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Agency / Volunteer Agreement

Center for New Americans

17 New South Street, Suite 301

Northampton, MA 01060

The Center for New Americans considers the ESOL tutor program to be an important component among the services which we provide for immigrants, refugees, and migrants.  This agency / volunteer agreement reflects the value of your volunteer commitment to our program and the level of professionalism which you will have at CNA. 

The Center for New Americans (CNA) agrees to:

1)
Provide a written position description.

2)
Provide pre-service and in-service training, supervision, and a tutor manual for volunteer 
ESOL tutors.

3)
Match tutors with learners based on the information available and assist in setting up the 
first meeting.

4)
Support tutors with resource materials, referral information, and guidance as needed.

5)
Maintain a personnel file on each tutor and provide volunteers with references when 
requested.

6)
Use feedback obtained at trainings and during supervision to plan future trainings.

7)
Provide equal opportunities to all volunteers and learners without discrimination on the 
basis of race, creed, gender, religion, sexual orientation, disability, or national origin. 

As a CNA volunteer ESOL tutor, I agree to:

1) Create an atmosphere of trust, mutual respect, and caring.  Establish a good working relationship with the learner.

2) Honor the commitment to tutor for a minimum of two hours a week for six months.

3) Mutually agree upon the time and location for future sessions.  Show up as agreed.

4) Establish a way to communicate if a change in plans becomes necessary.

5) Assure the learner that tutoring services are completely free.

6)  
Determine the learner’s goals and objectives.  If necessary, subdivide these into specific, attainable learning objectives.

7)  
Develop a variety of activities to teach or reinforce the skills and knowledge to achieve these objectives.

8)  
Prepare lesson plans in which these activities are meaningfully and sequentially 
presented.

9)  
Implement well-planned, meaningful activities during each tutoring session.

10)  
Help the learner to be aware of progress.  Be positive and encouraging.

11)  
Use the feedback obtained at the end of every session to plan future lessons.

12)  
Maintain appropriate records of tutoring sessions.  

13)  
Keep CNA informed about changes of address and telephone number, tutoring status, progress, and any concerns which may arise.  Submit completed Volunteer Tutor Hour forms to the Volunteer Tutor Coordinator at least every 2 months.  

14)  
Attend CNA tutor in-service trainings.

15)  
Understand and accept the importance of confidentiality and non-discrimination.  Follow 
CNA’s 
policies and procedures regarding people with disabilities.

_____________________________

Signature of Volunteer

_____________________________

Name of Volunteer

_____________________________

Date




_____________________________

Signature of Volunteer Coordinator

_____________________________

Name of Volunteer Coordinator

______________________________

Date
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