Quarterly Overview of Tutoring Tasks


Pre quarter & Week 1

· Tutor Recruitment 

· Emails to instructors, divisions

· Classroom presentations

· Update flyer info

· Copy recruiting materials

· Training for presentations

· Tutor hiring

· Verify that GPA is 3.0 or higher (will add to cover sheet & email responses to inquiries about tutoring)  

· Emails to candidates concerning tutoring requirements, who to contact, application link, interview questions, and any special requirements (for English, writing sample)

· Hold interview

· Make hiring decision

· If hiring call or email tutor and if not, let Sandy and Co-Dirs know why (Tutors often apply in several areas. We need to be sure to have consistent standards across areas.)
· Email next steps for new tutors, including payroll process and info about tutor training class and new tutor orientation, etc.

· If international student, write letter of intent to employ

· Clerical assistant & greeter hiring

· Emails to candidates concerning requirements

· Hold interview

· Make decision

· Email next steps, including payroll process and info about training, etc.

· If international student, write letter of intent to employ 

· Payroll process for all student hiring

· Complete process per payroll flowchart

· ISS to update new tutor hired card setup for payroll

· See “placeholder” file in shared folder—Pat uses this to follow up

· Clerical Asst & Greeter training—how to respond to students’ questions/misc

· How tutees get a tutor

· Tutee application process (completing & submitting it)

· How long it will take to get a tutor & what to do in the meantime

· Info about other programs 

· Workshop info, etc. 

· If working with data input of tutee applications, how to do that.

· Tutor and Staff Assistant Scheduling

· Obtain schedules from all tutors, greeters and staff assistants using appropriate scheduling program 

· Google Docs, Excel, SARS

· SARS

· Create entries for each person 

· Training on how to use SARS

· Staff Scheduling/SARS? (target for W11)

· Outreach to students for tutoring

· Visits to developmental classes 
· Update any flyers, tutee applications, etc.

· Copy related materials

· Mini-training for visit, if necessary

· See presentation doc

· Outreach to Faculty

· Visits to Department/Division Meetings

· Present on SSC services, updates, new development, gather feedback, etc.

· See presentation doc

· Class Assigned Tutoring (CAT) and TA Tutoring

· Emails to departments and divisions for class-assigned tutors for developmental classes (pre-quarter)

· Document revisions

· CAT/TA tutor selection 

· Tutor-Instructor matching

· Meet with instructors about process for using CAT/TAs

· Review class-assigned tutor request form, frequently asked questions, pre-survey for class and instructor survey (coming soon)

· Meet with CAT/TA tutors

· Review in-class and out-of-class reports, expectations and tips for class-assigned/group tutoring (coming soon) on SSC website

· Document Revisions

· Tutor applications

· Tutee applications

· Tutor Handbook (procedures etc.)

· Special Projects

· ESL & EWRT Pilot 

· Determine schedule for weekly meetings w instructors and classes for pilot, how to track results, check-point meetings to discuss progress with staff and next phase of implementation.

Weeks 1-2

· Program planning and Leadership (throughout the quarter)

· SSC Staff meetings

· Curriculum

· Tutor Scheduling

· Drop-in 

· Estimate hours based on budget allocations

· Select DI tutors based on levels of tutoring experience, classes they will be tutoring (passed with B or better), communication with support specialists/ISC/SSC staff, level of responsibility, etc. (See qualifications for drop-in doc)

· Determine demand need and hours for tutors; 

· Establish preliminary DI schedule and confirm it with tutors; 

· Once schedule confirmed, publicize it, post on website, email instructors, etc.

· Orientation for new drop-in tutors on how process works, how a 30-minute session might look, etc. 

· Weekly-individual tutoring 

· Estimate hours per tutor based on budget allocations 

· Collect/confirm availability

· Some new tutor hiring will be done during weeks 1 and 2, so schedules not final for weekly individual tutors

· Tutor Training

· Revise tutor training materials (green sheets and handout packets)

· Copy and distribute tutor training materials (need to have for orientations)

· Senior Tutors

· Identify Senior Tutors (ST)

· Email potential ST to see if interested

· Match new tutors with ST

· ST orientations (probably week 2)

· Conduct new tutor orientations

· Train SSC staff on how to do them

· Prepare any handouts, etc. for tutors

· Conduct Tutor Training classes (throughout qtr)
· New tutors enroll in appropriate class or alternative (pending) 
· Class assignments submitted via Catalyst

· Response/feedback on assignments, journals, observations, video self-assessment

· Support new tutor training (throughout qtr)
· Occasional review of written assignments and feedback

· Ongoing support of returning tutors (throughout qtr)
· Coordination of instructor-led workshops (throughout qtr)
· ISS/ISCs Introductions in tutor training classes

· Attend first 5 minutes of new tutor training class for specified area (depending on class: wk 1 for ESL/EWRT, wk 3 for Math/Science and wk 4 for general subject tutoring)

Fall quarter, wks 2-4
· Personal Statements and Transfer workshops (volunteer staff at WRC)

· Coordinate workshops and tutoring

· Confirm personal statement drop-in schedule 

Weeks 2-8 (and throughout the quarter)
· Tutor/Tutee Matching

· Collect tutee applications for weekly individual tutoring
· Verify student enrollment for tutoring

· Input tutee applications into Excel database

· Assign tutors to tutees (follow each center’s process for notification of assignment)

· Tracking

· Excel spreadsheet

· Google Docs

· SARS

· Tutor Supervision

· Problem Solving

· The most common problems encountered between tutors/tutees include No Shows (NS), No Response (NR) to calls/emails and Tutee wants to be assigned another tutor. (See notes/tips on problem solving doc.)

· End-of-quarter conferences

· Agenda includes 1st quarter reflection on tutoring and tutor training, any remaining issues, goals for future growth—drop-in, adjunct, senior tutor etc.

· ISS Direct Student Contact

· Drop-in tutoring

· Workshops

· Special projects 

· ESL

· EWRT

· Math

Weeks 8-12
· See pre-quarter list above for prep-list for next quarter

· Program Assessment, Follow-up and Planning

· Class Assigned Tutoring (CAT) and TA Tutoring
· Special Projects’ Assessment

· ESL/EWRT

· Math

· Student surveys

· SLO assessment

· Various program reports

