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Tutor Training

 Packet
As part of the Madison C-3 High School A+ Program, students must complete 50 hours of tutoring.  Prior to tutoring, students must participate in a training program.  This packet serves as your training program.

Take the time to read through this training packet as well as the Madison C-3 High School A+ Handbook to familiarize yourself with the requirements of the program and the tutoring expectations.  After you have read through the packet, complete the short quiz and return to the A+ coordinator.  

The quiz must be passed with a score of 80% or higher AND all forms must be signed and returned before students can begin earning tutoring hours.  These forms include:
· Letter of Intent

· Signature page in back of Madison A+ Schools Program Handbook 

· Citizenship & Attendance Agreement 
· Student Handbook Receipt

· Authorization for Release of Records

· Tutoring Agreement
Students may be required to take the tutoring test at the beginning of each new school year.

Tutoring Requirement


Students seeking A+ certification must perform at least 50 hours of unpaid school-based tutoring. (A tutor may not tutor his/her brother or sister.)  The tutoring activities must:

· Be approved by A+ coordinator before beginning;

· Be performed in the Madison C-3 School District building; and

· Be performed with students enrolled at Madison C-3 School District;

· Encourage younger students to become enthusiastic learners and to strive for good grades;
· Be school-based, approved by the A+ Coordinator and under the direction of a district staff member.

Students participating in the A+ tutoring program will be required to:

· Sign a tutoring agreement, and file it with the A+ Coordinator as well as Liability release forms as needed. 
· Participate in a brief training program for tutors.
· Keep tutoring log sheets and complete them as tutoring is done. Be sure to describe the tutoring assignments and have the supervisor sign the log sheet. Log sheets must be turned into the A+ Coordinator at the end of each quarter during which the tutoring occurred to be included in the quarter report. It is the student’s responsibility to maintain his/her log record and turn all log sheets into the A+ Coordinator in a timely manner.
Tutoring may be done before school, after school or during summer school. Special arrangements may be made with the A+ Coordinator and the supervising teacher. 

Failure to adhere to tutoring guidelines may result in disciplinary action and/or dismissal from the A+ Schools Program.

A+ Benefits Everyone!
The decision to become an A+ student will offer you an opportunity to provide for your future.   Here are a few of the advantages of participation in the A+ program for everyone involved:

Students:

· Gain hands-on learning experiences

· Explore career options in the classroom and community

· Acquire strong basic skills through rigorous academic and technical programs

· Gain opportunity for higher wages and better job security

 

Parents:

· Reduced college costs for their children

· Children will want to stay in school

· Children will be better prepared to be successful

 

Employers:

· Obtain better educated workers

· Hire graduates who are trained to meet the skilled worker shortage

 

High Schools:

· Increase the number of students graduating from high school

· Design curriculum to meet the needs of today’s students

 

Colleges:

· Enroll students that are better prepared for college courses

· Spend less time on remedial programs

· Spend more time on increasingly sophisticated technical programs for students

What is Tutoring?

Tutoring is helping a peer or younger student with an academic activity with which they need assistance.  Effective tutoring programs consist of (1) activities that give the tutee lots of opportunities to practice targeted academic skills, (2) praise, and (3) the timely use of corrective feedback (using simple academic intervention strategies).

 

Tutoring with approval may be done before and after school; during the school day, in certain circumstances; and during summer school.  

Tutoring Code of Ethics

The National Association of Tutorial Services uses the following Tutor Code of Ethics, as well as the Madison C-3 School District A+ program.

1.      Subject proficiency and knowledge ability have top priority. 

2.      My major motivation is building the student's self-confidence. 

3.      My student deserves and will receive my total attention. 

4.      The language my student and I share must be mutually understood at all times.  

5.      I must be able to admit my own weaknesses and will seek assistance whenever I need it.  

6.      Respect for my student's personal dignity means I must accept that individual without judgment.  

7.      My student will constantly be encouraged but never insulted by false hope or empty flattery. 

8.      I will strive for a mutual relationship of openness and honesty as I tutor. 

9.      I will not impose my personal value system or lifestyle on my student. 

10.    I will not use a tutoring situation to proselytize my personal belief system. 

11.    Both the student and I will always understand my role is never to do the student's work. 

12.    I count on my student to also be my tutor and teach me ways to do a better job.  

13.    I will do my best to be punctual and keep appointments, not only out of courtesy, but also as an example for my student to follow.  

14.    I will maintain records, lesson plans, and progress data as expected and required.  

15.    I will do my best to stay abreast of the current literature about tutoring as it relates to my work.  

16.    Good tutoring enables my student to transfer learning from one situation to another.  

17.    Making learning real for the student is what tutoring means and is an important part of my goal.  

18.    My ultimate tutoring goal is my student's independence.  

Guidelines for Tutoring
1. Develop a sense of trust. Do not laugh or make fun of the student. Everyone has a subject or class that they do better in than others. 

2. Tutors should make things easy for the student to understand. Give different examples. Think of alternative ways to explain the idea or subject.   

3. Do not be afraid to admit that you don't know something. Do not give incorrect information to "save face." 

4. Ask questions that require more than a yes or no answer. Examples: Can you tell me why this happens?  Why is it done this way? What do you think should be done next? 

5. Your students should be able to explain what they have learned to you and what they do not understand or feel they can't learn. Ask the student to explain what they've learned from you. 

6. Be a good listener and a good role model. 

7. Have fun while tutoring and learning.

8. Never do the student's homework or answer the questions for them. This does not help them or teach them. 

9. Build on what the student already knows. Simplify the process as much as possible. Often students over-complicate the material. 

10. Just because they look like kids, doesn't mean that they live like children. 

11. Bad attitudes often make up for the fear students feel when trying to compete in class. 

12. Emphasize that mistakes are corrected, not used as an excuse to quit. 

13. The only attention most kids know is negative, and positive strokes are something they don't understand.

14. When they tell you it's boring, they may mean they are having a hard time and would rather turn their attention to something else. Take a short break.  

15. Remember what happens while you are tutoring is not to be discusses with friends.  This is confidential information.

16. Tutors must let their supervising teacher know (in advance) when they are going to be absent, tardy or when they have to leave early.

17. A+ Tutors are expected to dress appropriately and to conduct themselves in a manner, which provides the best example possible for the other students.  This includes not using cell phones during tutoring; not even as a calculator.
18. Students are to work under the direct supervision of their supervising teacher.

19. Tutoring must be academic in nature.  Only count minutes in which you are actually having contact with students in an academic setting (Minutes will vary from day-to-day).  Activities that do not count are:  making bulletin boards, making copies, running errands, stapling papers, recording grades, handling class discipline, being left alone in the classroom with students, grading papers, supervising recess, observing the teacher, etc.

20. Tutoring timesheets must be turned in on a timely basis to the A+ coordinator.  
21. If you have problems, contact the A+ coordinator immediately.

Good tutors…

 
ESTABLISH A POSITIVE RELATIONSHIP (Caring & Sharing)                               

            This includes seeing your student as an equal partner in the learning process.
ESTABLISH STUDENTS’ BASIC INTERESTS


Sports, history, fashion, etc
ARE GOOOD LISTENERS                                                                              

Try to understand your student’s situation. Most students have already faced many social 

 Problems, some related to their low literacy ability.  Don’t think you can solve their 

 problems; but you can be understanding.
MAKE LEARNING FUN AND EXCITING (tutors can enjoy the experience) 
BE PATIENT                                                                             

            You may get discouraged and feel like no progress is being made.  You may ask yourself,    

            “What am I doing wrong?” When you feel this way, try to think about yourself and your 

            own learning experiences. How long did it take you to learn to read? Or try to remember 

            what it was like when you really struggled with something in school whether it was 

            fractions or algebra or spelling.
BE PUNCTUAL AND DEPENDABLE                                        

Do not miss a session without notifying your supervising teacher.
ACCEPT STUDENT AS SHE/HE IS – AND WHERE SHE/HE IS    

            Sometimes tutors are unrealistic in what they think their students can accomplish. Tutors  

            must realize that some of the students with literacy problems have other problems as 

            well. These could be a learning disability, or maybe an unwillingness or inability to give 

            sessions the time and concentration needed. Try to focus on what’s going well with your 

           student and on what the student CAN do.

Tips of the Tutoring Trade 

These items will provide you with the guidelines necessary to function effectively as a tutor.         

1.   Determine your own attitudes about school, teachers, teaching and learning. Be sure not to allow them to influence your behavior during a tutoring session in any negative way.

2.   Try to be informed about the interests of your “tutees” before you begin working with them.

3.   Confer with the supervising teacher regularly to determine appropriate activities for each student and to assess the progress of each student.

4.   Give your tutee your undivided attention while you are tutoring them.

5.   Listen to your tutees. Let them think and speak.

6.   Establish good rapport with your tutees. Let each know that you care by showing trust, respect and acceptance.

7.   Be courteous and respectful towards the tutee.

8.   Build the tutee’s confidence whenever possible.

9.   Learn your tutee’s name and pronounce it correctly.

10. Be relaxed and friendly during all sessions.

11. Make sure the tutee understands the purpose of tutoring. Important!

12. Be familiar with the vocabulary needed to converse with your tutee.

13. Be prepared for each session. This is a key to success. Plan!

14. Be prompt and ready at the assigned times.

15. Know the skills that you are working on for each tutee.

16. Use correct language and pronunciation during your tutoring sessions.

17. Never let your tutee struggle with their answers to the point of frustration.

18. Let your tutees know you are human too. Don’t be afraid to make mistakes or say, “I don’t know.”

19. Be familiar with the location of materials.

20. Keep your records accurate and up-to-date.

21. You must know the school rules and abide by them. Be a model.

22. Ask for help when you face a situation that requires assistance or a problem you can’t answer.

23. Never criticize the supervising teacher or rules during the tutoring session.
24. Stay excited, enthused, and “up” for all sessions. You may be the only one that day for your tutee!

25. Maintain confidentiality.

 

Taken from Tutoring: Learning by Helping by Elizabeth Sabrinsky Foster, pp 111-112. Contact Education Media Corporation Box 21311, Minneapolis, MN 55421

Build Self Esteem through the use of “Build-up Statements”.

 

Wow! You were great today.




You’re looking good.








Excellent work!
Marvelous strategy! 







Terrific try.



Good thinking.







Sensational! You’re the best at what you do.

Congratulations! You’re a winner.






Superb! You’re outstanding.

You have a friendly smile.





Great hair!







Stupendous work! You outdid yourself.

Looking good! Keep up the good work.







You’re the greatest.










Great effort!
Good Listening Behavior
Good listening is a behavior or action which may be observed by a person who is speaking. 
· Make eye contact with the speaker.

· Have good posture by facing the person speaking and lean slightly forward towards the speaker.

· No side talking.

· Concentrate on every word being spoken.  (Try and recall the words being spoken.)

· Sit and reflect on what has been said before making a response.  (Avoid thinking of a      response while the speaker is still speaking.

· Use non-verbal cues such as shaking your head to tell the speaker you are listening.

· Use verbal cues such as "uh-huh" to let the speaker know you are listening.

Sometimes a listener will appear to look away while listening.  This does not necessarily mean they have stopped listening, they may be thinking.  These are possible responses:

1.  A person looking up is thinking about what is being said in a visual manner.  They are visualizing what is being said.

2.  A person looking off to the side is an auditory listener and is really hearing what is being said.

3.  A person looking down is an emotional listener and is feeling what is being said.

Math Tutoring

Pinpoint the type of math problem on which the student is having difficulty.

Ask the student to choose the problem and begin working.  As the student begins, ask him to say out loud watch step he is performing.

When the student cannot specify what he should do next, or gives the wrong step, then have him stop.  Help these students find an example with an explanation in the text and ask him to read it out loud.

If no clear example is available, the tutor writes out the necessary steps.  Ask the student to try the original problem again, using the steps presented.

If the tutor is not able to find clear steps in the text or write them from memory, the tutor should see the student's teacher for help in clarifying the steps.

Many problems occur because the student cannot perform the basic math computations of adding, subtracting, multiplying and dividing.  You may have to start with these skills before mastering the new skill at hand.
 

Five basic steps for assisting math students

Step one: 
Always look at the problem in the book. Never trust that a student has set it up correctly. 

Step two: 
Ask student to explain the procedure s/he is using to solve the problem. You can troubleshoot and listen for erroneous logic or incorrect procedures at that time. 

Step three: 
Reinforce any correct procedures (e.g. "This part is done correctly", or "You are target here".) Then identify incorrect logic and ask the student to consider what else s/he might try. You can provide a hint, but avoid explanations until after the student has attempted a guess. (E.g. "When you evaluate an integral, what do you evaluate first, the upper or lower part?")

Step four: 
To check for understanding have the student re-explain the procedure to you. Avoid asking questions like, "Does that make sense to you?" and "Do you understand now?" 

Step five: 
Disengage!
Encourage the student to work the next problem on his/her own, but let him/her know you will check back.  Do not get drawn into working the next problem with an insecure student.  S/he needs to develop the ability to apply what s/he is learning without your supervision.

Tips for math tutors

1. Guide student:  A math tutor should guide a student through the solution process. Ask the student leading questions that will direct the student towards the correct steps. 

Avoid doing problems for the student. 

If the student cannot get the correct answer and asks for help, the tutor should look at what the student has done and try to locate the error.  Then have the student work a similar problem to make sure he/she has grasped the concept or procedure. 

2. Teach Concepts
Tutoring goal should be to help students become an independent learner. In mathematics, it is important to teach concepts rather than just processes or procedures.  For example, the tutor should explain why it is important to follow the "order of operations" rule, PEMDAS, rather than just showing the student how to do it.  

Understanding the concepts makes remembering the procedures easier. 

3. Encourage Students to Attend Class
Some students believe getting help from a tutor is a substitute for attending class. Students having difficulty in math must realize time spent with a tutor is additional to classroom time. 

4. Address Math Anxiety
Tutors will deal with students with varying degrees of math anxiety. Tutors should avoid using phrases such as, "this is easy."  Such phrases intimidate the student. If the student suffers from a high degree of math anxiety it may be helpful to refer the student to a counselor. Sometimes it is helpful to learn about the student's math background. If the tutor believes the student is enrolled in a course the tutee is not ready for, talk to the instructor. 

5. Don't Confuse the Student!
If the tutor is unsure of a mathematical procedure or concept, check with a math instructor. It is helpful to find out what approach the text or instructor is using on a particular problem. A tutor using the same technique as the text or instructor will reinforce the concept or procedure, whereas using a different approach can confuse the student. 

Tutors are strongly encouraged to stay in touch with instructors of the students they work with.    

When you have a question, ask the supervising teacher.  You don’t have to know everything!
Name 






  Date 



A+ Tutoring Test

Multiple Choice (Circle the correct answer.)

1.  An A+ student must perform how many tutoring hours? 

A.  50
  

B.  45 


C.  40


D.  35

2.  The financial incentive is available only after the student has made a good faith effort to first secure all available financial aid through what agency? 

A.  DESE

B.  FAFSA

C.  MSIP

D.  NCRS


3.  You must have at least what percentage of attendance in order to qualify for the A+ financial incentives? 
A.  85%

B.  90%

C.  95%

D.  100%

4.  Your A+ attendance is counted over how many years? 

A.  one


B.  two


C.  three

D.  four
5.  Your four year accumulative GPA must be at least what on a four point scale? 

A.  2.0


B.  2.5


C.  3.0


D.  3.5 


6.  You must have attended an A+ high school for how many years consecutively? 
A. 0


B.  1


C.  2


D.  3
7.  Which is a benefit for an A+ student? 
A.  Acquire strong basic skills through rigorous academic and technical programs

B.  Gain hands-on learning experience.

C.  Explore career options in the classroom and community.
D.  All of the above

8.  What happens to a student in the A+ program who receives their first OSS? 


A.  Suspension from the A+ Program

B.  Probation from the A+ Program


C.  Nothing in regards to the A+ Program
D.  Removal from the A+ Program


Question (Fill in the blanks)

9.      It is the responsibility of the ________________________ to assure the student continues to meet the requirements of the program.

10.    If you are going to miss tutoring you should   _______________ the instructor in advance. 
11.    Of the ______ career paths, my chosen path is 






. 
Circle True or False below.  


12.    
True        False          
Using alcohol or unlawful drugs is an A+ citizenship violation. 
13.      
True           False   
 A+ students can get credit for tutoring their neighbor at home.
14.     
 True           False       
You can discuss what a student has told you at tutoring with your 

friends. 
15. 
True           False     
A+ benefits only the tutor and the tutee.
16.
True           False      
If you miss a day of school you can make it up for A+ attendance.

Short answer
List four things that tutors can do to help students.     
 

Tutoring is a Privilege!

Representing Madison C-3 High School as an A+ tutor is a privilege NOT a right.  Only students who are meeting the A+ requirements including good citizenship are permitted to tutor other students.  Taking on the responsibility to tutor is a big one!

One of the most important responsibilities is being a good role model to the students with whom you are working.  This will require you to be on your BEST behavior at all times!  Students watch you even when you don’t know it.  They pay attention to factors such as your attendance and promptness, your attitude toward school and the classroom teacher, as well as what you do in your free time (while on campus or even if students see you away from school).  They take cues from you about how to behave in the class and what is important.

Another big responsibility is to be a dependable academic assistant to the supervising teacher.  The teacher does NOT need someone else to “look after.” You need to be ready and willing to help in any capacity asked.  You need to be a self-starter – when you see someone needing assistance, go ahead and help without the teacher having to ask you to do so.  Do NOT be a burden to the teacher (by not following the rules, being a disruption rather than a help, etc.)

If at any point you are NOT a positive representative of the A+ program, you will be removed from the tutoring program.  This program can only continue if we persist in assigning only responsible tutors.

Tutoring Agreement

I have read and understand the general responsibilities of a tutor in the A+ program.  I understand that I must also complete a quiz prior to tutoring.

I agree to participate and abide by the guidelines set up for the A+ tutoring program.  I understand the important role that good attendance and scholastic achievement play in this program and that I will be held accountable for my actions.  I further understand that I can be removed at any time from this tutoring opportunity should my attendance or behavior not meet with school policy and/or A+ Schools requirements.


Student Name (printed) 






 Graduation Year 




Student Signature 






 Date 





**This form and the Tutoring Quiz must be signed and returned before students can be fully accepted into the A+ program.  Additional forms required include Letter of Intent and the Signature Page from the Madison A+ Schools Program Handbook.  Students must score 80% or higher on the Tutoring Quiz to begin earning tutoring hours.**
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