voluntary Organisations would be advantageous, as is experience with, or a willingness to work with volunteers.

1.28.2.2. The Co-ordinator should subscribe fully to the policies and style of operation of the organisation, and must be a “team player”.

1.28.2.3. As one of the principal ambassadors of the organisation, the Co-ordinator must have the presence and skills to represent Amity at all levels.  

1.28.2.4. The ability to give effective presentations on behalf of Amity and the skills to deliver training sessions to its volunteers are essential.

1.28.2.5. Good listening skills are important, but the Co-ordinator must also be able to guide.  In addition, good drafting skills are highly desirable.

1.28.2.6. Good IT skills are essential, including familiarity with standard office software.  Knowledge of a broad spectrum of education software would be advantageous, particularly in the field of special needs.

1.28.3. Job Description

1.28.3.1. The Co-ordinator will report to the Founding Organiser and be a member of the Executive Committee.  The Co-ordinator will attend the Management Committee, but, as a paid officer, cannot be a member of it.

1.28.3.2. The Co-ordinator will provide day to day support to individual Clubs.  This will mean visiting at least two Clubs in the evening, each week.

1.28.3.3. Club support will take the form of liaising with the Supervising Tutors; assisting in the provision of ongoing tutorial training (see section 17.2), social support delivery (see section 12), monitoring the implementation of the Club’s equal opportunities and health and safety policies (see sections 25 and 26) and identifying and servicing routine needs from materials to equipment.

1.28.3.4. The Co-ordinator will be required to represent the organisation at meetings and functions as directed by the Executive Committee and provide feedback.  This will include drafting and delivering presentations as required.

1.28.3.5. The Co-ordinator will monitor and support the liaison between the Student and Volunteer Recruitment Officers and individual Supervising Tutors.

1.28.3.6. The Co-ordinator will provide support to the work of the Press Officer, Fund Raiser, Treasurer and Webmaster.

1.28.3.7. The Co-ordinator will organise and assist in the presentation of training seminars to volunteers.

1.28.3.8. The Co-ordinator will assist in the preparation of material and activities for events undertaken by Amity, and assist in their promotion.

1.28.3.9. The Co-ordinator will draft correspondence on behalf of Amity, and where appropriate take the minutes of meetings held with outside organisations. 

1.28.3.10. The Co-ordinator should undertake training as required.

1.28.3.11. The Co-ordinator should undertake any such other appropriate duties as directed by the Executive Committee and Founding Organiser.

STUDENTS

1.29. Background

1.29.1. Our students are referred to us by a wide variety of agencies, or less frequently come to us through self-referral.

1.29.2. Typically our students will have some life experience which has inculcated the desire to learn.  In practice they range in years from school leavers to pensioners.  The ethnic mix of the individual Clubs reflects the communities in which we work.

1.29.3. Many of our students have special learning problems, which exacerbate their difficulties in learning to write and read.  These handicaps can take many forms, both physical and mental.  However, the common thread for most is that conventional class based tuition is unsuited to their needs or able to develop their skills.

1.29.4. Amity’s approach of one-to-one tuition (see section 12) is ideal, it gives the student a concentration of tuition on exactly their area of interest and motivation of the moment.  It can readily be adjusted to their specific learning needs and level of skills development and quickly adapt to the dynamic of the tuition session.

1.29.5. In addition, the context of one-to-one tuition in a Club setting is a highly supportive environment for a student.  It takes away the sense of isolation that illiteracy can bring and the sense that their inability to read is obvious to all.  The community of the Clubs allows an opportunity to test and expand opinions and awareness, which in turn provides a healthy environment for the development of maturity and life skills.

1.29.6. Association with our volunteers (see section 9) is also a valuable feature, for these are often individuals our students would not normally meet, except in positions of authority.  In the Clubs the students meet them on a level footing, have their opinions respected and thus are able to develop a wider perspective of society. 

1.29.7. Our policy of Social Support (see Section 12) responds to the needs of individual students as they arise.  It is an integral part of our approach and compliments the other aspects of our work to develop the maturity and social skills of students to match their growing Literacy skills.

1.29.8. For most of our students the decision to seek help with their literacy problems is a long-term commitment for a period of several years.  The Clubs’ approach to tuition is designed to foster that commitment, avoid discouragement and ensure the student is able to follow through and attain their goals.

1.30. Induction

1.30.1. The Golden Rule of Induction

1.30.1.1. The Golden Rule for inducting a student is to make sure they come back next week.

1.30.1.2. For students, the induction process can be highly stressful and fraught with tension; they have become adept at concealing their literacy problems, but must now admit to them.  Your job is to minimise the embarrassment, and show them how friendly help will assist them.  

1.30.1.3. Fail, and it could be years before they pluck up the courage to try again.

1.30.2. Dealing With The Stress

1.30.2.1. As some 90% of our students are referred to us, the Supervising Tutor will talk to the Referral Agency first, to arrange the initial visit.  We make it a practice to ask the Referral Agent to accompany the student on their initial visit.  We do this to ensure the student has a familiar face around them during the induction process in other words, some moral support during the period of greatest tension.

1.30.2.2. For some of our students even this process is too stressful; and for them it is best if their connection with the Club starts with a home visit by the Supervising Tutor, again accompanied by the Referral Agent.  We find that even the most withdrawn of our students will respond to an induction interview, with the security and support of their family around them.

1.30.2.3. As the induction interview progresses at the Club itself, you will find the student grows in confidence; the head begins to rise, and they start to look around.  By now they will be aware that we operate on a one-to-one basis, so at least half the people in the room must have literacy problems just like them.  The only thing is, they can’t tell who is who; in other words, the fact they have literacy problems is not obvious, and they begin to realise that this must apply to them too.  As this thought sinks in, sometimes at a conscious level, sometimes unconsciously, there is an almost visible boost in confidence and an initial commitment.

1.30.3. Getting The Message Across

1.30.3.1. Like most interview processes, there are two halves; the material you want to find out about the student, and the information you want to give them about the way we work.  In practice these two elements will blur together constantly throughout the interview, however, for the purposes of this manual the two elements are dealt with separately below.

1.30.3.2. You will want to find out about the student’s background; their family, schooling and past literacy work.  You should check for disabilities (we never cease to be amazed at the number of children who go through school without having relatively obvious sight and hearing problems diagnosed).  A student’s interests and motivations will be central to your work with them; and try too to establish why they want to learn to read.  

1.30.3.3. Few people simply “want to learn to read” as an abstract objective, although that is what they might say; we find most students want to learn to read “because ……”.  Find out the “because” and you will be focussing at the core of their motivation.  It may take a little time and trouble (take it gently), but it will be worth it.

1.30.3.4. As to what you want to tell them at this stage, stick to the simple basics; Club session days and times; no attendance charges; they set their own objectives and have their own tutor.

1.31. Monitoring and Assessment 

1.31.1. Focus On The Student’s Objectives

1.31.1.1. Our Constitution enshrines the principle that students have autonomy in their literacy aims (see section 24.4.1.1).  What this means in practice is that our students tell us what they want to learn, and we use our skills, resources and expertise to help them.  We believe that this approach enhances the student’s motivation, and hence commitment to learn.

1.31.1.2. How will the Supervising Tutor and volunteer find this out?  Well quite simply they talk to the student and as trust develops on both sides, aspirations and needs will emerge.

1.31.1.3. What is absolutely crucial however, is to recognise that these aspirations and needs are not “fixed in stone”.  As a student’s skills and confidence develop, their horizons will grow and their aspirations will change.  The volunteer and Supervising Tutor will need to monitor the situation regularly (say once a quarter), to ensure that the work of tuition continues to be focussed on the student’s current objectives, and thus their current motivations.

1.31.2. Problems With Standard Tests

1.31.2.1. There are a number of well respected tests to measure reading ability which are widely used in Primary Schools, where they are effective as measurements of performance and diagnostic tools.

1.31.2.2. For our students however they are of lesser value.  The problem is that many of our students have already been the subject of these tests; and consider they have failed them.  When they are applied afresh, a “psychological block” can intrude, so that they tend to repeat the result they got last time, regardless of whether they have made any progress meanwhile. 

1.31.3. Self Assessment

1.31.3.1. We find a more effective alternative is self-assessment by the student; assisted by their volunteer and Supervising Tutor.

1.31.3.2. We have found this approach to be very honest.  The student has been putting in their time, and is keen to see what return they have achieved on their “investment”; as is their volunteer.  

1.31.3.3. The review will look back over the past six months and start with the perceptions of both student and volunteer.  It will then move on to a review of work in the student’s folder, together with any files on the computer.  Most students have their own index notebook in which words are written, as they learn them; if the student is not quite sure, they are entered in pencil only.  The review will also take into account personal issues such as growing maturity and responsibility or the impact of Social Support (see section 12).

1.31.3.4. Having reviewed both subjective and objective evidence, the conclusions of the review are summed up, agreed with the Supervising Tutor (who keeps a copy), and are placed in the student’s folder, as a benchmark for the next review.

1.31.3.5. On average, a review cycle of some six months is about right.

VOLUNTEERS

1.32. Background

1.32.1. Our volunteers are the very life’s blood of the organisation, without their dedication and support we would be unable to fulfil our aims and objectives.

1.32.2. We recruit volunteers by a variety of means; they come from all walks of life and their backgrounds reflect the multi-cultural society in which we work.  The common thread they share is their delight in the pleasures brought by writing and reading and their wish to impart these skills to those who have not had the good fortune to acquire them.

1.32.3. Our focus on the “one-to-one” approach (see section 12) means that the training of volunteers (see section 17) can concentrate on imparting the teaching skills necessary for their specific student and their needs at that time.  This task is accomplished on a week to week basis by means of ongoing tutorial training under our Supervising Tutors.

1.32.4. The ongoing training is supplemented by more formal Training seminars held regularly, outside the Club’s evening sessions and typically led by Gladys Zonena Glascoe, our Founding Organiser.

1.32.5. For many volunteers, what starts out as a commitment to teach, turns into the joy of imparting knowledge to a student who soon becomes a friend.  The dedication of the student reflects in the volunteer’s own commitment, bringing with it a genuine sense of imparting skills of value and worth.

1.32.6. In addition, volunteers gain valuable skills, both in terms of teaching and social awareness; in short through their involvement a volunteer develops a greater awareness of today’s society and is better equipped to face its challenges.

1.32.7. Our students have special educational problems, which require a long-term commitment on their part.  The style and format of the Clubs is designed to foster this commitment.  It is for this reason that we ask volunteers for an initial commitment of twelve months, after their trial period

1.32.8. A significant number of our volunteers stay with the Clubs for several years; we greatly appreciate their value and commitment.

1.33. Induction

1.33.1. The induction interview for volunteers typically takes place at the Club venue itself, and will focus around the volunteer’s application form (see Appendix 5, section 28).

1.33.2. As with the student interview, there are two halves to the process; the material you want to find out about the volunteer, and the information you want to give them about the way we work.  Again, these elements will blur together constantly throughout the interview.  However, for the purposes of this manual the two elements are dealt with separately below.

1.33.3. Apart from the basic information on the application form perhaps the most important assessment the Supervising Tutor must make is whether or not the potential volunteer will succeed in our style of operation.  One-to-one literacy tuition does not suit everyone and to avoid wasting the time of both the applicant and the organisation, it is important to be honest.  Sometimes it’s obvious, but if neither side is sure; this is when the value of the initial four-week trial period comes into play.

1.33.4. Try the volunteer out with a variety of students to see if there is a spark; if there is, close with a commitment for an initial twelve months; if not, shake hands and wish them well with another project.

1.33.5. Turning to the information you need to impart to the volunteer; apart from the basics like Club evening and times, the Supervising Tutor will concentrate on our approach, and techniques of literacy tuition.  Don’t be too surprised at this stage if this information appears to “go in one ear and out the other”.  This interview will cover a lot of ground in a short period of time.  What you are actually doing is sowing seeds which will be harvested by the Supervising Tutor during subsequent ongoing tutorial training sessions (see section 17.2)

1.34. Monitoring and Assessment 

1.34.1. The induction interview will have established that your volunteer has the necessary core literacy skills and the commitment to impart those skills to a student, following the Amity approach.  The induction interview will also have mapped out many of the details of the Amity approach, but not infrequently, volunteers have some ideas of their own that they need to work through early on.  

1.34.2. If the volunteer’s ideas do work then fine; equally often though, if their approach does not deliver the expected results, it is at this stage the volunteer will be more receptive to advice.  Supervising Tutors will be able to judge this point through their ongoing tutorial training sessions (see section 17.2), and follow it up with effective guidance.

1.34.3. The assessment process for volunteers is the same one used for their student; the student’s success is also the volunteer’s measure of performance.  Section 8.3.3 refers.

1.34.4. However, volunteers also play other roles within the Club; they contribute to the discussions on arrival and during coffee breaks, they identify the need for, and participate in Social Support (see section 13) for their student; and share ideas and their effectiveness at training sessions.  Volunteers who demonstrate these skills, and show a willingness to act as a “team player” with commitment to Amity’s aims and objectives will be groomed by their Supervising Tutor, as potential Deputy Supervising Tutors.

1.35. Recognising Long Service

1.35.1. We have been fortunate in retaining the services of some of our volunteers for a number of years.  Perhaps by definition, the longer we retain a volunteer, the more skilled they become and the more valuable to their Club.

1.35.2. There is little we can do to “reward” our volunteers, but we can show our appreciation and thanks in a public way.  Every year, we use our database to identify a complete list of long serving volunteers, and when they reach a milestone (3, 5 or 10 years service) we honour that service in the form of a public presentation (see also section 21.5.1.10) and a small token of appreciation (often a pen).

1.35.3. The one tangible thing we can do for our volunteers, is provide references.  Character references and testimonials are sought by volunteers who may be pursuing new jobs, applying for training or degree courses or wish to follow up new volunteer activities after a move.  Whatever the reason, the skills they have learnt at Amity will stand them in good stead, and we know how to communicate their value.

1.36. A Caution

1.36.1. You must always remember that students are vulnerable; and it is possible for an unscrupulous volunteer to take advantage.

1.36.2. Your first chance to screen out unsuitable volunteers comes at the induction interview.  Always ask volunteers for references, and always take them up.  It may well be the case that an unscrupulous volunteer will have perfect references anyway; but if something goes wrong, and you did not check, no one will forgive you, not even you.

1.36.3. Regular monitoring of all relationships within the Club will form part of the ongoing tutorial training sessions (see section 17.2), and from time to time you may pick up vibrations which seem “off key”.  Safety first is the keynote, go with your instincts and make a change; you are unlikely to do any harm but may well eliminate a problem before it becomes one.

1.36.4. Another indicator can be the student asking for a change of tutor; whatever the reason given, comply with the request even if there isn’t a problem; if the student is uncomfortable with their volunteer their learning is unlikely to flourish.

1.36.5. Another telltale sign to pick up on is a suggestion by the volunteer to meet the student outside Club session time.  It may be entirely innocent, but be careful if you find it is being proposed without being cleared by the Supervising Tutor first.

1.36.6. We have been lucky, in over twenty five years of operation, we can only recall one really “dodgy” character, and he was a social worker! (although not for long).  Perhaps lucky is not the right word; the Amity approach is caring and inclusive; it is difficult for volunteers to take advantage of their students without it becoming obvious.  We suspect that what has really happened is that such people have selected themselves out after a short time because of the lack of an easy opportunity.

1.36.7. One final note, one-to-one relationships involving young male students and attractive female volunteers can occasionally lead to amorous overtures by the student.  This is a very different problem and requires a very different solution.  The Supervising Tutor will pick up on the issue quite quickly and do some judicious re-matching, perhaps whilst the volunteer is “on holiday”.  It usually works, but always tell the volunteer not to give the student their telephone number, however innocently the request is put!

KEY ELEMENTS

1.37. There are a number of key elements to our approach and they include the following, which are dealt with in detail in the relevant sections:-

1.37.1. Individual Clubs (see Section 11).

1.37.2. One-to-one Tuition in a Club Setting (see Section 12)

1.37.3. Social Support Policy (see Section 13).

1.37.4. Matching Students with Volunteers (see Section 14).

1.37.5. Recruiting Students (see Section 15).

1.37.6. Recruiting Volunteers (see Section 16).

1.37.7. Training (see Section 17).

1.37.8. Computer Literacy Project (see Section 18).

1.37.9. IT Support (see Section 19).

1.37.10. Managing the Web Site (see Section 20).

1.37.11. Networking and Liaison (see Section 21).

1.37.12. Fund Raising (see Section 22)

1.37.13. Useful Contacts (see Section 23).

1.38. Although each of these elements is dealt with individually, it is important to remember that in practice, it is the combination of these components, which generate the real gains at the “coal face” rather than any one element in isolation.

INDIVIDUAL CLUBS

1.39. Selection of Venues

1.39.1. Introduction

1.39.1.1. The first factor in selecting a venue is demand.  You should review the pattern of recent referrals on a regular basis and discuss them with your Referal Agencies.  Listen to your students and the problems they have in reaching your existing Club venues.  If you do find a pattern emerging, then this may well prompt you either to open a new venue or relocate.  One advantage of not having our own premises, is that we can respond to this kind of demand, as and when it appears.

1.39.2. Choice of Venue

1.39.2.1. Over the years we have operated in a huge variety of premises including:- Community Centres; Libraries; Swimming Pools; Information Centres; Maisonettes; Church Halls; Synagogues; and a Tudor Mansion (we ran the Club in the former Chapel, but never saw the fabled ghost!).  

1.39.2.2. Overall, we prefer Libraries, the bookish environment gives a subtle reinforcement to our work.  However, this list is very wide ranging; what it means is that virtually any quiet space of reasonable size and suitable access can be put to effective use.

1.39.2.3. The only caveat to that principle is, strangely enough, schools.  Schools are where our students have failed in the past; and we do not wish to reinforce that failure.  We did once have a venue in a school, let to us by the local Adult Education Institute (AEI); although not a failure, it was not the success we hoped for, and we no longer consider schools a suitable venue option.

1.39.3. Relations with the Landlord

1.39.3.1. The key to our approach to landlords is to say that we want to use their venues during the evenings when they are empty and would not otherwise be used.  We emphasise the charitable and educational nature of our work and the fact that we do not charge our students for the services they receive.  Many of the landlords we have approached have responded positively to our overtures and accepted our proposal that the venue be made available free of charge.  Without this generous form of support, we would not easily be able to operate.

1.39.3.2. We take great care of the premises in which we work; we keep them tidy and carefully honour all their security and Health and Safety requirements.  We are also meticulous about booking dates for venues; we always let landlords know our dates well in advance to avoid waste.

1.39.3.3. This style of approach, which is little more than common sense and good manners, builds up trust and longer-term relationships.  We have been in all our current venues for more than ten years; and one since 1974.

1.39.3.4. Very rarely a landlord will approach you and say that they can no longer make the venue available on its current evening, can you move to another? and you may well have to comply.  Do not however underestimate the huge disruption that a change in evening will bring.  Many volunteers and students will have arranged their lives around making a specific evening available; some may not be able to make the change at all and have to leave.  It can take up to a year for the Club to recover and settle down.  Fortunately, as we said at the beginning of this paragraph, it does not happen often.

1.39.3.5. One final point on venues, at an early stage you will need to get your landlord’s consent to keep a lockable cupboard at the venue.  You will use this for the Club library and to store literacy games and basic equipment.  Over the years you will build up a stock of material, and it will be impossible to carry it all to the venue every time; a lockable cupboard is essential.

1.40. Organisation of Sessions

1.40.1. Club sessions feel very natural, progressing easily through the evening; in fact their structure has been very carefully thought through.  The evenings are very carefully managed to ensure the work of literacy tuition is supported by the other aspects of our work; including the social support policy (see section 13) and ongoing tutorial training (see section 17.2).

1.40.2. The first few minutes of a Club session give members the opportunity to greet each other and exchange news and gossip.  To the sensitive ear of a Supervising Tutor or their Deputy, it is also the first chance to detect problems or concerns, which may need Social Support.

1.40.3. Volunteers and students will soon settle down into their regular pairings, and start work, initially reviewing where the previous session had reached, and perhaps any homework which had been agreed.  In the meantime, the Supervising Tutor begins to circulate around the pairs and initiate some ongoing tutorial training.  students who are likely to be in need of Social Support would be visited early; and issues or concerns given an airing, and discussed with both student and volunteer.

1.40.4. The coffee break is the real thing; the Club gather round for a communal chat, rather than take their drinks and biscuits back to their table.  The Supervising Tutor will take this opportunity to make any Club announcements and then open up a topic for general discussion.  Our Supervising Tutors are experienced in drawing out students, encouraging them to express their views.  For some students this will be their first opportunity to have their views listened to and respected; the Club environment encourages students to experiment in this way, it is a “psychologically safe place” to develop personal confidence and maturity.

1.40.5. Incidentally tea, coffee, fruit juice or other drinks are the only things we charge for, to cover the cost of the comestibles.  If we are lucky, we make a small profit, which goes towards the cost of Club outings or parties (see section 11.4).

1.40.6. The second half of the session continues much along the lines of the first half.  In either session, the Supervising Tutor might be drawn away, perhaps to induct a new volunteer or student, which will tend to be followed by personal introductions to the rest of the Club (not an introduction to the Club all at once – that would be too daunting).

1.40.7. During the evening, the work of the volunteer and student will progress along the lines set out in section 12.2 below.

1.40.8. The close of the session is an abbreviated version of the opening; finalising any homework, people packing up, putting on coats, exchanging banter and farewells.

1.40.9. Easy on the ear, simple and logical, the Club session is good humoured yet focuses on the needs of students, and equips volunteers to progress their tuition.  Overall, it provides friendly fellowship and support, and encourages both students and volunteers to come back next week and continue their work.

1.41. Other Operational Features

1.41.1. Our custom and practice is for absences to be notified in advance to ensure that cover can be put in place for the attending student or volunteer.  Some absences however are inadvertent (e.g. illness), but if they extend for a second or third week they can lead to the individual feeling guilty, thinking they have let their student or volunteer down, and thus become reluctant to return.

1.41.2. In this situation, the attendance register is one of the Supervising Tutor’s most useful tools.  It will be reviewed by the Supervising Tutor after every session to spot unnotified absences by either students or volunteers.  The day after a Club session, the Supervising Tutor will make a follow-up telephone call or send a brief letter, saying that the Club will be happy to see the individual back the following week, and hoping all is well.  If illness is the cause and likely to extend for a further session, a “get well soon” card will be sent.  This approach dilutes the guilt and reinforces the commitment to return.

1.41.3. The Amity “year” divides into three “terms” with breaks for Christmas, Easter and the traditional summer holiday period.  Breaks for Christmas and Easter normally last for around three weeks whilst the summer break for around six weeks (late July to early September).  This means that a Club normally operates for some forty sessions every year. 

1.41.4. All our Clubs operate “non-smoking” and “no-alcohol” policies during operational sessions.

1.42. Social Events

1.42.1. Club social events are designed to add to the enjoyment of Amity membership, and thus to enhance the commitment of students and volunteers alike.  Typically club events take place towards the ends of terms, and might take the form of an end of term party or outing; part of the cost may be met through surpluses from coffee break charges.

1.42.2. For a typical party, volunteers and students will each be encouraged to bring some food; which makes it both economical and tasty.  You must take care however to clean up afterwards, and leave the venue neat and tidy.

1.42.3. Club outings tend to be held during the summer because the weather is at its best.  They are normally simple trips; perhaps to the London Eye, “ten pin bowling”, or other activities.

1.42.4. Whatever the event, a Club will often use the opportunity to invite other Clubs to visit, and expand the fellowship and enjoyment as widely as possible.

ONE-TO-ONE TUITION IN A CLUB SETTING

1.43. Introduction

1.43.1. One-to-one tuition for students, in a Club setting, are two of the cornerstones of our approach to adult literacy.  Both elements are vital; one-to-one tuition, and the Club setting.  It is the combination of the two components, which adds so much value.

1.44. One-to-one Tuition

1.44.1. Our students often have a background of group work.  It failed them whilst they were at school, and very likely it has failed them since.

1.44.2. The reality is that our students find it difficult to keep up with a group; they have special educational difficulties, which means that they tend to fall behind, and once they do, they lose interest, and eventually leave.  Group work does not give the class tutor sufficient time with each student, particularly where that student has special educational difficulties.  In addition, such students tend to have shorter attention spans, which means their focus needs to be varied frequently, or they simply tune out, wasting their time and that of the class tutor.

1.44.3. One-to-one tuition on the other hand overcomes many of these problems quite simply.  Students set their own pace, so they cannot fall behind; their volunteer provides just the input they need, just when they need it.  The volunteer, because they are giving 100% of their time to their student can tailor the approach to match both the student’s individual needs, and their areas of interest or motivation.  In addition, the volunteer can see immediately when their student’s attention begins to falter, and quickly change approach.  

1.44.4. During the evening, the pair may start with some reading, move on to a literacy game, followed by a coffee break and then some writing; the evening could be rounded off with a session on the laptop computer, using some literacy software.

1.44.5. One very powerful element of the approach is the relationship which builds up between student and volunteer.  The student sees the volunteer attending the Club week in and week out, sees the commitment the volunteer is bringing to the work of tuition.  The student in turn responds to this commitment trying harder to develop their learning for their volunteer.  This is a powerful motivational force, and a direct consequence of the Amity approach.

1.45. The Club Setting

1.45.1. The one-to-one approach is a powerful tool, but is vulnerable if operated in isolation, when it is often difficult for both volunteer and student to measure progress or have any benchmark or method of comparison with the progress of others.  In addition, it can be difficult to find support for the student’s non-literacy problems, which can stunt personal development.

1.45.2. In a club setting, isolation is no longer a problem.  Students and volunteers can get together at the start of a session and during the coffee break.  This informal level of contact provides a climate of mutual support to both student and volunteer; they can see and discuss progress with other Club members and with the Supervising Tutor.  This gives confidence to their work, helps to develop their maturity and reinforces the commitment to continue.

1.45.3. The presence of the Supervising Tutor and ongoing tutorial training (see section 17.2) gives an immediacy of input and advice to the work of tuition, and keeps the volunteer’s skills focussed on the work in hand.  Access to other training sessions, resources and materials also enhance the development of a volunteer’s skills and knowledge, and thus their commitment and self esteem.

1.45.4. This input is compounded by the benefits of Amity’s Social Support Policy (see section 13).  Operating the policy within the Club setting adds resonance to its effectiveness, particularly the personal development that comes to the student from sharing their problem, having it taken seriously and being given useful advice on how to solve it.  All of this helps to develop their self esteem and personal confidence.  Often the problems are solved too.

SOCIAL SUPPORT POLICY

1.46. IntroductionPRIVATE 

1.46.1. Amity’s Social Support Policy is an integral part of our literacy approach.  It not only adds value to our tuition, but also tangible benefits, coupled with a reinforcement of the student’s commitment to learn.

1.46.2. This sound formidable, but in reality, much of it is common sense; what makes it effective, is the way it is integrated with our mainstream work.

1.47. What is Social Support?

1.47.1. At its simplest, Social Support can be defined as the identification of a student's problems or needs, and the provision of advice or other help to tackle them.

1.47.2. In practice it's a little more complicated, and we now explore some of the ramifications.

1.48. Why Do We Need a Social Support Policy?

1.48.1. We need to start with our students.  The typical Amity student has special educational difficulties; they are such that conventional Adult Education Classes cannot cope.  In short, our students need to commit themselves to literacy work for a lengthy period, possibly several years if they are to succeed in their literacy goals.

1.48.2. A commitment of this nature is a major decision, and one, which is easy to break.  Yet Amity has many students who have made this commitment and stuck to it.  This is no accident, there are many features about our style of operation which reinforce this dedication.  However it is the Social Support Policy which provides the "Glue" which binds them all together.  But before we look at the glue, we must first look at the ingredients.

1.49. How Do We Reinforce Commitment?

1.49.1. There are many contributory factors, and they include:-

The Club Setting

1.49.1.1. We call them Clubs because you are a member of  a Club rather than attend a class.  As a student you also get the chance to learn that you are not alone in your reading problems, which reduces the sense of isolation.

1.49.2. One-to-one Tuition

1.49.2.1. For our students, there is no doubt about it, the immediate feedback given by one-to-one tuition is absolutely vital.  It enables us to tailor our work to the individual needs of the individual student, and adjust it on a dynamic basis.  If it isn’t working, you try something else.

1.49.3. Student Autonomy in Literacy Aims

1.49.3.1. This is fundamental, and is enshrined in our Constitution (see section 24.4.1.1).  Not only is it a measure of respect, it is also common sense that if you are using material a student wants to work with, they will be more strongly motivated to learn.  With the right approach, there is very little material that is entirely inappropriate.

1.49.4. Neutral Venue

1.49.4.1. We hold our Clubs in Community Buildings, such as Libraries, by choice.  We were offered School premises out of hours, and have experimented with them.  But the reality is that for many of our students, Schools are where their failure occurred, and we do not wish to remind them.

1.49.5. Students as Equals

1.49.5.1. Although it is dreadful to say so, some of our students are so protected at home, that they are little more than the "family pet".  They have no chance to develop their personality.  At our Clubs this is not the case; students are respected as individuals, we listen to their views, and they get the chance to express their personality with us in a way that is impossible at home or at work.  It is in an environment of "psychological freedom in psychological safety" that our students get the opportunity to mature.

1.50. The Social Support Ladder

1.50.1. Our Social Support Policy is entirely student driven.  It is their needs and requirements, which trigger our involvement.  There is also a "ladder" of activity in which progressively, the volunteer can get involved:-

1.50.2. Listening

1.50.2.1. This is the first rung on the ladder.  The student will tell their volunteer about their concerns and needs, and the simple process of articulating them will be beneficial, acting as a kind of release.  Little more than simple encouragement is needed at this stage, and that may be all that is required.

1.50.3. Counselling

1.50.3.1. The second rung is a more pro-active role.  Here the volunteer can provide advice, guidance and support based upon common sense and their own literacy skills.

1.50.3.2. Examples could be; helping to fill out a form; choosing a present for a friend's wedding; or explaining how the Council Tax works.

1.50.3.3. Help could even extend outside the Club; a volunteer once helped a student get measured for a suit, because he didn't know what was involved.  The next time he needed a suit, the student went on his own.

1.50.3.4. When the volunteer reaches the stage of active Counselling, they should tell their Supervising Tutor what is going on.  This is particularly important if a meeting outside Clubs hours is proposed.

1.51. Full Social Support

1.51.1. The third rung involves active support for the student in addressing their problems, outside the Club venue, and utilising the full resources of the organisation.

1.51.2. The volunteer must discuss the matter jointly with their Supervising Tutor and student.  The Supervising Tutor in turn will discuss it with our Executive Committee (see section 6.2) and a plan of action agreed.

1.51.3. At every stage it is the wishes of the student which are paramount and their best interests are our touchstone for action.

1.51.4. Club resources are slender, so we do not throw cash at problems.  However, contacts, knowledge and influence are powerful tools to bring to bear, and we are skilful in their application.  Amongst these tools we include the ability to invoke outside help, the writing of letters and references, acting as representatives, or character witnesses, attendance at Court or Case Conferences, the obtaining of legal advice, and much more.  In short, as with much of our work, we tailor our input to the perceived needs of the student.

1.52. How To Structure Social Support Into Work Sessions

1.52.1. The organisation of the Club evening is designed specifically to facilitate our Social Support Policy:-

1.52.2. The Opening Chat

1.52.2.1. This early part of the session allows both student and volunteer to recap on the week’s events, and is often the stage at which a concern or need is first revealed.

1.52.3. The Coffee Break

1.52.3.1. This is another opportunity for informal chat, in a group context.  It is often useful in highlighting problems, some of which may be shared amongst several individuals, and not just students!

1.52.4. One-to-one Tuition

1.52.4.1. The student's volunteer will readily see whether or not their student is paying attention, or is distracted.  There is little point continuing tuition if a student is not paying attention, so it is well worthwhile spending time finding out what the problem is, and starting on the first rung of the Social Support ladder.

1.53. The Benefits

1.53.1. The benefits come in a variety of forms:-

1.53.2. A Problem Solved

1.53.2.1. Nobody likes problems, but we all get a kick out of sorting them out.  It provides a "feel-good factor".

1.53.3. Dignity

1.53.3.1. Not all problems can be solved.  However, for a student to have their problems taken seriously by their volunteer, and by the Club, is a sign of respect.  It develops and reinforces dignity and maturity in the face of adversity.

1.53.4. Literacy

1.53.4.1. The student will respect the help given.  Unconsciously, if not overtly, they will link the benefits of Social Support to the potential for benefit in their literacy work.  At this point there may well be a jump forward in their skills level.  Remember, learning is very much a matter of sudden advances followed by a plateau of consolidation.

1.54. Conclusion

1.54.1. After reading this policy you may well have found that you already incorporate elements of it in your work; because as we said at the beginning, much of it is common sense.

1.54.2. More importantly however, we hope you will agree that integrating the Social Support Policy into mainstream literacy work does indeed add value to the work of tuition, as well as other tangible benefits; whilst at the same time, reinforcing the student’s commitment to learn.

1.54.3. Practical Examples of the benefits which can be obtained through our Social Support Policy can be found on our Website under the heading “Case Histories”; it’s located in the volunteers Briefing section, under training material.

MATCHING STUDENTS WITH VOLUNTEERS

1.55. Introduction

1.55.1. Matching students with volunteers is something of an art as well as a science; nevertheless, the fact is the more you do it, the better you get.

1.55.2. Overall, this is one of the most important decisions a Supervising Tutor has to take.  Get it right and the student begins to succeed.  Get it wrong, and you might well lose both student and volunteer, and damage the student’s commitment to learning in future.

1.55.3. By the time a Supervising Tutor takes over their role, they will already have some experience in matching; as a volunteer, they will have been matched themselves; and as a Deputy Supervising Tutor they will have been consulted for their views on a proposed match by their Supervising Tutor.  However, there is a deal of difference between taking the decision and simply advising on it.

1.56. Context

1.56.1. When matching a student and volunteer, the aim is to create a “successful relationship”.  This means that there needs to be a fit between the personalities of student and volunteer, as well as a match of needs and skills.

1.56.2. People vary enormously, and whilst in many cases you can often match a volunteer with many different students; some relationships work better than others, and some do not work at all.  The skill of the Supervising Tutor is in optimising the matching process.

1.56.3. Different volunteers have different aptitudes; some need quick feedback and early returns; others have the doggedness and persistence needed for a student whose progress is slow.  Some have an aptitude for exploiting IT resources; for others, their flair lies in graphical approaches, word games, reading aloud and so forth.  Some volunteers have problems in dealing with age differences; and others with the psychological trauma and background of some of our students.  In essence, volunteers are people, and people are different.  For the Supervising Tutor, the challenge is not the variety, but which elements are the most important in each case.

1.56.4. Students’ needs can be equally varied; some are very demanding; others need a strong focus by their volunteer; some students have disabilities over and above their literacy problems, and others are overly shy and need drawing out.  Students are people too, and just as varied as volunteers.

1.57. Testing

1.57.1. After the initial induction of either student or volunteer (see sections 8.2 and 9.2), the decision about matching comes to the fore.  If possible, the Supervising Tutor will arrange for the new student or volunteer to rotate around several short-term matches in the early weeks, or sit in with an existing matched pair, to see how they work and learn about the variety of options available.

1.57.2. The Supervising Tutor will monitor these sessions, studying body language, facial expressions, tone of voice and enthusiasm, as well as feedback from the individuals themselves, coupled with feedback from the short term match partners.

1.57.3. After four weeks or so, the final decision on matching will be made; the Supervising Tutor basing the decision on the above information and feedback, as well as their own intuition and experience.

1.58. Monitoring

1.58.1. Once a match is made, the pair are not “cut adrift”; the Supervising Tutor will continue to monitor through ongoing tutorial sessions (see section 17.2).  They will check that the relationship is working successfully and offer guidance and support to maintain it.

1.58.2. The Supervising Tutor will also note how the student and volunteer greet each other on arrival at the Club, the way they behave during the coffee break and on departure at the end of a session.

1.58.3. If the Supervising Tutor considers the relationship is not working they will intervene, and re-match.  By the same token, if either the student or volunteer expresses a concern or asks for a change, then it should be made immediately.  

1.58.4. Perseverance is good in some contexts; but when it comes to learning relationships you do neither party any favours by perpetuating a match which is not working.  At worst, you could lose both student and volunteer, and damage the student’s future commitment to learning.

1.59. Intervention

1.59.1. Some relationships work effectively for quite a long time, but then go stale.  This will also be detected by the Supervising Tutor, through their ongoing tutorial sessions (see section 17.2), or via  feedback from one party or the other.

1.59.2. When this occurs, the Supervising Tutor will again intervene and re-match the individuals involved.

1.60. When a Long Term Relationship Ends

1.60.1. It is not unusual for a new student particularly one who is shy, to form an effective relationship with their volunteer, which becomes very close over a period of time.  The vulnerable moment comes if the volunteer has to leave for whatever reason.  In these circumstances there is a danger that the student will leave too.  It is a situation which needs to be handled with care.

1.60.2. The Supervising Tutor will encourage their volunteers to give them advance warning of their departure in confidence.  If a close relationship is involved, then the Supervising Tutor and volunteer will work closely together to “stage-manage” the transfer to another volunteer.

1.60.3. The exercise begins with the volunteer going missing for an odd week or two, so the student will have to work with another volunteer who “happens” to be free.  Progressively, the student will begin to recognise that their original volunteer is not the only one with whom they can work; and at this point is ready to be told their volunteer must soon depart.

1.60.4. At this point the transfer process can become more overt, and by the time their volunteer does leave, the student will have recognised that at an Amity Club, where they found one friend, they can find another.

RECRUITING STUDENTS

1.61. Introduction

1.61.1. Approximately 90% of our students are referred to us by referral agencies, which means that less than 10% walk in off the street.  In the recruitment of students therefore, the primary need is to generate awareness and trust in our organisation and its activities by potential referral agencies.  This section deals with the recruitment process, the subsequent induction of students is dealt with in section 8.2.

1.61.2. When studying the arrangements set out below, the key factor for the Student Recruitment Officer (see section 7.9.6) is the needs of the individual Clubs and their Supervising Tutors.  There will need to be constant liaison to ensure that individual Clubs remain balanced and do not exceed their capacity.  From time to time it has been necessary for some Clubs to operate “waiting lists”, although we have tried to keep this to an absolute minimum.

1.62. Referral Agencies

1.62.1. We define Referral Agencies as “organisations or individuals who wish to nominate or refer potential students to us for help”.  They divide into two main groups, those with whom we liaise at Executive Committee level, and those we contact at local or Club level.

1.62.2. Organisations with whom we liaise at Executive Committee level include Local Authority social workers and occupational therapists; churches; libraries; doctors’ surgeries; voluntary organisations; Adult Education Institutes and sister adult literacy organisations.  The majority of these Referral Agents come from within the "caring professions".

1.62.3. Liaison at a local level tends to be with a student’s family and friends.

1.62.4. Each of these areas is dealt with below.

1.63. How to Approach Referral Agencies

1.63.1. Assembling an initial list of potential Referral Agencies can be done from directories of local service providers (which are often available in local libraries); and follow up calls will get you the names and points of contact.

1.63.2. Start with a letter; introduce your organisation, giving details of your activity and its scope, your experience and referral arrangements.  If you have any information about your work, such as a leaflet, which could be put in a display stand (see section 30), then you should enclose it.  This is the first stage in developing a sense of “trust” between the referral agent and your organisation.

1.63.3. It is unlikely that a “cold contact” of this nature will produce immediate results, so if possible, you should follow up the initial contact letter with a request for a meeting.

1.63.4. The meeting has two purposes.  Firstly, it gives you an opportunity to make a short presentation about your work.  In these circumstances, the presentation should last no more than five minutes (these are often busy people), and you should leave a copy of the presentation with the referral agent.  Secondly, it gives both you and the referral agent the opportunity to assess one another, and develop a meaningful contact at a personal level.  In short, it is the second stage in developing trust.

1.63.5. If the interview has gone well, then it may well lead to a test referral.  If so, the way in which that referral is handled, particularly the induction process (see section 8.2) will be the third stage of trust development.

1.63.6. We have found that the turnover of staff in many referral agencies can be quite high, so you need to keep on top of change, and make sure that if it occurs, you re-introduce the organisation to the new referral agency representative.  In addition, referral agents tend to work in a high-pressure environment, and it is important to keep your organisation’s visibility high on their agenda.  You can do this through regular reminder calls, circulation of newsletters; information about change in your own organisation etc; any excuse will do, the trick is to keep plugging away.  Your Press Officer should be able to help here (see section 7.9.3).

1.63.7. By now it will be clear that the simple list of referral agencies mentioned above will quickly need to take the form of a database, which you have to keep up to date.  Incidentally, many referral agencies like to know what has happened to referrals they made in the past; if possible your database should incorporate this feature too.

1.63.8. Our own relational database (see section 19.5.4) contains tables for referral agencies as well as students, volunteers, club venues etc.  This means that we can quickly provide referral agencies with the feedback they need.  For example we can give details of students by referral agent, by number; age; gender; ethnicity; sticking power (length of attendance); location by Club or Borough; and over any period desired (by quarter, year, two years, etc).  In addition, the database also provides the mail merge source for mail-shots and distribution lists for newsletters.

1.64. Local Visibility

1.64.1. If central referral is all about visibility with referral agency organisations, then local referral is about local community visibility, particularly for individual Clubs.  Again, your Press Officer (see section 7.9.3), should be able to help and bring in the Executive Committee (see section 6.2) as appropriate.

1.64.2. The target audience here is local residents and local workers; the people who know individuals who have literacy problems, who want help, but don’t know where to find it.

1.64.3. One of the best places to start is local libraries; they are often the first place residents turn to when they want information, and where better for someone who needs help with reading and writing. Talk to your local librarian; develop their trust in your organisation just as you would do with any other referral agency.  Ask them if you can put up a poster; and whether you can leave some leaflets (see section 30) in their information rack.

1.64.4. Once you have got the local library on board, look out for other venues, local community centres, church halls and venues for other voluntary groups will often be happy to carry your posters and leaflets, but may well seek some reciprocity of their own.  Whilst on the topic, when approaching other community groups for help, ask them how they publicise themselves; you can often get good ideas that way.

1.64.5. Liaison with local “umbrella charities” can often facilitate these activities.

1.64.6. Local newspapers, particularly the “freebies” often carry “small-ads” for community groups free of charge; check your local papers and take advantage of them.

1.64.7. Sometimes, paid advertisements are necessary, but talk to the local paper about a potential article on your organisation; you can often parley a modest advertisement into some additional “advertorial”.  Some newspapers also carry “themed advertisement supplements”; talk to them about forthcoming themes and find something suitable.  We often take part in the annual “education theme”, which ususally comes out in the early autumn; themed supplement advertisement rates are often cheaper than normal rates.

1.65. Conclusion

1.65.1. As indicated earlier, the key element to student recruitment is to meet the needs of individual clubs, and the Student Recruitment Officer must liaise with individual Supervising Tutors to ensure they keep a suitable balance.  As volunteer recruitment is an integral part of this process, the value of one individual being responsible for both student and volunteer recruitment becomes clear.  

1.65.2. This position is compounded by the fact that almost all the local visibility activity can be made dual-purpose for both students and volunteers; in addition, some referral agencies are as likely to refer volunteers as students.

RECRUITING VOLUNTEERS

1.66. Introduction

1.66.1. Even ten years ago, almost all our volunteer recruitment was done locally, but today, some 70% of our volunteers come to us from referral agencies such as the local volunteer bureau.  It seems that today, many people who wish to volunteer, want to be placed by a specialist organisation.  They are aware that the local volunteer bureau vet the organisations they refer to, and can advise the potential volunteer on what is available and for what sort of organisation.  For the “first time” volunteer, this is an attractive service with little or no downside; so it’s not surprising that we have seen such substantial growth.

1.66.2. As with students, when studying the arrangements set out below, the key factor for the Volunteer Recruitment Officer is the needs of the individual Clubs and their Supervising Tutors.  There will need to be constant liaison to ensure that individual Clubs remain balanced and do not exceed their capacity.  Unlike students, it is not possible to operate a volunteer waiting list; volunteers want to work, if you haven’t got any for them, they will move on.

1.67. Volunteer Bureaux

1.67.1. Volunteer Bureaux tend to operate at individual Borough level, and will often be funded by the relevant local authority.  Subject to the scope of your operation, you may need to work with one or more bureaux; if you are near a Borough boundary, definitely go for two.  You will find listings at your local library.

1.67.2. Having identified your most appropriate bureau, ask to meet them.  Normally, they will ask you to fill out an application form describing your work and style of operation, and the specific activity for which you need volunteers.  You will be asked what support you will offer, the availability of training, and very likely, a copy of your Equal Opportunities Policy (see sections 6.4 and 25).  In addition, you will probably be asked to host a visit from one of their workers.  If all goes well you may well be invited to affiliate to them.

1.67.3. Like many referral agencies, Volunteer Bureaux also have a reputation for turnover of staff.  So make sure you keep in touch; this can be through regular reminder calls, circulation of newsletters; information about change in your organisation etc; any excuse will do, the trick is just to keep plugging away.  Your Press Officer should be able to help here (see section 7.9.3).

1.67.4. Put all your Volunteer Bureaux onto your database (see section 19.5.4), and as with student referral agencies, (see section 15.3.8) make sure it is capable of providing feedback in the form needed by the Volunteer Bureaux.

1.68. Local Visibility

1.68.1. Arrangements for creating local visibility for the recruitment of volunteers mirrors that for students, and in most cases, will be one and the same.  Section 15.4 refers. 

1.68.2. For volunteers specifically, over the years, good old-fashioned window board advertisements have served us well when it comes to local recruitment.  Rental rates are low, and some newsagents do not charge if they know the window board is for charitable purposes.

1.68.3. Historically, we have found that volunteers recruited locally tend to have greater sticking power; perhaps because by definition, they start by being local, and with easy access to their local club.

1.69. Conclusion

1.69.1. As indicated earlier, the key element to volunteer recruitment is to meet the needs of individual clubs, and the Volunteer Recruitment Officer must liaise with individual Supervising Tutors to ensure they keep a suitable balance.  As student recruitment is an integral part of this process, the value of one individual being responsible for both volunteer and student recruitment becomes clear.  

TRAINING

1.70. Introduction

1.70.1. We are sometimes asked why, if it takes three years and much experience in the field to train a teacher who specialises in the teaching of reading and writing, we can claim to use volunteers successfully almost immediately, and with far less training.  The answer is quite simple; a teacher must tackle all the challenges of literacy tuition across a class of up to thirty young children with their differing needs and skills levels, and all clamouring for attention.  By contrast our volunteers have one student only, and have to address the problems and needs of that student, at that time.  Imparting the skills and expertise required to meet that tightly focussed challenge is quite manageable.  This section of the manual discusses how it is done in practice.

1.71. Ongoing Tutorial Training

1.71.1. Ongoing tutorial training by the Supervising Tutor is one of the main training tools within the clubs.  What it means in practice is the Supervising Tutor routinely talks to each student/volunteer pairing during the evening to see what they are doing and how they are getting on.  

1.71.2. If work is progressing well the conversation is relatively brief, and probably both student and volunteer perceive it as little more than a social visit.  Frequently the Supervising Tutor will offer some advice or a tip, steering the work of tuition in a positive direction.

1.71.3. From time to time more extensive advice is necessary, and the Supervising Tutor might join the pair and demonstrate a different type of approach, and how it might be adapted to the student’s specific abilities and interests.

1.71.4. Occasionally greater involvement is required.  In these instances, the Supervising Tutor will arrange for the student to work with another volunteer, (if one is free) or join another pair and sit in to see how they are working, (and perhaps join in a literacy game such as “Scrabble”).  This will permit the Supervising Tutor to spend a more extended period with the volunteer, and concentrate on say a new technique or how to tackle a specific problem or block which confronts their student.

1.71.5. In this way the Supervising Tutor is able to monitor the work of each student / volunteer pairing at each session and fine tune their work to an optimum.

1.71.6. Incidentally, these ongoing tutorial visits also give the Supervising Tutor the opportunity to undertake regular “health checks” on the student / volunteer relationship and identify whether it is going stale (see sections 14.4 and 14.5)

1.72. Club Training Sessions

1.72.1. First Half: Literacy Tuition Training

1.72.1.1. Ongoing tutorial training is fine, but needs to be supplemented by more formal training sessions, which at Amity are normally led by Founding Organiser, Gladys Glascoe.  Training sessions normally last 2 hours and are held in the evening, on a night when none of the Clubs are meeting.

1.72.1.2. Training topics are identified by the volunteers themselves, and passed on to Gladys via the Supervising Tutors.  Gladys then frames the first half of her training session around a central theme drawn from the requests and suggestions of the volunteers.  In doing so, the subject of the training session is made broadly applicable to a wider spectrum of volunteer concerns.

1.72.2. Second Half: Question and Answer

1.72.2.1. The second half of the training session normally moves on to a Question and Answer session where individual volunteers pose specific questions about their students, and how to tackle current problems.  

1.72.2.2. Although responses to these questions are often highly specific, they are usually answered in such a way as to highlight a more general point, and thus tend to be of value to all the volunteers present.

1.72.3. Health and Safety

1.72.3.1. Health and Safety training about the policies and practice of the organisation is focused initially on the officers responsible for Club operations.  In short this means all members of the Management Committee, particularly the Supervising Tutors and their Deputies, who are responsible for the day to day operations at the individual Clubs.  These sessions look at the duties and responsibilities of those involved, to ensure they are discharged effectively.

1.72.3.2. In addition, volunteers and students at individual clubs are advised about any hazards in the Club environment, and in particular they are told about any action which should be taken in the event of an emergency.

1.72.3.3. These sessions are repeated from time to time to ensure new members become familiar with the requirements, as quickly as possible.

1.72.4. Equal Ops

1.72.4.1. Approving the organisation’s Equal Opportunities policy is the responsibility of the Management Committee, who are also accountable for its implementation.  The policy impacts specifically on the students and volunteers, and local training takes place for all of them.

1.72.4.2. On one occasion a training session had been convened at a venue which was closed at the last minute due to emergency repairs.  The group then moved to the saloon bar of a nearby pub (the saloon bar was reasonably quiet) and the training session was then delivered according to plan.  The venue may not have been ideal, but in this case, its use in triumphing over adversity, made it a successful evening!

1.72.5. IT

1.72.5.1. Using computers for student tuition makes IT training for our volunteers a necessity.  These sessions tend to be on a small scale and highly personalised.  

1.72.5.2. For volunteers with an IT background, we quickly get them up to speed and working effectively by focusing on how programmes like word processors (with which they will be familiar) can be exploited for use in literacy tuition.  

1.72.5.3. We then move on to the use of specific literacy programmes, which because of their nature, tend to be quite intuitive to use. 

1.72.5.4. For those volunteers who have little IT experience, training is more challenging, and needs to start with the basic use of the computer and its operating system.  Once this is mastered, we move on to functional literacy programmes.  

1.72.5.5. Frequent access to a computer is essential to embed newly acquired skills.  For this reason, a volunteer who seeks to learn how to use a computer will be encouraged to reinforce their learning with basic computer skills training at a local Adult Evening Institute (AEI), or other suitable training facility.  Where appropriate, we top up this work by lending them a Club laptop.

1.72.5.6. We also have a number of training manuals and other books covering a wide range of software.  In addition, at each Club and across the organisation, we share experience and tips about the different pieces of software we use, to improve the overall level of expertise within the organisation.

1.72.5.7. In practice however, many of our volunteers have good computing skills, and often have Internet access too.

1.73. Amity Training Material

1.73.1. Leaflets

1.73.1.1. Over the years, Amity has produced a considerable amount of literacy training material, much of which has been produced in attractive, readable leaflets and brochures, which are held at all club venues.

1.73.2. Library, including videos

1.73.2.1. In addition, Amity has acquired numerous books and other material on the problems of adult literacy and techniques to overcome them.  This material, including some videos is available for all our volunteers to access as an “Amity Lending Library”.

1.73.2.2. Our future plans include making our own training videos.

1.74. Amity Web Site

1.74.1. As described in section 20, Amity’s Web Site has grown substantially since its creation in 1999.  We soon realised that many of our volunteers had web access.  Consequently we began to transfer training material to the site which could be downloaded by our volunteers, thereby producing both operational savings and better access to the material.  By the same token, this resource is now freely available to a world-wide audience.

1.74.2. Over time, this aspect of our work has grown substantially, and today it contains material we have never published on paper, a trend which continues.

1.75. Other Training Resources

1.75.1. In addition to Amity’s own training activities, there are a host of other training resources available from local authorities; umbrella charities, local AEIs and other agencies.  They include IT training and training in literacy tuition; but also go far wider and embrace charity administration functions such as:-

1.75.1.1. Trustee responsibilities and duties.

1.75.1.2. Fund raising skills.

1.75.1.3. Charity management and development.

1.75.1.4. Accounts management and Treasurer duties.

1.75.1.5. Networking.

1.75.1.6. Etc.

1.75.2. We commend them all and encourage you to explore them.

1.75.3. In addition, there is a wealth of published material about the voluntary sector and training resources.  The Useful Contacts pages (see section 23) are a good place to start, and the Internet links will lead you on to find most of what you need.

COMPUTER LITERACY PROJECT

1.76. Introduction

1.76.1. The original idea for the Computer Literacy Project was conceived by Betty Cooper, our Secretary, in 1994.  The concept was to use computers as an additional tuition resource tool in the teaching of adult literacy skills.  At the time, the use of computers for mainstream education was well accepted; their use for special needs, and adult literacy however was less developed and the concept closer to the leading edge.  With today’s computers, easier to use, cheaper and much more powerful, the situation is very different; and it is difficult to imagine any learning environment where they are not regarded as a basic resource.

1.76.2. Given the foregoing, it is important to reiterate, that notwithstanding the title of the project, that our Computer Literacy Project is not intended simply to develop computer skills in adults; although this is amongst its beneficial “spin-offs”.

1.76.3. Following several years of operation, today we have a number of students who can switch on a Laptop; boot it up; load their programmes; operate them; save their work; close them down and switch off the machine at the end of their session.  These are effective computing skills, which would be welcomed in any office.

1.77. Using Computers

1.77.1. Computers are a tool; they add to the resources available for literacy tuition.  Their use should be integrated into the overall approach to literacy tuition, in short they have many strengths and have a valuable contribution to make, but they should not be the only resource deployed.

1.77.2. They are powerful tools however, not least because students are often motivated to use them, and improve their self-image by doing so.  We use machines which would not be out of place in an office, and this gives students very positive feedback, which in turn, often feeds back into success.

1.77.3. Indeed, there are some things only a computer can do easily.  We had one student who was being nagged by his relatives to keep in touch.  To impress them he decided to type his first letter on the computer.  He spent the whole evening tapping out a letter to his first relative (of six), and was somewhat discouraged at the prospect ahead.  Imagine his delight therefore when we did a simple “mail-merge” and his “single letter” became six personalised letters, almost by magic!

1.77.4. Another powerful feature is the “backspace key”.  For many of our students, if they have to write a letter, two hours writing complete with errors and crossings out, produces a piece of paper which does not really represent the work and commitment that went into it; the process can be daunting.  On a computer however, if there is an error, it is easy to correct, and the process of correction develops literacy skills in just the same was as on paper.  The difference is that at the end of the evening, the work is printed off; looks good, and the student is proud to have it added to their folder.

1.78. Overcoming Techno-Fear

1.78.1. Approaching computers for the first time can be scary for anyone, particularly our students.  Computers therefore are yet another area where our one-to-one approach to adult literacy tuition (see section 12) pays dividends.  It is the volunteer who handles the basics like the operating system, loading the programmes and saving the work; leaving our students to concentrate on exploiting the programmes and developing their learning.

1.78.2. We train the volunteers (see section 17.3.5) particularly in the use of our more specialist software, although given its position in the market place, much of it very intuitive to use.

1.78.3. Just like any other literacy session it should be structured into a number of separate elements; perhaps starting with some work on the word processor followed by a literacy game.  Later in the evening you could research a topic of interest to the student on an inter-active CD-ROM, or use a specialist programme to develop a specific area of interest; e.g. the Highway Code, for a student planning to take a driving test.

1.78.4. As time goes by, students will pick up on the basics of using a computer and develop skills in this area too; a really valuable spin off to the core process.

Finding Out What’s on the Market

1.78.5. When making decisions about investment in hardware and software, your first stop should be your IT Support (see section 19), after all this is the person you will be asking to maintain the equipment and software when you have purchased it.  You will also want to look at various magazines, and tour the web sites of sister organisations, and see what they recommend too.

1.78.6. If you have the time however, go the annual BETT exhibition (see Useful Contacts, section 23.4.2) held at Olympia, in early January every year (it normally runs for the best part of a week).  This exhibition is the largest in the UK focussing on IT equipment and software exclusively for the education sector, together with a vast array of supporting equipment, training resources and fun ideas.

1.78.7. It has expanded enormously over the years we have been going, and today, it also includes a “Special Needs Village” marketing hardware and software exclusively for this sector.  Bargain offers abound, so it is wise to plan major purchasing needs around the show.  BETT also attracts a wide range of high quality speakers for its seminars, and traditionally, it is opened by a government Minister with an education portfolio.

1.79. The Equipment

1.79.1. We borrow our premises, so we have to bring our computer equipment to each session.  We could leave it in our cupboard, but the equipment is high value, and cupboards seldom offer much protection to the temptation presented by a computer.

1.79.2. For this reason, the computers we use for our Computer Literacy Project are all Laptops.  Using laptops carries a cost premium, but given security problems, we have little choice.  There are various different types of laptop computer screens but we specify “TFT” screens as they keep their definition when viewed at an angle (very important when the machine is being shared between the student and their volunteer.

1.79.3. TFT screens are more expensive, and like all laptop screens, they are also fragile to impact (never close a laptop computer whilst leaving anything on the keyboard).  Some vendors offer screen insurance policies; they are expensive; but be aware that we have found that a replacement TFT screen for a two-year old machine costs more than the purchase price for the original laptop, and hence more than a contemporary, new replacement machine.  We find laptop manufactures quite shameless about their methods of encouraging new purchases, which is fine if you are a company who can afford it; less so if you are a charity or voluntary group.

1.79.4. Notwithstanding the above, go for a quality manufacturer; they use better quality more robust mouldings for their cases and screens, use higher quality internals, and have a lower failure rate.  They will survive longer in an environment where the machine will have multiple users.  In this context, it is always wise to dedicate one individual as the prime carer for each machine; this is the person who will bring the laptop to the club, unpack it and set it up, and on closure switch it off and repack it.  They will also liaise with your IT Support in the event of any problems.

1.79.5. If your needs can be met by second hand refurbished equipment (both desktop and laptop) – which will be more than adequate for office type applications, then we commend InKinddirect (see section 23.4.4).

1.79.6. Turning to peripherals; for printers at individual Clubs, we use inkjets; they are quiet and produce good quality text and images, including colour.  They are fast enough for Club needs, and are relatively low cost, which means you can afford to leave them in the Club’s cupboard.

1.79.7. Scanners can be very useful, and are now relatively cheap.  In addition, we suspect that it will not be long before digital cameras will be cheap enough to become commonplace..

1.79.8. When it comes to insurance you will need to make an assessment; is it cheaper for the Club to insure the kit, or for you to pay individuals who hold the kit for you to add it to their own policies (on a cost recoverable basis)?

1.80. The Software

1.80.1. When talking about software, it is useful to begin with a standard word processing programme.  These are powerful programmes today, and intuitive to use.  If your student has vision problems it is easy to change things like “text point size” or font, to make the display more readable.  Features like “spell check” can be excellent learning tools; as is the “thesaurus”, with its suggestions for alternative words if your student is struggling with the right word, but knows one which is close.

1.80.2. Grammar checks ought to be useful too, but even with today’s programmes, they can be very idiosyncratic and often unhelpful.  AutoCorrect is altogether more useful, not least because you can programme it easily yourself for your individual student’s needs.

1.80.3. Turning to the specialist programmes, there is now a huge array, and we have only scratched the surface of what is available.  In Useful Contacts (see section 23.3) we give details of a number of software suppliers whose products we have used with some success.  If you follow up these contacts on the Internet, they will quickly lead you to many more.

1.80.4. We would particularly commend the textHELP programme (see section 23.3.9).  This is a predictive word package, which sits on top of any Windows programme.  Earlier versions simply gave you a list of possible words, which started with the letter you had just typed; the list then changed as you typed additional letters.  If you spotted your word, a tap on the number opposite the word, meant the programme completed it and even added a space afterwards.  

1.80.5. The latest versions have added sound, so it can read your words as you type, and read back sentences on completion, giving aural confirmation to the student as well.  Even more useful, if the student wants to study a page of unfamiliar text, or review the contents of a web page; all they have to do is highlight it and the textHELP programme will read it back to them.  The voices (there are a choice) are a bit mechanical, but not offensive.  If that isn’t enough for you, there are many other features under the hood, including a magnifying glass.  Highly recommended.

1.80.6. Computers are a great medium for games, and there are a great many literacy games to choose from.  Some are entirely original, others mirror the traditional paper format (such as Hangman).  Many are very useful, and provide an effective break or change of pace during a tuition session.  We particularly commend WordShark (see section 23.3.12) and GAMZ (see section 23.3.5); both of which have the capacity for fine-tuning to the needs of an individual student, whose progress can also be monitored.

1.80.7. Lastly, the Internet is a very big place, and there is a lot of educational software out there, which is made available free of charge or at low cost (its called Freeware and Shareware).  Perhaps surprisingly, these programmes are often put together in a very professional manner and many are attractive, effective and simple to use.  They provide a range of supplementary alternatives to the mainstream programmes.

IT AND IT SUPPORT

1.81. Introduction

1.81.1. For Amity, awareness of the benefits that computers could bring to its administration was prompted by work on our Computer Literacy Project for teaching students.  For you, the position is very likely reversed.  However, we have found that it is difficult to underestimate the value computers can add to the administration of your organisation.

1.81.2. Accordingly, this section focuses on IT Support both in the field at project and Club level as well as for administration.

1.82. Choice of Operating System

1.82.1. For Amity, the choice of platform or operating system was a relatively simple one; we went for Windows because that is what our IT Support understood.  In the education sector, Acorn has a large following (it started life in the 1980’s through its promotion of BBC computers which were widely used in schools) and so too does Apple with its reputation for ease of use.  All of these platforms offer a wide range of reliable software and will be a good choice for you.  However, each of these platforms has specific strengths and weaknesses and some unique features too; if any of these are make or break factors for you, your choice is easy.  Otherwise, accessible IT Support is as good a decision-maker as any other.

1.83. Office Applications

1.83.1. Mainstream office applications (we use Microsoft Office in various versions from 4.3 to Office 97, and generally we find them intuitive and easy to use) comprise the core programmes for use by members of the Management Committee.  Word is used by us all for correspondence and the preparation of leaflets, newsletters and posters; the Treasurer uses Excel for accounts, financial monitoring and forecasts, and simple databases; PowerPoint is used by the Founding Organisers for their presentations and more recently we have started to use Access for our relational database (see section 19.5.4).

1.83.2. All of us now use e-mail for day to day communications, and find it particularly useful for sending documents and spreadsheets as attachments.  We had a few problems in setting up some of our e-mail accounts; but they are all working well now; and so far, it seems that once they start working, they tend to stay working.  However you do need to make sure your machines are protected with effective virus checkers.  There are many good products on the market; we tend to use Norton.

1.83.3. We have considered using a desktop publishing package (DTP), but have found that Word meets most of our needs, so we have had little need to diversify.  Your needs may be very different however.

1.83.4. Office packages are not demanding users of computing power; by present day standards, they are also relatively mature and stable, and place only a modest burden on our IT Support.  Once set up, our experience is that the software is reliable; with support being needed as and when upgrading or the installation of new programmes becomes necessary.

1.83.5. The installation of some printer drivers, and particularly the drivers for some modems have proved to be amongst our greatest challenges.  Buying a package deal with modem and printer installed, together with all their “drivers” is one way round this problem, but it will often come at a price.  We have also had some equipment failures, but we have sourced a good local repair shop which has sorted our problems at relatively modest cost.  Access to a reliable repair agent will be important to you; you should choose them with some care.

1.83.6. Incidentally, office applications work very well with relatively low powered PC’s with Pentium or Celeron processors; you do not need cutting edge equipment for these sorts of programmes.  If however you want to move into graphics, video or film editing you will need serious power, lots of memory and a huge hard drive.

1.83.7. When it comes to desk top screens, 15-inch screens are the least you should specify, but 17-inch screens are much more comfortable to use.  As they are the element you interact with the most, the extra cost (a lot less than it used to be) is well worthwhile.

1.83.8. Our printers range across a variety of inkjets (including one A3 Epsom) to laser printers and multi-function machines.  We have very little standardisation in this sector; but apart from the variety of consumables we need to carry, (inkjet cartridges and toner) this diversity has caused few problems.  Our modest consumption of consumables means we have little to gain from bulk purchasing.

1.84. Field Work

1.84.1. As indicated earlier, our field machines are all laptops, and so they can be transported to our IT Support or repair shop with ease.

1.84.2. All these computers carry office suite applications, but in addition they are loaded with a wide range of specialist literacy applications, and CD-ROM based software for a variety of multimedia applications (like Encarta).

1.84.3. Here, IT Support extends into loading the specialist software and learning how to use it, so these skills can be passed on to Supervising Tutors and their volunteers.

1.85. Project Innovation

1.85.1. Once computers form part of your work resource you will find you want to extend the boundaries of their use.  Sometimes, the project will be carried through by the project originator, on most occasions however, your IT Support will need to get involved, bringing their skills and knowledge to the “development table”.

1.85.2. One example is the introduction of our Web Site, and this is described in some detail in section 20.  

1.85.3. Another example, which we shall deal with at greater length here, is the creation of our relational database.  Essentially it takes the form of a “case study”, to give you an idea of what to expect when embarking on a major IT project, and what benefits might ensue.

1.85.4. The Amity Database

1.85.4.1. In common with many organisations who have operated in both the pre and post computer eras, our records were in a variety of formats and condition.  We had old application forms; letters; card indexes; word processor files (WordPerfect and Word in various formats); address books; Spreadsheet files (Excel and Quattro Pro) and records held in personal information managers (PIMs) like Outlook or InfoCentral.  In short not only was it increasingly difficult to find information, it was almost impossible to analyse it or provide information requested by others (perhaps as part of a fund raising application).

1.85.4.2. We took the decision to move our records to a relational database, and soon realised this meant acquiring not only relational database management skills, but also relational database design skills as well.  The work had to be done in our Founding Organiser, Philip Glascoe’s spare time and required considerable research and preparation.  Overall, the project took some eighteen months to research, design, test, populate and commission.

1.85.4.3. Perhaps the key discovery was; that when it comes to databases, you need to know what information you want out of it; because that dictates what and how you put the data in.  Logical yes; but it’s not quite as easy as it sounds.  Making changes to the basic design of a database after completion is certainly possible, but it is a big nuisance and it is much better to get it right first time.  We spent a lot of time designing the structure and format on paper, before we ever touched the keyboard.

1.85.4.4. In our case, we decided that the database should incorporate our students and volunteers; the referral agencies; our venues and landlords; committees and all their relationships.  Database records for students and volunteers include information about age, gender, ethnic origin, length of membership etc.

1.85.4.5. Having a relational database of this nature means that we can analyse the information in a way that has never been possible before.  We can create queries which will always give up to date information automatically no matter who has joined or left in the meantime, and tailor those answers to whoever needs them (see also section 15.3.8).  In addition, it now provides the main source of data for mail-shots, whether this be to volunteers, students, referral agents or landlords.

1.85.4.6. Maintaining a database of this nature also has a time component of its own, but we think the investment is very worthwhile.

1.85.4.7. A second database for Friends of Amity is now in preparation.

1.85.4.8. Lastly, computer databases of this nature come within the realms of the Data Protection Legislation.  We made enquiries of the Office of the Information Commissioner (see section 23.1.6) who confirmed that as a small charity, we did not need to register, thereby saving us the £35.00 annual registration fee.  Nevertheless, they decide each case on its merits, so if you intend to go down this route, do check your status.

MANAGING THE WEB SITE

1.86. Introduction

1.86.1. At the beginning of 1999, this function did not exist in Amity; today it is primarily responsible for our public face to the world.  That may sound exaggerated, but when you start to operate a web site and get it recognised by the Search Engines, you quickly realise that it is true.  Having a web site makes you accessible to people and organisations in a way that has never been possible before, so if you are going to take advantage of this opportunity, you should do it properly.

1.87. Getting Started

1.87.1. Big organisations and the larger charities contract out this work to specialists, and whilst the results can be spectacular, the costs are fearsome.  Don’t be put off however, anyone who has a reasonable grasp of a word processor already knows 70% of what is required to set up and operate an attractive web site (if you have ever used hypertext links in Word or Excel you are closer still).  

1.87.2. The only absolute requirements are a PC with access to the Internet; and suitable software.

1.87.3. Web pages use a code called HTML, which they tell us, is quite easy to learn.  However, there are a number of software programmes which allow you to set out a web page just as if you were using a word processor, and they do all the HTML coding behind the scenes on your behalf.  We use Microsoft FrontPage.

1.87.4. To turn these skills into “web skills”, means training.  Your local AEI will run courses; and there are dozens of books and magazines on the subject.  Our favourites to get you started, are the yellow covered “Dummies” series.

1.87.5. The Internet magazines are full of articles and advertisements on how to sign up with an Internet Service Provider (ISP), register a domain name and set up a web site.  Our advice is talk to quite a few ISPs and go with one that offers the most accessible help.  If you are like us, you may well need quite a lot of help in the early stages, and you need to know it’s readily available.

1.88. Designing the Web Site

1.88.1. Designing a web site initially is one of those jobs best done with a paper and pencil.  You need to map out what you want to say and identify the sections and headings you will use to describe the message.  Some software programmes offer templates for different types of sites, and they can be helpful.  When it comes to design, have a look at the web sites of other organisations; see what you like, and dislike, and start work.

1.88.2. Photographs and graphics look gorgeous, but can take ages to load; this is irritating to visitors who may not stick around and wait.  Text loads quickly, but a little thought about the formatting and use of colour, can make it more attractive and encourage people to read it.  

1.88.3. Hypertext links are one of the real power tools of the Web, we use them a lot; but do test them and make sure they work properly.

1.88.4. Concentrate on ease of navigation; the classic piece of advice is that nothing on the site should be more than “3 clicks” from the Home Page.

1.88.5. Please note that one of the roles of the Management Committee Link Officer with the Webmaster is to keep the “wilder side” of web site design under control.  Sites can get garish very quickly; and as with publicity in other mediums, less is often more.  On a web site, continuity of features from page to page is important; it makes the site “comfortable” and easy to use, and more likely to keep your visitors for longer.

1.89. Managing the Web Site

1.89.1. Amending and updating a web site is simple and swift; and this opens up the opportunity to use part of your site for organisation news and to publicise events.  It does however impose the duty to keep the site up to date; an announcement on your “Latest News” page about an event held three months ago really does sends the wrong message.

1.89.2. Remember also that your site will change and grow with your organisation and also as you become aware of just what the web site can do for you.

1.89.3. In our case, the web site started out as a simple “corporate presence”; then as we became aware that many of our volunteers had web access, it seemed only logical to put our training material on line.  Specialist information for Referral Agencies then followed, and there is now a growing section dealing with students’ writing.  The site continues to evolve and grow, so call in from time to time and see what’s new.  Some of the material is only available on line, if you want it on paper, you will have to print it off yourself.

1.90. Promoting the Web Site

1.90.1. Getting the Search Engines such as Yahoo, Lycos, Alta Vista, Ask Jeeves, Google and the rest to recognise your site is an important part of developing your visibility.  There are organisations who will offer to do this for you, for a fee, and others will sell you the software to submit your site to the 2,000 plus search engines world wide.  Whether you go down these routes is a personal decision linked to time and available resources.

1.90.2. Eventually your site will be discovered by the Search Engines themselves, (their “spiders” are constantly roaming the web for new sites) but this can take several months.  For the top dozen or so Search Engines, you can short cut the process by submitting your site to each of them direct; you can find the details on the Home Page of each Search Engine.

1.90.3. Create a “Links” page and include links to other organisations with similar interests to your own.  Tell them you have done so and invite them to reciprocate.  It will all add to your site’s visibility.

1.90.4. In addition, you should publicise your web site as much as possible to increase local awareness quickly.  Put the web site address on letterheads, posters and complements slips.  Notify the organisations you work with and invite feedback.  The early days can be slow, but before long, you too will be publishing material which is only available on the Net and replying to enqueries from all over the world.

1.90.5. Visit our web site at www.amity.org.uk and let us know what you think.

NETWORKING AND LIAISON

1.91. Inter-Club Liaison

1.92. With our Clubs spread over South-East London, we have always has the goal of encouraging inter-club liaison, because it extends the scope for Social Support (see section 13) for students and volunteers alike to a far wider pool.

1.93. However, the geographic locations of our Clubs militate against this kind of liaison, so we have explored a range of options designed to expand contact opportunities.

1.94. Individual Club outings or parties (see section 11.3) are often useful in this context, as they encourage Club visits, but they can only really work well when Clubs meet on different evenings. 

1.95. Therefore we have developed other techniques as well.

1.95.1. Inter-Club Events

1.95.1.1. Club parties tend to be held once or twice a year; at the start of the summer break, and near Christmas.  We have held parties in a variety of venues ranging from Church Halls to Community Centres, and have found that the organisation of a party is a unifying force of its own.

1.95.1.2. You may well have your own arrangements, but this is how we go about it.

1.95.1.3. The Management Committee usually nominates a Party Caterer who organises the food, by seeking offers from Club members, (rather than preparing all the food themselves).  We stick primarily to “finger food” and a “buffet-style”.  The cost of the food is normally reimbursed from ticket sales.  The Party Caterer will keep in contact over ticket sales and ensure the bids to bring food are matched by demand from sales.  

1.95.1.4. Ticket sales are normally managed by Supervising Tutors, who encourage students and volunteers to bring friends and family, which helps to swell numbers.  Tickets are sold well in advance to give students the opportunity to save up.

1.95.1.5. The Party Caterer is also responsible for organising the team of volunteers who prepare the food and lay it out on platters prior to the Party itself, and clean and wash up afterwards.

1.95.1.6. Entertainment can vary; we have had live groups; discos, and for smaller events, a simple “ghetto-blaster” can be sufficient.  Whatever the source, music is important, it encourages dancing, and the interaction across the Clubs which goes with it.

1.95.1.7. Our ticket price is normally inclusive of food and drink, which eliminates the necessity for running a cash bar.  We buy our beer, wine and soft drinks (no spirits) on a sale or return basis and hire the glasses (most major supermarkets provide this service free if you book well in advance).  Experience will teach you the quantities to order, but sale or return means you can build in a margin without too much pain (just that of carrying the heavy boxes back and forth!).

1.95.1.8. Operating the bar is a skill in itself.  People are there to enjoy themselves but not to get drunk.  Some of our students need to develop these social skills, and so we help them by ensuring their intake is managed.  Being a  Barman therefore is an important job.

1.95.1.9. Don’t forget you can use parties as an occasion to operate a raffle; a useful way to top up any deficit on the party account (your aim should be to make the party self-financing at worst).  

1.95.1.10. Parties are also a useful opportunity to present volunteers with their long service awards at a public occasion (and to thank the Party Caterer in a public way).  It is also a useful excuse to increase your local visibility by inviting special guests (such as the Mayor or local MP) and ask them to undertake these presentations.  

1.95.1.11. If you want to go down this route, do ensure you issue invitations well in advance; local dignitaries such as the Mayor are often booked six months or more in advance.

1.95.1.12. We want to be able to come back to our party venues again.  Therefore we are quite meticulous about cleaning and clearing up after the session, which means booking volunteers for the work beforehand; we are constantly surprised just how quickly this gets done when many hands are put to work.  A bottle of Scotch to the Caretaker or Premises Manager also tends to reinforce the likelihood of a warm welcome on a subsequent booking.

1.95.1.13. Finally, we have developed a series of checklists for parties to help make preparations simpler; you may find this useful too.

1.95.2. Inter-Club Outings 

1.95.2.1.  Our Inter-Club outings normally take place during the summer.  The initiative for inter-club outings often comes from the Clubs themselves; identifying common interest trips, which have included riverboat outings; a visit to the London Eye; a trip to Canterbury; or a “Ten-Pin Bowling” contest.

1.95.2.2. As with parties, these need to be planned well in advance, to permit people to save for them.  

1.95.2.3. Supervision is a key element in managing an outing of this nature and you will need to plan this carefully; gearing it to the activity concerned.  Where appropriate, you should obtain parental consent, or that of any care-organisation involved.  

1.95.2.4. Incidentally, some of our students need to take medication on a regular cycle; make sure you know about it and that the student brings it on the outing; halfway down stream on a “riverboat” is not the time to find out.

1.95.2.5. There are also links here with individual Club social events (see section 11.3).

1.95.3. Inter-Club E-Mail

1.95.3.1. Using e-mail to encourage students to communicate across Club boundaries is still new for us and has yet to find its level.  We feel it has significant potential; and the “informality” of e-mail is also a plus.

1.96. Internal Club Liaison

1.96.1. Internal Club liaison is referred to here to emphasise its importance and place within the overall networking of Amity, within and without.  For more detail about how it works in practice, see section 11.2.

1.97. Liaison With Outside Organisations

1.97.1. Liaison with outside organisations is carried out at two levels; local, which is undertaken by individual Clubs, and which is largely directed at local awareness and visibility, and that which is undertaken centrally, by the Executive Committee (see section 6.2).

1.97.2. Local liaison has already been explored in detail in the sections dealing with student and volunteer recruitment (see sections 15.4 and 16.3).

1.97.3. External liaison with recruitment agencies has also been discussed (see sections 15.3 and 16.2), as has the role of the Press Officer (see section 7.9.3).

1.97.4. However, real networking goes well beyond liaison on immediate “business” needs.  It means keeping in touch with fellow voluntary organisations, peer groups; sister projects; checking on the status of local initiatives, finding out about new sources of funding; keeping your landlord sweet; identifying needs and keeping up to date with new concepts in service provision.  In short it’s about visibility and awareness for your Clubs and your organisation.  If you are not sure about the value of networking, or how to go about it, the next section introduces some of the ground rules.

1.98. Networking Principles

1.98.1. Introduction

1.98.1.1. Networking is about awareness; contacts; keeping in touch and sharing information.  Some people are very good at this, they do it unconsciously; they tend to be the people you think of when you want to know “what is going on”.

1.98.1.2. If networking does not come naturally to you, then it is in your interests to develop it as a skill.  As with all skills you have to learn it, and the more you do it, the better you get.  The route to becoming a good networker is simple and methodical; you already have what you need to get started.

1.98.1.3. Incidentally, networking doesn’t have to be just for your voluntary work.  You can build up networks to enhance your personal lifestyle and develop your career.  In addition, as you build your networks, you will find they begin to overlap in the most unlikely and productive ways; another valuable spin-off.

Building Networks

1.98.1.4. Start by writing out a list of all your contacts within your sector of interest, in this case your voluntary work.  Don’t limit yourself to those you know well, include everyone.  You may well be surprised to see how many names there are.

1.98.1.5. Next, set yourself the task of making a short telephone call to each one of them every month.  Lets assume you now have a list of say 60 names; you need to make 3 calls every working day (there are roughly 20 working days a month).  Everyone has time to make 3 extra calls a day; the trick is to make them.  That means making a list specifying who you are going to call on which day; if someone is not available, swap them with someone else further down on the list, and call them instead.

1.98.1.6. It may sound a bit artificial, but the purpose of the list is to remind you that you have to make those three calls a day, and to give you the feedback you are hitting those targets.  By the way, keep your network organic, add new contacts to the list as you come across them; you may need to top up with the odd phone call at weekends.

1.98.1.7. If you are not used to calling up “just for a chat”, then you need to decide what you are going to talk about in advance, and rehearse how you are going to deliver the information.  In the voluntary sector, there is always something happening either to you or others; it might be news about a new funding regime; changes of policy at national or local level; new requirements for disabled access; an ethnic minority need; an IT problem etc.  Pick a topic and make that call.

1.98.1.8. In our experience most people are willing to share information (after all, that’s how you would react if you got a call from someone seeking your advice).  Some people are incredibly generous with their knowledge and time.

1.98.1.9. Those that cannot help may well be grateful to learn that there is something “new” going on which they hadn’t heard about before; they may even find our more about it (because they need to) and call you back.

1.98.1.10. You will know your network is beginning to add value when this happens.

1.98.1.11. However, getting answers to questions or passing on information is just the start.  The power of networks comes when you call up about one thing, but learn something else which is totally unexpected, but entirely helpful.  It will often come in the form of “I saw something the other day and thought of you”.  And why did they think of you?  Because you have been calling them regularly, and this has put you and your organisation’s needs in their mind!

1.98.1.12. Where networks begin to get really powerful is when you realise that each of your contacts has a network of their own and when you plug them in, you are plugging in to their networks too.

1.98.1.13. You don’t need to take our word for this; just try it and see what happens.

FUND RAISING

1.99. Background

1.99.1. This is not intended to be a manual about fund raising; this section is simply designed to share some of our experience with you and whet your appetite for the task.

1.99.2. There are a great many books on fund raising and courses are run regularly by local authorities and umbrella groups.  We commend both to you; but at the end of the day there is no substitute for experience.  Going out and doing it is a great teacher.

1.100. Types of Money

1.100.1. When accountants talk about money, they often refer to Capital (one off expenditure like buying a sofa) and Revenue (recurring expenditure like the electricity bill).

1.100.2. Fund raisers tend to use different terminology, “Dedicated Money” and “Free Money”.

1.100.3. Dedicated Money: is money given or donated to you for a specific purpose.  You have to spend on that purpose, or give it back.  It is prudent advice to note that when applying for a grant for a specific piece of equipment (say a computer or printer) you should include for two years consumables as well (e.g. toner, ink jet cartridges, discs, paper, training manuals etc.)

1.100.4. Free Money: is given or donated to you to spend on achieving your charitable goals in any way the organisation wishes.  Free money is far more flexible; but often harder to raise.

1.101. Charitable Trusts

1.101.1. There are a huge number of Charitable Trusts supporting the voluntary sector in the UK, and many of them support educational activity specifically.  If you want to know who they are, and how to approach them, the Charities Aid Foundation (CAF) (see section 23.4.1) produce a comprehensive “Guide to Charitable Trusts” which lists them all (there is also a version available now on CD-ROM).  The Guide is not cheap, but your first grant should repay the cost with interest.  Alternatively, most reference libraries will hold a recent copy (it is updated regularly).

1.101.2. Most charitable trusts like to back specific “projects” and so they mainly provide funds on a “dedicated” basis.  There are a few however who do consider applications to fund operating costs.

1.101.3. When you look at the Guide for the first time it is easy to fall for the “scatter-gun” approach, sending out letters far and wide, in the hope of attracting funding; indeed, if you have a computer, this style of approach becomes even easier.  We suggest you resist this temptation however; firstly because charitable trusts are adept at spotting this type of application and bin them; secondly, because the printing and postage costs can escalate alarmingly.

1.101.4. A better approach is to look through the Guide with some care and identify the Trusts whose funding objectives match your own work most closely.  Then call the Clerk to the Trustees; introduce yourself and your project and take their advice on whether to apply, and if so when it would be best to do so, and what for.  This spadework means that when you do apply, your application is expected.

1.101.5. Take care over your application.  If the Trust calls for a one-page application, send one page, not two.  If you are asked for your annual report or constitution enclose them, if not leave them out, but indicate they are available on request.  Many fundraisers learning their craft have a tendency to throw everything in.  This does not impress the Trust however, as they know what they want.  Sending material they don’t need sends one of two messages; either that you cannot read (not good for an adult literacy scheme), or that you know better than they do and don’t care about the extra cost of printing and postage.  Arrogance and waste in fund raising are seldom rewarded.

1.101.6. Another feature of fund raising from charitable trusts is that if you have been successful they often encourage repeat applications.  In their terms it makes sense, they have already gone to the trouble of vetting you once, and if you can demonstrate you have spent the money they gave you wisely, a further grant is logical.  Some trusts and charities build up long term relationships over the years, which can be mutually beneficial.

1.102. Other Fund Raising Events and Activities

1.102.1. Fund raising events can be hard work.  Organising Boot Fairs, Craft Stalls, Jumble Sales or Charity Balls is labour intensive, and always carry the risk that you can lose money as well as raise it.  If you want to go down this route, then try and find someone to help you who has done it before; the last thing you want to do is learn the hard way at your own expense.  The advantage of these events is that the money raised is “free money”.  In addition they normally offer splendid opportunities for local publicity about your work.

1.102.2. Raffles are also a useful standby for raising “free” money.  However, if the raffle is at all elaborate, you should get the tickets printed, and for this you will need to find a specialist printer.  Yellow Pages or Thomsons Directory can help here.  Running a raffle of this nature also requires you to register and obtain a licence from your local authority; you will need to renew the licence annually.  Large local shops are often willing to donate prizes for Raffles.

1.102.3. When it comes to selling raffle tickets, you may be able to call on a wide range of active sellers, in which case, you are most fortunate.  Amity supplements its ticket sellers with a mail shot; which has consistently drawn in the lion’s share of our receipts over the years.

1.102.4. In the past, some charities have generated a good income from Covenants.  However, over the past few years, the taxation regime has evolved to allow Charities to recover tax on a wider range of donations than covenants alone.  Administration however can be complex and time consuming.  Here, the Charities Aid Foundation or CAF (see section 23.4.1) offer a management service for a modest fee; and this is well worthwhile.

1.102.5. Local Authorities can be very idiosyncratic in their support of voluntary groups; some back umbrella groups who distribute monies on their behalf; some only back major groups; whilst others provide support in kind or make grants direct.  If you want support from a local authority, then start by contacting your local Councillor, and ask them to plug you into the right individual at the right level.  Getting the backing of your local MP will also be very helpful.

1.102.6. The National Lottery Charities Board (NLCB) is a major source of funding for the voluntary sector and should certainly be on your list.  Heavy demands are made on their resources, and its focus areas and rules change regularly.  Get their application form and up to date briefing documentation; study it carefully to see whether you are eligible.  Most local authorities run seminars on how to apply for a NLCB grant in the months leading up to its deadline; we have found them to be both relevant and very useful.

USEFUL CONTACTS

1.103. Statutory Organisations

1.103.1. Department for Education and Skills (DfES)

· Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
Tel: 0870 000 2288
Fax: 01928 794 248

· www.dfes.gov.uk
info@dfes.gov.uk  

1.103.2. Basic Skills Agency

· 1-19 Commonwealth House
New Oxford Street
London
WC1A 1NU
Tel: 020 7405 4017
Fax: 020 7440 6626

· www.basic-skills.co.uk 
enquiries@basic-skills.co.uk 

· The Basic Skills Agency has a series of catalogues covering a huge range of literacy training materials, tuition advice and software from a variety of sources.  Much of this can now be purchased on line from their web site.

1.103.3. Lifelong Learning (Part of the DfES)

· Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
Tel: 0870 000 2288
Fax: 01928 794 248

· www.lifelonglearning.co.uk 

The Charity Commission (London Office)

· Harmsworth House
13-15 Bouverie Street
London
EC4Y 8DP
Tel: 0870 333 0123
Fax: 020 7674 2300

· www.charity-commission.gov.uk 

1.103.4. The Health and Safety Executive (HSE)

· Office for London and the South East
St Dunstans House
201-211 Borough High Street
London
SE1 1GZ
Tel: 020 7556 2100
Fax: 020 7556 2200

· www.hse.gov.uk 

1.103.5. Office of the Information Commissioner

· Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Tel: 01625 545 700
Fax: 01625 524 510

· www.dataprotection.gov.uk 

· (Formerly the Office of the Data Protection Commission)

1.104. Other Adult Literacy Organisations

1.104.1. British Dyslexia Association

· 98 London Road
Reading
RG1 5AU
Tel: 0118 966 2677
Fax: 0118 935 1927

· www.bda-dyslexia.org.uk 
admin@bda-dyslexia.org.uk  

1.104.2. The National Association for Special Educational Needs (NASEN)

· NASEN House
4/5 Amber Business Village
Amber Close
Amington
Tamworth
B77 4RP
Tel: 01827 311 500
Fax: 01827 313 005

· www.nasen.org.uk 
welcome@nasen.org.uk 

1.104.3. United Kingdom Reading Association

· Unit 6 First Floor
The Maltings
Green Drift
Royston
Herts
SG8 5BB
Tel: 01763 241 188
Fax: 01763 243 785

· www.ukra.org 
admin@ukra.org 

1.104.4. The National Literacy Trust

· Swire House
59 Buckingham Gate
London
SW1E 6AJ
Tel: 020 7828 2435
Fax: 020 7931 9986

· www.literacytrust.org.uk 
contact@literacytrust.org.uk 

1.105. Software and Literacy Material Suppliers

1.105.1. The Advisory Unit: Computers in Education

· 126 Great North Road
Hatfield
Herts
AL9 5JZ
Tel: 01707 266 714
Fax: 01707 273 684

· www.advisory-unit.org.uk 
sales@advisory-unit.org.uk 

1.105.2. Cambridge Development and Training Ltd.

· Lincoln House
The Paddocks
347 Cherry  Hinton Road
Cambridge
CB1 8DH
Tel: 01223 470 480
Fax: 01223 470 481

· www.ctad.co.uk 
postcentre@ctad.co.uk 

1.105.3. Schoolsco UK Ltd

· The Green
Ravensthorpe
Northampton
NN6 8EP
Tel: 01604 770 099
Fax: 01604 770 702

· www.schools.co.uk 
len@schools.co.uk 

1.105.4. Communications and Learning Skills Centre

· PO Box 621
Sutton
Surrey
SM1 2ZS
Tel: 01756 794 329
Fax: 020 8642 6862

· www.calsc.co.uk 
webmaster@calsc.co.uk 

1.105.5. GAMZ

· 25 Albert Park Road
Malvern
Worcestershire
WR14 1HW
Tel: 01684 562 158

· www.gamzuk.com 
sales@gamzuk.com 

· “Swap and Fix” literacy games software provide great variety; learning is fun, and you can monitor progress too.  Excellent “wordsearch” programme which can be played on screen, or printed off for homework.  New games are promised.

1.105.6. The Skills Factory

· Valley Mills
Delph
Oldham
0L3 5DG
Tel: 01457 821 810
Fax: 01457 821 818

· www.skillsfactory.com 
info@skillsfactory.com 

1.105.7. iANSYST Ltd

· The White House 
72 Fen Road
Cambridge
CB4 1GN
Tel: 01223 420 101
Fax: 01223 426 644

· www.dyslexic.com 
www.iansyst.co.uk 
sales@dyslexic.com mailto:sales@dyslexic.co 

1.105.8. Microsoft Education

· Microsoft Campus
Thames Valley Park
Reading
RG6 1WG
Tel: 0870 601 0100

· www.microsoft.com/uk/education 

· Sign up for their education and office newsletters which are circulated by e-mail; details at the Microsoft Web Site.

1.105.9. textHELP

· Enkalon Business Centre
25 Randalstown Road
Antrim
County Antrim
BT41 4LJ
Tel: 028 9442 8105
Fax: 028 9442 8574
Freephone: 0800 3287 910

· www.texthelp.com
· The textHELP programme provides one of the best word prediction programmes around, and is extensively customisable.  The ability of the programme to read text aloud, either as it is written or off the page (from a variety of sources, including web pages) is particularly impressive.

1.105.10. Davis Dyslexia Association International

· DDA-UK
PO Box 40
Winchester
SO22 6ZH
Tel: 01962 820 005
Fax: 01962 820 006

· www.ddai@dyslexia.com
· An American based company providing books, workshops and training on tackling dyslexia.  Their UK representatives can be reached at the above address and telephone numbers.

1.105.11. Learning and Teaching Scotland

· Customer Services
74 Victoria Crescent
Glasgow
G12 9JN
Tel: 0141 337 5000
Fax: 0141 337 5050

· www.ltscotland.com
enquiries@ltscotland.com 

1.105.12. White Space 

· 41 Mall Road
London
W6 9DG
Tel: 020 8748 5927
Fax: 020 8748 5927

· www.wordshark.co.uk 
tigg@wordshark.co.uk 

· WordShark delivers a lively set of literacy and numeracy games, which include specific tutor controls and internal monitoring facilities.  White Space also provides other basic skills programmes.

Don Johnston Special Needs

· 18/19 Clarendon Court
Calver Road
Winwich Quay
Warrington
WA2 8QP
Tel: 01925 256 500
Fax: 01925 241 745

· www.donjohnston.com 

· Large range of special needs tuition material and software.

1.105.13. Learn How Publications

· 10 Townsend Avenue
Southgate
London
N14 7HJ
Tel: 020 8524 4642
Fax: 020 8441 1459

· www.learnhowpublications.co.uk 
info@learnhowpublications.co.uk 

1.106. Other Useful Links

1.106.1. The Charities Aid Foundation (CAF)

· Kings Hill
West Malling
Kent
ME19 4TA
Tel: 01732 520 000
Fax: 01732 520 001

· www.cafonline.org 
enquiries@caf.charitynet.org 

· Huge Web Site; full of information advice and support services for charities.

1.106.2. BETT 2002: the annual education technology show at Olympia, every January.

· www.education-net.co.uk 

1.106.3. The Education Show: annual education resources show, normally in March.

· www.education-net.co.uk 

1.106.4. InKinddirect

· PO Box 140
20 St Mary At Hill
London 
EC3R 8NA
Tel: 020 7204 5003
Fax: 020 7204 5551

· www.inkinddirect.org 
charities@inkinddirect.org 

· Recycles surplus materials, equipment and stock (including computers, printers and software) to charities and not for profit organisations at modest cost.  There is an annual membership fee.

1.106.5. Trust Thamesmead

· Thamesmere Pools
Thamesmere Drive
 London SE28 8RE
Tel: 020 8311 4470
Fax: 020 8312 0311

1.106.6. Rathbone CI

· 4th Floor
Churchgate House
56 Oxford Street
Manchester
M1 6EU
Tel: 0161 236 5358
Fax: 0161 236 4539

· www.rathbone-ci.co.uk 

· Formerly known as the National Elfrida Rathbone Society.  Now concentrating on employment and training schemes.

APPENDIX 1: AMITY READING CLUBS CONSTITUTION

1. Name.

2. Objects.

3. Membership.

4. Entitlements.

5. Structure.

6. Meetings.

7. Constitutional Changes.

8. Finance.

9. Relations with other Organisations (including Negotiations).

10. Standing Orders.

1.107. Name

1.107.1. The name of the Association shall be Amity Reading Clubs.
1.108. Objects

1.108.1. To advance the education of the public, in particular by the promotion of adult literacy.

1.108.2. In furtherance of this object but not otherwise, the Association shall have the following powers:-

1.108.3. To organise literacy provision for adults with special needs.

1.108.4. To provide Volunteers to give individual tuition in an informal club setting.

1.108.5. To utilise all available resources and to act in co-ordination with bodies established for similar purposes.

1.108.6. To do all such other things as may be necessary to further the above objects.

Membership

1.108.7. Clubs:

1.108.7.1. Students referred and admitted for help with special difficulties with reading and writing, together with the Voluntary Tutors and Supervising Tutor.

1.108.8. Management Committee:

1.108.8.1. Supervising Tutors responsible for Clubs.  Co-opted members (in the ratio of not more than 33% of the total Committee).  Co-ordinator and Founding Organisers, one of whom will Chair.

1.109. Entitlement

1.109.1. Students shall be entitled to:-

1.109.1.1. Autonomy in their literacy aims.

1.109.1.2. Tuition in fulfilment of their aims.

1.109.1.3. Association, by way of the coffee-break and other activities, with other Students, Volunteers and visitors to the Club.

1.109.1.4. Support, including referral to other agencies, in problems associated with their special difficulties.

1.109.1.5. Befriending and Counselling aimed at widening their horizons.

1.109.2. Voluntary Tutors shall be entitled to:-

1.109.2.1. Responsibility for the tuition of their Students individually, subject to the aims of the Student and the overall responsibility of the Supervising Tutor, and for support of a befriending nature to the Student.

1.109.2.2. Support from the Supervising Tutor in their teaching and counselling roles, whether the need is for specific suggestions or for a wider perspective.

1.109.2.3. Association with Students and other Volunteers in the Club, and with Volunteers of other Clubs.

1.109.2.4. Invitation or co-option to the Management Committee if sponsored by their Supervising Tutor.

1.109.2.5. Attendance at the Annual General Meeting.

1.109.2.6. Candidature for Supervising Tutor, if sponsored by their own Tutor, or by a Member of the Management Committee.

1.109.2.7. Support, specifically testimonials, in their applications for employment or courses of study.

1.109.3. Supervising Tutors shall be entitled to:-

1.109.3.1. Conduct their Club sessions in accordance with the aims of the Association.

1.109.3.2. Support of the Association in so doing.

1.109.3.3. A seat on the Management Committee.

1.109.3.4. Association and support of their own development of the social and professional skills necessary to their work as Supervising Tutors.

1.109.4. Co-ordinator and Founding Organisers shall be entitled to:-

1.109.4.1. Sit on the Management Committee.

1.109.4.2. Implement the policies of the Association.

1.109.4.3. Initiate policy, subject to ratification by the Management Committee.

1.110. Structure

1.110.1. Clubs

1.110.1.1. Usually not more than 12 couples (Student and Volunteer Tutor) in the care of one or more Supervising Tutors, dependent on need, responsible to the Management Committee.

1.110.2. Management Committee

1.110.2.1. Constituted as above, meeting quarterly, and responsible for the policy and conduct of the Association, including appointment of Supervising Tutors.

1.110.3. Executive Committee

1.110.3.1. Co-ordinator and Founding Organisers.  Responsible for the day-to-day management of Central Organisation, including relations with other organisations.  Meetings “ad-hoc” but not less than once a month.

1.110.4. Co-ordinator

1.110.4.1. Responsible for the maintenance of existing Clubs and the development of new ones, for communication within and outside the Association and for implementing and initiating policy.

1.110.5. Founding Organisers

1.110.5.1. Gladys Zonena Glascoe and Philip Glascoe.

1.110.6. Annual General Meeting

1.110.6.1. Annually.  An opportunity for all members and friends of the Association to meet together and receive a report on the work of the Association during the preceding year.

1.111. Meetings

1.111.1. As in Structure (Section 5), i.e. Clubs weekly, Executive “ad-hoc” not less than monthly, Management Committee quarterly, Association annually.

1.111.2. Notice for Management Committee

1.111.2.1. 10 days before meeting, business to be notified to the Co-ordinator a week prior to that date.

1.111.3. Annual General Meeting

1.111.3.1. To be held within six months of the end of the financial year or within fifteen months of the previous meeting, whichever is the sooner.

1.111.4. Meetings of Volunteers

1.111.4.1. About once a month, to be chaired by the Co-ordinator or one of the Organisers.

1.112. Constitutional Changes

1.112.1. Proposals, after due notice, to be put to the Management Committee.  Subject to a two-thirds majority, to be put forward to the Annual General meeting for ratification.

1.112.2. No amendment may be made to Clause 2 or to this Clause.

Finance

1.112.3. The Financial Year shall run from 1 April to 31 March.  The Treasurer, appointed by the Management Committee shall be responsible for receiving and disbursing all monies and be responsible for the keeping of all documents necessary to satisfy the Auditors (2) appointed by the Management Committee.

1.112.4. Bank Account

1.112.4.1. The maintenance of the Association’s Bank Account shall be the responsibility of the Treasurer.  Cheques drawn on this account shall bear the signatures of two of the following; Treasurer, Founding Organisers.

1.113. Relations With Other Organisations: 
(Including Negotiations)

1.113.1. It is the responsibility of the Executive Committee to ensure adequately documented information to the Supervising Tutors so that the aims and mode of operation of the Association may be clearly communicated within the Clubs as well as in contact with other organisations and organisations.

1.113.2. It is the responsibility of Supervising Tutors to express our aims and mode of operation and/or to refer enquiry to the Executive.

1.114. Standing Orders

1.114.1. Management Committee Meetings to be held in rotation at Clubs on Club night.

1.114.2. Management Committee Meetings to run usually for not more than 90 minutes, to be followed by opportunity for informal discussion in a social context.

1.114.3. Agenda to afford opportunity for reports from all officers and Supervising Tutors.

1.114.4. Chairman to support the principle of discussion and consensus.

1.114.5. Chairman to sum up decisions for minuting.

1.114.6. Chairman, in the event of controversy, to apply the rules of formal debate.

APPENDIX 2: EQUAL OPPORTUNITIES POLICY

1.115. Statements

1.115.1. Amity Reading Clubs provide literacy tuition to adults with special learning difficulties, on a one-to-one basis using Volunteers, in a Club setting, under the direction of an experienced Supervising Tutor.

1.115.2. Amity is committed to equality of access to and provision of its educational and social support services, regardless of sex, race, religion, sexual orientation, age or disability.

1.115.3. Amity encourages an awareness of Equal Opportunities issues amongst its members.

1.116. For Students This Means:-

1.116.1. Recruitment on the basis of need.

1.116.2. Autonomy in the setting of their literacy goals.

1.116.3. Careful matching of their literacy and social needs to the skills of an appropriate volunteer.

1.116.4. Continuity of Volunteer support.

1.116.5. Access to services of the Club's Social Support Policy.

1.116.6. Assistance in travelling safely to and from Club venues.

1.116.7. The right to express views and opinions equally, during the coffee breaks and other periods of social activity or events, and have their views respected.

1.117. For Volunteers This Means:-

1.117.1. Recruitment on the basis of Literacy skills and aptitude.

1.117.2. Careful matching of their literacy tuition and social skills, with the needs of the Student they are teaching regularly.

1.117.3. Ongoing tutorial training.

1.117.4. Attendance at the regular training seminars.

1.117.5. The right to be advised and where appropriate involved in the provision of "Social Support" to the Student they are teaching regularly.

1.118. For Supervising Tutors And Their Deputies This Means:-

1.118.1. After gaining experience as a Volunteer, to be selected for appointment on the basis of skill, aptitude and a commitment to Amity Reading Clubs, its work and policies.

1.118.2. Membership of the Amity Reading Clubs Management Committee by right of office.

1.119. The Management Committee

1.119.1. The Amity Reading Clubs Management Committee has overall responsibility for the policy, management and operation of the Literacy Scheme.

1.119.2. Day to day management of the project is delegated to the officers; the Founding Organisers and the Secretary.

1.119.3. The Management Committee believe that effective implementation of the Clubs' Equal Opportunities Policy is the responsibility of every member of the organisation, whether they be Members of the Management Committee, Volunteers or Students.  The Committee will ensure therefore that its policies are communicated fully to all its members.

1.120. Grievance Procedure

1.120.1. In the first instance, grievances should be raised with the Supervising Tutor of the Club concerned.

1.120.2. It the complainant is not satisfied with the response, the matter should be referred to the Founding Organisers who will convene a Tribunal made up of members of the Management Committee who have not dealt with the matter before.

1.120.3. The decision of the Tribunal shall be final.

APPENDIX 3: HEALTH AND SAFETY POLICY

1.121. General Statement

1.121.1. It is the policy of Amity Reading Clubs (ARC) to ensure that responsibilities for the safety and health of its members are properly assigned, accepted and fulfilled at all levels of the organisation.  All practicable steps will be taken to safeguard the health, safety and welfare of our volunteers, students, visitors and associates at any premises or activities under our control. 

1.122. It Is The Intention Of Amity Reading Clubs:

1.122.1. To provide and maintain equipment and materials in a safe condition and without risks to health;

1.122.2. To provide the necessary information with respect to any equipment or materials in use by our members, detailing the precautions necessary to ensure that when properly used they will be safe and without risks to health;

1.122.3. To provide the necessary information, instruction, training and supervision so that all members are aware of the hazards and risks arising from their activities;

1.122.4. To ensure that all equipment and materials are safe and without risks to health not only to our members but to any other person who may be affected;

1.122.5. To provide an environment for the club’s activities that is safe and without risks to health, and to make adequate provisions with regard to the facilities and arrangements for our members’ welfare;

1.122.6. To carry out a programme of risk assessments and to monitor the systems put in place to ensure the health and safety of our members;

1.122.7. To seek when necessary expert external advice to determine health and safety risks and the precautions required to deal with them; 

1.122.8. To ensure that volunteers and students are made aware of their own obligations to take steps for maintaining the health and safety of themselves and their fellow club members;

1.122.9. To ensure the health, safety and welfare of all visitors to our clubs and our clubs’ activities so far as is within our control;

1.122.10. To review and update this policy as and when necessary;

Gladys Glascoe
Founding Organiser
Chair of the Management Committee

1.123. Organisation Responsibilities

1.123.1. The overall responsibility for health and safety policies and the management framework for putting them into effect lies with the Founding Organisers and the Management Committee;

1.123.2. Members of the Management Committee will review health and safety planning and set objectives for health and safety actions at their regular (quarterly) meetings; 

1.123.3. All members and associates of Amity Reading Clubs will be kept adequately informed on health and safety issues during weekly club meetings or at the AGM; 

1.123.4. Local arrangements affecting safety at individual clubs are the responsibility of the Supervising Tutor for that club, who will supervise and co-ordinate safety precautions within the club and inform volunteer tutors and students of these arrangements; 

1.123.5. Planning for health, safety and welfare will be driven by the outcomes of regular risk assessments and reviews of health and safety policy by the Founding Organisers and the Management Committee;

1.123.6. New members of ARC will receive training in general health and safety issues during their introduction to the club, and any additional training will be provided on an ad hoc basis as necessary; 

1.123.7. Copies of the general statement of health and safety policy, and of any health and safety procedures to be observed, will be made available to all club members.

1.124. Arrangements And Safety Procedures (Examples)

1.124.1. Accident and dangerous incident reporting

1.124.2. Equipment safety and electrical hazards

1.124.3. Fire Precautions 

1.124.4. First Aid Cover

1.124.5. Health and Safety Information

1.124.6. Lifting operations

1.124.7. Personal Safety

1.124.8. Risk Assessments

1.124.9. Training

1.124.10. Visitors

1.125. Appendix 1 – Supplementary Information

1.125.1. Public Liability Insurance.  

1.125.2. This form of insurance is not compulsory, but may be a prudent safeguard in the event of any third party injury arising from Amity’s activities. 

1.125.3. Helpful Publications:

1.125.3.1. HSE Books : telephone 01787 881165

1.125.3.2. ‘Charity and voluntary workers: a guide to health and safety at work’ ISBN 0 7176 2424 2
(Video available)

1.125.4. Useful Contacts:

1.125.4.1. The Charity Safety Group
PO Box 804
Croydon, CR9 8BJ

Tel: 0700 900 9128

APPENDIX 4: ORGANISATION STRUCTURE DIAGRAM


APPENDIX 5: VOLUNTEER APPLICATION FORM

1.126. Note: the typeface size on the attached form has been reduced to incorporate it within this manual.  The normal text size is larger and more readable.

Amity Reading Clubs

Volunteer Application Form

Name:
Telephone Numbers:

Address:


Home:


Mobile:


Work:


Work Fax:

e-mail address:


Date of Birth:
Occupation:

Employment Experience, Qualifications and IT Skills:



Voluntary Experience:



Experience of Adult Literacy (formal and informal):



Interests and Hobbies:


Do You Have Your Own Transport?



Where Did You Hear About Amity?

Referee 1:


Referee 2:

Signature:
Date:

Please Turn Over And Complete The Equal Opportunities Monitoring Form

For Office Use Only:


Club:
Date Joined:

Probation Completed:
Student Assigned:




Amity Reading Clubs

Equal Opportunities Monitoring Form for Volunteers

We should be grateful if you would complete this form to enable us to
monitor our Equal Opportunities Policy effectively.
All the information is confidential, and will only be used for the
purposes of statistical analysis.



Please answer the following questions:

Male:
Female

Disabled:
YES / NO
 If “YES”, please advise the nature of your disability:



Ethnic Origin:


African:
Afro-Caribbean:

Asian (Indian Sub-Continent):
Asian (Other):

UK White:
Other White:

Other (Please Specify):




Amity Reading Clubs
61 Cedar Road
Sturry
Canterbury
Kent
CT2 0JG
Web Site:

www.amity.org.uk
e-mail:

philipglascoe@amity.org.uk 

Tel: 01227 711 012
Registered Charity No: 276011

APPENDIX 6: STUDENT REGISTRATION FORM

1.127. Note: the typeface size on the attached form has been reduced to incorporate it within this manual.  The normal text size is larger and more readable.

Amity Reading Clubs

Student Registration Form

(To be completed Jointly by the Student and Supervising Tutor)

Name:
Telephone Numbers:

Address:


Home:


Mobile:


Work:


Work Fax:

e-mail address:


Date of Birth:
Occupation:

Employment Experience, 



School Background and Previous Literacy Work:



Problems with Eyesight, Hearing or Other Disabilities?



Interests and Hobbies:


Do You Have Your Own Transport?



Where Did You Hear About Amity?

Referral Agency:


Main Contact:


Job Title:


Telephone Number:

Signature:
Date:

Please Turn Over And Complete The Equal Opportunities Monitoring Form

For Office Use Only:


Club:
Date Joined:

Probation Completed:
Volunteer Assigned:

Amity Reading Clubs

Equal Opportunities Monitoring Form for Students

We should be grateful if you would complete this form to enable us to
monitor our Equal Opportunities Policy effectively.
All the information is confidential, and will only be used for the
purposes of statistical analysis.



Please answer the following questions:

Male:
Female

Disabled:
YES / NO
 If “YES”, please advise the nature of your disability:



Ethnic Origin:


African:
Afro-Caribbean:

Asian (Indian Sub-Continent):
Asian (Other):

UK White:
Other White:

Other (Please Specify):




Amity Reading Clubs
61 Cedar Road
Sturry
Canterbury
Kent
CT2 0JG
Web Site:

www.amity.org.uk
e-mail:

philipglascoe@amity.org.uk 

Tel: 01227 711 012
Registered Charity No: 276011

APPENDIX 7: SAMPLE LEAFLET - 
“AN INTRODUCTION TO AMITY”

1.128. This is a sample of a recent 3-fold leaflet employed by Amity for general use.  With 3-fold leaflets like this, copies can be sent easily to Referral Agencies, placed on leaflet racks at Libraries and other community buildings, and be issued at publicity and fund raising events.

1.129. It is a dual-purpose leaflet, aimed at recruiting both students and volunteers.

1.130. Some people ask what is the purpose of using written material such as Posters or Leaflets to recruit students?  The answer is that it can be read to them by their family and friends.

How To Apply

C

omplete the Form overleaf and send it to the address set out below.

· We shall send you a more detailed registration form.

· Give you more detailed information about our work.

· Arrange an induction interview.

· Start your trial period at the Club of your choice

· If you have access to the Internet, visit our Web Site for comprehensive information about our work.

Amity Reading Clubs

61 Cedar Road

Sturry

Canterbury

Kent

CT2 0JG

01227 711012

e-mail

philipglascoe@amity.org.uk 

Web Site

www.amity.org.uk
Charity No: 276011


Amity Reading Clubs
Further Information

A

mity Reading Clubs:-

· A Voluntary Organisation and Registered Charity.

· Established in 1974, it has over 25 years experience of adult literacy and working with Volunteers.

· Specialises in the teaching of Writing and Reading to adults with special learning difficulties.

· Operates three Clubs in London SE2, SE24 and SW16.

· Literacy resources include Computers and literacy software

· Amity Reading Clubs is an equal opportunities organisation

· Amity Reading Clubs is supported by the National Lottery Charities Board.
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Amity Reading Clubs Mission Statement

Amity Reading Clubs aims to provide, for adults with special learning difficulties, the best literacy tuition, enabling them to take charge of their own lives.

Amity
 Reading 
Clubs
[image: image2.jpg]



An Introduction To Amity
Information
For
Volunteers
W

hat to expect if you become a Volunteer with Amity Reading Clubs.

· You will become a member of a Voluntary Organisation, founded in 1974, with over 25 years experience in the field of adult literacy.

· You will develop new skills which will be valuable to you long after you leave Amity.

· You will receive training to help you become a more effective tutor.

· You will receive support from the Club’s Supervising Tutors and the organisation as a whole.

· You will work with an individual student and help them develop their learning skills from week to week and month to month.

· You will gain personal satisfaction from knowing  you are helping your student to become more self-reliant.

W

hat we ask is:-

· An initial probationary period of four weeks.

· A commitment of 12 months to work with your student for one evening a week.


Information
For
Students

W
hat to expect if you become a student with Amity Reading Clubs.

· A friendly Club that will welcome you and encourage you in your learning

· Your own volunteer to work with from week to week, giving you continuity in improving your reading and writing skills.

· The right to set your own goals and targets, for the literacy skills you want to develop.

· Tuition tailored to your individual needs and undertaken at your pace, not that of others.

· Counselling, advice and support to help you both with your learning and in your life outside the Club.


Personal
Information


I

f you would like to help someone read and write, or know someone who wants to learn, then please fill out this form and send it to the address overleaf, or call on 020 7274 2443

· Name

…………………………………………...

· Address

…………………………………………...

…………………………………………...

…………………………………………...

…………………………………………...

…………………………………………...

· Telephone Number

…………………………………………...

· I Wish To Become A Volunteer

…………………….………..…..Yes/No
· I Wish To Become A Student

…...……………………………..Yes/No

2. APPENDIX 8: THANKS

To All Who Have Helped

It is impossible to thank individually all the people and organisations who have contributed to the work of Amity Reading Clubs since 1974, whether this was as a Supervising Tutor; Deputy Supervising Tutor; Student; Volunteer; Landlord; Referral Agency; Funding or Grant Making Agency; Co-opted Member of the Management Committee; past Co-ordinator; those who assisted in the delivery of Social Support; 
or people who bought our raffle tickets.
However we thank them all.

It Is Also Invidious Not To Thank “Milestone” Contributors To Our Work.


Jenny Armour, Special Services Librarian to the London Borough of Lambeth who provided us with our first venue at the Minet Library.
The late Bill Devereux, Chief Executive of the Adult Literacy Resource Agency who awarded our first major funding grant.
Betty Cooper, our longest serving volunteer and Club Secretary for 23 years.
Judith Rose, Amity’s first Co-ordinator.
The late Sydney Heaven of the ILEA Inspectorate for his support over many years.
The London Borough of Lambeth’s Amenity Services Department for their unstinting support in the continuous provision of venues and materials for our Clubs since 1974.
Mary Chambers and Trust Thamesmead for their provision of a venue, grant aid and other support.
Coopers and Lybrand (now Price Waterhouse Coopers) for their grant which enabled us to purchase our first laptop computer.
The National Lottery Charities Board for their grant which transformed our Computer Literacy Project into a successful reality.
Our Founding Organisers Gladys and Philip Glascoe.

For This Manual
Our Thanks


To Philip Glascoe who drafted and edited the document.
To Gladys Glascoe, Betty Cooper, Carol Griffin, Caroline Knapp, Peter Ross and
Andrew Carpenter who made sure it was right.

APPENDIX 9: STRUCTURE INFORMATION

2.1. Registered Office

2.1.1. Amity Reading Clubs 
61 Cedar Road
Sturry
Canterbury
Kent
CT2 0JG

2.2. Telephone Numbers:

2.2.1. Office:
01227 711 012

2.2.2. Fax:
01227 719 364

2.3. Web Site

2.3.1. www.amity.org.uk
2.4. E-Mail

2.4.1. philipglascoe@amity.org.uk 

2.4.2. philipglascoe@compuserve.com 

2.5. Registered Charity Number

2.5.1. 276011

2.6. Bankers

2.6.1. Lloyds Bank Plc.

2.7. Auditor

2.7.1. Andrew Carpenter, Chartered Accountant.

2.8. Founding Organisers

2.8.1. Gladys Glascoe

2.8.2. Philip Glascoe 

NOTES

Amity Reading Clubs 

Amity Reading Clubs

61 Cedar Road

Sturry

Canterbury

Kent

CT2 0JG

01227 711012
www.amity.org.uk
philipglascoe@amity.org.uk 

( Amity Reading Clubs 1974 to 2001

Price: £25.00

Executive Summary





This section introduces you to the work of Amity and this Manual.


How to run an Amity Reading Club.


Where to look for advice on literacy tuition.


How to use the Manual





Executive Summary





This section summarises Amity’s approach to adult literacy tuition and the way it evolved, demonstrating the link between literacy tuition and our Social Support Policy.  


It also highlights our goal of promoting our approach to a wider audience, a role in which this manual plays an important part.


The development of Amity Reading Clubs as an organisation is also summarised, to enable you to put this manual into context.





Executive Summary





This section provides a detailed practical overview of the work of Amity, from a variety of perspectives of those involved.


The Students.


The Volunteers.


The Supervising Tutors.


The Founding Organisers.


Sharing the experience.


Visiting.





Executive Summary





This section explores the key features of our management structure.


Management Committee.


Executive Committee.


Constitution.


Equal Opportunities Policy.


Health and Safety Policy.


Friends of Amity.





Executive Summary





This section examines the roles and duties of the key officers and functions in our organisation, gives details of the skills involved and where appropriate, an outline job description.


Founding Organisers.


Supervising Tutors.


Deputy Supervising Tutors.


Student Representatives.


Secretary.


Treasurer.


Co-opted Members.


Other Roles.


Auditor.


Press Officer.


Webmaster.


IT Support.


Student Recruitment Officer.


Volunteer Recruitment officer.


Fund Raiser.


Paid Officers (Co-ordinator).





Executive Summary





This section deals with our students; their background and the way in which they interact with and are supported by the Clubs’ unique approach.  


The induction process is dealt with at some length, as is the importance of getting it right.


The section concludes with an examination of the way a student’s progress is assessed and monitored, and why the use of standard tests is not always helpful.





Executive Summary





This section deals with our Volunteers, and their widely differing backgrounds and expertise.


Volunteer induction is explored, with particular regard being paid to suitability and early training needs.


Assessment and monitoring follows, and the link between student and volunteer assessment is established.


Finally, the need for volunteer screening is identified together with remedies to preclude unwanted exploitation.





Executive Summary





This section provides a listing of the key elements of Amity’s approach to adult literacy tuition.


Individual elements are dealt with in detail in Sections � REF _Ref513382803 \r \h ��11� to � REF _Ref513385410 \r \h ��23�.





Executive Summary





This section begins with the identification of suitable venues for a Club and the subsequent relationships with its landlord.


The day to day organisation of Club sessions is then examined in the context of the way it supports other aspects of the Amity approach, in particular the Social Support Policy (see section � REF _Ref515970260 \r \h ��13�).


Finally, the contribution Club parties and outings make to our work is also explored.





Executive Summary





This section describes Amity’s Social Support Policy.  It shows how the Policy interacts with and adds value to the other aspects of our work.


What is Social Support.


Why have a Policy.


How it reinforces Student commitment.


The Social Support Ladder.


Full Social Support.


Building Social Support into work sessions.


The wider range of benefits.





Executive Summary





This section explores the process of matching students with volunteers to produce an effective learning relationship.


The differing natures of both volunteers and students are explored together with the experimental period, which precedes the final matching process.


Ongoing monitoring of relationships is examined, together with remedies when intervention is necessary.


 Finally, the tricky process of transferring a student to a new volunteer is discussed, with particular attention to the situation when the original relationship has been close and longstanding.  





Executive Summary





This section examines Amity’s arrangements for recruiting students.


It starts by defining Referral Agencies and explores how to identify them; make contact; develop their trust; and keep their attention.


The importance of maintaining individual Club visibility with local residents and community groups is also examined, together with various techniques for doing so.


The potential for linkage with volunteer recruitment is also identified.





Executive Summary





This section examines changes to our recruitment of volunteers in recent years.


The growing importance of Volunteer Bureaux is discussed, together with details of how to approach them and what to expect.


The need for local visibility is also explored, together with the potential for linkage with student recruitment.





Executive Summary





This section explores Amity’s approach to training, and its various components.


Ongoing tutorial training, in practice.


Amity training sessions for volunteers together with details of training on other matters are explored.


Amity’s training leaflets and library resources are  reviewed.


How to exploit Amity’s web site for training resources.


A range of external training resources and training providers is noted.





Executive Summary





This section explores some of the practicalities of Web Site Management, starting with why you need one; getting someone to run it; how to find an ISP, how to set it up; design issues and promoting the site.  The main headings are:-


Getting started.


Designing the Site.


Managing the Site.


Promoting the Site.





Executive Summary





This section explores networking and liaison in all it guises.


The importance of inter-Club liaison is examined, together with a number of techniques we have found to be successful.


In particular, our approach to Amity parties is studied in detail.


Liaison with referral agencies is also reviewed and cross referenced.


Finally, the value of a broader approach to networking is also explored and the techniques and benefits which can accrue, are also covered.





Executive Summary





This section gives details of useful contacts; it is not exhaustive, but does include those we use most frequently.


Contact details, including web site links are set out under the following categories:-


Statutory Organisations.


Other Adult Literacy Organisations.


Software and Literacy Material Suppliers.


Other useful links.





MISSION STATEMENT





Amity Reading Clubs aims to provide for adults with special learning difficulties, the best literacy tuition, enabling them to take charge of their own lives.
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Executive Summary





This section shares some of Amity’s experience in fund raising over the years.


It reviews and contrasts “dedicated and free” money.


Fund raising from charitable trusts is examined in some detail.


The benefits and risks of holding fund-raising events are reviewed, and a series of other fund-raising activities are touched upon.





Executive Summary





This section reviews the history and development of our Computer Literacy Project and assesses the contribution computers can make to adult literacy tuition.


Enabling students to overcome their initial fear of computers using one-to-one tuition is explored.


Attendance at the annual BETT show is recommended.


Finally factors influencing the choice of equipment and software are explored together with recommendations for some software products.





Executive Summary





This section examines the development of IT in our organisation and discusses how it is supported.


The use of basic office applications is examined, together with equipment deployed; this review also extends to the equipment used for our Computer Literacy Project.


Lastly the origins and development of Amity’s relational database is explored together with its ensuing benefits.





Executive Summary





This section describes the benefits of Amity’s one-to-one approach to literacy tuition, and the additional value, which comes from it being undertaken in a Club setting.


The integration of one-to-one tuition with other aspects of Amity’s approach, including its Social Support Policy and ongoing tutorial training is also examined.
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