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Canton Public Library ELL Conversation Group - Tutor Guidelines Program description: Practice speaking English in an informal setting with Community Literacy Council volunteers, Thursdays and Fridays 9:30 AM to 11:00 AM in the Purple Room.



1. Greeting the students is important. New and returning students. Smile, make eye contact, and say a welcoming phrase like “we’re glad you are here.” Try not to get too caught up in talking with fellow tutors that students don’t get a greeting. 2. Signing in New students need to know about signing in and name tags. Part of the reason for greeting a new student is to do a basic assessment of the students’ skill and comfort level. Returning students may need a reminder to check the spot next to their name if they have signed in for a previous session. An accurate count of participation is very important. 3. FOCUS ON THE STUDENTS. Students are here to practice their English, not to be “educated.” This is not a forum for tutors to talk about ourselves or our opinions. 4. THE STUDENTS should dominate the conversation and everyone should get a chance to talk. Students don’t need listening lessons as much as a chance to converse. Draw the student out with questions. See suggestions for questions below. 5. Don’t put words in their mouths or finish sentences. Slowdown. Americans frequently are not comfortable with silence but other cultures ARE more comfortable. It can take time for someone to translate, formulate and speak what they want to say in a nonnative language. Give them time to do it. 6. Be flexible. The students we might plan to be here may not come. Tutors have to take care of who comes, even if that means changing plans. 7. Change the topic if needed. Feel free to steer the conversation away from sensitive topics such as politics or religion. You can always say something like: “that topic is too big, let’s move on to another.” See the list of possible phrases below for more suggestions. Consider making a cheat sheet of questions or phrases if it would help. 8. Dismissing students is also important. Again, smile, make eye contact and a phrase to encourage a return visit, like “see you next week.”



Tactics or suggestions for discussion: Ask new students basic questions such as have they studied English? Why are they here in this country? Another good starting point is to ask if a word or a situation has happened to the student recently that they want to discuss. “Correcting” pronunciation might not be welcome. If you are not sure, perhaps consider asking the participant if they want their pronunciation “corrected.” People might not appreciate being “over corrected.” Rev. 7/15



Periodically ask the students if there are any words that have come up during discussion that they don't understand. Keep a whiteboard handy to spell the new word. Let them know it's OK to admit publicly that they don't understand a word ("losing face" is frowned on in some cultures). If a tutor at your table is monopolizing the conversation or is hard to understand, say, "Let's ask a student to give his view on that subject," or, "Did you understand all of what was just said?" Ask general, everyday social questions such as “Who is your hero?” “What is considered impolite in your culture?”



Rev. 7/15
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