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Expectations for Tutors

As a tutor with the Center for Academic Performance (CAP), you will meet the following expectations:

1. Serve as a positive representative of UNT Health Science Center and the Center for Academic Performance at all times.  Maintain professionalism at all times.

2. Maintain a 3.0 or higher grade point average while working as a tutor for the Center for Academic Performance.   Tutors must also have a 3.0 or higher in the courses they wish to tutor.

3. Reply to all emails and/or phone calls from CAP within 24 hours.  Understand the importance of communicating often and early.

4. Keep CAP Staff updated whenever contact information changes (i.e. cell #’s, etc.).

5. Be on time and prepared for all tutoring sessions.

6. Conduct all tutoring sessions in a public place (i.e. library, on campus, etc.).

7. Contact CAP Staff if unable to attend a tutoring session. Notify the student and CAP                         prior to the missed session.

8. Maintain confidentiality of student interactions and tutoring sessions.

9. Communicate with CAP Staff when students are not meeting expectations (i.e. being prepared, attending sessions, distracting the group members, etc.).

10. Enter each tutoring session into the Tutor Trac system by the 1st and 15th of each month.




Types of Tutoring
One-On-One Tutoring
· Referred by CAP
· Make student feel comfortable
· Meet in a public place (i.e. library, classroom, etc.)
· Expect students to be prepared with questions
· Assist the student in understanding areas and topics in the course(s) with which they are experiencing difficulty
· Follow up after exams: what worked & what didn’t?
· Serve as content expert offering clarification and questions
· 

Small Group Tutoring
· Referred by CAP
· Tutor 2-5 students per group
· Stay on track- avoid non-related conversations
· Expect students to be prepared with questions
· Assist the student in understanding areas and topics in the course(s) with which they are experiencing difficulty
· Follow up after exams: what worked & what didn’t?
· Serve as content expert offering clarification and questions

Large Group Tutorials (LGT)
· 2-hour review session for the entire class that is held a few days before an exam 
· Open to all students enrolled in the course
· No referral needed
· Cover key learning objectives
· Use multiple teaching styles (i.e. questions, group discussions, etc…)
· Make sure students sign-in
· Create PPT, handouts, or practice questions
· Meet with Course Director or Professors as needed
· Consult CAP as needed

Drop In Tutoring 
· Q & A workstations in the anatomy lab or reserved classroom
· 3-5  tutors available
Core Forums
· Prior to exams
· Open hours with tutors from the GSBS core courses
· No referrals needed


Steps to Receive Tutoring
Step 1 – Student fills out tutor request form and turns in to CAP

Step 2 – Student meets with CAP for a needs assessment

Step 3 -  CAP finds a tutor for the student

Step 4 – CAP sends tutor request to tutor and tutor assignment to student

Step 5 – Tutor contacts student to schedule the first tutoring session


Sample Tutor Request
Hello Al,
 
I have a first year medical student enrolled in Cell Science.  Specifically, she needs help with identifying important points.  

Nita Help nhelp@hsc.unt.edu, (817) 222-1111

Please contact this student to schedule a time and day to meet a maximum of 4 hours per week.  I will send Nita an email letting her know that you will be contacting her to schedule a tutoring session.  

Thank you!
CAP Staff

Sample Tutor Referral
To: Nita Help
Email:  nhelp@hsc.unt.edu 
Effective 8-6-07 your tutor for Cell Science (1st year course) is Al B. Smart.  Al may be reached by email at asmart@hsc.unt.edu.  Although it is the tutor's responsibility to contact the student initially, please contact the tutor to speed up the process.  You are eligible for a maximum of 4 hours of tutoring per week.
Come prepared to your sessions with questions and concerns, and practice active learning.
Please feel free to contact me if you have additional questions.
Thank you!
CAP Staff

How long does a referral last?
· Until the end of a course
· Student will need to meet with CAP Staff at the end of the course they have received tutoring in
· All extensions must be approved by CAP

Getting Paid

· Tutors are paid on the 1st and 15th of each month (or the following business day if it falls on a weekend or holiday).
· Tutors must turn in timesheets on time.  Late timesheets will be processed during the next time period.  Timesheets over a month late will not be accepted.
· You may deposit timesheets in the locked box next to EAD 255.
· If you do not have direct deposit, you may pick up your check at the Cashier’s Office (EAD 270).  The Cashier’s Office will mail all checks that are not picked-up to the address on file with the university. 
· Contact CAP if you have questions regarding your reported hours.
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A Good Tutoring Session

Includes the following:
1. A professional, competent, and prepared tutor.
2. A prepared student with specific questions or areas of concern.
3. A tutor who encourages the student and makes him/her feel comfortable.
4. A tutor who promotes independent learning (i.e. allow the student to do their own work).
5. A tutor who asks questions to find out what the student knows, and what the student needs.
6. A session that supports the student’s learning style.
7. A patient tutor.
8. 1 – 2 hour tutoring session

9. A tutor that follows up with the student.

10.  Listens and allows the student to talk.
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