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Section 1: Overview of DSU’s Tutoring Program
Introduction

DSU’s tutoring program is designed to assist students in numerous courses. Tutors work closely with tutees to help them achieve positive outcomes in their academic careers.  As representatives of the program, tutors will help students to understand course material, plan and organize assignments, develop study techniques, and improve basic skills. No specific formula exists for becoming an effective tutor, but the information in this handbook will answer some of your questions, define responsibilities, introduce tutoring techniques, and provide a basis for success.
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Mundt Library & Learning Commons

The majority of one-on-one and group tutoring takes place at the library.  The tutor desk is located on the north end of the main floor.  Tutoring operates mainly on a walk-in basis, however, students can also contact the Tutoring Coordinator to schedule individual tutoring appointments.  Limited tutoring hours are also available in the Student Success Center.  
[image: image16.wmf]SMARTHINKING (www.smarthinking.com)
SMARTHINKING is an online tutoring program available for all DSU students, both on-campus and distance.  It provides online tutoring in Mathematics (Basic Skills - Calculus II), Writing, Chemistry, Physics, Biology, Intro to Human Anatomy and Physiology, Accounting, Economics, Intro to Finance, Spanish, and Statistics.  Using SMARTHINKING, students can drop in for live tutoring sessions, submit questions for a response within 24 hours, and submit essays for a detailed critique.  To register for a free SMARTHINKING account, students go to http://www.dsu.edu/academics/tutoring/  and click on DSU SMARTHINKING.  They must enter their DSU ID & Password (Example:  dsu\beckp) to create an account.   
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DSU’s OWL (Online Writing Lab)

The Dakota State University Online Writing Lab (OWL) provides writing assistance to DSU faculty and students both on the DSU campus and in remote locations.  Students can request writing assistance or feedback on writing assignments by submitting their essays to OWL@pluto.dsu.edu.  



[image: image18.wmf]Math Center

The goal of the Math Center, located in KC 116, is to create a positive, comfortable learning environment for students enrolled in Math 021 and 101.  Tutors and instructors are available to assist students with questions regarding course content and the MyMathLab software.  Students should ask their instructor for information regarding Math Center tutor schedules.  
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Student Success Center
8 hours of peer tutoring are available in the Student Success Center, (located in the TC Underground).  The Success Center also employs Student Success Assistants to help students with time management, stress management, test anxiety, and study skills.    
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Tutoring Program Goals 
To support students in their academic endeavors, Dakota State University offers free, individualized and group tutoring for all students.  
The goals of the tutoring program are to:

· enhance students’ academic achievement by helping them understand    course content;

· help students develop the skills necessary to become active, independent learners; and

· provide tutors with the necessary training and resources to promote        student success.

New Tutor Training

All new tutors are expected to attend tutor training sessions throughout their first semester of working.  Sessions will be scheduled twice during the first month of school.  Additional individual meetings with the Tutoring Coordinator will be scheduled as needed.  These meetings will be scheduled to address student evaluations or individual concerns.

Attendance at these meetings is required.  If you have a scheduling conflict that cannot be avoided, please make arrangements with the Tutoring Coordinator to reschedule.
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Tutor Training Learning Outcomes

As a result of this training, you will be able to:

· Use productive tutoring techniques that foster active and independent learning.

· Provide learning assistance to students that supports course content and instructional methods.

· Identify and support the diverse needs of individual learners.

· Follow program and college policies and procedures.
Tutor Roles and Responsibilities 

A tutor plays many roles. In general, you will play an intermediary role between the students and the instructors, acting as a bridge between the learning needs of the students and the teaching objectives of the instructors.

Tutors help students to understand course material, plan and organize assignments, develop study techniques, improve basic skills, identify various campus resources, plus provide encouragement and support. 

Specific Tutor Responsibilities:
· Provide academic tutoring to DSU students

· Offer assistance with developing study strategies

· Help students develop the skills necessary to become independent learners
· Assess the student’s progress throughout tutoring sessions

· Participate in tutor training and development sessions

Tutor Qualifications:
· Have successfully completed the course for which tutoring services are being provided or a higher level course in that subject area with a grade of A or B

· Demonstrate knowledge and competence in the subject matter

· Enjoy tutoring the subject for which services are being provided

· Be able to explain concepts to others effectively

· Effectively communicate study strategies to ensure academic success

· Work comfortably with people from diverse backgrounds

· Possess good organizational skills and complete paperwork in a timely manner

· Exhibit patience and positive attitudes in establishing an encouraging learning environment
	The following behaviors enhance your role as a tutor:

· Being prepared for tutoring
· Being on time for tutoring 

· Expressing enthusiasm for the subject being tutored 

· Giving credit or praise for behavior and/or achievement that reflects positive change. 

The following behaviors detract from your role as a tutor:

· Not being prepared or on time for your scheduled tutoring hours
· Turning tutoring sessions into social hour 

· Badmouthing instructors, students, or other tutors
· Being overly critical of your tutee.


Effective Tutors

*On the lines to the left of each statement below, rank the tutoring characteristics from 1-10 with 1 being the characteristic you think is most important for a tutor to possess.

Effective tutors possess each of the following characteristics:
___ 
Content knowledge


___

___ 
A positive outlook


___

___
A desire to help others 

___

___ 
Ability to motivate


___

___ 
Caring/empathy 


___

___ 
Patience



___

___ 
An open mind



___

___ 
Enthusiasm  



___

___ 
Humor          



___

___
Ability to teach at a student’s level
___

*Now go back to the tutoring characteristics listed above.  On the lines to the right of each statement, rank from 1 to 3 your greatest strengths as a tutor.  Rank from 8-10 areas where you need to grow.  What are some ways that you can ensure growth in those areas?
[image: image22.wmf]
Remember:  No specific formula exists for becoming an effective tutor, but the information in this handbook will answer some of your questions, define responsibilities, introduce tutoring techniques, and provide a basis for success.
You are not expected to know all the answers.  If you get stuck, don’t guess.  Let the student know that you will check into it and get back to them, either by e-mail or at the next tutoring session.  Ask experienced tutors or instructors for suggestions on how best to address challenging material.  
Also keep in mind; it is not your job to ensure the student gets an “A” in the class.  You are there to provide students with assistance and guidance and are not expected to earn their grade for them.
Section 1 Follow-up Questions:

E-mail your responses to me at Patti.Beck@dsu.edu.   Responses are due within one week of this training session. 

1. What do you feel are the most important characteristics of a good tutor?

2. Describe any apprehensions you might have about becoming a tutor.

3. In your own career as a student, when have you felt most motivated to learn? 






What factors contributed to your motivation? 






Are there ways you could introduce these factors into your tutoring?

Section 2: Procedures, Policies, and Paperwork
Tutor Regulations

[image: image23.wmf]
Location - All tutoring will take place either in the Library & Learning Commons or the Student Success Center (located in the Trojan Center Underground).

Training – New tutors are required to attend all initial and periodic follow-up group training sessions.  Initial sessions will be scheduled twice a month and will last approximately an hour.  Tutors will be paid their regular wage to attend training.  If you have a scheduling conflict that cannot be resolved, you must notify the Tutoring Coordinator to make arrangements to reschedule.

Tutoring Schedule – Any changes to the initially arranged tutor schedule must be pre-approved by the Tutoring Coordinator.  If a tutor is unable to work his/her scheduled hours, he/she will notify the Tutoring Coordinator (preferably at least 24 hours in advance) so that proper arrangements can be made and tutoring sessions can be rescheduled if needed.  Tutors are responsible for notifying students of their absence via the tutor desk white board.  

Appointment Scheduling – Students will have the option of scheduling individual tutoring sessions.  Students will contact the Tutoring Coordinator who will then notify the tutor (via e-mail) that an individual appointment has been scheduled.  

Tutor Session Web-based Log-In- To log in, go to https://www.secure.dsu.edu/tutoring/
1. I will provide you your individual log-in information.  The information in the Tutor Log database is confidential, so be sure to keep your password secure!     
2. Try a couple of test students first….use all ones (1111111) for the ID for test students.

3. When you’re entering real students, ask them for the Student ID #.  If they don’t know their student ID, use all 9’s to log in the session, but tell them they must have their ID the next time they come in for tutoring! 

4. Fill in as many fields as possible.  The more information we have, the more accurate we can be in analysis of the tutoring program.

5. Once you’ve entered the tutee’s information, click submit to start the session.  Doing so starts the session log, and you will see the message “The session has been added”

6. Click “Return to home”.  You will see the session you just added at the top of the page under “incomplete entries”.  These are the students that you are currently tutoring.  Only your tutees are visible to you under your session log.

7. When a student’s session is done, click “sign off” to log-out that student.  You will be taken to a session review page that says “Please Review and Click the Submit Button below”.  

8. You must click the submit button to complete the log-out process!
9. For confidentiality reasons, when you are done with your shift, or if you have to leave your computer for any reason, be sure to click your “Log-off” button, which closes your tutor log completely.  It is located at the bottom of the page.
Evaluations – Tutors will encourage students to complete an on-line evaluation form after each tutoring session.  Tutors will be asked to evaluate the tutoring program at the end of each semester.

Time Sheets – Online time sheets will be used for payroll, using the SNAP website.  Employees login at http://snap.sdbor.edu/cp/home/loginf .  Watch for e-mail notices regarding timesheet submission deadlines to be sure you are paid on time! 
Tutor Badges – Tutors are required to wear the “Tutor” badge while on duty.  Badges will be stored in the tutor desk when not in use.

Down Time – During down time (when there are no students to help), tutors may study or prepare for tutoring sessions at the tutor desk.  Unacceptable activities during down time include playing games, listening to music or watching movies on your tablets, playing cards, and socializing with friends. 
Individual Meetings - Tutors will meet individually with the Tutoring Coordinator occasionally during the semester.  During these one-on-one meetings, the Tutoring Coordinator will provide results of the tutor’s student evaluations and recommend new tutoring strategies to assist them with increasing their skills in areas where they obtained their lowest scores on student surveys.
Problems/Concerns/Comments – Tutors are encouraged to check in with the Tutoring Coordinator should problems or concerns arise.  Tutors are welcome to communicate with the Tutoring Coordinator at any time regarding strategies to address individual student needs.  Feedback (positive or negative) is always welcome as we strive to continually improve the tutoring program. 
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Tutor Name: 









Subject/Course Covered (i.e., Math 021) 





	
	Strongly

Agree
	Agree
	Disagree
	Strongly

Disagree

	1. The location of the tutoring services is convenient.


	4
	3
	2
	1

	2. The tutor knows and understands the subject matter of this course.
	4
	3
	2
	1

	3. The tutor clearly explained ideas and concepts in a way that I could understand.


	4
	3
	2
	1

	4. The tutor listened to me and tried to understand my questions.


	4


	3
	2
	1

	5.  The tutor was patient with me.
	4


	3
	2
	1



	6.  The tutor suggested ways to improve my study habits.


	4


	3


	2


	1



	7.  This tutoring session increased my understanding of the material.


	4
	3
	2
	1

	8.  I was comfortable working with this person and if needed, I would work with this tutor again.

9.  Overall the tutoring program meets my needs.                                                   


	4
	3
	2
	1


	10.  What did you learn that will help you study more effectively?



	11.  What did you do to prepare yourself for this tutoring session?  Check all that apply:

            Read the assigned textbook chapters.

            Reviewed lecture notes.

            Worked the assigned problems or exercises.

            Identified specific questions to ask the tutor.



	12.  How could this tutoring experience be improved?



	13.  Would you recommend this tutoring program to other students?                    YES               NO


Tutor Evaluation of Tutoring Services

Tutor Name: 





    Date:  











Strongly





Strongly







Agree

Agree

Disagree

Disagree
1. The tutoring site provides a good

learning environment.

Location 1:  Library

  

4

3

2

1
Location 2:  Student Success Center

4

3

2

1

Comments:

2. I have had sufficient training to       

4

3

2

1

work effectively with students.

Comments:

3. I felt comfortable sharing concerns 

4

3

2

1

or asking questions of the Tutoring 

Coordinator.

Comments:

4. Did you find that students needed help with other things besides course content, such as study skills, time management, etc.?

5. What additional training do you need to be a more effective tutor?

6. Please list any suggestions you have for improving tutoring services.

Section 3: Tutoring Skills
Tutoring Do’s

[image: image25.wmf]
Begin with what the student knows 

You will find that learning moves faster when it builds on what the student already knows. Teaching that begins by comparing the old, known information or process and the new, unknown one allows the student to grasp new information more quickly. 

Move from simple to complex 

The student will find learning more rewarding if she has the opportunity to master simple concepts first and then apply these concepts to more complex ones. 

Accommodate the student's preferred learning style 

How quickly and well a student learns depends not only on his intelligence and prior education, but also on his learning style preference. To assess a student's learning style, observe the student or simply ask the student how he learns best. 

You can also experiment with different teaching tools, such as printed material, illustrations, and actual objects, to assess learning style. 
Communicate effectively with students


Use clear and concise examples when working with students. Don’t give them too much 
information – this could be overwhelming. If the student doesn’t understand what you are

saying, try explaining again in another way.

Make material meaningful 

Another way to facilitate learning is to relate material to the student's lifestyle. The more meaningful material is to a student, the quicker and easier it will be learned. 

Allow immediate application of knowledge 

Giving the student the opportunity to apply her new knowledge and skills reinforces learning and builds confidence. Demonstrate a technique (ex. show the student how to solve a complicated math formula), then allow her to try it on her own.
Tell your students how they are progressing 

Learning is made easier when students are aware of their progress. Positive feedback can motivate them to greater effort. 

Reward desired learning with praise 

Your students may have had little success in school and need a rewarding experience.  Focus on what they are doing right.  Help them recognize their strong points and work with them to strengthen their areas of weakness.  
(Adapted from South Dakota State University, Brookings, South Dakota) 

Tutoring Don’ts
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Don’t criticize instructors
Criticizing instructors or making negative comments about any course policy, assignment or teaching style does not help the student.  Having your tutees lose confidence in their instructors will make it more difficult for them to learn, and it may damage your working relationship with the department. Remember that your job is to support the instructors’ work.

Don't do students' work
Your responsibility is to guide, explain, and assist and your aim is to help them become independent learners.  Doing the student’s work will only hurt him in the long run.  
Don't give wrong information
If you don't know something, don't guess!  Tell the student you will check and get back to them.
Don’t guess what the instructor’s expectations are
If your student doesn't understand an assignment and you are unsure about the instructor's expectations, suggest the student discuss it with the instructor.

Don't be judgmental or condescending in any way
Your job is to encourage, not discourage.
Don't assume the role of the instructor
Make sure that students are aware that you are not a replacement for their professor. They need to continue to attend class, complete assignments, etc.
Don’t suggest that a student should drop a class
When circumstances warrant it, you can inform the student of drop dates, but refer students to their instructor or advisors for information regarding grades and withdrawing from class.

Don’t blame yourself when students fail
The very best tutors, like the very best teachers, will still have some students who do not succeed.

	Essential Do’s & Don’ts: 

· Ask questions to stimulate thought rather than supplying all the answers; and when you ask a question, give the student time to respond.

· Listen when a tutee seems to need to talk; however, set a professional tone during the sessions.  Some students are experts in making excuses and/or wasting time.  If a student gets too far off track, bring him back to the subject at hand.
· Structure the session so that the student is doing the work and not simply watching you perform.  Do not become a crutch.  Let him know that he must       put forth an effort in order to benefit from tutoring.  Ask yourself periodically,   "Who is doing the work?" 
· Handle constructive criticism carefully.  Do not ridicule or overemphasize the mistakes your student makes.

· If possible, talk with the instructors of the courses you are tutoring. Obtain copies of the syllabi or textbooks (if available).
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Listening Skills
Think of a time when you felt you were being listened to.  What qualities did the person you were talking with exhibit that made you feel you were being listened to?

1.  













2.  













3.  













4.  













5.  













Was there ever a time when you felt you were not being listened to?  Identify what the person you were talking with was doing to make you feel that you were not being listened to.

1.  













2.  













3.  













4.  













5.  













Listening Skills (continued)

One key to effective tutoring is to ACTUALLY LISTEN to students’ responses. This sounds easy, but it is harder than you may think.  Listening is an acquired skill.  In normal conversation, we don’t really listen to others.  We hear what they say but don’t listen carefully enough to "read between the lines.”  In order to be an effective tutor, you have to slow down and concentrate on what your tutee is saying. Is he/she grasping the concept?  Can he/she explain it easily or does it take some effort?  Is his/her body language saying anything?  In order to get the answers to these and other questions, you must listen carefully and observe purposefully.*
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Effective Listening Qualities**
· Make eye contact

· Use appropriate body language – be aware of how your non-
            verbal cues “speak” for you while you are listening
· Give students feedback 

· Be aware of your tone of voice

· Give head nods and use short attending words

· Reduce distractions

· Give your full attention

· Avoid finishing others’ sentences

· Control your emotions (impatience, irritation, etc.)

· Ask open-ended questions

· Re-state the speaker’s thoughts to ensure good communication

· Listen to what is NOT being said – know when to draw the student out 
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Poor Listening Qualities
· Interrupting when a student is talking

· Doing all of the talking instead of allowing the student to talk

· Rolling your eyes when you become frustrated

· Being judgmental in your attitude
· Typing, messaging, Facebooking, checking e-mail etc. while student is talking
· Yawning

· Answering your cell phone when tutoring a student

· Overloading students with too much information when you respond to their dialogue

*Adapted from Three Rivers Community College, Norwich, Connecticut 
**Adapted from South Dakota State University, Brookings, South Dakota 

Questioning Skills

In order to assess students’ knowledge, it is important that you pose good questions.  You should explain the concepts but be careful not to work too many problems.  Questioning should encourage students to work problems out on their own. 
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Ask questions and listen to the student’s response – avoid asking yes/no questions.
· Ask open-ended questions to encourage independent thinking.  For example:

· "Where do you think we should start?" 
· “What exactly is the assignment?”

· “What specific help do you need with this subject?”
· "What are the steps involved in working this problem?" 

· "What is the definition?" 
· Give the student enough time to answer your questions – do not prematurely interrupt his/her thoughts. This usually means waiting 5-10 seconds after asking a question.
· Ask probing questions to follow up on a student’s response.  For example:

· "What will happen if what you said is true?" 

· "What made you think that?" 

· "What is the opposite of this position?" 

· "You're correct. The answer to this question is false. What would be needed to make it true?" 
· Rephrase questions if the student seems confused. 
· Break your original question into smaller parts. 
View: “Listening” and “Questioning” video clips: http://www.ncsu.edu/tutorial_center/videocontents.html 
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Questioning Exercise: 
In order to encourage the student to think, the tutor should avoid questions with a yes or no answer.  The tutor must also demonstrate patience.  Questions that require thought will take more than the usual 5-10 seconds.  Make the student demonstrate the concept by either working out another example (if it’s math) or clearly showing he understands a particular concept.

 

Suppose a student came to you with the problem below.  How would you help him or her?

 

Example:  Solve for the variable: 5(x + 40) – 6x = 9x 
 

Write down 3 questions that you feel would lead the student to not only the correct answer, but also the understanding of how to work another one of the same type.

 

1._____________________________________________________________________

 

 

2._____________________________________________________________________

 

 

3. ____________________________________________________________________

Dealing with Potential Problems
In an ideal world, this handbook would cover all the information you need to resolve problem situations that may arise from time to time.  Regardless of how prepared you are for tutoring, however, you may still encounter situations that are difficult to handle.  Below are some relatively common student issues.  As a group, list some possible solutions and appropriate responses.
Problem #1:  
The student is never prepared for the tutoring sessions but comes in expecting me to do all the work.
Solution:
























































Problem #2:  
The student wants to sit and chat.  I can’t seem to get him to stick to the subject.
Solution:

























































Problem #3:  
The student does not attend class regularly.  What should I do?
Solution:

























































Problem #4:  
The student didn’t buy the book for her class.  She thinks that because the instructor gives them the PowerPoint presentations, she doesn’t need it.  What should I do?
Solution:
























































Dealing with Potential Problems (continued)

How would you respond to the following student comments?
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"My assignment is due in a few hours.  Will you help me?"

"I've already done my homework.  I just need you to check it for me."

"This instructor is really crazy.  She won't even listen to reason.  I think she's out to get me."

"Nothing works.  I just can't get it.  I study all the time.  I don't know what to do."

Section 4: Conducting Tutoring Sessions
Managing the Tutoring Session

Beginning a Session:
· Greet the student and ask his/her name.
· Sign the student in using the web-based log-in procedures (see pg. 8).
· Be open and friendly.
· Follow up from previous session (if you have helped the student previously).
· Ask probing questions to determine how best to assist the student (see next section).
· Begin tutoring content.
Running a Session:

· Ask questions and listen to the student’s responses. 

· Guide students to find solutions on their own – do not do the work for them.  Ask questions such as these:  
· What do you think? 
· What ideas do you have about that? 
· What has been your experience?
· What do you already know about that? 

· What do you mean by that? 

· Is there another way to view this?

· Can you be more specific?
· Pay attention to the student.  As long as they are able to respond effectively to your probing, continue asking questions.  If they become frustrated or seem lost, you will want to provide more guidance.

· Avoid becoming an “Answer Fairy” - know when to provide support and when to challenge students to work through a problem on their own.
· Have the student explain to you how work through a certain problem or assignment.
· Demonstrate study strategies while covering content areas.
· Provide an interactive environment – engage the student in his/her learning. 

· Encourage the student to take notes to use when studying.
Ending a Session:

· Help the student schedule another appointment, or review when next appointment will be.
· Ask student to complete an evaluation or tell them that an evaluation will be e-mailed to them.
· Sign the student out on the sign in/out sheet.
· Always end the session on a positive note.
Student Assessment
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This list of questions can help you discover how to most effectively 
help the student.

Introduction

· What do you want or hope to receive from tutoring?

· Where do you think we should start?

· What do you think it is important for us to study?

· Do you have any questions?
Course Information

· Do you have a course syllabus?
· What are the assignments and when are they due?
· Did the instructor give special instructions or an information sheet explaining the assignment(s)?
· What do you need to do to be successful on this assignment or exam?

Study Habits

· Where do you study?

· How do you manage your study time?
· Do you have lecture notes?
· How do you feel about your ability to take lecture notes?
· What techniques would you use in reading a chapter from your text?
Test Taking Skills

· What types of exams does the instructor administer?
· What are the exam dates?
· How would you study for this exam?
· What strategies do you use when taking an exam?

(Adapted from Taft College, Taft, California)
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Group Tutoring 
As a new tutor, facing the prospect of group tutoring may be somewhat daunting. Often, however, tutors find that group tutoring offers a lot of advantages over one-on-one tutoring. Students' own work, memory, and understanding is validated and reinforced when they are able to help others.  Here are some suggestions to help group sessions go smoothly: 
· Introduce yourself.

· Have the students introduce themselves and state what they need help with.  Although the students may all be in the same class, they may have different needs (ex. one may need help with last week’s assignment, another may need help understanding yesterday’s lecture).  If the students’ needs vary greatly, you may need to break them into two smaller groups and move between them.

· Arrange seating and notes/books in a way that encourages interaction and visibility.
· Guide the conversation, but limit how much you talk.  Let the group do the work.
· Encourage participation from all group members.

· Encourage interaction by having the students answer each others’ questions.

· Ask open-ended questions.

· Rephrase questions if no one in the group responds instead of clarifying immediately with an explanation.
· Redirect students’ questions back to the group instead of answering right away:

· “Does anyone know the answer to that question?”

· “Can anyone find the answer in their notes?”

· “What do we need to know in order to solve that problem?”

· “Let’s look that one up in the book.”
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Subject-Specific Tutoring
Task Analysis











Complete the following task analysis for the subject(s) you tutor.
1. What methods of instruction and/or methods of testing are commonly used in the subject area?

2. What concepts are necessary for course mastery?

3. Which concepts are typically stumbling blocks for students?

4. How do you tutor those concepts?

5. How do you make sure the students understand them?

6. What topics are easiest to explain and why?

7. What topics are most difficult to explain and why?

8. What study habits are desirable in this subject area?

(Adapted from South Dakota State University, Brookings, South Dakota) 
Section 5: Study Skills
Characteristics of Successful Students

Many students with whom you will work, especially new freshmen, do not know what it takes to be successful in a college environment.  Oftentimes they did not learn how to study effectively in high school and are not equipped with the skills they will need to earn high grades in college.  Tutors are students who are successful learners.  As a tutor, you are a role model for other students, and it is your responsibility to communicate the principles of effective learning to your students.  
Below is a short list describing the characteristics of successful students.  During your tutoring sessions, you can provide a valuable service to students by giving them direction and encouragement to develop good study skills (see “Resources for Tutors” for more information). 
· Successful students attend class.  They are on time. They listen and train themselves to pay attention.  If they miss a session, they let the instructor know before class begins and are responsible for any missed assignments.

· Successful students read the syllabus.  They record all due dates and exam dates on a calendar.

· Successful students buy books.  They read the assigned chapters before class.  
· Successful students are attentive in class.  They do not talk, message other students, surf the web, or Facebook during lectures, even if they are a little bored.  They participate during class, ask questions, and take notes.
· Successful students communicate with their instructors.  They visit with their instructors before or after class or during office hours about grades, comments on their papers, and upcoming tests.

· Successful student turn in assignments on time.  They take the time to produce a final product that looks good and reflects care and pride in their work.

· Successful students study!  They expect to spend two hours outside of class studying for every hour in class.  They do not cram the night before a test or “study” by simply highlighting the textbook.  They read their textbooks, save and review quizzes, assignments, and tests, and review lecture notes between classes.  
· Successful students manage their time wisely.  They use a planner or daily calendar to keep themselves organized.  They set deadlines, record important exam or assignment due dates, and set aside time each day to study.
Post-Exam Survey

Below are some questions students might like to think about after taking an exam.  Answers to these questions could help them focus on effective exam preparation strategies.  Research suggests that each student has his/her own pattern of errors they commit during examinations.  Helping students to self-discover those patterns will help them to self-correct.  One goal is to identify correct answers and associate them with study skills that worked for the student or identify incorrect answers and discover study skills that might be helpful.

1. Which part of the exam was the easiest for you? Why?

2. Which part of the exam was the most difficult?  Why?

3. Which of the following activities did you complete prior to the exam?

a. All required reading assignments.

b. Preparation and review of reading notes.

c. Review of lecture notes.

d. Self-testing of material to be covered by the exam.

e. Prediction of possible questions by you prior to the exam.

f. Study with friends.

g. Others.

4. Which of the above did you find most helpful in preparing for this exam?

5. How much time (in hours) did you spend preparing for the exam?

6. Did you feel prepared when you walked into the exam?   Why or why not?

7. What changes might you make in the way you study for the next exam in this course?

(Adapted from “Leader’s Guide to Supplemental Instruction” University of Missouri, 2003)

Studying Effectively 


1. Plan a definite time for studying every day.  Studying every day, even for a short period of time, keeps you from falling behind. 
2. Know the purpose of and understand each assignment before leaving class. 
3. Predict the amount of time you need for each assignment.  
4. Time yourself to see how long it takes you to read five pages of your textbook. This will help you determine the amount of time needed to complete a reading assignment. 
5. Take a little time before class to review the reading material so you are ready to participate in class discussions and are prepared for any quizzes. 
6. Adopt a textbook reading strategy, (like SQ4R), or whatever works for you. Pay attention to charts, diagrams, and special "boxed text" areas. They are definite aids to understanding the material. 
7. Every time you study, spend at least ten minutes reviewing the material from your previous study session. These "refresher shots" are part of the secret for long-term memory retention. 
8. Study during the day. You are probably less efficient at night. 
9. Study for 30 to 40 minutes and then take a 5-minute break, or if your concentration and discipline will allow, study for 50 minutes and take a 10-minute break. Get up walk around, stretch, drink some water, or eat a light snack. Taking regular breaks refreshes your mind so you can concentrate better, finish faster, and retain more. 
10. Do not cram the night before a test.  Distribute your review in half-hour segments over a period of days. 
(Adapted from Cuesta College, San Luis Obispo, California)

Discussion Questions:

- How can you integrate study skills into your tutoring sessions? 

- Do you take good notes? What advice can you give students about taking good notes and, of course, using the notes to help them succeed in class?
- Why should students look over a returned test?
- You notice one of your students is always behind in their work.  You suspect they have poor time management skills. What do you say to the student?
SQ4R Study Formula
SQ4R provides a systematic way of comprehending and studying text.

	Survey
	Question
	Read
	Recite
	Record
	Relate


SURVEY:
· Title & introductory material or first sentence 

· Subheadings & first sentence of each subsection 

· Last paragraph or summary 

· Boldface print or italics 

· Charts, maps, pictures, graphs 

QUESTION:
· Turn subheadings into questions. 

· Use the knowledge you gained in surveying the chapter as basis for asking yourself questions that you expect to find answered in the chapter.

· Use questions in introduction or at the end.

READ:
· Read to answer the above questions. 

· Stop and reread parts that are not clear.

· Note all the underlined, italicized, or bold printed words or phrases.

RECITE:
· Answer the questions either orally or write a summary of the chapter or discuss the material. 

· Briefly jot down the key word or words that will remind you of the essence of the answer without writing down every detail.

· Use your own words as much as possible. 

· Check your answers with the text. Revise. 
RECORD:
· Make notes of reactions, ideas, details, numbering, question marks, etc. as you read.

· Take notes from the text but write the information in your own words.

RELATE:
· Draw connections among personal experiences, prior knowledge, and material you’ve just studied.

· Try to link new facts, terms, and concepts with information you already know.

Section 6: Special Populations
First Generation Students
Discuss as a group why these might be unique needs or characteristics of first generation college students.

Unique needs/characteristics:

· Less basic knowledge about postsecondary education

· Lower financial support from family

· Less prepared for college than other students

· May have difficulty finding a balance between life at college and life at home

Work with a partner to decide how you would respond in each of these situations. We will then come back and share our ideas as a group.
Situations:

· A student shares with you that he is missing classes because he must go home to help with harvest in the fall.  How do you respond?
· A student tells you that she is lonely and is not making any friends at DSU. She goes home every weekend to be with her family.  What do you say?

· When tutoring a student you see his notes from class.  It is clear to you that he is not taking good notes.  What do you do?



Underprepared Students

Discuss as a group why these might be unique needs or characteristics of underprepared students.

Unique needs/characteristics:

· Often have inadequate study skills
· Seldom seek out assistance even when it is available
· Lack independent learning skills and resourcefulness 

· May have multiple deficiencies in basic skills (reading, English, math)

· May find the transition from high school to college especially difficult

Work with a partner to decide how you would respond in each of these situations. We will then come back and share our ideas as a group.
Situations:

· A student tells you that she is not keeping up with reading in the class in which you are tutoring him because he doesn’t have enough time.  How would you respond?

· You ask a student to pull out her notes and she tells you that she is not taking any notes.  What do you do?

Tips for working with underprepared students:

· Be patient.  Explain concepts in more than one way.
· Spend some time focusing on study skills.
· Only focus on one specific area or task at a time.
· Check the student’s written work, notes, and homework for clarity and completeness.
· Be encouraging and provide positive reinforcement.


Non-Traditional Age Students

Discuss as a group why these might be unique needs or characteristics of non-traditional age students.

Unique needs/characteristics:

· May have rusty basic skills (ex. studying, note-taking, test-taking)
· Often struggle with technology

· Need self-esteem and self-confidence reinforced

· Have many competing demands on their time

Work with a partner to decide how you would respond in each of these situations. We will then come back and share our ideas as a group.
Situations:

· A student tells you she will be missing class next week to take her daughter to the orthodontist.  What advice would you give her?

· A student you are working with tells you he doesn’t understand how to use all the WebCT functions and it’s affecting his grade.  What do you tell him?



Students with Disabilities

Discuss as a group why these might be unique needs or characteristics of students with disabilities.

Unique needs/characteristics:

· Often must work harder than other students to achieve success
· Must use specific learning strategies to overcome barriers

· Could experience difficulty with comprehension and retention of material

· Could experience difficulty with computation
· Could experience difficulty following directions and/or paying attention

· Could experience difficulty with reading, writing, and spelling
Work with a partner to decide how you would respond in each of these situations. We will then come back and share our ideas as a group.
Situations:
· You are helping a student with a math problem. She consistently switches + and – signs. How would you help her to keep the signs straight?
· You are reviewing a content area with a student several times, and he still does not seem to understand.  What do you do?
Tips for working with students with disabilities:

· Be patient.  Give the students time, time, and more time.
· Present information in as many ways as possible; say it and write it, draw it and discuss it. 
· Write directions for assignments.
· Use highlighting to draw attention to key words and phrases.
· Be positive and friendly.  Create an easy atmosphere for learning.  Do not be judgmental.
· Present information in small, manageable steps.
· Ask the student: “What strategies work best for you?”
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(The ABCs of Learning Disabilities, Bernice Wong)


International Students

Tips for working with international students:

· Build rapport.
· Get to know the student.  How long have they been at DSU?  What country are they from?  How long have they been studying English?  What made them decide to study at DSU?
· Learn how to pronounce the student’s name.    
· Tell him/her how to pronounce your name.
· Write down what you are saying:  International students often learn to read and write English better than they learn to speak or listen.
· Talk slower but be personable.  Think about how you would want to be taught if you were studying in another country.
· Be aware of body language:  In some cultures, direct eye contact is a sign of disrespect; in others, men and women do not shake hands with each other; and in some, particularly in Asian cultures, a smile signifies embarrassment.
· Help the student understand it is ok to ask for help.  In some cultures, it is shameful to ask for tutoring assistance.  Make sure students know that in America, even good students seek tutoring, and it isn’t a sign of failure.
Section 7: Resources 
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SMARTHINKING?



 Information Sheet
What is it?

· Washington D.C. based organization, providing tutoring in 10 different subjects, and an online writing lab that supports all subject areas.

What subjects?

· Writing for all subjects

· Mathematics (from Basic Math to Calculus II)
· Economics
· Statistics
· Accounting 
· Chemistry
· Physics
· Biology 
· Introductory Finance
· Introduction to Human Anatomy and Physiology
· Spanish
Who are the tutors?

· Graduate students, trained college peer tutors, community college faculty, and high school teachers.  

· Only tutors with strong backgrounds in tutoring/teaching in their respective fields are hired by SMARTHINKING.  

· Over 80% of the e-structors (tutors) have a Master’s degree or a PhD in their field and on average, the tutors have 8 years of teaching experience.

Services?

· Live tutoring, submit your questions, submit your writing, academic resources
Hours?

Live Tutoring

· Math (Basic Skills - Calculus)

· 24 hours a day, 7 days a week

· Chemistry, Physics, Economics, Statistics, Accounting

· Sunday through Thursday 2 PM to 12 AM 

· Friday and Saturday 11 AM to 5 PM 

· Organic Chemistry, Biology, Human Anatomy and Physiology

· Sunday through Thursday 8 PM to 12 AM 

· Introductory Finance, Spanish

· Pre-scheduled sessions

Submit Your Questions, Submit Your Writing, Academic Resources

· 24 hours a day, 7 days a week (Writing submissions returned within 24 hours)

How Do I Get Started?

· To register for a free SMARTHINKING account, go to http://www.dsu.edu/academics/tutoring/ Check out “Sample Tutorials” at www.smarthinking.com 
Resources for Tutors
Study Skills
http://www.howtostudy.org 
http://sas.calpoly.edu/asc/ssl.html
http://www.ccsf.edu/Services/LAC/lernsites.shtml
http://www.muskingum.edu/~cal/database/general/
http://www.d.umn.edu/student/loon/acad/strat/
http://www.ucc.vt.edu/stdysk/stdyhlp.html


Content Specific Study Skills
http://www.muskingum.edu/~cal/database/content/ 
Learning Styles
http://www.vark-learn.com/english/page.asp?p=questionnaire
http://www.trcc.commnet.edu/ed_resources/tasc/Training/Resources_Learning_Styles.htm 
http://www.trcc.commnet.edu/ed_resources/tasc/Training/Learning_Styles.htm
http://www.wcupa.edu/_ACADEMICS/cae.tut/Modality.htm
Working with Students with Disabilities
http://www.udel.edu/cte/disabilities.htm
http://www.trcc.commnet.edu/ed_resources/tasc/Training/Resources_Learning_Disabilities.htm 
http://artsci.shu.edu/english/1201/learning-disabilities.htm
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