Setting Up Your Session 

Remember the Clock 
Remember to keep your time limits in focus. Just as a runner steps into the blocks, runs the race, and kicks in that final sprint, so too will you need to set up your session at the beginning, continually monitor its progress, and wrap up your session with a final summary. The links below will give you some hints on how to implement these step smoothly. 

Say you are scheduled to tutor from noon to 1:30 PM.  Since most sessions last around an hour, you think you have more than enough time for a walk-in student. What happens when your tutee has a couple of hours to spare and drops in the Center around 12:45 p.m.? He thinks he will be able to get a good two-hour session in. If there is no mention of time, he may be surprised, disappointed, and even frustrated when 1:30 PM rolls around and you announce that it's time for you to leave. 
To avoid this situation, you should always let your tutee know how much time you have remaining before you are off duty. This should be done at the start of each session. If the tutee would like to cover more than can be covered in the time allotted, the tutor should explain this up front. The tutor should then help the tutee prioritize these items so that the most important concerns are covered first. By doing this, there are no surprises, and expectations for the session are established ahead of time. 

Monitoring the Session 

Once the schedule has been set, it is both the tutor and tutee's responsibility to keep this schedule on task and to alter it if necessary. If you feel that you are moving too fast, by all means, GO SLOWER. Your tutee should also have enough control of the session to guide its pace.  Let's say you and a tutee decide to cover three concepts during your session. You find however, that the tutee needs to employ better note-taking skills in order to learn effectively. You will need to make the tutee aware of this obstacle and re-establish your schedule together, taking time to include note-taking as part of the session. 

Unlike an instructor who has to get through a certain amount of information, you have the liberty to cover sections based on the retention of information and the ability of the student to display comprehension.  

5 Steps to Being an Effective Tutor
  

    STEP 1  : Know What is Expected of You As A Tutor 
    Know your responsibilities and duties as a tutor in regards to tutees, TASC supervisors, instructors, and other tutors. 
    STEP 2: Setting Up the Tutor Session
    The better you are prepared; the better you will be able to tutor. Learn how to: 

· Shape the tutoring environment. 

· Prepare yourself for your tutee. 

· Review the tutoring request form and check the appointment schedule. 

STEP 3: Meeting Your Client's Needs
The better you meet your tutee's needs during a session, the better the session. Get to know your student's: 

· Psychological needs 
· Academic needs 

· Social needs. 

STEP 4: The Ingredients of a Good Tutor Session
The following are some of the necessary ingredients for a good session:
· Give your client undivided attention. 

· Have empathy with your client's problems. 

· Be honest with your client. 

· Have a sense of humor. 

· Have the ability to "lighten up" a situation. 

· Have a good interaction with your client, a good give-and-take. 

· Know your client's strengths and weaknesses. 

· Work through your client's strengths to improve his/her weaknesses. 

· Make your client feel good about him/herself and his/her accomplishments. 
· Know when to stop a session 

· End the session on a positive note. 

STEP 5: Ending the Tutoring Session
Do not just say "good-bye" when the session is over. You should:
· Positively assess the work that was done during the session. 

· Give assignments if appropriate. 

· Re-schedule for another session. 

· Do any necessary tutor paperwork. 

· Always end the session with a positive comment. 
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The Final Summary 

About 5-8 minutes before the end of your session, you should begin to wrap things up. Following are some guidelines to go by: 

· Remind the tutee of the time. 

· Ask the tutee to summarize what he/she accomplished during the session. (If he/she left out any main points, re-iterate these for him/her). 

· Ask the tutee to repeat any instructions/assignments you may have given him/her. 

· Give earned reinforcements. 

· Thank the tutee for using the tutoring service. 

· Encourage the tutee to practice any skills learned in the session. 

· Ask if the tutee wishes to schedule a subsequent appointment. 
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What If There's Really Not Enough Time? 

You have 10 minutes before you are off duty and a tutee walks in ready and eager to get started. Should you rush ahead and try to cover as much as possible in that 10 minutes? Probably not. Doing so will only serve to get both of you excited and possibly frustrated. It is best to explain that most sessions take around 45 minutes to an hour. Give the student a schedule of your tutoring times and times for other tutors. (See Referring to other Resources below.) 
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Referring to Other Resources 

This is also a prime opportunity to refer tutees to other resources in the TASC or the LRC (Learning Resource Center). For example, if the tutee needs help with Quadratic Equations, refer him/her to the video tapes or math software. In 10 minutes, you should have more than enough time to set up the equipment or open the software and explain how it is used. Remember, you are not the only resource available to your tutees. 

http://www.trcc.commnet.edu/ed_resources/tasc/Training/Setting_Agenda.htm
