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I.
Overview:

The Learning Assistance Center (LAC) provides instructional support and self-paced learning programs that support the College’s academic courses. Instructional support modalities include peer tutoring, basic skill labs, and computer access. Audio/visual tapes and films are available for self-paced student learning. Self-paced programs are available in accounting, algebra, chemistry, child development, drafting, English, ESL, foreign Languages, history, psychology, political science, math, and study skills.  A catalog describes what is available for checkout and use in the LAC. The LAC also houses the math and writing labs and The Literacy Center as well as supports Program Accelerated College Education (PACE) and Instructional Television (ITV) by making videos available for students to view in the Center. 

Mission:

The mission of the Learning Assistance Center, in accordance with the College and Academic Programs missions, is to provide instructional support that promotes the development and success of students. Instructional support is facilitated through collaborative learning principles, peer tutoring in content area courses, computer–assisted instruction, resource depositories, and basic skill labs including math, reading, and writing. 

Goals:

Since the LAC provides instructional support for academic courses, the academic goals for the LAC are the same as the academic division/department utilizing the Center and its various labs. In the LAC, academic goals are achieved by providing and assisting students to choose from a menu of instructional support methods to enhance that course of study and assure success in it.

II.
NUMBER OF FULL-TIME PERSONNEL

Academic Faculty: 



1    FTE Consulting Instructor 

Classified Learning Assistance:


3 FTE Instructional Assistance: 1 Language Arts,  1 Computer Technology, and 1 Math Lab

_________

4   FTEP

III.       SUPPORT PERSONNEL

 2392 – Unclassified Non Instructional (Student Workers): 

Non instructional student workers work at the checkout counter and furnish students with equipment and materials for A/V viewing as well as monitor and retrieve computer printouts, and complete other tasks in the Center. Student workers work a maximum of 25 hours a week. 

2492 – Unclassified Instructional (Tutors):

Instructional Assistants (tutors) are provided for students enrolled at the College “free of charge”. Tutoring sessions are conducted on a 1:1 basis or in groups. Students must request a tutor in writing, on the Center’s Tutor Request Form. Tutor and student are then matched according to subject matter and time constraints.  Students seeking employment as peer tutors must be currently enrolled in 6 units of study, at the College, earning a “B” or higher grade  in subject matter course, and submit a written recommendation from the course instructor.

Table 1.  Number of Student Assistants

	Year

Session
	2002
	2003
	     2004
	2005

	
	Spring
	Summer


	Fall
	Spring
	Summer
	Fall
	Winter
	Spring


	Summer
	Fall
	Spring
	Summer
	Fall

	Tutors 
	7
	7
	7
	7
	5
	12
	3
	7
	2
	6
	12
	5
	10

	Counter workers 
	7
	4
	7
	7
	3
	6
	4
	8
	4
	5
	6
	2
	6

	Total
	14
	11
	14
	14
	8
	18
	7
	15
	6
	11
	18
	7
	16


Note.   Numbers for tutors include those working in specialty labs.

Hours of Operation:

Monday - Thursday 8 am - 8:30 pm, Friday 8 am - 2 pm and Saturday from 9 a.m. - 2 p.m.   

IV.

COURSES/DESCRIPTION:  (see attached syllabi)
There are two course taught in the LAC:

1.
 Education 6A: Methods and Materials of Tutoring Methods and Materials of Tutoring 
  Top Code: 2204

Average Class Size: 5

  Retention Rate: 100%


2. 
Supervised Tutoring:  Tutor 001 
Top Code: 4930.99

Average Class Size: 2615 



Retention Rate: Variable

 Table 2.  Positive Attendance

	Semester
	Fall 2004
	Fall  2003
	Fall 2002
	Fall 2001

	WSCH
	1424
	3,116.00
	4,016.70
	711.90

	FTES
	57.0
	103.87
	133.89
	23.73




 From: Isaksen, L. (2004). Los Angeles Harbor College Institutional Research Enrollment 



and Demographic Characteristics by Subject  - Fall Semesters 1998, 1999, 2000, 

2001, 2002, and 2003.

Los Angeles Harbor College (2005). Fact Book &Planning Resource Guide, Fall 2004 Efficiency Data, p.37.

V.
LABS:
The LAC provides funding support (for student workers) and monitor positive attendance for the following labs.
1.
Computer Science Information Technology (CIST)






2.
Computer Information Systems (CIS)


















3.
Drop-in tutoring by appointment TBA



Math



Writing






Nursing

ACADEMIC LABS: 


1.
The Literacy Center.
This lab utilizes the New Century Integrated Instructional System for diagnostic and prescriptive curriculum methods. Individual instruction in reading, writing, Language Arts and math are offered for Developmental Communication courses 37, 37Y, and 37Z in this lab.

2. The Writing Lab. 

The Communication Division manages this lab to help students with writing assignments by offering students extended individual writing conferences. Students receive tutorial assistance with common writing concerns such as organization, clarity, grammar and mechanics as well as computer access for word processing and online research. Assistance is provided on a walk-in basis or by a mutual agreed predetermined time. 

English 67 is integrated into the writing lab to assist students in improving composition skills for all courses requiring the completion of written assignments including essays, laboratory reports, and library, research, and term papers. Emphasis is placed on organization, spelling, punctuation, grammar, and mechanics.


3.
French Language Lab.

French 101 is a mediated independent course coordinated in the language lab. In this lab students improve their reading, writing, speaking and comprehension skills by working with computer, video, and audio materials.

4.
Spanish Language Lab. 

Spanish 101course uses audio tapes to enhance instruction. Students must be enrolled in a language course to access the tapes. Spanish tapes for this lab are reserved for students at the checkout counter. The tapes correlate with course textbooks and course instructors review and update the selection of tapes as needed.

5. Math Lab. This lab is managed by the Mathematics Division and provides “walk-in” and group tutoring for students enrolled in basic and other math courses. 

SERVICE AREAS:
The LAC strives to maintain hours of operation that are congruent with student availability and       provide a menu of instructional support curricula across disciplines. 

Open Access Computer Lab. This lab is located in room 105A and is used by students to do homework assignments and access email, financial aid applications, and course grades. The lab houses 37 Dell Computers. 

Checkout Counter. From this area student can access audio/visual materials and numerous self-paced programs. 
     Table 3. Service Area: Number of Students Served - Semester/Week 

	Year

Semester

Service Area
	2002
	2003
	2004
	2005

	
	Spring
	Fall
	Spring
	Fall
	Spring
	Fall
	Winter
	Spring

	Computer Lab
	
	
	7005

437.8
	6446

402.8
	7243

452
	8979

561.1
	2104

421
	10,646

665

	Study Area
	6654

443.6
	8979

561.1
	7005

437.8
	2197

156.9
	6895

430
	5894

368
	834

167
	8000

500

	Tutoring 

Requests
	304

16.8
	399

22.1
	395

24.9
	354

22.1
	410

25.6
	399

22.1
	
	306

19.1

	A/V 
	1043

65.2
	1352

85.4
	1775

110.9
	1804

112.75
	3495

218.4
	1352

85.4
	125

21
	694

43.4

	Literacy 

Center 
	2458

175.5
	2466

176.1
	2215

147.6
	2197

156.9
	1908

146
	2466

176.1
	closed
	4037

269

	Math

 Lab.
	2877

191.8
	3071

204.7
	2093

149.5
	
	
	
	
	

	Writing Lab.
	624
   34.6 
	332

23.7
	377

26.9
	
	
	
	
	


Note.  Student numbers duplicated: A/V= viewing and recording/cassette tapes.  Peer Tutor 
Requests  = all subjects. 


PROGRAM SUMMARY

To maintain instructional support services across disciplines as well as maintain an environment conducive to student learning are ongoing endeavors that require continuous support from both the institution and staff members. The major strength of the LAC instructional support services is a dedicated hard working staff that is committed to both the College and the LAC mission. 

Two major areas in the LAC that need strengthening are the physical environment and equipment and materials for student learning. First, environmental conditions due to the aging infrastructure of the Learning Resource Center as well as structural deteriorations present daily challenges for the department and the College.  

The LAC needs secluded study areas. Currently, study areas are exposed to high traffic and noise due to the study areas close proximity to two classrooms and the open access computer lab. Exit doors need quiet closures installed. An aesthetic make over (lightening, painting, new table & chairs, flooring, etc. is needed as well as the Center’s bathrooms are in need of repairs and general upgrades. The checkout counter exterior is peeling and the carpet in front of it needs replacing. All of the situations and concerns are addressed daily.

Second, equipment and instructional materials supplied by the LAC and used for student learning are functional but outdated. The Center’s 2004 Student Survey revealed that 86 of 137 (63 percent) students agree with the statement “equipment in the LAC is functional but outdated”. Academic divisions with labs in the center maintain responsibility for course specific materials and updating these materials as needed. Whereas, some materials supplied by the Center such a Student Study Guides date back as far as 1972. The predominate learning media that students use in the center is VHS formatted audio-visuals and cassette tapes. Media sound is transmitted through vintage earpieces. 

Generally, areas in the LAC that need strengthening are those areas that are directly related to budget constraints. However, to provide quality tutorial and other instructional support services across disciplines; the LAC needs a dedicated budget for:  

· a minimal of 15 tutors/semester.

· reinstituting the Supplemental Instruction Program.

· maintaining equipment in good repair and updating checkout counter materials.

· purchasing small equipment such as tapes, recorders, computer mouse

LAC Unit Goals 2005 – 2006 

	Priority
	College

Strategy
	Objectives
	Activities/Tasks
	Resources
	Cost

	1
	1.1

1.3

2.4
	1.  Provide sufficient and appropriate  computer access in all LAC labs to support academic programs across the disciplines.
	Retire and upgrade computer on a regular basis, e.g. every three years.

Outcomes: 8/2004 - Computers in Rm. 105A upgraded. Software updated annually.
	Regular IT Faculty

	

	1
	1.1

1.3

2.5
	2.  Maintain dedicated “Open access lab”.

    Purchase scanner for student use.
	Provide 45 computer stations for student use.

Outcomes: Sept. 2005, 37 stations dedicated for student access.

        8/2004 - Scanner purchased.
	Prop A funds.

Bloc Grant.

Program 100 Funds.

IT Staff.


	

	1
	1.3

6.2

6.3
	3. Provide office space and furniture in the LAC for all needed Personnel: LAC Director, 2 Basic Skills Instructors, and four instructional Aides to assure adequate coverage of the LAC days, evenings, and weekends  by Fall 2005
	Management of and support for LAC labs and programs.
Outcomes: 8/2005 - Office space and furniture provided for the LAAC Director, and for the math and computer Labs Instructional Aides.

Winter 2005 - ISA hired for math lab- provides evening and week-end “B” shift coverage. 
	Prop A 

 Program 100 funds.


	

	1
	1.1

1.2

1.3
	4. Expand tutor-training program to accommodate increasing campus needs by 12/05.
	Secure funding for 15 tutors and 4 student assistants for regular tutor program. 
Seek funds for reinstituting SI program. 
Outcomes: Summer & Fall 2004 VTEA          funds ($12,00.000) used to pay tutors.

11/3/04 SI proposal submitted to FIPSE. Competition was  cancelled due to insufficient appropriation. 


	Program 100 and      alternative funding
LAC Director, Clerical Support
	Tutors:

$48,660.00

Student Assts.

$12,944.00

 SI - Start-up cost ---------- supervisor, instructor  & 2 tutors 

$10,615.96 


	Priority
	College

Strategy
	Objectives
	Activities/Tasks
	Resources
	Cost

	1
	1.1

1.2

1.3

6.1

6.2
	5. Improve LAC by adding space for videos viewing rooms. Increase space for housing checkout audio-visual collection for campus-wide use.


	Assist academic programs by providing required materials and space to house them.
Outcomes: New LRC building plans ongoing
	 Prop A Funds

LAC Checkout Counter

staff (student workers).
	

	   1
	1.3

2.2

2.3

2.5

4.2

6.1

6..2

7.2

7.4
	6. Prepare a budget that supports- 

· ongoing personnel needed to support the LAC.

· maintaining and upgrading computers on a regular schedule(e.g. every 3 years).

·   equipment purchases and maintenance.

· updating self-paced programs as needed.
	Facilitate awareness of need for classified personnel for “B” shift and Saturday.

Monitor for system/program failures.

Assess equipment functions and repair needs.

Elicit opinion from faculty, student, and staff in regards to LAC services and needs.

Outcomes: Winter 2005 - ISA hired for math lab (see objective #6).

                  Other activities ongoing.


	Clearance Committees

Computer Tech.

Regular IT Staff

Staff

Division Chairs


	

	1


	1.1

1.2

1.3

2.2

3.2
	7.   Provide effective training for peer tutors.
	Assess trained tutors for degrees of satisfaction with training.

Assess student’s degrees of satisfaction with training.
Outcomes: Assessment ongoing

	Tutor and student survey responses.
	

	2
	1.3

2.5

6.1

6.2

6.3
	8.    Provide an aesthetically pleasing and safe environment conducive to learning.


	Monitor noise levels (cell-phone use, social interactions, high traffic areas, etc.).

Monitor and report extreme temperature changes.

Assess for environmental hazards (frayed carpets, broken furniture and equipment, foul odors, etc.).

Request paint for checkout counter.
 Outcomes:  Monitoring ongoing.

	Student survey

Staff

Administration and plant facilities
	

	Priority
	College

Strategy
	Objectives
	Activities/Tasks
	Resources
	Cost

	3
	1.3

5.1

5.2

7.3
	9.  Provide accurate and appropriate tutorial services information to students, staff, and community.
	Assess for evidence and source of 
awareness.

· Amount of information available

· Variety of types of information available.

· Frequency of distribution

· Appropriateness for intended audience
Outcomes: Activities ongoing.
	Flyers

Student Handouts

College Web-site

Memos to faculty

Schedule of classes

Brochures

Opinion of students administration, staff, and Faculty.
	







Behavioral Science Division

Methods and Materials 

Of 

Tutoring

            [image: image1.wmf]
[image: image31.wmf]
TABLE OF CONTENTS





Page

I.
Course Description 
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
3

II.
Learning Objectives

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .4

III.
 Student Learning Outcomes  
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . …….  4


IV.
Definitions

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
5

V.    
Schedule of Activities  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
6

VI.
Tutor Service Guidelines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
7

VII.
Tutor’s Code of Ethics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
8

VIII.
Tutee’s Bill of Rights
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
9

IX.
Tutor Bill of Rights
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
10

X.
Expectations: Tutors & Tutees  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
11

XI.
Positive Effects of Peer Tutoring . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
12

XII.
Collaborative Learning . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
13

XIII.      Tutoring Cycle 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
14

XIV.
Assessment Methods   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
15

XV.
Learning Styles 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
15

XVI.
SQ3R Study System
  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
17

XVII.
Socratic Questioning    . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
17

XVIII.
LAC Learning Resources . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
18

XIX.
Special Challenges Worksheet  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
19

XX.
Tutoring Guidelines   
  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
20

XXI.
Course Evaluation 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
21
Name of Course: 
EDUCATION 6A – METHODS AND MATERIALS OF TUTORING (CR/NCR)  0.5 Unit: 

Meeting Time:
TBA:
2-Hours/week: 5 Weeks

Location:

TBA

Instructor:

Evelyn Portis, Ed.D; LAC 114, 310-322-4240 portise@lahc.edu 

Instructor Assistance:
Laurie Roberts, BA

  310-233-4149 robert1@lahc.edu
Course Description:
This is a modular course consisting of instruction in tutoring techniques, group dynamics, interpersonal skills, record keeping and tutorial organizational skills. Student tutors will be able to tutor concurrently with instructor’s permission.

Prerequisites/ and


/or co-requisites:
Currently enrolled and in good standing at the College and an recommendation from an academic faculty member.

Required 

Textbook:
None

Audio-visual:

1.
Introduction to Tutoring 

2.
Managing Group Tutorials

3.
Bridging Cultural Gaps

Supplies:
Note-taking supplies. Personal email address and internet access through a private provider.

Attendance 

Policy:
The student is expected to attend every class meeting. Pre-registered students who do not attend the first class meeting forfeit their right to a place in the class. Students who are absent from class must notify the instructor.

Grading

Policy:
This is a credit/no credit course. Credit is earned from attending 10 


classroom sessions; participating in classroom activities; and completing designated performance evaluation activities for four modules.

Evaluation:
To receive credit for this course the student must:

a. Attend all class sessions.

b. Be punctual.

c. Participate in tutor-training group activities including discussions, role-playing etc.

d. Complete all assignments including writing legible and accurate records.

e. Conduct all tutoring sessions in the LAC during normal operating hours.

Special

  Accommodation:
See General Catalog: Student Services
LEARNING OBJECTIVES:

The student will acquire and apply effective tutoring techniques and skills to successfully tutor students in tutor’s chosen subject by

1. Differentiating between tutee and tutor roles.

2. Describing tutor and tutee rights.

3. Discussing expectations of tutors and tutees.

4. Applying tutoring techniques to student’s chosen subject.

5. Describe Collaborative Learning Principles.

6. Discuss the tutoring cycle and describe its phases.

7. Demonstrating familiarity with materials and equipment available in the Learning Assistance Center and use those resources in the tutoring process.

8. Exploring the basic intent for tutoring and the demands of the tutoring function on the tutees and tutors.

9. Conceptualizing tutoring behaviors.

10. Identifying and discussing own preferred learning style.

11. Discuss problems and concerns that are inherent to tutor’s role.

12. Exploring techniques for engaging tutee in tutoring talk.

13. Applying individual tutee learning style preference to tutoring techniques.

14. Relating methods for working effectively with diverse student populations.

15. Discussing the SQ3R Study System.

16. Describing five (5) steps for assessing tutee understanding/readiness to learn.

17. Examining effective listening and communication skills.

STUDENT LEARNING OUTCOMES:


Upon completion of this course the student will:

1. Demonstrate a basic understanding of the principles of tutoring: 

2. Apply Collaborative Learning Principles to tutoring concepts.

3. Relate the tutor role to the tutee learning style preference.

Student Learning Outcomes Cont’d

4. Demonstrate knowledge of required paperwork.

5. Organize 1:1 peer and group tutoring sessions.

6. Design tutorial strategies based on learning style preferences. 

7. Evaluate tutee progress.

8. Use appropriate assessments methods to determine tutee progress.

9.
Demonstrate effective techniques and skills for tutoring students belonging to culturally diverse groups.


10.
Demonstrate appropriate use of tutoring materials and resources.

DEFINITIONS:


PEER TUTORING

One-on-one individual learning sessions based on the following research: 

1.
Students needing help identify more easily with theirs peers.

2.
Peer tutors explain concepts in the student’s language

3.
Tutors provide a positive role model for struggling students

4.
Tutors offer individual personal help not possible in a classroom setting.

GROUP TUTORING

Group tutoring has much in common with regular peer tutoring. The goal is to help a students become independent learners. However, in a group, there is less time to focus on individual learning difficulties.

Phi Theta Kappa Society (1990). Miami-Dade Community College (North Campus), Tutoring handbook
SCHEDULE OF ACTIVITIES:

	Week
	Session # 1 
	Session # 2



	 #1

Date: TBA

Time: TBA
	Orientation: Introductions; Paperwork, Health requirements, etc. 

Learning Assistance Center: Student Resources
Film/Discussion: Introduction to Tutoring

Tutor’s Code of Ethics 

Tutor/Tutee Bill of Rights and Expectation
	Collaborative Learning Assumptions 

Tutor Cycle (12 Steps) 

How to Begin Tutoring Session

How to assess student’s level of understanding/readiness



	#2


	Tutoring a Process of Involvement:

Film/Discussion: Managing Group Tutorials 

Interpersonal Communication Skills:

Attending

Listening
	Developing Cultural Awareness:

Film/Discussion: Bridging Cultural Gaps



	#3


	Tutoring Situations/Challenges 

Study Skills

Problem Solving Techniques

The Socratic Methods in the Tutoring Cycles

SQ3R Study System
	Role Playing: Tutor Cycle



	#4
	Tutoring Strategies 


	Individual Learning Styles/Needs

Self-Assessment



	#5
	Review/ Discussions
	Final Course Activities:

Course Evaluations













TUTORING SERVICES GUIDELINES










[image: image2.wmf]
3.
Tutors are not to exceed assigned work hours. Tutors are paid by the hour not by 
the number students tutored.

4.
Must notify the coordinator or director if he/she is unable to attend any scheduled session.

5.
Tutors can be suspended or dismissed from the program for

· excessive absences (more than 5 hours / semester). 

· excessive tardiness (more than 20 minutes for three times / semester) to training meetings or tutoring sessions.

· failure to be courteous and helpful to tutees.

· ethical violations such as manipulation of reporting/documenting actual time spent tutoring tutees.

*

MUST GIVE A ONE WEEK NOTICE WHEN LEAVING THE PROGRAM

[image: image3.wmf]
TUTEE'S BILL OF RIGHTS

EVERY TUTEE HAS THE RIGHT TO:

· a tutor knowledgeable in the subject and trained in effective tutoring techniques that will practice patience, positive reinforcement, and encourage the tutee to become an independent learner.

· the respect of his/her tutor and tutorial staff with appreciation for differences of


ethnicity, race, gender, and age.

· be accepted as an individual by his/her tutor without personal judgments or


comparison to others

· learn strategies for effective study and exam preparation.

· make final decisions regarding his/her work.

· expect sessions that begin on time with the attention of the tutor for the entire tutoring time without interruptions.

· be informed when a problem arises with the tutor.

· confidentiality of tutoring sessions.

· expect the tutor to come to sessions alcohol- and drug-free.

· expect the tutoring center to maintain appropriate rules to promote effective tutoring such as scheduling, cancellations, space, noise, conduct, rules of dress and cleanliness.

TUTOR BILL OF RIGHTS
EVERY TUTOR HAS THE RIGHT TO:

· learn effective tutoring techniques: learning strategies, communication skills, and ways to reinforce learning.

· be treated with respect by the tutee and tutoring staff and to appreciate differences of ethnicity, race, gender, and age.

· be treated as a tutor, not as an instructor or instructional assistant

· expect the tutee to come prepared for work and to focus on subject matter during the tutoring sessions; dismiss a tutee for being habitually unprepared.

· expect sessions to begin on time with the attention of the tutee for the entire tutoring time.

· be comfortable telling the tutee, "I don't know, but I will find out."

· confer with an instructor regarding coursework or expectations.

· refer problems to the supervisor and be informed of the results.

· refuse to do a tutee's work, but always encourage the tutee to become an independent

· learner.

· expect the tutee to come to session’s alcohol-and drug-free.

· expect the tutoring center to maintain appropriate rules to promote effective tutoring,

· such as scheduling, cancellations, space, noise, conduct, and standards of dress and cleanliness.

EXPECTATIONS OF TUTORS AND TUTEES

YOU ARE EXPECTED TO 

· recognize and respect differences in culture, race, and gender found among the large variety of peoples coexisting on a college campus.

· know, understand and act upon rules and regulations regarding scheduling and cancellations of sessions set forth by your tutoring center.

· fill out necessary forms required by your tutoring center.

· you come prepared to each tutoring session.

· focus entirely on subject matter during tutoring session.

· keep noises, spatial arrangements, lighting to an appropriate level for the learning environment .

· treat with respect those with whom you come in contact.

· come to session’s alcohol and drug free.

· attend sessions with appropriate dress, behavior, grooming and cleanliness.

POSITIVE EFFECTS OF PEER TUTORING
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· Overall learning among students is increased.

· Students learn how “to learn” in a social situation.

· Students gain increased confidence in their ability to think.

· Students become more respectful of each other’s ideas.

· Peer pressure begins to support academic activity.

COLLABORATIVE LEARNING

Collaborative learning is a process in which two or more persons work together to carry out a learning task, solve practical problems, and formulate and define abstract concepts. Through conservation, the learners seek to arrive at a shared understanding of the materials at hand by 

· explaining individual insights

· discovering and admit differences of opinion

· asking questions to better understand the other’s viewpoint

· striving to gain an area of mutual understanding

ASSUMPTIONS

1. Learning is an active, constructive process

2. Learners are diverse

3. Learning is inherently social

4. Learners need to be involved

TUTORING CYCLE

1. GREETING AND ESTABLISHING A POSITIVE CLIMATE AND ENVIRONMENT

2. IDENTIFICATION OF TASK

3. SET AN AGENDA FOR THE SESSION

4. IDENTIFICATION OF THOUGHT PROCESSES/SKILLS UNDERLYING THE TASK

5. BREAKING THE TASK INTO SMALLER PARTS

6. ADDRESSING OF THE TASK

7. TUTEE SUMMARY OF CONTENT

8. TUTEE SUMMARY OF UNDERLYING THOUGHT PROCESSES

9. CONFIRMATION

10. WHAT’S NEXT?

11 NEXT SESSION ARRANGING AND PRE-PLANNING

12.
CLOSING: GOOD-BYE

Maxwell, R. & Weilacher, G. (1992). Peer Tutoring. Pennsylvania State University.
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1. Don’t Make Assumptions: Ask about tutee’s educational background.

2. Find Out: Determine basic skills or information that tutee needs to be successful.

3.
Be Realistic: Provide truthful information

4.
Be Gentle: Try not to hurt the tutee’s feelings

5.
Be supportive.


LEARNING PYRAMID 



 
Average Retention Rates
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LEARNING STYLES:

	Learning

Style


	Cues


	Learning Strategies



	Visual
	· Needs to see it to know it

· Strong sense of color

· May have artistic ability

· Difficulty with spoken directions

· Overreaction to sounds

· Trouble following lectures

· Misinterpretation of words
	· Use graphic to reinforce learning

· Color code to organize notes

· Write directions

· Use flow charts

· Use visualization

	Auditory
	· Prefers to get information by listening

· Difficulty following written directions

· Problems with writing

· Difficulty with reading

· Inability to read body language and facial expressions
	· Use tapes

· Participate orally in discussions

· Have directions read aloud

	Kinesthetic


	· Prefers hands-on learning

· Can assemble parts without reading directions

· Difficulty sitting still

· Learns better when physical activity is involved

· May be well coordinated and have athletic ability
	· Experiential learning activities

· Frequent breaks 

· Trace letters and words to remember fact and spelling

· Use computer reinforce – touch

· Express abilities through dance, drama, gymnastics, etc


LEARNING STYLES / MODALITIES

Visual – learn by seeing things

Auditory – learn by listening

Kinesthetic / tactile – learn by doing things

*Most people learn best when they use a combination of styles.

Note.

The Learning Assistive Center uses the Kolb’s (1999,) short 12 items and self-score Learning Style Inventory (LSI3) to assess student’s learning styles.
THE SQ3R STUDY SYSTEM

1. SURVEY  the materials before actually reading it

2.
Formulate QUESTIONS about what you will be reading

3.
READ the goal of finding answers to your questions

4.
After your reading, RECITE to yourself the answers to the questions

5.
REVIEW for long-term retention and understanding


SOCRATIC QUESTIONING

1. Questions of CLARIFICATION

2.
Questions that probe ASSUMPTIONS

3.
Questions that probe REASONS and EVIDENCE

4.
Questions about VIEWPOINTS or PERSPECTIVES

5.
Questions that probe IMPLICATIONS and CONSEQUENCES

6.
Questions about the QUESTION

THE LEARNING ASSISTANCE CENTER:  LEARNING RESOURCES
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COMPUTER ACCESS LAB
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THE LITERACY CENTER
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THE WRITING LAB
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MATH LAB
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SPECIAL CHALLENGES WORKSHEET:

	Challenges
	Behavioral Cues
	Helping Interventions



	The Hopeless


	
	

	The Baffled


	
	

	The Miracle

Seeker


	
	

	The Resisters


	
	

	The Evaders


	
	

	
OTHERS
	
	

	
	
	


GUIDELINES ON HOW TO GET THE MOST OUT OF TUTORING

COME PREPARED

1. Do whatever homework you have been assigned to the best of your ability before you come to see your tutor; you will then be better prepared to point out the areas in which you need the most help.

2. Bring all relevant materials: Syllabus, assignments, paper, notes, books, etc.

3. Come with a clear sense of what you want to accomplish during your tutoring session. Since you may only have 45 minutes with your tutor, you can spend this time in the most productive manner if you are prepared to tell your tutor how s/he may help you.

4. Write down any specific questions you want to be sure to cover.

PARTICIPATE ACTIVELY IN YOUR TUTORING SESSION

1. Speak up. This is your time to talk about your schoolwork. If you have questions or confusion, be sure to speak up and let your tutor know how s/he may help.

2. Be active rather than passive and/or aggressive. You will learn more from doing rather than just listening. Be willing to take notes, make an outline, solve a problem, or draw a diagram with your tutor.

REMEMBER THAT TUTORS ARE NOT ALLOWED TO DO YOUR HOMEWORK

You are responsible for completing all your homework. Your instructor needs to see what you are capable of doing so that they can better help you. Your tutor can help you with any problems you may be having with an assignment, however s/he has been instructed not to edit your papers, solve your problems, or complete worksheets.

RESPECT RIGHTS OF OTHERS


You are responsible for following the center’s rules governing appropriate behavior and conduct. Your tutor will ask you to leave an individual/or group session if s/he deems your behavior and/or demeanor /attitude is interfering with the tutoring session.
LOS ANGELES HARBOR COLLEGE

Behavioral Science Division: Education 6A: Methods and Materials of Tutoring

STUDENT EVALUATION OF COURSE

Please complete this evaluation to assist the instructor in making the course as valuable as possible for student learning. Suggestions as to how to increase understanding of the course content and activities will be appreciated. Signature is optional. Review the rating scale and circle the number that most closely reflects your opinion about the preceding statement. Thank you.


CONTENT:

1. Knowledge gained from the course is sufficient 

for tutoring peers.





5
4
3
2
1

2. Communication skills learned during the course

     
encourage positive interpersonal relationships


with peers.






5
4
3
2
1

3.       The sequence of activities presented provides

           a foundation for the development of more advanced 

           peer tutoring skills.





5
4
3
2
1

INSTRUCTIONAL METHODS/MATERIALS:

4.
The variety of learning materials provide sufficient


learning experiences for tutors.




5
4
3
2
1

5.
As the course progresses the topic reinforced one


another.







5
4
3
2
1

6.
Materials are up to date.





5
4
3
2
1

INSTRUCTOR EVALUATION:     NAME   ________________________________________________

The Instructor:

7. 
Has knowledge of subject area.




5
4
3
2
1

8.
Relates knowledge to situations.



5
4
3
2
1

9.
Delivers materials appropriately (voice, tone, rate, etc.)
5
4
3
2
1

10.
Is available for student guidance and consultation.

5
4
3
2
1

COMMENTS:___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

ED 6A Course Syllabus –Revised Fall 2005/EP



SUPERVISED TUTORING

TUTOR 001
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LOS ANGELES HARBOR COLLEGE

Learning Assistance Center

MISSION:
The mission of the Learning Assistance Center is to provide instructional support that promotes the development and success of students. Instructional support is facilitated through collaborative learning principles, peer tutors in content area courses, computer–assisted instruction, resource depositories, and basic skill labs including math, reading, and writing. 

GOALS:

Goals of the Learning Assistance Center are to:
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provide instructional support services that nurture student's academic growth.
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provide an aesthetically pleasing and safe environment conducive to learning.
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provide personnel needed to support the LAC.
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provide current equipment that is in good repair (e.g. replace equipment as needed every 3 years).
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Update instructional support materials, as needed.

LOS ANGELES HARBOR COLLEGE

Learning Assistance Center
SYLLABUS

NAME OF COURSE:
Supervised Tutoring: Tutor 001.  Non-credit; 0 units; 10 hrs/ week (maximum).

DEPARTMENT /DISCIPLINE:
Learning Assistance Center / Behavioral Sciences

INSTRUCTOR:
Evelyn Portis, Ed.D.,
LAC Rm. 114,  310-233-4240, portise@lahc.edu
TUTOR COORDINATOR:

Laurie Roberts, BA, Instructor Assistant Language Arts, 



310-233-4149, robertll@lahc.edu
COURSE OVERVIEW: To enhance student learning, this course provides tutoring in a designated subject area(s) using course textbook (s) and other related materials. Upon faculty/counselor referral, tutorial activities are provided for both programming and drop-in tutoring labs. Tutoring, by appointment for designated subject area(s), is also offered. Cumulative progress and positive attendance records will be maintained for this non-credit, open entry/open exit course. No tuition will be charged, nor will grades be received for enrollment in this course. This course will not appear on the student transcript.

PREREQUISITE: 

1. Enrollment in other college courses.

ENROLLMENT:

1. All students will be referred to the course by an academic faculty member or counselor.

2. Faculty/counselors will complete and sign an add slip and/or a Tutoring Referral Form for each student to enroll in the course. An add slip is the preferred method for enrolling a student in this course. However, based on individual student needs the Center’s Tutoring Referral Form will also be accepted. 

3. Students will submit add slips or tutoring referrals forms to the LAC Director or Tutor coordinator.
Enrollment Cont’d

4. A course syllabus will be given to students enrolled in the course. 

ACTIVITIES:
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Tutoring activities will take place during the entire semester.  
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All tutoring activities will be conducted in the Learning Assistance Center under the supervision of the Learning Assistance Director.
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Peer Tutors will be recommended by an academic faculty member or counselor.
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Peer Tutors will complete the Tutoring Orientation Module (Methods and Materials of Tutoring Course) training prior to conducting the first supervised tutorial session.  
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Tutoring activities will be scheduled by peer tutors with assistance from the LAC staff.

[image: image23.png]



Frequency and duration of tutoring sessions will be based on tutee’s needs.
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Group of students will be tutored whenever schedules permit. However, based on student needs, individual tutoring will be conducted.

· Individual student tutoring needs will be based on faculty/counselor referrals, course grades, and student’s self assessment. 

COURSE / LEARNING OBJECTIVES: based on the designated course objectives and individual student needs, the student (tutee) will participate in peer tutoring activities by

1. interpreting personal study skill habits.  

2. practicing study skill strategies for organizing time, concentrating on subject matter, listening, improving note taking, reading comprehension, and preparing and taking tests.

3. participating in group activities.

4. practicing positive self-image skills.

Course / Learning Objectives Cont’d
5. planning future academic goals.

6. applying basic critical thinking skills.

7. applying study skills to courses currently taking.

8. engaging in peer group discussions.
9. applying technological resources that facilitate learning.

10. mastering course content/materials as prescribed in the course syllabus.

STUDENT LEARNING OUTCOMES:

Upon completion of this course, the student will be able to:

1. Apply study skills to designated subject(s) using textbooks and other classroom related materials.

2. Perform independently in the required study area.

3. Achieve established academic goals of required subject area as stated in the course  syllabus.

4. Make a positive statement of progress.

5. Demonstrate improved performance in tutored subject (s).

6. Communicate learning needs related to tutoring.

INSTRUCTIONAL MATERIALS: 

1.
Textbooks and materials as required by course.


2.
Handouts: Study Skills



01: Organizing Time


02: Concentration


03: Basic Review Principles







04: Suggestions To Improve Your Listening Skills


05: How to Improve Your Note Taking Skills


06: A Better Way To Read


07: Preparing For and Taking Tests


08: Keys to College Success
3.
Audiovisuals: Section 005 - Study Skills 

001: Class Notes and Preparation 




      002: Critical Thinking

003: Developing Good Study Skills

004: Developing Positive Listening Skills



005: How to Increase Your Memory Ten Times



006: How To Conquer Test Taking Anxiety



007: Successful Thinking Habits



008: Strategies For College Success



009: What Color is Your Thinking Cap

INSTRUCTIONAL METHODS:

Drills and practice, resource  materials, instructional media including CAI, DVD’s, Videos, and CD’s, group discussions, review and evaluation of course assignments and tests, and discussion of texts in response to individual student needs. Under the direction of the Learning Center’s credentialed staff, assigned tutors will
1. assess tutee’s study skills in the designated subject area.

2. provide a peer perspective on course content.

3. provide a limited support system for tutees.

4. refer tutee’s to campus resources as appropriate.

TUTORING GUIDELINES:
Before each tutoring session, the student is encouraged to

1. complete all assigned readings and review lecture notes.

2. bring current syllabus, textbook (s) and note taking materials.


3.
write and bring with you questions related to content/concepts from assigned readings, lecture, etc. 

Students are responsible for showing up on time or canceling their tutoring appointments in a timely manner.  Students who are haphazard in their attendance will be dropped from the tutoring list without notice.
RULES OF OPERATION:

These policies are necessary to maintain a pleasant and workable study environment and to assure the longevity of our instructional materials and equipment.

· Students must adhere to District and College Conduct and Computing Facilities Policy.

· When using lab services, students must log in and out of the center on the computer tracking system.

· Students need a current, valid LAHC Registration Fee Receipt to access materials in the LAC.

· No food or drink, except water is allowed in the LAC.

· Children are not allowed in the LAC.

· Instructional materials may not be taken out of the LAC.
· The LAC maintains a quiet study hall atmosphere – turn off pagers, cell phones, pods, etc.
· Do not write or mark in any of the materials on loan to you.
· Students not being tutored may sit at tutoring tables only with permission of the tutor coordinator.

· Printing is limited to 15 pages per day. 

· Copiers are available in the Library and Seahawk Center.

· Students can get regular tutoring for classes that they are currently enrolled in at Los Angeles Harbor College.

· Report broken, damaged, or defected equipment and deflecting materials  immediately.

· If a fire alarm sounds, gather your belonging and LEAVE THE BUILDING BY DESIGNATED EXITS AND WAIT OUTSIDE AT LEAST 50 FEET FROM THE BUILDING UNTIL THE ALL CLEAR SIGNAL RINGS.

EVALUATION METHODS: Tutees will not receive credit or grades for tutoring sessions. Evaluation of tutoring methods will take place between the Learning Assistance Center Director and individual referral instructors. Student evaluations for the course, peer tutors, and services will be conducted.
LEARNING RESOURCES
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Computer Access Lab
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The Literacy Center
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The Writing Lab
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The Math Lab
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2005 – 2006 Edition


Revised/Fall 2005


Instructor Evelyn Portis, Ed.D








TUTOR


A tutor is a person particularly competent in one or more academic areas who provides personal instruction and guidance to others who are having difficulty learning specific courses. Through the tutoring process students gain self confidence and become independent learners.








Celebration!





�





/Tutoring Schedule: ED 6A Course Syllabus-revised Fall 2005








1.   All tutoring takes place in the Learning Center (except in some lab courses where equipment is required).


2.	Tutors are responsible for notifying the tutorial


coordinator of tutee’s no shows, and drops.











Subject Proficiency and knowledge are a top priority in my task as a tutor.





My major motivation is building my tutee self-confidence.





My tutee receives my total attention.�


The language we share is mutually understandable.





I am able to admit my own weakness and seek assistance





I respect my tutee’s personal dignity and accept them without personal judgment.





I encourage my tutee without false hope or flattery.





I strive for mutual openness and honesty as I tutor.











TUTOR’S





CODE OF ETHICS





ASSESSMENT METHODS:





LEARNING STYLE:


Learning style is a consistent way of responding to and using stimuli in the process of learning.


The pattern of how an individual learns, solves problems, communicates, performs work tasks,


and interacts with others is all included in the ways an individual responds to the world in different ways





		Lecture         		 		5%


					                


                    	Reading     				10%		              


		Audio-visual               		20%





		Demonstration      			30%





		Discussion group        		50%





		Practice by doing 			 75%





    Teach others/Immediate use of learning     90%





CHECKOUT COUNTER





Many audio/visual and film/tape self-paced programs are available in English, ESL, Vocabulary and Spelling, Study Skills, Math, Accounting and many more. Pace, ITV programs as well as other videotapes on Math Anxiety, Algebra, and other topic are available.





Located in Room 105A the Computer Lab offers internet and email access as well as access to financial applications, Income taxes, Grades and Transcripts.





This lab has an integrated computerized reading program, New Century, which can advance student’s reading skills dramatically within one semester. Spelling, vocabulary, and other study skills are available. 





This lab is located in the LAC 104A. This site largely serves students enrolled in English 67. However, any student may get assistance on first come-first served basis.





Located in LAC 105B this lab offers expanded instructional assistance by providing services in the morning, afternoon, and evening hours.





Rating Scale:		5	Strongly agree


Agree


       Disagree


       Strongly disagree 


1            Not applicable
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Checkout Counter





Audio/visual  and self-paced programs are available in English, ESL, Vocabulary and Spelling, Study Skills, Math, Accounting, etc. . Pace, ITV programs as well as other videotapes on Math Anxiety, Algebra, and other topics are also available.





Located in Room 105A the Computer Lab offers internet and email access as well as access to Financial Aid applications, forms for filing Income taxes, and grades and transcripts.





This lab has an integrated computerized reading program, New Century, which can advance student’s reading skills dramatically within one semester. Spelling, vocabulary, and other study skills are available. 





This lab is located in the LAC 104A. This site largely serves students enrolled in English 67. However, any student may get assistance on first come-first served basis.





Located in LAC 105B this lab offers expanded instructional assistance in math and math related subjects.
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