Section 6: Tutoring in the ARC

l. The Basics

Greeting Students
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student in a warm, friendly manner.Greeting yourstudents in a warm, supportive, and
enthusiasticway is important for establishing a good working relationship. Conmg to a
tutoring session for the first time can be intimidating for manystudents so it is important

to create an atmosphere where thstudent feels comfortable. Start out your session with a
new student by telling them a little about yourself and then ak the student to share some
information about herself/himself z what is her/his major, where iss/he from, what
instructor does s/he have for this particular class...You can always use this information for
relating new material to something thestudent canidentify with. At this point, it is very
important that you listen to any concerns or issues thetudent may have and address them
appropriately.

When a returning student comes in, take a couple of minutes while you are getting situated
to ask hows/he is, how things are going a small amount of general conversation helps
both you and thestudent to be more comfortablewith each otheras you begin you session.

Remember to always help the student to check into and check out of TutorTrac

Activity One

While general conversation is good for establishing rapport witudent you must be careful
not to let it hinder your tutoring time. However, there can be times whstn@entcomes in for
tutoring that s/he could be distracted by an occurrencéner/hislife that will preventher/him
from paying attention so while you are ready to begin a productive sessiostutthentis not.

Consider the following situatianwhat would you do?

Your 11:00 tutoring appointment has just shown up. You have worked with this student several
times in the past and youbve always found he
sessions. The two of you dondét wuswually share
because she is ready to start work immediately and she always stays focused during the session.
But today she seems to be having trouble settling into studying. She is clearly not as focused and
seems to have her mind on something else.
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Expectations

There are expectations that you have of yowstudent and expectations that yourstudent
has of you. It is always a good idea to review these expectations right off so that you are
both clear of your roles in the session.

ARC tutors:

e Help clarify parts oflectures or text

e Assist in solving problems by suggesting possible approaches or solving similar
problems.

e Will not know ALL the answers to EVERY question ALL the time, but will always work
WITH the student to find the answer.

e Cannot help students withtake home exams

e Students should know that ifs/he procrastinated throughout the semester, cramming
with you during finals week will not produce great results.

ARCStudents:

e Understand that tutoring is a twoway street, one in whichstudents play an activerole.

e Are expected to be active participants and contribute in their sessions

e Should always bring all relevant materials to their sessions including their textbook,
their syllabus, class notes, past papers, and past tests to their sessions

Allow the students to discuss with you what their expectations of tutoring are. It is
important to see what they want to take away from tutoring so you know better how to
direct the sessions. Perhaps the student just needs study skills, time management skills,
and helpwith note taking, or they suffer from test anxiety. Each student hasunique set of
problems that s/he needs help with.

Once you and youstudent have communicated your expectations and what thstudent
needs to get out of the tutoring session, it is your job to monitadhe session to make sure
you are staying on task. This means making sure you use your time wisely and that the
student feelss/he is benefitting from the sessions. If either of you feehte sessions are
moving too fast, slow them down. It is up to you to guide the pace of the sessibfrduring
your sessions you find that thestudent needs help withstudy skills that were not
previously discussed, then make thetudent aware of this and rethink how you have
structured your sessions. Take the time to go over the skills yostudent needs to be a
successful studentindependent student
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Effective Tutoring
There aresevensteps to being an effective tutor

1. Know what is expected of you as a tutor. This means knowing your responsibilities
to the ARC, to youstudents, to instructors, as well as other tutors.

2. Be well prepared for your session.

3. Meetyourstudents O T AAAO8 4 EA A AtGdeids00 Widdkyal AAO UT O
session, the more successful the session will be. You need to be prepared to meet
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two things during the session, then work with the student to develop an action plan
that includes a few manageable tasks to work on and encourage them to come again.
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student but let her/him do the actual work.

6. Remember the ingredients to a sucasful tutoring session:

a. Give yourstudent your undivided attention

Show that you have empathy toward thestudentd © B OT Al Al O

Always be honest

Keep a sense of humor
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Communicate well with yourstudent

Get to knowher/his strengths and weaknesses then use the strengths to

improve the weaknesses.

h. Make sure you give credit whereeredit is duez compliment your student
when s/he does well or they finally understand something that has been so
difficult.

i. Make sure you start ANCend your sessions on time

J.  Always end the session on a positive note.
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goodbye to yourstudent. Assess what you have gone over to make sure thtedent
has a clear understanding of what you studied. Help him/her schedule for their next
session and end by giving thetudent positive feedback.

@ ~ooo0C
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Allow about 5 minutes at the end of your session to wrap everything up. This will give the
student time to askany last minute questions orfor you to make sures/he understands
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the session. Ask if there is anything that they are still unsure of and always, ALWAYS, thank
the student for using our tutoring services.

Activity Twd’

You are meeting with studentfor the first time. You took this particular course two year
ago with the same instructor, but the text has changed. You feel comfortable with the
material, but youdo not readily know all the answers without looking over the text to
refresh your memory.
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has an exam in this class the following ddg. NJ O S A @ &d&irstrexam./Yéu s€e tha
he hasalreadymade an attempt to answeri$ study guidehe has attended every class,
and has taken notes on all the readings. $tuglentis only required to have one sester
in this subject area for his major and even thobgiseems to be managing this class wel
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that if you can just give hirthhe answers to the maaining study guide questionise will be
set for the exam.

How do you deakith hisexpectations of tutoring?
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Session Time Management

Thirty to sixty minutes is not a very long time and you will be surprised by how quickly
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you need to give your client some help. It is crucial that you start treession on time. If the

client is latez even five or ten minutesz s/he may have to forfeit her/his scheduled time or

be content to have only the fifteen or twenty minutes that remain. Do not feel pressured to

extend the session when a student is late. M@re responsible for staying on schedule and

they are responsible for getting here on time.
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own ideas if the session runs too long. By keeping it short you are forced to focus on a small

number of issues and the client is forced to do the rest on his or her own. Follayp

sessions should be scheduled so that you and your client can work another assignment

or another aspect of the current assignment. However, the student should use the time

between sessions to work on the assignment alone and perhaps incorporate some of the

ideas generated during your time together.

Staying focused is ssential to a successful session. Remember that a student only has 30
minutes, the least you can do is listen. Check your own problems at the door with your coat.

The time that you are at work must be used to do the work. That means staying focused on

the student and not allowing personal problems or any other distractions to interfere.
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cover a lot of material with that student. This can be frustrating foboth of you. Instead,

explain the amount of time you usually spend witlstudents, let him/her know your

tutoring hours, and see if s/he would like to schedule an appointment with you. That way

you can be sure that the time you spend with thagtudent is helpful and not hurried.
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There may be some information there that can help thstudent between this time and the

time s/he is scheduled to come back and see you. Familiarize yourself with the ARC website

andthe online resources that are orthere so that you can easily refer atudent if

necessary. If therdas another sitethat you feelis a useful resourcebut is not given in the

online resources, please share that information with one of the ARC staff members and that

site will be added toour website.
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Below you will find one example of how a thirtyminute session can be broken down. No
one session is the same, so this example may or may not work for you. Use it as a guide as
you determine your own method for maximizing the time you have wh each student.

:00 - :10 Open Session:Greeting, read assignment

:10 - :15 Response: Pick one or two things to focus on and offer your ideas about
how
they may be resolved.

:15 - :25 Dialogue: Ask openended questions, get their response to your queions,
encourage them to offer questions of their own; brainstorm on new ideas.

:25 -:30 Wrap Session:ReAAD xEAO Ul 06 0A AEOAOOOAAN
as it helps students see what has been discussed. Then, make an action plan for
them to take with them.

Activity Thre€

You are waiting for yowstudentwho is late for the third time in a row. At this point you are
bit frustrated. The firsttime thetudentg & € I 6S &2dz (2f R KAYX
you asked him why he was late and he said the professor wanted to talk with him after g
There is about two minutes left in your scheduled session time whestyok@ntruns

through the door. He sns rushed and frazzled. He apologizes and makes yet another 1§
excuse for being late. He always blames other people or events outside of his control fo
tardiness.

Thestudentis not very organized and seems to always be on the run. You find obietha
works part time, goes to school full time, and is very active on campus.

How do you address trtudenQa G NRAYSaada |yR KSf LI KAY
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Environment

One of the first elements of tutoring is making sure your physical environment is conducive
to effective studying. Keeghe following information in mind as you set your tutoring

sessions. Although these items may seem to be less important, they are necessary to create
a successful tutoring environment.

A. Choose to work in an area that is large enough to accommodate the sities
you and your student will be doing. Make sure you have plenty of room for
books, notebooks, or any material you may need to use. Also make sure that the
student is comfortable studying in the location you have chosen. If the student is
more at easestudying in a more private area then you should use the conference
room if it is available. Creating the appropriate study environment is important
to having a successful tutoring session.

B. The environment in the ARC is very relaxed and while the ARC daest enforce
a dress code, you need to malgire you dress in a way that will cause students
to perceive you as credible. But at the same time, you want to remember not to
over-dress. Students relate to tutors as students, not teachers or professionals.
Youcan add value to your session by choosing the appropriate clothing.

C. We realize that your schedules are usually tight between your classes and your
hours in the ARC which sometimes leaves little time to eat. Food and drink are
allowed in the ARC, but we dsthat you plan on eating at a time that does not
interfere with a tutoring session. Eating during the session is extremely

distracting.
D. Have you ever been distracted by the woman who bathes in perfume or the man
xET EOOO AAI A £EOT 1 Omaffer? @anviabohtithd guptka 1 6 O OE|

just went outside for coffee and a cigarette and is now up close and personal
telling you about his weekend! Be aware that your personal hygiene habits can
cause distractions in your tutoring session.
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Il Inquiry -Based Tutoring

You and yourstudent need to communicate some basic information in order to have a
successful session. This information iciudes your tutoring techniques,your studentd O
learning styles, and study strategies that you develop together. By discusgithis
information you will develop an appropriate tutoring technique for eachstudent. This
section includes some techniques that should be used in your session.

Not a Remedial Service

During the course of your time as a tutor in the ARC you will likelyave to set the record

straight more than once, for learning centers have long been misunderstood. Rather than a

place where people may come to work on their academic projects and improve their

learning skills, many still believe that the learning center®d A B1 AAA xEAOA OAOI |
be remediated. However, you must remind everyone that all students have difficulty at one
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may benefit from having someone to collabor& with.

An On-going Process

Because learning is an oigoing process, it is most important to help students understand
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guestions or homework problems and leave with a pdect understanding of all of the
course concepts. As an academic coach, you must help them understand that ongoing
collaboration and tutoring is the best way to make sure that they understand course

material.
Explaining or lecturing?

311 ACGET AO 0 dladify infdrAakiad Grlexplain a topic if you find that your
student is not familiar with a key point that is necessaryor understanding a concept. Keep
your explanations clear and to the point. Explaining is not lecturing to yowtudent about
material. Remember that lecturing is left to the instructor. Your job is to make information
clear to thestudent andto give your student the opportunity to use her/his resources to
find answers to problems and questions. Those resources includeghextbook, lecture
notes, past tests, etc. You are not yostudentd O OA OT OOAAS

149



Questioning and Listening

Have you ever noticed how closely the shape of your ear and the shape of a question mark
resemble each other?

"U | EOOATETC Ii1TOA OEAT OAIEETC UT O i Au AEOAIT O
best advice for their questions. Be slow to speak and see what you can learn from listening.

Listening isan essential element to a successful tutoring session. $tas important to your

success at tutoring asalking is. In your sessions ye your student every opportunity to

explain the subject to younstead of you always being the one offering explanationd his

reinforces learning and willalso help you identify problem areas and learning styles.

We Learn...

10%...of What We Read

20%...0of What We Hear

30%...0f What We See

50%...0f What We See and Hear
70%...0f What We Discuss With Others
80%...of What We Experience Personally
95%...0f What We Teach Others

--William Glasser

Students are often reluctant to talk much in sessions, especially at first when you are

getting to know each other. That is why it is essential for you to know how to facilitate

discussion in your session. You can start by askingen-ended questions . These

guedtions require more than a simple yes/no answer and prompts thetudent to begin
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are questions that follow up a statement made by thstudent. It helps thestudents think

i T OA AAAPI U AAT OO OEAEO OOAEAAO 1 AOOAO AT A AA
i EOOAEAOC8 !'1T AgAi Pl A I £/ OEAOA OUDPAOyoissid OOAOAI
EO OOOAed 1T O 091 6G60A Al OOAAO8 4EA AT OxAO O1 O
Ol 1T AEA EO OOOAed / OEAO NOAOOEITETI ¢ OAAET ENOA

original question into smaller parts, or even changing the indiction in your voice when
repeating the original question.
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