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Introduction

Congratulations on choosing to work as a study group leader! You are joining an exciting project that could mean the difference between failure and success for many students.  Success of your study group depends on your hard work to organize and maintain the group. You need to be prepared, enthusiastic, and know how to make the groups fun and productive. We appreciate your effort and will do everything possible to help you succeed.

Please read these guidelines carefully. They will tell you how to set up a study group, conduct the study group, get paid, give end-quarter evaluations, and use the forms that you will need for your group.

Attending the Orientation

Study group tutors must attend an orientation each quarter before starting a study group. There is a one-hour orientation scheduled for the first Friday of the quarter, in the Tutorial Center, room S-43. 

If you cannot attend that meeting, make arrangements with the Center Supervisor or your Study Group Senior Tutor for orientation no later than the second Friday.

Setting up Your Study Group

To create a study group requires planning beforehand. You must decide on the courses and instructors you will support. You must reach agreement with the instructor to support the class with a study group. 

You must also know your own class schedule and what days/hours you will be able to lead groups. Plan on two one-hour sessions per week per group. 

There is a Study Group Lead Tutor for your area. You will meet your Lead Tutor at the orientation. It is vital that you communicate with your Lead, especially if you need help with your group. If you miss orientation, learn about your Lead Tutor from the Tutorial Center supervisor.

See the Checklist subsection on Creating Your Study Group.

Conducting Your Study Group

You must create a sense of commitment among the students who come to the first session.  Make this process fun and personal. Also make your expectations clear. 

See the Checklist subsection on Running Your Study Group.

Getting Paid

There are some requirements and steps to complete in order to get paid.

1. Fill out new payroll forms and a second orange card to be put on the student payroll for the study group-tutoring rate. Do this as soon as possible. See the Tutorial Center administrative assistant in L-47.

2. For you to be paid at the study group hourly rate, your study group size must be three or more tutees. If your study group size is one or two tutees at the start of the quarter, you will be paid at the individual tutoring hourly rate. Once you have built the group size up to three or more, you will be paid the study group tutor rate for that group for the rest of the quarter.

3. Group tutors earn $10.00/hour at first and $10.50/hour after one quarter of successful paid tutoring.

4. Maintain a monthly Study Group Attendance Sheet and Study Group Tutor Time Card for each study group. Make sure that you have filled in all tutee ID numbers on the attendance sheet. Enter an X for present and an A for absent.

5. Your students must not sign in and sign out in the usual way at the computer in S-43. The attendance sheet is the record of tutee use of Center resources. Accuracy and completeness of your attendance sheet helps the Tutorial Center to get its funding, which allows the Center to pay you. Take care of this detail every session.

6. You can be paid for up to 30 minutes of preparation time for each hour of group time.  You can also be paid for administrative time you spend recruiting students, visiting classes, keeping paperwork.  Please note these hours on your group tutoring time sheet.

7. You must submit a copy of each Study Group Attendance Sheet and the original of your Tutor Time Card to the S-43 Tutorial Center supervisor at the end of each month in order for you to be paid. Keep the original copies of your Attendance Sheets for your records.

8. Note that your daily hours for individual tutoring go on the usual monthly Tutor Time Card in the binder at the supervisor’s desk.

Giving End-quarter Study Group Evaluations

We use the Study Group evaluations in order to improve the program. To support this review process, be sure to persuade your group members to fill out the form objectively. 

See the Checklist subsection on Wrap-up at the End of the Quarter.

Using the Study Group Forms

To see how the forms are filled out, look at the attached examples. All the forms you need are available from the Tutorial Center supervisor in S-43. 

The forms are:

1. Study Group Sign-up Sheet

2. Tutee Application

3. Tutoring Schedule

4. Study Group Posting

5. Study Group Room Scheduling

6. Study Group Attendance Sheet

7. Study Group Tutor Time Card

8. Study Group Evaluation

 Study Group Tutor Checklist

Use this checklist to mark off each step that you complete.

Creating Your Study Group

· Choose your course and instructor.  Look through the current class schedule and select the instructor, course, and sections for each group. Choose instructors you know (if possible), courses with high demand for tutoring, and times that fit your schedule such that you can attend the class occasionally. If you are able, complete this selection during the tenth week of the previous quarter. Selecting several sections/instructors of a course work best to ensure sufficient group size. You should be done with this selection by the end of the first week and must be done by the end of the second week of the new quarter.

· Schedule your study group times.  Be sure that the time is consistent with your own course schedule. Try to schedule groups for the hour before or after the class. Plan on two one-hour sessions per week per group.
· E-mail or phone each instructor to
•
confirm interest

•
arrange class visits (five minutes during 1st or 2nd week) 

•
arrange meetings at least once a week for several weeks at the start of the quarter until you agree that the group is well started

•
get all available class materials: class notes, textbooks, practice tests, etc.

•
continue to work closely with your chosen instructors

· Visit the class to recruit during the 1st or 2nd week.  Introduce yourself, announce time and place (S-43) of your group(s), and pass around a Study Group Sign-up Sheet for each group to get names and contact info.  Be enthusiastic and friendly, and convince the students that this will help their grade, be fun, and will be worthwhile.  Tell them that individual and drop-in tutoring is very limited, so this is the best way to be sure of getting help. Tell them you work with the instructor and demonstrate that you have helpful information.  

· Reserve room space for your study group. Once you know your group size and schedule reserve room through the Tutorial Center supervisor.

· Attend several class sessions.  Be sure to visit the classes you will support several times during the first four weeks of the quarter to familiarize yourself with/to the students and to see how the instructor is presenting the material. Bring more Sign-up Sheets in case more want to join.

· Compile an email list.  Using the Sign-up sheet, compile an email list and keep updating it. Email students to remind them about the time and place of the first group meeting.  Tell them to check the Study Group bulletin board in S-43.

· Create an Attendance Sheet for each group. Note who is present, absent, or excused for each session on the Attendance Sheet.

· Post details of the study group on the Study Group bulletin board in S-43.  Use the Study Group Posting form. Be sure to keep the information updated throughout the quarter.

· Gather text, green sheet, and supporting materials.  If you don’t have the textbook, ask the Center supervisor for one that you can loan. 

· Visit the instructor’s web site.  You will find supplemental information and class materials.

Running Your Group

First session

· Have students fill out the Tutee Application form.  They fill this out only once. After the session, give these to the Tutorial Center supervisor.

· Introduce yourself.   Say what you hope for the group this quarter.  Share your own experiences with the class.  Smile and be enthusiastic! 

· Confirm information on the Attendance Sheet with each student.
· Mark those who are present and those who are absent on the Attendance Sheet.

· Instruct your group members to always check-in and check-out using the computer near the door.

· Have all members introduce themselves.  Have them say what they think the hardest part of the class is, and what they want to learn in the group.  

· Give them your contact information and the best times to reach you. Also give them the Tutorial Center supervisor’s contact information.

· Tell them where the group will be meeting.  If you have arranged for a different location than S-43 for the group, tell them where it is and when you will first meet there. Be sure to update the information on the Study Group bulletin board in S-43.

· Tell the group what you expect of them.  Tell them that in order for the group to be productive you expect them to:

· be on time or send you a message beforehand

· have read the text, studied their notes, and done homework before group 

Have them come with two to three questions for each session. Be clear that you cannot do homework problems, but you can work similar problems as examples. Be very clear that you will not look at take-home tests or quizzes.

If you can, conduct an activity or exercise related to course content that you know will give them confidence for the class.

Throughout the quarter

· Adding more students.  If you add more students later in the quarter, be sure to introduce them into the group, so that everyone works well together.  Also be sure that each new member has filled out and submitted a Tutee Application to the Center supervisor. Add their names to the Attendance Sheet.

· Mark attendance at each session in the Attendance Sheet.

· Remind your group members to check-in and check-out using the computer near the door.

· Use the Tutoring Schedule form to keep track of your tutoring schedule.

· Stay in close contact with the instructor.  Know when tests and quizzes are coming and plan for these.

· Turn in Attendance Sheets at the end of the month.  At the end of the month turn in a copy of the Attendance Sheet to the Center supervisor. If the instructor is giving credit for study group attendance, also give a copy of the Attendance Sheet to the instructor.

End of the Quarter

· Have group members complete the evaluation.  In the tenth week, take copies of the Study Group Evaluation form to your session and make sure each of your group members fills one out. Tell them to be honest.

· Submit the evaluation forms to the Center supervisor by the end of the tenth week. If a group member prefers to fill the form out later, be sure to check with the supervisor that the form has been submitted by the middle of the eleventh week.

· Start planning your study groups for next quarter!
Useful Information

There is a Study Group Tutors page on the Tutorial Centers website. Go to http://deanza.fhda.edu/tutorial/, click on the link Tutorial & Academic Skills Manila Page, then click on the link Math/Science Study Group Project. You will find useful information and some discussion by study group tutors there.

There is a training class for Study Group tutors given from Week 3 through Week 8. Check out http://faculty.deanza.edu/alvesdelimadiana/stories/storyReader$1358 for more information on the class.

Study Group Recruiting Presentation Talking Points

 

The following is a suggested outline for presentation of study groups to classes you visit. The clearer you are about what study groups are and what they offer to students the better chance you will have to form a successful group.

1. Introduce yourself and say that you are a math or science tutor in S-43.

2. Tell about your experience with the course material. Let them know you are there to help them succeed. Write your name and email address on the board.

3. Talk about the value of a study group. See the talking points below.

4. Describe the tutor-led study group program:

* you will lead two one-hour sessions per week

* you will be there to answer questions about concepts or methods

* you will assist the group in networking with classmates, to provide help on

nights and weekends

* you are looking to build a core of students that come every time, but

attendance is voluntary 

5. Announce the available days/times of the group and tell them that the group starts the second week of the quarter.

6. Pass out the signup sheets.

7. Tell them that the details of the groups will be posted on the Study Group bulletin board in S-43 by Monday of the second week.

8. Talk about other tutorial support from S-43: drop-in or individual tutoring.

9. Say that if someone is not interested now, but might be later (such as just before exams), they can contact you about joining.

10. Ask for and answer questions.

Here are some talking points about the value of a study group to the student:

1. The tutor and the instructor will work closely together to ensure the best success for the study group members. The tutor has an inside channel of information.

2. Study group members have other students to work with at scheduled times and also at night or on weekends. The tutor will set up email networking within the group.

3. Study group members naturally encourage each other to do their best.

4. Study group makes the work easier and fun.
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