Tutor Information Form

	Name: ___________________________________________________________________________________

Banner ID Number: 000____________​_____

Cumulative GPA: _______

Phone Number:  _____________________   E-mail Address:__________________________________

	
	

	Current Class Year:       Freshman          Sophomore        Junior         Other:  __________________________

Major(s): ____________________________________   Minor(s): _____________________________________

Are you a University Scholar?          Yes            No        Are you awarded Work-Study?   Yes          No

	

	Please check the areas that you are applying to tutor and write your GPA in the particular subject next to it.  If you are applying to be a tutor for more than one subject, please rank them according to your preference, with 1 being your first choice.  All subjects are needed.
___Math

___Statistics
___Computer Science

___Chemistry
___Biology
___History

___Organic Chemistry

___Physics

___Philosophy

___A&P

___Nursing

___Social Work

___Economics

___Accounting
___Political Science

___Finance

___Business Stats

___Theology

___Business Core

___Literature

___Psychology

___Music Theory

___Greek

___Spanish

___French

___Latin

___American Sign Language

___German

___Other

 Comments:____________________________________________________________________________________



	Students applying to tutor Anatomy & Physiology, General Biology, General Chemistry, or Organic Chemistry:  
Do you want to be considered for the Supplemental Instruction (SI) Leader positions?  Yes        No
Please read the attached responsibilities for this position.



	Please indicate when you are available for an interview during the week of April 6-9.  Interviews are scheduled for 30 minutes between 9am-5pm.

Monday:________________                            Tuesday:_____________________

Wednesday:_____________                             Thursday:____________________
Friday:_________________


Please write narrative responses to the following questions:

If you wish, you may write a single essay answering all 4 questions.  Please limit your response to one typed page.  We appreciate your conciseness!
1. Please give an example of a long-term position or situation (such as a job, volunteer, or leadership position) in which you demonstrated responsibility, maturity, and effective decision-making skills.  How did you demonstrate these characteristics, and why did you do such a good job in this position?

2. Everyone has strengths and weaknesses.  What are your strong points for this position?  What would you say are areas that need improvement?  Please share an example.
3. Can you describe a difficult obstacle in your life (not necessarily in class) that you have had to overcome?  How did you handle it?  How do you feel this experience affected your personality or ability?
4. Please describe an activity through which you have helped others.  What significance does this activity have for you?  What reasons do you have behind your service to others?

Please return your application by Friday, March 19, 2010 to:

Learning Assistance Center

Xavier University

3800 Victory Parkway

Cincinnati, Ohio 45207-2612

(513) 745-3280   (513) 745-3387-Fax 

The following page is the reference page.  Please have a Xavier professor in one of the subjects that you are applying to tutor complete this reference.  The reference may contact Stephanie Mosier directly via email (mosier@xavier.edu), phone (513-745-3214), campus mail (ML 2612), or fax (513-745-3387).  
	Office Use Only:
	Application Received: ________/_____/_______

	(     Completed Information Form

(     Completed Narrative Response

(     Completed References
	Reviewed By: _____________________________ Interview:           ___________________________


LEARNING ASSISTANCE CENTER
PEER TUTOR REFERENCE
APPLICANT SECTION:

Please complete this section and ask your reference to complete the reference by Friday, March 19, 2010.                                                                                                                                                              

Applicant’s Name: _______________________________________________________ 

I request that (reference’s name)   _______________________________  complete this form in support of my candidacy as a Peer Tutor.  Under the provisions of the Family Educational Rights and Privacy Act:

(YOU MUST INITIAL BELOW FOR YOUR REFERENCE TO BE ACCEPTED BY THE LAC.)

I have retained my right to access this information: ___________

I have waived my right to access this information: ___________                                                                                                                                                                                     

REFERENCE SECTION:

The Peer Tutors in the Learning Assistance Center are responsible for helping Xavier students improve study skills and performance in classes.  They must participate in all tutor training sessions and tutor meetings and perform any additional responsibilities as needed.  

By virtue of your relationship with the candidate, you may be able to supply important information, which we may not obtain from the application materials or from the interviewing process.  Please help us get to know the job candidate by completing the following reference form and sending it to Stephanie Mosier, LAC Assistant Director, at ML 2612, FAX 745-3387, or mosier@xu.edu, or by speaking with Stephanie at 745-3214.

1. How long have you known the candidate and in what capacity?

2. Please rate the candidate on the following characteristics:

Poor = 1   Fair = 2   Good =3   Very Good =4     Excellent =5

	Approachable
	

	Responsible
	

	Hard working
	

	Team-oriented
	

	Dependable
	

	Motivated
	

	Initiative
	

	Communication Skills
	

	Understanding of Course Material
	

	Mature
	

	Self-confident
	


3. Referring to the previously stated characteristics, please share the one trait you see as their strongest.
4. Please share the one trait the candidate needs to improve.
5. At what level would you recommend this candidate? (circle one)  

      Highly Recommend           Recommend           Recommend with Reservations       Do not Recommend

6. Are there any other things relevant to the position that you would like to share about the candidate?
7. General Chemistry, General Biology, or Organic Chemistry Professors:  Do you recommend this candidate as a Supplemental Instruction Leader?
Thank you for your assistance.  References and Applications are due by Friday, March 19, 2010.  Please send forms to the address above.
Signature:  _________________________________________  Date:  ________________

Job Description

Peer Tutor:  The primary responsibility of a peer tutor is to provide one-on-one tutoring services to students in the subjects that they agree to tutor.   

One-on-one tutoring sessions typically last for one hour each week.  Each peer tutor is expected to tutor at least 5 hours each week, as long as there is a demand for the subject(s) that they tutor.  

In addition to one-on-one tutoring, the LAC offers other services to students, including study groups and drop-in tutoring.  We do select our study group and drop-in facilitators from our team of tutors.  However, all peer tutors are expected to be available to hold one-on-one tutoring sessions.   

All tutors are required to attend an all day training session, approximately 10 hours, held at the beginning of the fall semester.  Tutors are also certified through a national organization, known as the College Reading and Learning Association, after they have completed a certain number of training and tutoring hours.

Tutors are required to attend the mandatory Monday meetings, held every other Monday 1:30-2:30, which is commons hour.

Qualifications

Maintain a 3.3 or higher GPA in the subjects that you tutor.

Maintain a 3.0 or higher overall GPA.  

Have excellent communication and people skills.

Expectations
· Tutor at least 5 hours per week.  

· Develop a professional, honest, caring, and comfortable relationship with clients.

· Schedule, prepare for, and be prompt in arriving to client sessions.

· Complete initial tutor training, which consists of approximately 10 paid hours during the beginning of the fall semester.

· Attend MANDATORY tutor meetings approximately every other Monday at 1:30 PM (commons hour).

· Stop by the LAC office at least twice a week to check mailbox and update schedule.  Check e-mail daily.

· Accurately maintain schedule in LAC scheduling system.

· Follow office procedures and complete all necessary paperwork, including evaluation of each tutoring session.

· Maintain high academic standards, including a 3.3 GPA in subjects tutored and a 3.0 GPA overall.
· Maintain contact with appropriate professor(s) of the courses that you tutor.
Drop-In Tutoring Facilitator

Drop-In Tutoring invites students to stop in during the drop-in hours at any time and ask questions.

Expectations
· Tutor, fulfilling all Tutor Expectations.

· Facilitate at least one Drop-In Tutoring session on a weekly basis (one to two hours a week).  Be prompt and prepared for all sessions.

· Complete necessary documentation of all Drop-In Tutoring Sessions.

· Attend Drop-In facilitators’ training in August or September (approximately one hour).

· Attend all Drop-In tutoring facilitators’ meetings (arranged as needed).  Serve as Desk Assistant for the LAC when you hold Drop-In hours.
· Maintain contact with appropriate professor(s), including visiting them during office hours, meeting regularly and informing them of the attendance of the sessions, and student involvement with Drop-In tutoring.

Supplemental Instruction Leader
Supplemental Instruction (SI) is an academic support program that targets historically difficult classes.  As an SI leader, you will be expected to:
1. Attend SI Leader Training at the beginning of the semester, throughout the semester, and meet with SI supervisor regularly.
2. Attend the Targeted Class, take notes, ascertain requirements for the course, introduce SI to the class and administer surveys, and regularly remind students of the SI sessions—days, times, and locations.
3. Conduct Sessions

· Plan an introduction to the SI session.

· Schedule SI sessions with SI supervisor’s assistance (room locations, etc.).

· Organize the SI with built-in flexibility to the needs of attendees.

· Prepare handouts for SI sessions.

· Hold extra SI sessions when needed, including prior to test.

· Provide closure (e.g., a quiz, a summary, a suggestion for future study).
4. Support Faculty

· SI leaders support classroom instruction in every way.

· SI program is offered only in classes where the faculty member understands and supports SI.
5. Integrate Content and Learning Skills
6.  Collect Data for Program Evaluation

· Collect attendance data at every SI session, i.e. student name, course title, date, and time.  Submit the attendance forms to the LAC within 2 business days.  So attendance from Monday sessions are due by 5 on Wednesday; attendance from Thursday sessions are due by 5 on Monday.
· Administer end-of-term evaluations—beginning, mid-semester, and end of term.









