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Student-Athlete Support Services
Tutoring Program

Jane P. Beering

Athletic Academic Learning Center for Student-Athletes

Intercollegiate Athletics Facility

Purdue University

Dear Tutor,

Welcome to the Jane P. Beering Athletic Academic Learning Center for Student Athletes Tutoring Program.  This manual has been created to acquaint you with the important aspects of tutoring as well as to educate you on policies and procedures of working with student-athletes at Purdue University.

As a tutor, you must be an academic role model for the student-athletes with whom you will be working.  Your skills as a tutor will greatly benefit the student-athletes as you work on content-specific material and study strategies.  You are often the primary communication link between the Tutoring Program staff and the student-athletes as it relates to their course progress.  It is important that you fine-tune the skills that will be necessary to maintain this open dialogue in an effort to maximize your tutoring skills and enhance those skills of our student-athletes.  We will work together to develop an atmosphere that is conducive to academic success and to personal growth.

You have been chosen as a tutor because our staff believes you have the interest, ability, and skills to work with our student-athletes to strengthen our program.  This manual and our training sessions have been designed to orient you to the program and to provide you support in your work with student-athletes throughout the year.

It is our pleasure to welcome you to the Tutoring Program.  We hope you will make use of this manual, and your background to make this experience a rewarding one.

Sincerely
Brian Inniger
Tutor/Mentor Coordinator

Program Description 
Introduction


The purpose of the Tutor Manual is to acquaint you with the goals, policies, and procedures of tutorial services offered by Athletic Academic Support Services as well as expectations for the Tutor/Mentor staff.  The Tutor Manual will also provide helpful hints designed to assist you in being a successful tutor. Hopefully you will find this manual to be a very useful tool.
Tutoring Program

The tutoring program for student-athletes is located in the Jane P. Beering Athletic Academic Learning Center for Student-Athletes in the Intercollegiate Athletics Facility (IAF). Tutorial services are available to all student-athletes upon request. Tutoring sessions are conducted on an individual basis, in small groups, or during walk-in hours.  Tutors are selected for hire based on their content knowledge, their responses during an intake interview, and their “teaching” qualities.  The services provided by the Tutor/Mentor staff are an integral component of the total athletic/academic support system and our Life Skills program.

Goals of the Academic Support Services Staff

· Support student-athlete efforts to receive a quality education and to graduate from Purdue University with their chosen degree.

· Encourage and facilitate student-athlete’s goals for their careers and personal development.

· Ensure that the academic integrity of Purdue University and the Purdue Athletic Department is maintained.

· Comply with University, Department, Big Ten, and NCAA rules and regulations.

Tutor Program Administration

The Tutor/Mentor Program is managed by the Tutor/Mentor Coordinator and the Tutor/Mentor Program Graduate Assistant.  All tutor assignments are assigned by the Tutor/Mentor Coordinator and the Tutor/Mentor Program Graduate Assistant.

Hiring, training, record keeping, and program supervision are the responsibility of the Tutor/Mentor Coordinator.  Time sheets and pay check distribution is managed by the Athletic Department Business Office.
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Policies and Procedures
Hiring Procedure


Students and professionals interested in becoming academic tutors are required to meet with the Tutor/Mentor Coordinator or the Tutor/Mentor Coordinator Graduate Assistant to complete a Tutor Information Form to gather some background information and examine the candidate’s qualifications, experience, and availability.  The tutor may also be asked to submit a transcript and the name and contact information of an academic reference.  If the tutor plans to tutor in an academic discipline studied at another institution s/he may be required to submit a transcript from that institution.


The hiring process is not complete until the tutor has participated in the Tutor Training Session.  All tutors will receive training conducted by the Tutor/Mentor Coordinator, or the Tutor/Mentor Coordinator Graduate Assistant.


Once the decision to hire a tutor is made, the tutor is directed to the Athletic Department Business Office to complete all necessary paperwork.

Tutors may not work for Intercollegiate Athletics until all phases of the hiring process are complete.   
This includes:

· Pre-Hire Interview

· Complete Tutor Information Form

· Submission of transcript and name/contact information for academic reference.

· Tutor Training that includes NCAA Compliance information.

Tutor Training


All tutors receive training conducted by the Tutor/Mentor Coordinator or the Tutor/Mentor Coordinator Graduate Assistant. TUTORS MAY NOT WORK WITH STUDENT-ATHLETES UNTIL THEY HAVE ATTENDED A TUTOR TRAINING SESSION.

Tutors will not be paid for any work with student-athletes performed prior to the training session.  The topics covered in the training session will include payroll/timesheet information, policies and procedures, tutoring techniques, and NCAA compliance guidelines that impact tutoring.  

Location of Tutoring


Tutors will meet with student-athletes at the Intercollegiate Athletics Facility (IAF) or in the football wing of the Mollenkopf Athletic Facility. In such cases where tutoring needs to occur at a different campus site, prior approval must be obtained from Brian Inniger, Tutor/Mentor Coordinator.

Tutor Requests and Appointments

Student-athletes requesting a tutor must complete a Tutor Request Form in order to obtain a tutor.  If a student-athlete requests a tutor in a subject area in which no tutor has been hired, the Tutor/Mentor staff will:
1. Contact the professor or Teaching Assistant of the course for a recommendation;

2. Contact the Academic Department for a recommendation;  

3. Contact the Student Services Office for a recommendation;

4. Identify a student in the course that is comfortable with the material.

Typically, tutor requests are filled within a 24-hour period.  If a tutor has not been hired for the course in which the student-athlete has made the request, the Tutor/Mentor staff will require additional time to locate a qualified tutor.

The procedure for requesting a tutor is as follows:

1. The student-athlete completes a tutor request form located in the Athletic Academic Learning Center.  The student-athlete may meet with a tutor program representative to be assigned a tutor if a staff member is available.  If a staff member is not available, the student-athlete may leave the request form in the REQUEST BIN and return to the Center the next day to pick up the tutor assignment.

2. The student-athlete will be provided with the name and e-mail of a tutor.
3. The student-athlete is responsible for setting up a mutually agreed upon date and time for the tutoring session.

Once a week, the Tutor/Mentor staff will contact those student-athletes who have not picked up their filled Tutor Request Forms.  If a student-athlete has not contacted his/her assigned tutor within two weeks, the tutor will be reassigned to another student-athlete.


If a student-athlete is unable to reach a tutor within a 48-hour period, the student-athlete is instructed to notify the Tutor/Mentor staff.  They will assist the student-athlete in contacting the tutor or assign a different tutor.

Tutor Session Reports


After each tutoring session, tutors are required to complete a Tutor Session Report.  This report is very important to our program in that it allows our staff to assess the quality of the tutoring sessions and the student-athletes participation.  TUTORS MUST COMPLETE A SESSION REPORT FOR EACH TUTORING SESSION, and Session Reports must be assigned by both the tutor and the student-athlete.  The Session Report form must be filled out completely and accurately.  If it is not, the tutor’s pay will be delayed until the correct information regarding the session is obtained.
Tutors should give one copy of the completed Session Report to the student-athlete and leave the others in the bin for Tutor Session reports.  Session Report forms for small group sessions must also be completed for each group session.  All student-athletes who attend the group session must sign the back of the Session Report form.  The tutor will complete the Session Report form, commenting on the session as a whole, with the option of commenting on individual student-athlete performance, if necessary.

Information to Coaches

Every two weeks, coaches will receive a report containing tutoring information on each of their individual student-athletes who have requested tutors. The report will contain:

1. The name of each student-athlete who has made a tutor request.

2. When the tutor request was filled.

3. The dates in which the student-athlete has met with the tutor.

4. List of names of student-athletes who did not show up for appointments. 

Tutor Hours

It is the general policy of the Tutor/Mentor Program that a tutor may not work with more than 5 student-athletes per week.  Any exceptions must receive approval prior to scheduled appointments. Special conditions may develop under which intensive assistance is appropriate for specific student-athletes, or the unique skills of a specific tutor are in such demand that it is appropriate to exceed the specific guidelines.


Tutors are not guaranteed a specific number of sessions per week.

Payroll and Timesheets


Each week all tutors need to complete Session Report forms in order to get paid. All Session Report forms must be submitted by Wednesday at 10:00pm for the work done from the previous Thursday to the current Wednesday.  If a tutor does not complete all Session Report forms on time, the tutor will not be paid in a timely manner due to creating additional paperwork for our staff.


Unclaimed paychecks and pay stubs are returned to payroll in Freehafer after two weeks.  We strongly suggest you consider direct deposit.  This will save you time and trouble.

What if the student-athlete does not show up?


If a student-athlete fails to attend a scheduled session OR fails to contact the tutor within a reasonable time prior to the session, do the following.

1. Note the student-athletes name, course, date and time of scheduled session on the Tutor Session Report form.

2. Check NO SHOW on the Tutor Session Report Form.  You will receive one hour compensation for the “No Show” session.

**No Shows are a serious concern to the Athletic Department.  Please contact the Athletic Academic Advisor for the student-athletes sport if the student-athlete does not attend the scheduled tutorial appointment.

Missed Appointments by Tutors


If you are unable to attend a scheduled tutoring appointment, you should contact the student-athlete 24 hours in advance AND notify the appropriate Tutor/Mentor staff member. In the event of an emergency, please contact Brian Inniger so the student-athletes can be informed.  Repeated absences and missed or late appointments will result in employment termination.
Evaluation


Feedback is an important part of our tutoring program. Feedback from student-athletes and tutors allows us to refine our program and better serve the needs of our employees and student-athletes.  

NCAA Guidelines

As an employee of Purdue University who works closely with members of our Athletic Department, you need to be aware of the limitations and guidelines regarding your interactions with Purdue student-athletes.  Failure to follow set policies and procedures could result in a student-athlete losing his/her athletic aid along with his/her eligibility and severe sanctions for the University.  This will also result in the termination of your appointment with the Tutor/Mentor Program at Purdue.  The guidelines are addressed as mandatory component of our tutor training.

1. Under NO circumstances should a tutor speak with a student-athletes instructor.  Please check with the Tutor/Mentor Program staff or Athletic Academic Support Services Advisor if you or a student-athlete is unclear about an assignment.  If it is determined that additional information is needed from a Professor, the Tutor/Mentor staff will make the appropriate contact. Our general policy is that it is the student-athletes privilege and responsibility to contact his/her Instructor to clarify assignments.

2. A tutor is expected to contact the Athletic Academic Support Services Advisor if he/she suspects that a student-athlete is not attending class regularly, engaging in academic dishonesty, or experiencing unusual stress or difficulty in or out of the classroom.  Failure to do this could cause the student-athlete to become ineligible or be expelled or suspended from the university.

3. Unethical academic behavior will not be tolerated.  This includes writing papers, taking tests, completing assignments etc.  A tutor who is suspected of academic dishonesty will be suspended until the Athletic Department staff can conduct an investigation.  The incident will also be reported to the Office of the Dean of Students.  That office will determine disciplinary action.

4. The tutor is to maintain confidentiality in all areas regarding student-athletes.  A student-athlete’s academic concerns may be discussed with that student-athlete and the Athletic Academic Support Services Advisor staff only.  Do not discuss the student-athletes academic concerns with other student-athletes, faculty, members of the media, or anyone else. Doing this is in violation of the student-athletes right to privacy under the Buckley Amendment.  In addition to academic concerns, tutors may find themselves exposed to information such as disciplinary matters, injuries, and personal problems. All information must be treated with the greatest confidentiality and sensitivity.
5. Responsibility for academic success or failure rests with the student-athlete. A tutor is not expected to “save” the student-athlete.  You will never be evaluated based on the final grade a student-athlete receives.  You are responsible for assisting the student-athletes best you can.  You are not responsible for his/her performance.
6. Dependent student-athlete/tutor relationships are actively discouraged.  It is the tutor’s responsibility to encourage the student-athlete to learn to help him/herself.  Friendships can develop between the student-athlete and the tutor but should not get in the way of “working time.”  
Evaluations, Release, and Dismissal


Tutors may be terminated for any of the following reasons:

1. Failure to maintain tutor/student-athlete confidentiality;

2. Failure to uphold the general duties of a tutor as outlined in this manual;

3. Failure to keep tutoring appointments;

4. Deficient academic skills;

5. Falsification of Tutor Session Report forms;

6. Disruptive behavior that calls unfavorable attention to the tutor as a representative of the Purdue University Athletic Academic Support Services Department;

7. Failure to follow the rules and policies established by Intercollegiate Athletics regarding academic ethical conduct by tutors.

Being a Successful Tutor
How do I greet the student-athlete during our first session?

The first rule of thumb is to always be on time.  During the first tutoring session, it’s a good idea to arrive early, especially if you are new to the program.  After introductions are made try to get acquainted with the student-athlete and make him/her feel at ease.  A friendly atmosphere helps break down barriers of communication and instills a sense of trust between tutor and student-athlete.  Talk with the student-athlete about his/her classes, his/her academic history, major strengths, areas of weakness, and his/her sources of frustration with the course for which he/she is seeking tutorial support.  In addition, try to find out what expectations the student-athlete has about tutoring.
Remember…at the beginning of the tutoring relationship, you will have to take the initiative to establish a positive and professional rapport.  You should also set the tone of your sessions by encouraging your students to take responsibility for their own progress.
General Instructions for Tutoring
1. Sit next to the student-athlete so you can work with him/her.

2. Be sure to give directions clearly and seek feedback as to the student-athletes understanding of the material.

3. Build on what the student-athlete knows.  Avoid teaching something he/she already knows.

4. Avoid asking closed-ended questions.  Instead, ask open questions that lead to further discussion of the topic.

Goals of tutoring


Helping student-athletes to help themselves is the ultimate goal of tutoring.  A student-athlete’s independence doesn’t just happen-it must be fostered.  In the tutorial process, a tutor should include motivation, active learning, and independence to foster self-reliance.



Motivation
· Show the student-athlete he/she can master the subject.

Active Learning

· Structure activities so that the student-athlete will do the work.

· Use positive reinforcement that builds the student-athletes confidence.

Independence

· The ultimate goal.

While tutoring
1. Before tutoring begins plan the session with the student-athlete.  Ask what he/she wants to accomplish and see how that correlates with what you think needs to be accomplished.  Develop a realistic plan that satisfies both of you.

2. Make every attempt to motivate the student-athlete during each session.  It is important to develop strategies and techniques for stimulating the student-athlete’s intellectual curiosity during each session.

3. Plan to review material learned in previous sessions.  Encourage the student-athlete to go back and show mastery of areas studied in previous sessions.

4. Use different types of learning strategies. Involve writing, reading, and listening in combination for maximum results.
5. In each session make it a point to provide feedback.  It is important to reinforce all attempts at learning.
Techniques for tutoring


Many of Purdue’s student-athletes have taken an informal learning styles inventory.  Ask for the results.  This could be a helpful tool in planning your tutoring strategy.  

· Paraphrase: Put the student-athletes responses into other words to show you have understood what he/she is trying to say.  Paraphrasing will either help make a concept clearer or it will demonstrate that the student-athlete is not communicating accurately.

· Demonstration:  A demonstration may be verbal but is most often activity-based showing how something is done. Demonstrations are often used in labs to introduce student-athletes to a new procedure.  They can help the student grasp an abstract idea if you show your own thought process in gaining understanding.  

· Writing or Diagramming: Visual learners respond exceptionally well to this technique.  It ensures that they are actively involved in the learning process and checks their understanding of what is being discussed.
· Use a reference:  Being a tutor means you have the background and ability to tutor but does not guarantee you have all the answers.  The important thing is to know when and how to ask for information.

· Testing: Developing a short quiz for your student-athlete may be an excellent way of evaluating and reinforcing learning.  There are various kinds of tests, including essay, matching, multiple choice, or sentence completion. Criteria for developing a test should be based on what you want to know about your student-athletes mastery and on the type of test you expect the professor to give.

· Summarizing: We tend to think of summarizing as an activity used at the end of a session but the session can be stopped a number of times along the way so that the student-athlete can summarize what he/she has learned.  Student-athletes can summarize orally, in writing, and with the use of diagrams and pictures where appropriate.

· Silence:  In order to get the student-athlete to play an active role in the tutoring process try silence.  Count to ten before answering the question for the student-athlete.  This silence gives the student-athlete extra time to answer or comment on the subject to develop confidence.  Rushing in to fill a void in the conversation can often close the lines of communication causing the tutoring session to become a one-way line of communication.

After Tutoring

Make sure that each student-athlete leaves the session with a plan for the next session.  Record the assignments and remember to discuss the independent work at the next session.  Complete the Tutor Session Report Form for the Academic Support Services Department.  This follow up will enable the tutor to be prepared for the next session. You should never rely on memory alone for information for the next session. Analyze what strategies and techniques worked and which were not successful.  If you feel you are not accomplishing your goals for your tutoring sessions you should discuss any problems with the Athletic Academic Advisor and/or Tutor/Mentor Coordinator.
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