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Section 1: Getting Started      
 

Ethical Standards for PASS Leaders 

 
Ɇ PASS leaders will act in their practice for the benefit and welfare of students. 

Ɇ PASS leaders will respect the autonomy and individual dignity of the students and 
teachers they serve. 

Ɇ PASS leaders will maintain the right to privacy and confidentiality of the students 
and faculty they serve. 

Ɇ PASS leaders will have knowledge and act consistently with professional standards 
of UAH and the Academic Resource Center. 

Ɇ PASS leaders will consult regularly with faculty and supervisor. 

Ɇ PASS leaders will take responsible action toward illegal behavior. 

 PASS leaders will avoid acting beyond the scope of service for which they were 
selected and trained. 
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Group Discussion  

The Peer Assisted Study Session (PASS) Program 
 
Peer Assisted Study Sessions (PASS) are peer-led review sessions provided for selected 
courses. The sessions are organized to allow students the opportunity to interact as they 
construct knowledge. PASS provides a chance for students to get together with classmates 
to compare notes, discuss important concepts, and develop strategies for studying the 
subject. Read the following list and underline what you consider to be key concepts. Then 
share those important key concepts in your group. 
 

1. The PASS program targets traditionally difficult academic courses--those that have a 
high rate of D, F, or NC grades and withdrawals--and provides regularly scheduled, 
out-of-class, peer-facilitated sessions. 
 

2. PASS does not identify high-risk students, but rather identifies historically difficult 
classes. 
 

3. Assistance begins the first week of the term. 
 

4. PASS normally occurs in classrooms near the course classroom instead of in a 
learning center. 

 
5. PASS is open to all students in the course and is attended on a voluntary basis free of 

charge. 
 

6. The PASS leaders are the key people in the program. PASS leaders are students who 
have taken the class before and earned a high grade.  

 
7. PASS is comprised of students of varying abilities, and no effort is made to segregate 

students based on academic ability. Since PASS is introduced on the first day of 
classes and is open to all students in the class, PASS is not viewed as remedial. 

 
8. PASS leaders are trained. This training covers such topics as learning and 

instructional strategies aimed at strengthening student academic performance, data 
collection and management details. 

 
9. PASS leaders attend all class sessions, take notes, read all assigned material, and 

conduct three one hour sessions each week. PASS integrates how to learn with what 
to learn. The PASS leader does not re-lecture or give out his/her class notes, but 
helps the students become independent learners by planning activities that 
encourage students to work together and process material themselves. 

 
10. Students who attend PASS discover appropriate application of study strategies, such 

as note taking, graphic organization, questioning techniques, vocabulary acquisition, 
problem solving, and test preparation, as they review content material. 
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11. Students have the opportunity to become actively involved in the course material as 
the PASS leaders use the text, lecture notes, and supplementary readings as the 
vehicle for refining skills for learning. 

 
12. The PASS supervisor is responsible for identifying the targeted courses, gaining 

faculty support, selecting and training PASS leaders, monitoring the quality of PASS 
sessions, and evaluating the program. 

 
13. The PASS leaders meet as a group with the PASS supervisor at least three times 

during the term for follow-up and problem solving. 
 
14. PASS participants earn higher course grades and withdraw less often than non-PASS 

participants. Also, data demonstrates higher reɀenrollment and graduation rates for 
students who participate in PASS. 

 
15. Benefits to students: 
 

a. Acquire short-term and long-term study skills 
b. Learn how to organize class materials 
c. Spend more time on task with class materials 
d. Prepare more thoroughly for exams, both content and format 
e. Receive higher course grades 
f. Meet classmates and, therefore, feel more comfortable 

participating  
g. Learn to collaborate with classmates 
h. Become independent learners
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The Inside Scoop on Group Discussions 

 
Group discussion is probably the most common activity associated with collaborative 
learning. As such, we tend to take it for granted and rarely give much thought to the 
dynamics of facilitating a successful group discussion. 

However, even slight changes in the way we approach a group discussion can make an 
important difference in the manner in which group members elect to involve themselves. 
For instance, note that in the material you just discussed, you were NOT asked to simply 
read and discuss it. Instead, you were asked to underline the key ideas and THEN discuss 
them. In this case, underlining the material as you read it encourages active reading rather 
than passively skimming of the material. 

Sometimes the LEAST effective way to start a group discussion is to throw out a question 

and wait for a response. Why do you think that is the case? 
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Clusters 

Tasks of the PASS Leader 
 
Read the following tasks of the PASS leader. Then, work in clusters of three to identify 
which of these tasks will be most enjoyable to you and why. Then, discuss which will be 
most difficult. 
 

1. PASS leader Training 

 Before the semester begins 

 Throughout the semester 

 Meet with PASS supervisor regularly 

 

2. Prior to the Semester 

 Introduce yourself to the course instructor 

 Plan class introduction to PASS  

 Ascertain requirements for the course 

 

3. Attend the Targeted Class 

 Introduce PASS to the class and administer a beginning-of-term 

survey 

 After survey results, announce in class the PASS schedule and room 

locations  

 
4. Prior to the First PASS Session 

 Schedule PASS sessions 

 Check with PASS supervisor for room assignments for sessions  

 
5. Conduct Ongoing Sessions 

 Plan PASS sessions 

 Organize PASS with built -in flexibility to the needs of attendees 

 Prepare handouts for PASS  

 Hold marathon PASS or extra PASS when needed 

 Provide closure (e.g., a quiz, a summary, a suggestion for future 

study) 

 
 
 
 
 
 
 
 
 



6 
 

6. Integrate Content and Learning Skills 

 Redirect discussion to the group 

 Use the language of the discipline 

 Integrate how to learn with what to learn 

 'ÅÔ ÓÔÕÄÅÎÔÓ ÏÒÇÁÎÉÚÅÄ ÁÎÄ ÇÅÔ ÔÈÅÍ ÓÔÁÒÔÅÄȟ ÂÕÔ ÄÏÎȭÔ ÄÏ ÔÈÅ ×ÏÒË 

for them 

 
7. Collect Data for Program Evaluation 

 Collect attendance data at every PASS, i.e., student name, course 

title, date, and time 

 Generate test reports 

 Work with PASS supervisor to prepare final report 

 Enter attendance data into TutorTrac 

 Generate Student Improvement reports. 
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The Inside Scoop on Clusters 

A Cluster is really just a group that is broken down into smaller groups. To be effective a 
cluster should be no larger than three or four people. Using clusters can be a powerful way 
to change the interactions within a group. Breaking people in smaller groups accomplishes 
several things: 

Ɇ )Ô ÍÁËÅÓ ÔÈÅÍ ÍÏÒÅ ÁÃÃÏÕÎÔÁÂÌÅȢ 

Ɇ )Ô ÐÒÏÍÏÔÅÓ ÁÃÔÉÖÅ ÐÒÏÃÅÓÓÉÎÇ ÏÆ ÍÁÔÅÒÉÁÌȢ 

Ɇ )Ô ÅÎÃÏÕÒÁÇÅÓ ÐÁÒÔÉÃÉÐÁÔÉÏÎ ÂÙ ÅÖÅÒÙÏÎÅȢ  

 
3ÏÕÎÄÓ ÇÒÅÁÔȟ ÄÏÅÓÎȭÔ ÉÔȩ "ÕÔ ÉÔ ÉÓ ÎÏÔ ÁÓ ÓÉÍÐÌÅ ÁÓ ÉÔ ÓÏÕÎÄÓȢ -ÏÓÔ 0!33 ÌÅÁÄÅÒÓ ÑÕÉÃËÌÙ 

learn they are likely to encounter resistance when they ask students in their sessions to 

break into small groups. It turns out that students have other ideas about what an ideal 

ÓÅÓÓÉÏÎ ÓÈÏÕÌÄ ÂÅȢ )Î ÓÔÕÄÅÎÔÓȭ ÍÉÎÄÓȟ ÉÔ ×ÏÕÌÄ ÂÅ ÉÄÅÁÌ ÔÏ ÓÉÍÐÌÙ ×ÁÌË ÉÎÔÏ ÔÈÅ ÓÅÓÓÉÏÎȟ ÓÉt 

on the back row, not have to say or do anything, and have the PASS leader fill their heads 

with all the information they need to do well in the course.  But instead, the PASS leader 

must find a way to involve PASS participants with the material. Cluster groups are a 

surefire way to do so. 

The key to making a cluster work is to be firm. The FIRST time you tell participants to 

ÂÒÅÁË ÉÎÔÏ ÓÍÁÌÌÅÒ ÇÒÏÕÐÓȟ ÙÏÕ ÍÕÓÔ ÓÈÏ× ÒÅÓÏÌÖÅȢ /ÔÈÅÒ×ÉÓÅ ÙÏÕȭÌÌ ÅÎÃÏÕÎÔÅÒ ÒÅÓÉÓÔÁÎÃÅ 

each time you ask them to break into groups. 
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Outline/Group Discussion  
Administrative Duties  
 
Read the following list of administrative duties. Then, as a group make an outline of your 
administrative duties for the semester. 

Rationale:  
Leaders have administrative duties on a weekly basis throughout the semester; there are 
also a number of administrative responsibilities which occur periodically during the course 
of the semester. Although some leaders may view the paperwork involved in their position 
as less important than planning and conducting sessions, without the forms we require, we 
have no basis to evaluate your performance as a PASS leader. In other words, if we cannot 
demonstrate the effect your sessions had on the students (by comparing, for example, final 
course grades of the students who did and did not attend PASS), we cannot support the 
program. Providing feedback to all members of the institution who are involved in PASS is 
crucial to their continued acceptance and support of the program. Following is an 
explanation of all administrative paperwork as well as some reminders about each. This list 
must be followed in order to collect the accurate data that the program relies on. 
 

Weekly Responsibilities  
 
Participation Log  
 
Ɇ Encourage students to print their names. The Participation Log must be legible, so 

check it after everyone (or each new student) signs in. Take a few minutes to learn 
ÔÈÅ ÓÔÕÄÅÎÔÓȭ ÎÁÍÅÓȢ 4ÈÉÓ ÉÓ Á ÇÏÏÄ ÏÐÐÏÒÔÕÎÉÔÙ ÔÏ ÂÅ ÓÕÒÅ ÙÏÕ ÃÁÎ ÒÅÁÄ ÔÈÅ ÎÁÍÅÓ 
on the ÌÏÇȢ 9ÏÕ ÓÈÏÕÌÄ ËÎÏ× ÔÈÅ ÓÔÕÄÅÎÔÓȭ ÎÁÍÅÓ ÁÆÔÅÒ Á ÆÅ× ÓÅÓÓÉÏÎÓȟ ÓÏ ÂÅ ÓÕÒÅ 
that you print their names if they do not. 

 
 If a student who is not from your class attends, be sure to get his/ her A Number. 

 
Ɇ Pass out only one sheet per session. If more than one is needed, attach two sheets 

together prior to circulating the sheet through the room. Although using more than 
one sheet may seem more efficient, they are often not returned to you at the end of 
the session. 

 
Ɇ Stress to attendees that it is a participation log, not an attendance sheet. We want to 

stress that attendance is voluntary; the reason for the Participation Log is to keep 
track of statistics, not individual students. 
  

Ɇ For each session, staple the Participation Log and Session Plan sheets together, enter 
them into TutorTrac by Friday of each week, and turn them into Dianaȭs file in the 
ARC. This should be done at least once a week. For each session, complete TutorTrac 
documentation 
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Session Plan 

Ɇ Complete a Session Plan for each session. Remember, this sheet should reflect a 
summary of your planning for the session. 

Ɇ For each session, staple the Participation Log and Session Plan sheets together, enter 
them into TutorTrac, and turn them into Dianaȭs file in the ARC. This should be done 
each week by Friday. 

 

TutorTrac  
Ongoing Responsibilities  
 

 Enter all participation logs into TutorTrac by Friday of each week. 
 
Resource Files 
 
Ɇ The PASS program keeps copies of session plans, handouts, worksheets, sample 

exams, prerequisite knowledge sources, and practice problems that previous 

leaders have used. These files are organized by course number in the ARC. 

Ɇ Use these files. This will make your job easier. Adapt materials, or use them as is.  

Ɇ When you develop new materials, add them to the file. 

Ɇ Is there information in the file that is no longer useful? If so, remove it; we cannot 

possibly know what materials to keep or remove without your help. 

Ɇ Do not remove these files from the ARC. If you would like to take some materials 

home to study, make a copy. 

 

Peer Observations  
 
Ɇ All new leaders must observe at least one session conducted by a returning leader.  

Ɇ Fill out and turn in an Observation Record for your observation to Dianaȭs box in the 

ARC. 

Ɇ Observations must be completed by mid term.  

Ɇ Talk to your supervisor for more information about peer observations. 

 

On-Going Training Meetings  
 
These meetings are a required part of your position as a PASS leader. The times have been 
given to you. Remember that these meetings are required as part of your job 
responsibilities. 
 
 
 
 



10 
 

 
Meeting with Faculty  
 
Although many faculty are very busy, offer to meet with your instructor every other week 
for a half hour or so. S/he may not be able to meet that frequently, but it is courteous to 
offer since you are a guest in his/her classroom. S/he will probably be interested in the 
areas in which students are struggling, the topics you will be covering in your sessions, the 
processes you will use, and the advice you are giving students. Remember not to share 
information about specific students attending sessions, but cÏÎÓÉÄÅÒ ÙÏÕÒ ÉÎÓÔÒÕÃÔÏÒȭÓ 
motives when talking with him/her. Often teachers want to help the students as much as 
possible, and your perspective provides them with a unique opportunity to see where the 
students are coming from. Try bringing a Session Plan to the meeting and asking for his/her 
advice. Often faculty can help you distinguish between difficult and important content. 
 
Exam Reports 

After each exam, PASS leaders are required to fill out a Test Results Report Form. A copy of 
this form can be found in Part VI: Forms and on our website under Staff Resources. These 
reports are important because they compare the test grades between students who 
participate in PASS and those who do not. After the Test Results Report Form is complete, 
the PASS leader will share the results and information regarding how many of the test 
questions had been covered in PASS sessions with the entire class. After going over this 
form with the class, the PASS leader can then encourage the students to attend future PASS 
sessions and remind the students when and where the sessions are. 

End of Semester Responsibilities - Checklist for End of Semester  

Student Improvement Repor t 
 

At the end of the semester, PASS leaders must complete a Student Improvement Report 
that tracks the PASS studentsȭ test grades throughout the semester.  An example of this 
form can be found in Section 8: Administration and Assessment. The form you will use is 
available on our website under Staff Resources. 
 
Self-Evaluations  
 

All leaders must evaluate their own performance. Use the Self-Evaluation Form to reflect on 
your sessions. The frequency of these evaluations will be determined by your supervisor. 
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The Inside Scoop on Outlines*  

The most important rule for creating an outline is to be consistent!  

An outline can use topic or sentence structure. 

Ɇ A topic outline uses words or phrases for all entries and uses no punctuation after 
entries. 

o Advantages: presents a brief overview of work and is generally easier and 
faster to write than a sentence outline. 

Ɇ A sentence outline uses complete sentences for all entries and uses correct 
punctuation. 

o Advantages: presents a more detailed overview of work including possible 
topic sentences and is easier and faster for writing the final paper. 

Ɇ Brainstorm : List all the ideas that you want to include in your paper.  

Ɇ Organize : Group related ideas together.  

Ɇ Order : Arrange material in subsections from general to specific or from abstract to 
concrete.  

Ɇ Label: Create main and sub headings.  

 
 

*From The Owl at Purdue University  
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One Minute Paper  

Ideal PASS 

After reading and marking this passage, think about the entire section Getting Started. 
Then, write for one minute on what we have learned about PASS. 

One of the goals of the ideal PASS is to model good student behavior; this includes modeling 
good behavior in lecture as well as demonstrating in the sessions what students do if they 
have a question or gaps in their knowledge. Good sessions also prompt students to develop 
frameworks to organize the material for more efficient studying, and through the use of 
well-designed strategies and techniques like wait-time and question-redirection, 
encourage students to work with each other, not just ask the leader questions. Through 

these behaviors, the students will become independent learners. 

We at UAH, along with our colleagues in the field, have found that effective PASS sessions 
tend to have the following: 

Ɇ The leader plans the sessions carefully by deciding what is the most difficult (not 
necessarily the most important) content and then matches carefully planned 
strategies to address the difficult content. It often is difficult for leaders to 
distinguish difficult from important content. Additionally, it is challenging to probe 
why the content is difficultɀ what exactly makes it difficult for the novice learner? 

Ɇ The leader organizes the content. One good definition of PASS is "organized peer 
facilitated study sessions." Often courses are difficult, not because each individual 
topic is difficult but because there is so much material covered novice learners may 
have difficulty organizing or grouping content in order to learn it effectively. A good 
leader helps students develop strategies that organize the content and facilitates 
the group study time efficiently. Both faculty and supervisors can help the leaders 
determine what will be the most difficult concepts. 

Ɇ The leader uses effective cognitive strategies related to the discipline. PASS is based 
on effective learning strategies, such as Informal Quiz, Matrix, One-Minute Papers, 
Discipline-Specific Writing Strategies, Reciprocal Questioning, Analogies, 
Vocabulary Clustering Techniques, Advanced Organizers, Paired-Problem Solving, 
Talk Aloud Procedures, Concept Mapping, Note Processing, or Divide-and-Conquer. 
(These strategies are detailed in Section IV Session Strategies.) 

Ɇ The leader pays attention to the group's interactions. The students sit in a circle or 
semi-circle in order to see each other. Students talk to each other and ask each 
other questions rather than the questions being asked and/or answered by the 
leader. The session is not a question-answer session. 
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Ɇ Students are doing most of the processing of the content. If the leader brings in 
handouts that are filled out or questions that are already made out, the leader has 
done most of the processing rather than the students. In good PASS sessions, the 
group will predict most of the test questions. 

Ɇ  Content is broken down into component parts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 


