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Training Notes - Tutors
Dear Volunteer Tutor, 

Thank You for volunteering for this 121digital  program. We hope that you will get great enjoyment and experience from this course. Ask your Facilitator for help. He/She is here to support you. Please approach your role as part of a team of volunteers addressing the needs of a group of Learners in your local community.
Please visit the 121digital website at  www.121digital.ie  and study the program. 'Like' and 'Share' 121digital on Facebook and tell others - your friends, neighbours, relatives about the 121digital program. They can be a Learner in their local school/university/college anywhere in Ireland. 
Safety first :

· Each Tutor (in schools) is required to read/accept and sign the 'Volunteer Contract (Schools)' document.
· All course activity (in schools), without exception, is to take place in the agreed premises (the training centre) during lessons and under the supervision of the Facilitator.
· Photographs of Learners and Tutors are prohibited – without exception. If you are teaching how to use a camera please ensure to photograph something not someone. 
· Protect yourself by not allowing any Learner to share their PIN number(s) or password(s) with you. Please think about this advice - ask your Facilitator, if you have any questions.

Your Learner probably thinks this 'digital stuff' is difficult because it was very difficult when they were first introduced to computers, years ago. Please explain that things have changed, for the better ... Digital is less difficult, now. Today's user interface simplifies the use of devices. Software and devices are intuitive now  - unlike before.
DCCAE  Training Guidelines to Qualify for Funding of FREE Courses

Training courses to be delivered under this funding comprise two core programs, as outlined in the table below. Relevant resource material and interactive demonstrations are available on the 121digital website. Courses are  ten hours duration.

The DCCAE logo (and 121digital logo, above) is to appear on all publicity of 121digital courses funded by government.

	Program A - Productive Use of Digital Skills (6 hours)
	Program B - Lifestyle Choices (4 hours)

	
	

	Each Learner receives instruction in :
	Each Learner chooses 2 (or more) topics :

	
	

	· introduction to the internet
	· specific government online services

	· internet safety & security
	· social media

	· email
	· video, TV  & radio

	· search engines & websites
	· shopping online

	· online government services
	· instructional videos on YouTube

	· conducting everyday transactions 
	· features and theory of online banking, including process and security safeguards

	· online voice & video calls  
	· digital photography

	· use of 'Apps'
	· revision of one or more of the topics under Program A


Tutor Guides are provided to support Tutors in their teaching role. Ask the Facilitator for these guides.
Learners are requested to share at least one skill learned with a friend or colleague.
There are 4 ways in which you can help your Learner - each is extremely important, so, you can make a BIG difference !!
You can :

1. Deliver information/skill from your brain into your Learner's brain
2. Encourage and help your Learner to write their own HANDBOOK (their questions & your answers)

3. Empower your Learner to find information even after this course finishes (Google, You Tube, etc.)
4. Be the catalyst for your Learner to change their attitude from "No, I can't" ... to ... "YES, I can..."

Through the eyes of the Learner  : To prepare yourself for your role, please think about how challenging it is for Learners to commit to this course. Many others, who would benefit equally, have not come to lessons. It is a brave thing to say ‘please help me to learn’. Also, some Learners will have bad memories of their days in school (schools were tough in the 1930's, 40’s, 50’s, 60’s and some even in the 70’s and 80's). These Learners are to be congratulated for coming forward – Do you agree ? ..... Let’s make them welcome and give them the help they seek.

Please be aware that some Learners may be very sensitive about their spelling/grammar and may even be challenged in their literacy. While this course does not help with literacy, please be careful to avoid embarrassing  any Learner.

Please - Do not invite Learners into the training room until the Facilitator is ready to start the lesson. Each week we will start with a five minute session for Tutors ... before the Learners come into the room. 
To begin the lesson, the Facilitator will set the agenda for the lesson. For the first few minutes the Facilitator will make any announcements which are of common interest to all or most Learners. Your role will include ensuring that your Learner understands the Facilitator and acts on the advice given. Then, most of the lesson will be about you working, one-to-one, with your Learner. Ask your Facilitator for support and ask the Rover for help, too.

Terminology : 

· Tutor  - (that’s you !) - the volunteer who will tutor one Learner

· Learner – that’s the local adult seeking digital tuition

· Rover - one volunteer Tutor who is suited to helping Tutors who are unable to answer a Learner's question. The Rover needs to be one of the most digitally skilled Tutors in the group of volunteers.

· Administrator (this role is optional. It may be fulfilled by the Facilitator(s)

· Facilitator(s) - Local Organiser(s) who manage each lesson

· Champion - the contact in a school or college who is the main contact person in the organisation for the 121digital program.
The Facilitator will explain the course booking process for Learners, so that Tutors understand the expectations of Learners and the commitment that is given by the Learners.
First Lesson : The focus for the first lesson is on getting to know your Learner (and for them to get to know you). You will get to know your Learner very well over the duration of the course. The interaction is a very social and sociable experience. 

Ask your Learner if you can familiarise yourself with their device(s). This can be done while they complete their Learner Enrolment form.

Learners are encouraged, from the time of booking, to purchase a large NOTE BOOK, specially for their course and to start writing their questions in it immediately. Encourage your Learner to make notes of their learning, in their note book, during lessons – be patient, allow the Learner plenty of time. This will facilitate practice between lessons. Also, encourage your Learner to make note of more questions, while practicing, and to bring them to the next lesson (in the Note Book). One page per question - to allow space to write answers.
The Learner's NOTE BOOK will be the most important support item that they take away from this course. It will be their personal user's HANDBOOK and YOU will be the catalyst in the creation of it !!
Ask your Learner :   “What do YOU want to learn today” ? ....this question is relevant even in every lesson. When the Learner replies ... invite them to show you what they know, already, about that subject. They may know 10% or 70% already ! Why guess or why assume ? Ask the Learner.......with this information you can start your tutoring from the relevant level. This will save you time and keep the Learner interested. If you forget to do this – stop yourself – take a moment ... and ask the Learner to show you what/how much they already know ... proceed accordingly. 
Qualify the Learner's question ... to make sure you are providing the information they really want. 

Your success and satisfaction in tutoring will be greatly enhanced by each new ‘piece of learning’ which you see your Learner achieve. Practice (frequent and sustained) is the biggest factor affecting the progress and retention every Learner makes. Ask your Learner to practice ‘soon and often’ between lessons.
Ensure to revise all topics of the previous week at the start of the next lesson. It is wise to consolidate the investment of time and energy which you and the Learner made at the previous lesson.

Note that Learners will learn in a different way to Tutors–  they MUST practice .... and practice again  ..... and then more .... if they are to fully understand and if they are to retain (remember) new information.

So, (think about this, please), practicing is relevant .... firstly, for LEARNING .... and ..... secondly, for REMEMBERING !
While practicing clarifies understanding ... it, also, leads the Learner to think of more questions .  Encourage the Learner to write them in her/his NoteBook. 

Before finishing each lesson – please remind your Learner of the need to practice soon and often to complete their learning and to retain their learning.

REMEMBER to ask for the Tutor Guide for any subject you teach to your Learner. Your Administrator or Facilitator can show you the contents list of the 17 (seventeen)  topics supported. 
At the end of every lesson Please stay after Learners depart – We will have a five-minute wrap-up after every lesson. This will be an opportunity for you to offer feedback to the team and to learn from your fellow Tutors. Please take this opportunity seriously. As volunteers for this important work, we want your full involvement and input. When you have a comment or suggestion – PLEASE share it with all the team (or, at least, tell it to the Facilitator).
Re-read this ‘Training Notes - Tutors' document, from time to time, to guide you and remind you throughout this course. It will make more sense after you have given a lesson or two. 
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Thank you for your enthusiasm and for sharing your digital skills which will help your Learner to be more ‘in-touch’ with friends/relatives/neighbours and to get more value from their digital device and feel more safe and secure. 
Former Learners said " ... my 121digital Tutor has gave me a window to the world (through my digital device)'.
Add 121digital to your CV - it is an experience which is highly valued by potential employers !

Your Facilitator and I wish you the Best of Success in your venture into tutoring .... and assure you of our full support.
Fintan Mulligan

Program Manager/Founder

121digital   

September 2018
***   ‘digital skills’ combat loneliness and open the world to Learners    ***
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