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GENERAL INFORMATION

BUILD Steering Committee

The Boston University Initiative for Literacy Development (BUILD) represents a collaborative effort between five principle offices at Boston University including the School of Education’s Collaborative Office, Office of Graduate Financial Assistance, and Graduate Admissions, as well as the Student Employment Office and the Office of Financial Assistance.  Their representatives are as follows:

School of Education

Ruth Shane

Director, Boston University/Boston Public Schools Collaborative

Cookie 1

Program Coordinator, BUILD

Cami Condie

Program Coordinator, BUILD 

Erin Sinclair

Program Coordinator, BUILD

Joseph Stein

Director, Graduate Financial Assistance

Student Employment Office





Mary Ann French 










Director, Student Employment







Carol Gately











Manager, Student Payroll



Rachel Weiner

Manager, Work Study

Office of Financial Assistance

Christine McGuire

Executive Director

Meredith Barnhart

Senior Assistant Director

Julie Wickstrom 

Financial Assistance Director
DIRECTORY

BUILD 

BUILD Office, 621 Comm. Ave., Rm. 322

build@bu.edu


617-353-5192

FAX










617-353-2395

Colleen Schenker




schenker@bu.edu


617-353-5192

Cami Condie





condie@bu.edu

617-353-5192

Erin Sinclair





erinsinc@bu.edu


617-353-5192

Student Employment

Student Payroll Office








617-353-3588


Work-Study Office








617-353-3596

SED Graduate Financial Assistance

Joseph Stein









617-353-4238

BUILD Sites
Burke Elementary Complex (Chelsea
)





617-466-5371

Baldwin Early Learning Center






617-635-8409

Edison Elementary School







617-635-8436

Farragut Elementary School







617-635-8450

Hurley Elementary School







617-635-8489

Jackson-Mann Community Center 






617-635-8410

Mason Elementary School







617-635-8405

Reach Out and Read, Boston Medical Center




617-414-4474 


Tobin Elementary School







617-635-8393

Trotter Elementary School







617-635-8225

Winship Elementary School







617-635-8399

Miscellaneous

Information desk, BU








617-353-2000

Information desk, GSU







617-353-2169

Information desk, SED







617-353-4233

BUILD Website

http://www.bu.edu/build

Site Contact Information, Addresses, and Directions
Reach Out and Read – Boston Medical Center

Kate King, Child Life Specialist and ROR Coordinator 

Kate.king@bmc.org

617-414-0218

Boston Medical Center

1 Boston Medical Center Place

Boston, MA 02118

617-414-4474/617-414-7153

· Take #8 bus from Kenmore to BMC or the BU Shuttle to Medical Campus. Located in Yawkey Ambulatory Care Center (ACC), 5th floor, Pediatrics.

Burke Elementary Complex - Chelsea

Mimi Spillane, After School Director 

spillanem@chelseaschools.com 

617-466-5371

300 Crescent Avenue

Chelsea, MA 02150

· Van transportation provided. 

Baldwin Early Learning Center

Tavia Mead, Site Contact

tmead@boston.k12.ma.us

Graciela Hopkins, Principal

ghopkins@boston.k12.ma.us

121 Corey Road

Brighton, MA 02135

617-635-8049

· Take Green Line B or C Train to Washington Street.  From Commonwealth Ave, – walk down Washington St. toward Beacon St. and Whole Foods market.  From Beacon St. – walk up Washington St. toward Commonwealth Ave.

Farragut Elementary School 

Erica Scoppetti

scoppeer@bc.edu

Phone: 617-635-8450

Justin A. Vernon, Principal

10 Fenwood Road

Roxbury, MA 02115

· Take 39 bus (Copley) or Green E line to Fenwood Rd.
Edison Elementary School

Tom Joyce, After-School Director

tomvjoyce@gmail.com

60 Glenmont Rd

Brighton, MA 02135

School: 617-635-8436

· Take B line to South St. Turn right on Foster Street, then left on Glenmont Road.

Hurley Elementary School

Julian Gomez, After-School Coordinator

Marjorie Soto, Principal

70 Worcester Street

Boston, MA 02118

617-635-8489

· Take the BU Shuttle to the Medical Campus. Walk back on Albany Street toward Mass Ave. Before Mass Ave. Turn right on E. Concord St. Turn left on Washington. Turn right on Worchester St.

Jackson-Mann Community Center


Deb Herman




    Mailing Address:
617-635-8410


 
       
    500 Cambridge Street 

dsherman@rcn.com



    Allston, MA 02134 

40 Armington Street 

Allston, MA 02134

617-635-5153            





· Take 57 bus to Union Square.

Mason Elementary School

Michelle Matuszak, After-School Program/YMCA Director

mmatuszak@boston.k12.ma.us
150 Norfolk Avenue

Roxbury, MA 02119

Phone: 617-635-8405

Fax: 617-635-8406

Colleen Consindine, In-School Program Coordinator

colleen_considine@boston.k12.ma.us

· Take BU Shuttle to Medical Campus, then Number 8 bus to 1010 Mass Avenue.

· Zipcar provided for after-school tutors.

Tobin Elementary School 

Cheryl Lynn Watson-Harris, Principal 

Geraldine David (in and after school site contact), Manager of Extended Learning

gdavid@boston.k12.ma.us
Beatrice Brown, Parenting Partner (After School program coordinator)

bbrown@boston.k12.ma.us 

40 Smith Street

Roxbury, MA 02120

617-635-8393 (in-school)

617-427-2543 (after school/Family Center)

· Take #39 bus (Copley) or green E-line to Brigham Circle, 30 minute walk.

Trotter Elementary School
Mairead Nolan, Principal

Romaine Teque, Assistant Principal

135 Humboldt Ave

Dorchester, MA 02121

617-635-8225 

Times: 8am – 11 am at SED

· Shuttle provided

Winship Elementary School
Nicole Miller, Site Coordinator

millerxr@bc.edu
Ben Serrailier, After School Contact

bserraillier@ymcaboston.org
617-935-4651

Louise Kulman, Principal

54 Dighton Street

Brighton 02135

617-635-8399

· Take #57 bus to Washington St and Leicester St., Brighton Center
SITE INFORMATION

** Indicates sites with both in-school and after-school programs
IN-SCHOOL PROGRAMS

**Baldwin Early Learning Center

Hours





# of Tutors




(M-F) 
8:00 – 11:00 AM (preferred)


12

                       
2:00 – 4:45 PM

not including travel time





The Early Learning Center (ELC) serves pre-kindergarten through first-grade children. BUILD provides in school and after-school services throughout the school day Monday through Friday. Tutors work under the direct supervision of individual teachers and assist with journal writing, reading aloud, phonics drills, and literacy centers. The literacy block is in the morning and is the best time for tutors to assist classroom teachers. 

Farragut Elementary School  

Hours





# of Tutors



(M-F) 
9:00 AM – 12:00 PM 



5



not including travel time

BUILD provides in-school tutors on Monday through Friday at the Farragut School. Tutors are placed in classrooms to assist teachers with students in kindergarten through fifth grade. They work primarily during the morning literacy block running small group reading circles, assisting with reading/writing assignments, and working one-on-one with students needing additional academic support. At this BUILD site, tutors also provide math tutoring through America Counts. 
**Mason Elementary School

Hours





# of Tutors





(M-F) 
9:00 AM-12:00 PM 



10

not including travel time

BUILD supports in-school tutoring Monday through Friday at the Mason School. Tutors are assigned to kindergarten through fifth-grade classrooms where they work primarily during the morning literacy block.  This school is unique in that each classroom consists of a teacher, dually certified in regular and special education, as well as a paraprofessional. Tutors run guided reading groups, assist during writer's and reader's workshops, and provide one-on-one attention to students. At the Mason School, BUILD tutors work with students who are identified as requiring additional reading assistance, as well as with students who are performing above grade level in reading. 

**Tobin Elementary School

Hours





# of Tutors



(M-F) 
9:45AM-2:30 PM



10

not including travel time

BUILD provides in-school tutoring at the Tobin School Monday through Friday. Tutors work with students under the supervision of the site coordinator and with guidance from classroom teachers. Tutors typically assist teachers in grades K-3 during the literacy block by supporting the classroom literacy program and working in small groups. In the afternoon, tutors support the Early Success reading intervention program for students who need extra help with reading. Many students are English Language Learners.

**Trotter Elementary School


Hours





# of tutors


(M-F) 
9:00 AM-12:00 PM



10



Travel time is included.

Trotter in-school operates Monday through Thursday from 9:00- 12:00. Tutors are placed in second and third-grade classrooms and assist teachers during the literacy block. The tutors work with both small groups and individual children on reading fluency and reading comprehension skills. 

Winship Elementary School
Hours





# of Tutors



(M-F) 
10:00 AM-1:30 PM (ideal)


 8


(M-F) 
3:30 PM-6:00 PM



not including travel time

 


BUILD supports in-school tutoring as well as the after-school program at Winship, Monday through Friday.  Tutors are placed in classrooms to assist teachers with kindergarten to fifth-grade students, many of whom are English Language Learners. Tutors work during the morning literacy block and are typically assigned to one or two students at a time. In some classrooms tutors are assigned to a specific child, while in others they work with different students each day. Tutors read with the children, help them to write and edit stories, and implement literacy games. At this BUILD site, tutors also provide math tutoring through America Counts. 

AFTER-SCHOOL PROGRAMS

Burke Elementary Complex - Chelsea

Hours





# of Tutors


(MWR) 2:00 PM -5:15 PM

 
   
10



travel time included 


The Burke Complex houses four elementary schools where BUILD tutors work in the after - school program on Mondays, Wednesdays and Thursdays from 2:30 to 4:45 p.m.  Tutors travel from 2-2:30 and 4:45-5:15 Tutors are assigned to first through fourth-grade classrooms throughout the complex and work alongside teachers with children who need additional support in literacy.  Each class consists of one teacher and up to eight children. Tutors help students in literacy and ESL strategies. BUILD provides van transportation to this site.

Edison K-8 School 

Hours





# of Tutors
(M-F) 
2:00 PM- 6:00 PM



10




not including travel time





BUILD participates in Edison’s after-school program, serving kindergarten to fifth grade- students. This program is run Monday through Friday. The BUILD tutors offer homework assistance, implement literacy enrichment activities, help with journal writing, and read with the children.   

Hurley Elementary School

Hours





# of Tutors

(M-Th) 3:30 PM - 6:00 PM



10


not including travel time

BUILD began a partnership with Hurley Elementary School during the 2009-2010 school year. The after–school program serves students in kindergarten through sixth grade. Tutors will work in one of 4 classes reading with small groups and with children one–on–one. At this BUILD site, tutors also provide math tutoring through America Counts.
Jackson-Mann Community Center 
Hours





# of Tutors


(M-Th) 2:30 PM - 5:00 PM



15


 not including travel time


BUILD tutors are an essential part of the Jackson-Mann after-school program providing homework assistance and directing literacy activities such as reading circles, guided reading, journal writing, and poetry workshops.  The program operates Monday through Thursday and serves second- through fifth-grade students who are identified as needing additional support in reading. At this BUILD site, tutors also provide math tutoring through America Counts.

**Mason Elementary School 

Hours





# of Tutors



(M-F)
2:00 PM-5:30 PM



15



travel time included

The Mason After-School program is run by the YMCA. It utilizes tutors to provide literacy support and some homework assistance to students in grades K-5. BUILD tutors collaborate with the staff to initiate daily literacy activities.  The Mason School is a pilot school that employs an immersion approach in serving the needs of students who are identified as learning disabled. As a result, BUILD tutors have the opportunity to work with students who are performing below grade level as well as those who are performing above. At this BUILD site, tutors also provide math tutoring through America Counts.

**Tobin School
Hours





# of Tutors





(M-F) 
3:30 PM – 6:00 PM



15



not including travel time






The Tobin After-School program operates Monday through Friday in collaboration with Parenting Partner. BUILD tutors are referred commonly as "mentors" which reflects the nature and closeness of the relationships among the tutors, the staff members, and the children. The program focuses on reinforcing and supplementing the students' literacy skills. Tutors with Tobin AS are expected to devote extra time to the development of literacy activities and games, which they will share with the Tobin students and staff. Tobin After School has a very diverse student body, including a number of students who are English Language Learners. At this BUILD site, tutors also provide math tutoring through America Counts.

**Trotter Elementary School


Hours





# of tutors


(M-F) 2:00 PM- 5:30 PM



12

Trotter’s after-school program operates Monday through Friday. Tutors provide classroom support during the last hour of the school day. During this “power hour,” from 2:30-3:30, tutors provide small group and one-on-one assistance to students who need help with reading and writing activities. From 3:30-5:00, tutors work with a group of approximately 10 students after-school assisting with homework and engaging the students in literacy games.

HOSPITAL PROGRAM

Reach Out and Read- Boston Medical Center 

Hours





# of Tutors





(M-F) 9:00-12:00 and 2:00 - 5:00 PM



10 

The BMC site operates Monday-Friday under the direction of Reach Out and Read (ROR). At this site, BUILD tutors read with children who are waiting for medical appointments.  Tutors work throughout the day, but most children’s visits occur between 10-12pm and 1-3pm. 
JOB DESCRIPTIONS

Lead Tutors

Responsibilities include:

· Tutoring preschool to fifth-grade children in reading and writing

· Working on-site at least twice a week for a minimum of 6 hours each week  

· Supervising tutors at assigned site

· Planning and implementing literacy activities

· Creating and publishing a BUILD site schedule each semester

· Approving, verifying, and submitting tutor timesheets weekly by the weekly deadline

· Submitting weekly reports summarizing each tutor’s activities by the weekly deadline

· Participating in conferences with classroom teachers and/or site coordinators  

· Serving as liaison between site contact and BUILD graduate coordinators

· Attending monthly meetings with graduate coordinators

· Organizing, facilitating, and attending regular planning and debriefing sessions with tutors

· Assessing tutor training needs

· Attending all lead tutor meetings and BUILD training sessions

· Preparing end-of-semester site evaluations

· Preparing end-of-year tutor evaluations

· Traveling to and from site

Qualifications:

· Eligible to receive BU work-study award

· Full year commitment to the BUILD program

· Leadership experience 

· Tutoring, teaching, or other related experience 

· Demonstrated eagerness and ability to work with children

· Prior work experience with children

· Punctual and dependable

Also preferred but not mandatory:

· Experience and/or course work in  multicultural settings

· Administrative and supervisory experience

Tutors
Responsibilities include: 

· Tutoring preschool to fifth-grade children in reading and writing

· Tutoring at least twice a week for a minimum of 6 hours per week

· Planning and implementing literacy activities 

· Participating in conferences with classroom teachers and/or site coordinators 

· Attending all planning and debriefing sessions 

· Attending all BUILD meetings and training sessions

· Submitting daily reports to lead tutors summarizing each day’s activities and the hours worked by the weekly deadline

· Inputting timesheets by the weekly deadline

· Traveling to and from site




Qualifications:

· Eligible to receive BU work-study award

· Full year commitment to the BUILD program 

· Demonstrated eagerness and ability to work with children

· Prior work experience with children

· Punctual and dependable

Also preferred but not mandatory:  

· Experience and/or course work in multicultural settings 

SITE ASSIGNMENTS

New tutors are able to schedule interviews with the lead tutors from their preferred sites on Hiring Day. Tutors are matched with sites based on site needs and schedule compatibility. The program coordinators and lead tutors are responsible for making final site assignments. Continuing tutors have the option of returning to their previous sites or interviewing for new assignments.

ATTENDANCE POLICY

Tutors and lead tutors are expected to meet the obligations of their work schedule in a timely and consistent manner. Planning and debriefing sessions are a mandatory part of all tutors’ schedules. 

Lead tutors will inform the program coordinators of all tutor absences (excused and unexcused) via weekly reports.

There are certain situations in which absences are excused, such as those relating to serious illness, religious holidays, and personal emergencies. If a tutor needs to be absent for any of these reasons, he/she should contact his/her lead tutor in advance. At the beginning of each semester, a primary and secondary system of notification will be established by the lead tutors and the members of their tutor team. Under no circumstances should a lead tutor arrive at a site to find that a tutor is absent and did not provide prior notification. Programs may also require that tutors contact the site directly regarding expected absences from work. It is each tutor’s responsibility to adhere to his/her site’s specific procedures regarding absences.  

Tutors are permitted two sick days per semester without a doctor’s note. These two sick days will be considered excused absences on the condition that the tutor contacts his/her lead tutor in advance and in accordance with the specific site’s policies. For any additional absence due to illness, tutors must provide a doctor’s note or the absence will be considered unexcused.

Absence policy per semester:

· A tutor’s first unexcused absence will result in a verbal warning from the lead tutor and a formal review of the site’s attendance policy. 

· A second unexcused absence will result in a written warning.  

· A third unexcused absence will result in a face-to-face meeting with graduate coordinators to discuss the tutor’s commitment to the BUILD program followed by a probationary period.

· Any further absences will be grounds for dismissal. 

Unexcused absences include missing transportation, studying for a test, writing a paper, attending a group study session, or leaving early for a holiday or weekend.  It is expected that BUILD tutors are able to control these factors and schedule their time accordingly.

TRAINING/WORKSHOP REQUIREMENT

Tutors and lead tutors are expected to attend 2 training workshops per semester. The All Tutor Training counts as one of the trainings, and then each tutor/lead tutor will select one other workshop training in one of the following ways:

· During the fall semester, graduate coordinators will offer workshops on selected topics. Tutors will be notified of workshops through email and the monthly newsletter. The same process will be repeated in the spring. Spring workshops will be taught by lead tutors and tutors. 

· Some sites require their own training, such as HASI sites, and if approved by the BUILD office, this training will count for the other workshop requirement. 

· The School of Education offers two-credit courses for students from other colleges within the University with an interest in education. At the beginning of each semester the graduate coordinators will inform tutors of those courses that may count for the remaining workshop requirements.

Procedures:

· Tutors will sign up for the workshops in advance or inform graduate coordinators if they will be attending HASI or enrolling in an SED class 

· During the workshops there will be sign-in sheets. Please sign in to ensure you get credit.

· Tutors who do not meet the training requirement will be placed on probation. Failing to make up the workshops will be grounds for dismissal. 

WORK-STUDY AWARDS 
Monitoring Awards
· In the past, tutors have typically received a work-study award of $3,000 for the academic year. At a pay rate of $10.25 per hour, a $3,000 award allows a tutor to work an average of 10 hours per week although much of this depends on how many weeks a tutor decides to work. 

· At the beginning of each semester, tutors and lead tutors will review the academic calendar, determine how many weeks they think they will be working, how many hours they expect to work, and use their individual pay rate to calculate whether they will have sufficient funds. 

· At the end of All Tutor Training in the Fall and in the Spring, tutors will submit their completed work-study calculation forms so that the graduate coordinators will know how many weeks and hours each tutor plans to work. 

· The lead tutors will be given this information and will be expected to monitor their tutors’ hours each week and submit any discrepancies in the weekly report. 

· Tutors are expected to monitor the weekly balance of funds remaining to ensure that they do not run out of funds before the end of the academic year. Tutors may monitor their awards and remaining balances online via studentlink under the View Pay Stub tab. 
· The tutor contract stipulates that all tutors are required to fulfill the full-year obligation at their sites. Tutors are required to work until the last day of University classes each semester.  Working during study sessions and finals week is optional. Tutors may not work for BUILD on a volunteer basis. Tutor employment will be terminated when all work-study funds are expended. 


Direct Deposit

Direct deposit for paychecks is required for all BU employees, including BUILD. Direct deposit forms are available online.  Go to the www.bu.edu/studentlink, under the Work tab, click on Direct Deposit Authorization. Student employees not participating in Direct Deposit will be required to pick up weekly paychecks with a photo id at the Student Payroll Office, 881 Comm. Ave, 2nd floor.
TIME SHEETS, SUBMITTING HOURS, AND WEEKLY REPORTS

Tutors are responsible for accurately reporting their hours on weekly time sheets.  As a federally funded program, BUILD is subject to being audited. Inaccurate or false records will result in serious disciplinary action for the tutors and BUILD.    

Tutors are required to record their attendance in a sign–in/sign–out book at each site. Lead Tutors will use this book as reference when checking the accuracy of tutor timesheets each week. 

Instead of completing a paper timesheet, tutors will submit their hours online following these steps:

1. Go to www.bu.edu/studentlink. 

2. Click on the “Work” tab.

3. Click on “Employee Time Entry.” 

4. Choose the appropriate job title: 

· Tutor Travel (#18000)

· America Reads (#013201 for tutors, #013200 for lead tutors)

· For those sites that also tutor math, America Counts (#016222)

5. Enter your hours for the week. 

6. Click “Calculate Hours.” 

7. Click “Submit” for your lead tutor to approve your hours. 

8. Repeat procedures for each applicable job title.

Remember, after you submit your hours, you will not be able to edit them. You will submit your hours for tutoring (America Reads or America Counts), and under a separate job title, you will submit your travel time (Tutor Travel).  If you are a driver for transportation provided by BUILD, you will have an additional job for driving called “Community Service Aide.”

Hours:

No tutor or lead tutor is allowed to work 6 consecutive hours without a break. If you work for more than six hours (including travel time), you will need to take a mandatory 30-minute break. Also, the maximum number of hours (travel and tutor times combined) that tutors and lead tutors can work is 20 hours/week. 

Tutors are required to send their lead tutor a short summary of their daily activities for the week. This is an example of a thorough report:

FIELD TRIPS

The BUILD program does not allow tutors to participate in field trips as part of their work schedule. BUILD understands that many of our sites take children on field trips. While the BUILD advisory committee agrees that field trips have educational value for the children, we do not believe that the tutor's presence is necessary. The BUILD tutor’s job is to provide literacy tutoring to children, and though field trips are related to literacy, the tutor does not actually coach a child in literacy skills while on a field trip. Without actually attending the trip, the tutor is able to assist children in follow-up reading and writing activities after the group returns from the trip.


There may be times when a tutor feels that the field trip is important to attend. In these instances, the tutor may choose to attend the field trip as a volunteer and will NOT be paid. If a tutor chooses to volunteer on a trip, s/he must never assume responsibility for the safety or supervision of children in any way. As a volunteer, the tutor should only be responsible for discussion with the children about their experiences, translation if children are English Language Learners, and enjoying the trip with the group.  
VACATIONS

University Vacations & Exam Week

Tutors are not expected to work during Boston University vacations or during final exams. However, if site programs are operating and tutors wish to continue working, tutors must obtain approval from their lead tutors to work during these times. Such arrangements require careful monitoring of work-study awards as well as advanced planning regarding the submission of timesheets. If lead tutors want to work during university vacations or final exams, work-study funds will be reviewed before approval is given. Lead tutors are also responsible for informing site coordinators, in advance, of tutor schedule changes associated with vacations and exams.

Boston and Chelsea Public Schools Vacations
The Boston Medical Center, as well as some after-school programs, continues to operate during public school vacations.  In-school programs do not operate during these periods. Lead tutors are responsible for notifying tutors, in advance, of all holiday schedules. If your site is still open during a public school vacation week, you are required to work your normal schedule.

SNOW DAYS

When there is a heavy snowstorm or other extreme weather, Boston area schools and programs may close for the day. It is recommended that BUILD tutors listen to WBZ (1030 am) on the radio, go online to www.boston.com, or watch the television news for school cancellations. Individual schools within the Boston Public Schools will not be listed individually. Lead tutors and their tutor teams should decide upon a mutually convenient system of communicating weather related closings. Tutors should not call the program coordinators to find out if they have to work. It is recommended that lead tutors exchange phone numbers with their site contact in case of school closings.

DRESS CODE

BUILD enforces a strict dress code at all sites.  Tutors are required to follow the dress codes of the schools and community centers in which they work. Short shorts, halter tops, bare midriffs, ripped or transparent clothing, and exposed undergarments are not permitted. Tutors need to be acutely aware of the impression they have on children. Wearing neat and clean clothing shows respect for the job as well as the children.   

A word about mini-skirts: Working with elementary school children often requires sitting on the floor or in small chairs. Mini-skirts are not appropriate for these situations and should not be worn. 

Tutors who wear inappropriate clothing will be sent home for the day. A verbal warning and an official review of the dress code will follow the first infraction of this kind. A second infraction will result in a written warning and probation, and the third will be considered grounds for dismissal.

*Cell phones, MP3 players, iPods, CD players and other electronic devices are not allowed. Tutors are required to keep these devices turned OFF during work hours. 

CHILD ABUSE AND NEGLECT

All lead tutors and tutors are mandated reporters, meaning that they are required by law to report any suspicion of child abuse or neglect. Lead tutors should address this issue with site coordinators in order to be sure of the site’s policy. Site policies should be clearly communicated to the tutor teams at the beginning of each semester. Lead tutors and tutors should seek assistance from the program coordinators if they have any concerns pertaining to this issue.

BOOKS, RESOURCES AND MATERIALS
Activity of the Week

A new literacy activity will be emailed weekly. 

Monthly Newsletter

BUILD sends out an electronic newsletter at the end of each month October-April, updating tutors about sites, events, and early timesheet deadlines. A tutor of the month is named and each newsletter includes an additional literacy activity. 

BUILD Library

The BUILD library, with approximately 800 books, gives tutors access to a range of books appropriate for the children they tutor. The books are sorted by genre and grade-appropriate reading level, with books of the same genre placed in labeled baskets. 

Borrowing Procedures

To borrow a book, a tutor will write his/her name, email address, tutoring site, and date on the checkout sheet in the library binder. Tutors will be allowed to borrow books for three weeks with an additional three-week renewal. Tutors are allowed to renew books by email. 

Activity Binders

Two activity binders are available to assist tutors in planning literacy activities for students. The first binder is a collection of activities, provided mainly by previous tutors. Categories include: reading activities, vocabulary activities, writing activities, and reading and writing activities, oral skills activities, music activities, and holiday activities.  The second binder includes a packet with various literacy activities from the America Reads Challenge. Also included in this binder is a poetry packet and additional poems to read with children. Multiple copies of these activities have been provided. Tutors may browse through the binders and request a copy of those activities they wish to implement.  

Materials

Sites are expected to provide supplies and materials such as paper, pencils, crayons, and scissors for use by tutors and students. If a site is unwilling or unable to provide these resources, lead tutors should address the problem with the graduate coordinators. Lead tutors should have access to site photocopiers in order to prepare materials for BUILD activities. Note: If tutors or lead tutors purchase supplies for their site, they will not automatically be reimbursed nor should they include this on their timesheet. If purchases are made and reimbursement is desired, then the purchases must be pre-approved. 
TRANSPORTATION

Travel Time
Most tutors access their sites by public transportation. Zipcars are provided for travel to the Mason After School, a shuttle is provided for travel to the Trotter, and a van is provided for Chelsea’s tutors. Tutors and lead tutors are paid for travel time between the University and their sites.  

Site Name

*Total Travel Time (ROUND TRIP)

Boston Medical Center

1.25 hrs

Chelsea



1 hrs

ELC




1 hr

Edison




1.25 hr 

Farragut



1 hr

Hurley




1.5 hrs

Jackson-Mann



1 hr

Mason




2 hrs by shuttle/1 by zipcar

Mission Hill



2 hrs

Tobin




2 hrs by T/1 hr by bus/1 hr walking

Trotter




1 hr

Winship



1 hr 

*This is the maximum travel time that will be approved on time sheets unless a reason is given for additional travel time.
In the event of a traffic accident, an “Accident Report” should be filled out immediately. A BUILD incident report should also be submitted, which can be found on the BUILD website. If there is damage to the other car, drivers should contact BU Risk Management (617-353-3020) and that office will contact the other vehicle's driver. Drivers should also notify graduate coordinators at the office (617-353-5192).

Procedures and paperwork regarding accidents and breakdowns are provided during driver orientation. Drivers will be required to submit a photocopy of their driver’s license to the BUILD office. Lead tutors must identify new drivers and notify the BUILD office. New drivers must submit their documentation and receive orientation at the BUILD office before they begin driving. 

HEALTH AND SAFETY

One of BUILD’s utmost concerns is our tutors’ health and safety, particularly when traveling to and from work. Tutors are encouraged to take precautions appropriate for traveling in Boston and Chelsea city neighborhoods. BUILD encourages tutors to travel to and from the sites together, and to avoid traveling alone as much as possible. Being aware of your surroundings, avoiding listening to music or talking on the phone while walking, staying in lighted areas, and traveling in groups are the best ways for tutors to be safe when traveling to and from their sites. When working at the sites, tutors are encouraged to take health precautions appropriate for working with children. In the case of an emergency or health concern, follow the instructions of health personnel at your school or site. If an incident occurs that threatens the health or safety of a BUILD tutor when traveling to and from work, tutors should call Boston Police or Boston University Police.  The BU Police general, non-emergency number is (617-353-2110).  The BU Police emergency number is (617-353-2121).  Tutors are also required to submit an incident report to the BUILD office, which can be found on the website at www.bu.edu/build or in the BUILD office.

INCIDENT REPORTS

If an incident occurs, you must immediately notify the appropriate personnel including your lead tutors and site contact regarding the incident. An incident report should be completed if you are involved in or witness any kind of behavior hurtful to you or to a student. This list includes, but is not limited to a situation in which: you are harmed while tutoring or traveling to or from the tutoring site, you are unsupervised by a site coordinator for any length of time, your possessions are stolen, or you are a witness to any of these behaviors. Blank incident reports are located in the last folder in the BUILD bookroom. These reports should be completed and given to a program coordinator as soon as possible after the incident occurs. The program coordinators will notify the appropriate personnel and follow-up with you concerning the incident. These situations are taken very seriously and all measures will be taken to ensure your safety, the safety of the students, and the safety of your property. 

BUILD Calendar 2010-2011

Graduate coordinator site visits—August/September 2010

LT Training—September 15, 2010

Hiring Day—September 18, 2010

All Tutor Training—September 25, 2010

Orientations—Week of September 27, 2010

First Day of Tutoring—Week of October 4, 2010

Workshops—October - December 2010

Evaluations—November - December 2010

Rehiring Conferences—December 2010

Graduate Coordinator Site Visits—December 2010 - January 2011

Fall Tutoring ends – December 17, 2010

Spring Tutoring begins – January 18, 2010

Lead Tutor Training—TBA, weekday evening in January

All Tutor Training—Tentatively January 29, 2011 

Workshops—February - March 2011

Evaluations—April 2011

LT Interviews—April 2011

EYOC—Tentatively May 5, 2011

Last Day of Tutoring—May 5, 2011

Graduate Coordinator Site Visits—May 2011

Monday—We wrote letters to our parents. Helped the students at the ABC center. Students stamped their spelling words and then wrote each word.


Tuesday—Students partner-read and then answered questions about the solar energy, wind power, and conserving energy.


Friday—Talked about the letter “s” and the sound it makes. Children drew a picture for the words “s is for snow.” Read a story to the class called Sammy Spider. We discussed the history around the story and talked about the game in the story.
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