
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Teton Literacy Program 
Volunteer Manual 

 

Policies & Procedures for New Volunteers 
 

“As is usually the case when you work with children, I feel I’ve gotten 
just as much, if not more, out of the experience as the children I’ve 
had the pleasure to tutor…. I hope to be a part of this exceptional 
organization for years to come.” 

- Cathie Batavia 
            Children’s Program Volunteer 
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WELCOME TO 
TETON LITERACY PROGRAM 

A letter from our Executive Director 
  
Dear Prospective Volunteer, 
 
     Community members like you are the heart and soul of our organization. 
Thank you for choosing to devote your time and energy in a way that will have a 
profound impact in our community. 
     Teton Literacy Program’s mission is to provide literacy education and 
resources that open doors for individuals and families to achieve their personal, 
professional, and academic goals as contributing members of our community. It is 
this mission that guides everything we do and that you help us to fulfill!  Many 
people are surprised to learn that our programs serve 60% Native English speakers 
and 40% English language learners. Teton Literacy Program touches every corner 
of our community through it’s comprehensive services and programs.  
     Each program at TLP has achieved great success in its efforts to carry out our 
mission.  Program highlights: 

!  Our program served a record 700 children and youth last year through 
tutoring, enrichment classes, and special projects.  

!  In our children’s after-school tutoring program, 75% of the 1st – 5th grade 
students that participated were able to read at grade level within one year 
of participating in the program.  

!  First the first time ever, an SAT/ACT preparation course will be offered as 
an election at JHHS through collaboration with Teton Literacy Program. 

!  The Adult Program has provided its English language learners with over 
31,025 hours of instruction in the last five years allowing them to attain 
higher levels of employment, navigate everyday tasks in a new culture, and 
increase their abilities to perform their roles as parents, workers, and 
contributing members of our community.  

!  We also provide Spanish classes and language exchanges in order to 
reduce language barriers in the community and build bridges between 
cultures.  In two short years, we have served over 200 community members 
with these programs and provided over 4,000 hours of Spanish language 
instruction. 

     I hope this provides you with some insight into what our organization does and 
the goals that you are so generously helping us meet. I welcome you and thank 
you, once again, for helping us fulfill our mission. 
 
Warmest Regards, 
Valley Peters Bradley 
Executive Director 

 
  
    
  Board of Directors 
 
   Lindy Sayers 
   President 
 
   Tom Mann 
   Vice President 
 
   Matt Rodosky 
   Treasurer 
 
   Andria Clancy 
   Secretary 
 
   Tim Cline    
 
   Ceci Clover 
    
   Myra Dorros 
 
   Joy Greene  
 
   Berte Hirschfield 
 
   Kit Hughes 
 
   Emily Knobloch 
 
   James Mathieu 
 
   
   Valley Peters Bradley 
   Executive Director 
  1715 High School Road,   
   #260 
   Post Office Box 465 
   Jackson, WY 83001 
   Phone: 307-733-9242 
   Fax: 307-733-9086 
   info@tetonliteracy.org 
   www.tetonliteracy.org 
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History of Teton Literacy Program  

 

           The Teton Literacy Program began in 1992 in response to the need for basic literacy 
support in Teton County. Several concerned community members gathered together and 
wrote to the Federal Government seeking VISTA grant monies to provide volunteers to 
establish the program. Initially serving one adult literacy client in the first year, word of the 
Teton Literacy Program spread quickly over Teton County. As the client base grew so did the 
need for volunteers. More programs were installed to assist those with various literary needs. 
Classes for Adult English Language learners became a vital part of Teton Literacy as well as 
literary tutoring for children and youth.  
          With the goal to help reduce language barriers and increase literary skills in Teton 
County, the Teton Literacy Program is constantly growing and implementing new ideas. The 
newest class is Language Exchange Program, allowing intermediate level speakers of both 
English and Spanish to interact and learn from each other. In the last fiscal year the Teton 
Literacy Program was able to serve 1,177 students in Teton County through the various 
programs currently available, all with the help of our volunteers.  
 

PAWS Assessment Info. for Teton County Children 
 
• Over 40 million American Adults demonstrate low English literacy levels, according to the 

National Institute for Literacy. 
• The most visible group of immigrants in Teton County is Latinos who comprise 13.9% of the 

population. 60% have little to no English proficiency. (U.S. Census Bureau) 
• The Current Population Survey compared the education levels of the foreign-born population 

& the U.S. native population, aged 25 and over: 
o  22% had less than a 9th grade education, compared to 4.7% of the native population 
o  10.8% had completed no more than 9th-12th grade, compared to 86.6% of the native 

population. 
o  25.8% had a bachelor’s degree or more, compared to 25.6% of natives. 

 
How volunteering works… 

 

First, prospective volunteers will complete and submit the attached application. Next, 
each volunteer will meet with a staff member to ensure Teton Literacy Program is able 
to match your talents and interests with our programs. If we have placed you with a 
program, our VISTA volunteer will work with you to schedule an Orientation and 
Training. Once your commitment has concluded, we will ask you to complete a final 
evaluation. All of the forms are available in the appendix. 
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TETON LITERACY PROGRAM JOB DESCRIPTIONS  

Children’s Program 
 
Program Contact:    
Program Director:             Laura West;  
                                               laura@tetonliteracy.org  
Americorps VISTA Volunteer:   Kendall McCune;  
                                                 kendall@tetonliteracy.org 
                        
Length of commitment:   1 hour a week for a  
                                                     preferred duration of six  
                                                     months.  
 

Dates needed: 2009/10 program runs from October 5, 2009 to June 11, 2010  
Volunteers choose a day to come in between 3:30 p.m. and 6:30 p.m. for 
after school tutoring sessions or in school classroom support between 
8:30 a.m. and 1:30 p.m.  

                                             
Location of work:  After school:  Teton Literacy Program, 1715 High School Road #260 

 In Class:        TBD 
 
Age requirement:  Must be at least 16 years of age  

 
Duties: After School: Work one-on-one with a struggling reader in 

Kindergarten through 5th grade.  Tutors use lesson plans written by 
program staff designed to fit the individual needs of each student.  
In School: Provide classroom support one hour a week. Materials  
and supplies will be provided by the teacher. Tutors will work either  
one on one or with small groups. 

Requirements: 
• Able to speak, read, write and understand English 
• Commit to a minimum of 1 hour per week, per student 
• Complete a tutor training workshop & enhancement workshops throughout the year 
• Display sensitivity to the needs of young learners 
• Be open-minded in regard to cultural and social differences 
• Possess  patience and a sense of humor 
• Be flexible and adaptable 
• Complete fingerprinting procedures 
• No prior tutoring experience needed 

 
Responsibilities: 

• Arrive on time to your scheduled session with student(s) 
• Honor the student/tutor contract and confidentiality agreement as seen in the Teton Literacy 

Program’s Procedures and Policies, available in the appendix. 
• Document activities, hours, success and any concerns in the tutor log 
• Call at least two hours in advance if unable to attend tutoring session 



 

 4 

Vo
lu

nt
ee

r M
an

ua
l  

20
10

  
 

Youth Program 
 
Program Contact:      
Program Director:                      Kelsey Ripple; kelsey@tetonliteracy.org 
Americorps VISTA Volunteer:     Lora Mallory; lora@tetonliteracy.org 
 
Length of commitment:  1 hour a week preferred for one school semester 

 
Dates needed:            2009/10 program runs from October 5, 2009 to June 11, 2010  
                                                   Volunteers meet students at the end of the school day between 2:30p.m.  
     and 5:30p.m.  
 
Tutoring Sites:  JH Middle School, JH High School, Journeys School or town Library.  

 
Age requirement:  Must be 21 years of age or in High School with a 

teacher recommendation.  
 
Duties: Work one-on-one with a struggling student in 6th-12th grade.     

 
Resources:  We offer resources and training for homework support. 

 
Requirements: 

• Able to speak, read, write and understand English 
• Commit to a minimum of 1 hour per week, per student 
• Complete a tutor training workshop & enhancement workshops throughout the year 
• Display sensitivity to the needs of young learners 
• Be open-minded in regard to cultural and 

social differences 
• Possess a sense of humor and patience 
• Be flexible and adaptable 
• Complete fingerprinting procedures 
• No prior tutoring experience needed 

  
Responsibilities: 

• Arrive on time to your scheduled session with 
student(s) 

• Honor the student/tutor contract and 
confidentiality agreement 

• Document activities, hours, success and any 
concerns in the tutor log 

• Turn in completed logs to Program Director by end of each month 
• Call at least two hours in advance if unable to attend tutoring session 
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Adult Program 
 

Supervisor:   
Program Director:      Mareike Fitz  mareike@tetonliteracy.org    
Americorps VISTA Volunteer: Carolina Bacallao; carolina@tetonliteracy.org 

 
Length of commitment:       Not required  
 
Dates needed:       Participants organize       

      meetings  
 
Location of work:       First meeting: Teton      

      Literacy Program 
      Following meetings:   
      participants choice 

 
Age requirement:  Must be at least 18 years of  

age 
 
Qualifications:   

• Intermediate language skills in target language.  Partners must be able to converse in the 
language they are practicing. 

• Ability to read, write, speak and understand the language a participant offers in exchange 
fluently. 

• Willingness to learn new skills and receive feedback on performance. 
• Interest in learning about a new culture and language. 
• Respect for, and willingness to work with, people who come from different cultures, races, 

ethnic backgrounds, or economic levels; and who may have different religious beliefs or values. 
• Patience and empathy for people learning another language or struggling with reading/writing 

skills. 
 

Responsibilities:   
• Spend half of the time speaking English and the other half speaking your partner’s language. 
• If you want assistance with specific things, help your partner by bringing materials you want to 

study (books, pictures etc.).  Feel free to contact Carolina for support with materials. 
• Maintain contact with the program.  Notify the Carolina immediately of any changes in contact 

information, of any decision (by either participant) to dissolve a partnership, or of concerns 
that may arise. 

 
In-Service Training and Support: 

• Enhancement Workshops - offered several times a year. 
• Access to free lending library of print and audio resources. 
• Staff will give advice and respond to email or phone inquiries to assist with lesson planning and 

general inquiries. 
• Additional class observations if desired. 
• Suggested textbook if desired. 
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Marketing & Administrative 
 

Supervisors:              Jessica Bilotta; jessica@tetonliteracy.org 
Americorps VISTA Volunteer Emily Rama; emily@tetonliteracy.org 
 
Length of commitment:   Not required  
 
Dates needed:  Ongoing   
 
Location of work:   To Be Decided 

 
Age requirement:   Must be at least 18 years of age 
 

Marketing  
Postering.  Distribute flyers to local retailers.  
Interviewing.   Document classroom interactions 
and TLP events using audio recording. 
Photography.   Document classroom interactions 
and TLP events using photography. 
Videography.  Document classroom interactions 
and TLP events using video technology. 
Web Development.   Aid in creating, producing and 
updating our website.  
Graphic  Design.  Aid in producing and printing all 
print collateral. 
Event  Planning.  Assist in planning fundraisers and organizational events.  
Event  Execution.   Assist in carrying out planned events and follow up post-event.  
 
Administrative 
Translat ions.  Provide oral and written translations. 
Office  Support .  Answer phones, file, maintain databases and assemble mailings. 
Tutor Support .  Aid in creating classroom materials that teachers and tutors can use with 
learners. 
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APPENDIX  
Appendix A: Teton Literacy Program Policies & Procedures 
 
Confidentiality: The names and information of all TLP learners are strictly CONFIDENTIAL. Never 
divulge any information about TLP learners outside of the office or with anyone other than TLP staff. 
 
Fingerprinting: TLP is required to conduct a State of Wyoming criminal history check on everyone 
affiliated with our children's and youth programs.  The information provided is strictly confidential.   
Please make an appointment with the sheriff’s department to have your fingerprints taken.  The 
number is 307-733-2141. When you call, notify the deputy that you are volunteering with Teton 
Literacy Program so they can waive the fingerprinting fee.  Please bring a photo ID and the ORANGE 
fingerprint card filled out in black ink to your appointment.  You will also need to have the back of the 
orange card notarized. Most banks have a notary available. Bring completed cards back to TLP. 
 
Communication: Our program depends on open communication and teamwork.  
 
 
 
 
 
 
 
 
Rules and Boundaries: Your relationships at TLP are professional. Please observe the following 
professional boundaries: 

• Do not loan money to a learner 
• Do not study in a private home 
• Do not pay for a learner’s materials 
• Do not become romantically involved with a learner 
• Do not proselytize or discuss religion 
• Do not use tutor sessions to practice foreign language skills 
• Do not discuss a learner outside of the office 
• Do not take non-emergency cell phone calls during a lesson 
• Do not use drugs or alcohol prior to or during tutoring sessions 

If you are unsure whether or not a learner’s request is appropriate, please call the staff at 733-9242. 
 
Termination or Dismissal: You and your learner have the right to end your tutoring sessions at any 
time and for any reason after discussion with TLP staff. A tutor or learner may also be dismissed by 
means of the following process: 

• Complaints or grievances are presented in writing to the program coordinator 
• Dated documentation of infractions 
• Coordinator will discuss the infraction with the offender 
• A plan and time frame will be presented by the coordinator to remedy the situation 
• Any additional infractions will result in dismissal from the program 

Please let the staff know if you: stop meeting, change times or locations, or will be 
out of town. 
The staff will also maintain direct contact with all learners. Translation services are 
available if you need help communicating with your learner.  We want this to be a 
rewarding experience for all involved and communication is the key!   
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Appendix B: Volunteer Information  

Volunteer Application 

Background 

Name: 

Mailing address: 

City: State: ZIP Code: 

Phone: Alternate Phone: 

Email: Preferred Communication: 

Education Level: H.S. Diploma     Some College     Undergraduate     Graduate   (Please circle) 

Current employer: 

Previous volunteer experience: 

 

 

It is the policy of this organization to provide equal opportunities without regard to race, color, religion, 
national origin, gender, sexual preference, age, or disability. The questions below are designed to 
match volunteers and tutors.   

Male    Female  (Please circle) Birthdate (Month/Day): 

Native Language:  Other Languages: 

Please initial if we can use your photo in our marketing materials. Initials:  

Program Interests  

Please read the program descriptions in the volunteer manual and circle or mark all of the areas you 
would be interested in working with. (Please circle) 

Children’s Program (K-5th Grade)            Youth Program  (6th – 12th Grade) 

Adult Program              Marketing              Administrative 

Please summarize special skills and qualifications. 

 

Why do you want to volunteer? 
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Volunteer Application 
What skills would you like to gain from volunteering with us? How can we support you? 

 

How did you hear about Teton Literacy Program?  

 

Availabi l i ty 

Start Date: Hours per week:  

Days:      M     T     W     T     F       (Please circle) Times: 

Please advise of upcoming vacations and events that will interrupt your schedule.  

 

References:  please l ist  two local,  non-family members 

Name Address Phone 

   

   

Have you ever been convicted of a felony?       Yes        No      (Please circle) 

If Yes, please explain. 

Emergency Contact 

Name: 

Physical address: 

Phone: Email: 

Signatures 

By submitting this application, I affirm that the facts set forth in it are true and complete. I understand 
that if I am accepted as volunteer, any false statements, omissions, or other misrepresentations made 
by me on this application may result in my immediate dismissal. 

Signature of applicant: Date: 

Fo r  O f f i ce  Use  On ly :  __  Interv iew __ References  __  F ingerpr ints  __  Tra in ing  __  Observat ion  
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Appendix C: Fingerprint Form  
If  you are  working with  the  Children’s  or  Youth Program, please  complete  our  
f ingerprint  form. 
 
Please make an appointment with the sheriff’s department to have your fingerprints taken.  The 
number is 307-733-2141.  Please bring the WHITE/ORANGE fingerprint card filled out in black ink to 
your appointment. When calling for an appointment be sure to let them know you are volunteering at 
TLP, otherwise you will have to pay a $5 fee.  
Fill out the top of the card with black ink pen only.  Fill out on the left side: Signature of person 
fingerprinted, residence of person fingerprinted. Middle column: Last name, First Name, Middle name, 
Aliases (only if you have used other names) citizenship and social security number, and date of birth.  
You will also need to fill in the following with codes:  

 
Eye Color  Code  Hair Color    Code 
Black  BLK                 Bald         BLD 
Brown             BRO                 Black         BLK 
Green  GRN                Blond          BLN 
Blue  BLU                Brown         BRO 
Gray  GRY                Gray         GRY 
Hazel  HAZ                Red         RED 
Multicolored    MUL                Sandy         SDY 
                                                 White         WHI 
                                                 Unknown        XXX 
 
Race      Code 
American Indian or Alaskan Native               I 
Asian or Pacific Islander   A 
Black      B 
White                 W 
“Records for Hispanics should be entered with the race most closely representing the individual”  
 
Citizenship Code 
United states US 
 
Please fill out the “Dissemination Information” section 
You will also need to have the back of the orange card notarized at this time.  
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Appendix D: Commitment Letter 
 
We appreciate your commitment to Teton Literacy Program. Once your interview is complete, please work 
with your program contact to fil l out and return this form.  
 

__________, ____, 2010 

Dear ___________, 

Thank you for your willingness to volunteer your services at Teton Literacy Program. 

Based on our previous discussions, your activities as a volunteer will involve  

_____________________________________________________________________________________ 

____________________________________________________________________________________.  

You will begin _________ and will continue as a volunteer through _____________.  At the 
conclusion of these projects, we will discuss additional volunteer commitments depending on 
your preferences. 

You have indicated that you can spend approximately ____ hour(s) per week on these 
activities. 

Teton Literacy Program agrees to provide you the resources, access to staff, training, and 
networking opportunities to ensure your successful completion of these projects. 

We understand that your circumstances may change at any time, and we are happy to discuss 
any changes to this arrangement as may be needed. We are greatly appreciative of your 
willingness to share your time and talents to accomplish the mission of the Teton Literacy 
Program. 

If you have any questions or concerns during your time with us, please don’t hesitate to 
contact me at 733-9242, or  e-mail me at valleypeters@tetonliteracy.org.  

 

Sincerely, 

Valley Bradley 

Executive Director 
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Appendix E: Exit Evaluation 
 

Please help us to better understand your experience here at 
Teton Literacy Program by answering the questions below. 

 
1. Did your participation in the Teton Literacy Program make a difference in your life? 

No   indifferent  Yes 
How? 

 
2. Was the time you invested at the Teton Literacy Program worthwhile? 

No   indifferent  Yes 
Please explain: 

 
3. Will you consider continuing your involvement at TLP in this program or in another  

capacity? 
No   maybe   yes 

  
Why/ why not? 

  What other services/programs interest you? 
  May we contact you? 
  No   yes   email/     
                       phone______________________ 
 

4. Will you recommend TLP’s services to others? 
No   maybe   yes 

Why/ why not? 
 

5. Rate the quality of staff and services at TLP.  
 

6. In order for us to better understand the impact our programs have on the lives of our 
students, we ask that you take a brief moment to share a story from your experience at 
TLP.  This can be anything that had an effect on your or your student’s life. 

 
__________________________________________________________________ 
 

If you are you willing to give us more information please write your name 

 and contact information here: 

____________________________________________ 


