LVGW QUARTERLY REPORT - SAMPLE FOR ESL GROUP
Answers in Red for sample purposes only.  Feel free to add or delete information as necessary to complete report.
Please complete and return by the 5th of the month following each quarter.  Ex:  Report for April-June is due by July 5th.

Mail:  LVGW Reports, 267 Grand Street, Waterbury, CT 06702       Fax:   203-574-8055      

Email:  Lvgw-Reports@waterburyct.org   Questions?  Call 203-754-1164

	Tutor’s name: Jane Doe
	Meeting Day/Time: Tues/10-11:30am
	Location: LVGW Office

	Year: 2012
	Quarter (delete as appropriate):     Jan-Mar 

	Did you complete any Tutor Continuing Ed (workshops, online courses) this quarter? (One/year required)

	Write here:  Tutor Meeting on January 19, 2012


	Name(s)                          Dates 

First & Last   
S1=Student 1,  FT=Full Time,  PT=Part Time 
	Jan 3 
	 Jan 10
	Jan 17 
	 Jan 24
	Jan 31 
	Feb 7 
	 Feb 14
	Feb 21
	Feb 28 
	 Mar 6
	Mar 13 
	 Mar 20
	 Mar 27
	Hours per 

Student & 

TOTAL 

	S1 Vanessa Vargas
Employed? No 
	1.5
	1.5
	W
	1.5
	1
	2
	TC
	1.5
	1.5
	1.5
	1
	SC
	1.5
	14.5

	S2  Betty-Ann Baez
Employed? Yes  PT

	NS
	1.5
	W
	SC
	1.5
	SC
	TC
	1.5
	1.5
	SC
	1.5
	1.5
	SC
	9

	S3  Tina Toro
Employed? No 

	1.5
	NS
	W
	NS
	*

Moved
	
	
	
	
	
	
	
	
	1.5

	S4 
Employed? No/Yes   FT/PT

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lesson Prep  & Travel Time
	.75
	.5
	.25
	.5
	.5
	.5
	.25
	.75
	.5
	.5
	.5
	.5
	.5
	6.5

	Other Volunteer hours 
	Helped with testing of new students on March 19, 2012
	2


	  
        TOTAL
 
	33.5


PROGRESS: Select at least one area, use a letter code to report on progress, and add details in COMMENTS area below
     A = Skill/Goal Achieved        I = Significant Improvement      P = Making Progress     T = Needs more Time 


WORKFORCE (must complete if student is Employed or Seeking Employment) 
1. Obtained new or better employment, or started business





2. Received job promotion/raise or obtained a specific license




3. Improved workplace communication or skills needed to retain employment   



 
4. Improved job search skills: online applications, interview skills, etc.



EDUCATION & FAMILY LITERACY

5. Received GED or another diploma/certificate






6. Entered Adult Education, NVCC, other college or training program






7. Read more to children and/or obtained library card





8. Attended Parent-Teacher meeting and/or increased involvement with school activities


CITIZENSHIP, LITERACY, & LIFE SKILLS

9. Became a U.S. Citizen and/or  registered to vote or voted for first time




10. Improved Reading or Writing (specify below in Comments)




11. Improved Speaking or Listening (specify below in Comments)




12. Improved financial situation: off food stamps, bought car, opened bank account, etc.




13. Increased community involvement:  clubs, library, faith community, etc.



14. Improved communication:  at bank, while shopping, using telephone, completing forms,    

making doctor appointments, ordering in restaurant, introducing themselves, etc.
15. Other – specify:  Reads online version of “News for You” at home between classes
COMMENTS What can your student do this quarter that he/she could not do before?

Add extra sheets for extra students, and specify S1, S2, etc.   This info will also help choose the “Literacy for Life” award winner. 

Write here:  S1:  Vanessa received CNA certification in March and is searching for a job.  In Reading, she has improved fluency 

and increased vocabulary. In Speaking, she struggles with pronunciation but is improving.  S2:  Betty-Ann missed several sessions

due to extra shifts at work  at ABC Restaurant.  She has received positive feedback on job performance.  She volunteers once a month at her son’s school library and attended a Parent-Teacher meeting in January.   She will apply for citizenship in 2 years. She is progressing with comprehension and pronunciation.    * S3:  Tina moved to NJ.
Use if needed:    H Holiday    W Weather   TC Tutor Cancelled   SC Student Cancelled    NS No Show
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