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Hello Tutors,
Congratulations on being hired as a tutor with the University of New Hampshire Athletic Department and thank you for your willingness to assist our student-athletes in their academic endeavors.  UNH Athletic teams are some of the strongest teams in the country from both an academic and athletic perspective.  In fact, UNH student-athletes traditionally have one of the highest graduation rates in the country. Despite these impressive achievements, we believe we can all continue to improve the support that is given to our student-athletes.  The Tutoring Program here at UNH is one of the most important aspects of this support.  You are a valuable resource to our student-athletes!
This handbook has been assembled to provide you with an overview of the Tutoring Program so that you fully understand your role as a tutor as it pertains to assisting the student-athlete but also in complying with NCAA, University, and Conference rules as well as State and Federal laws.  Working as a tutor is a serious job.  Following the rules as explained in this handbook, as well as keeping open communication with the Tutor Coordinator, are expectations that must be met. We have also included vital information to help you be the most effective tutor possible.  Please take the time to read this information carefully and utilize the material throughout your time as a tutor. 
Your role as a tutor is not only to teach the course material, but to serve as a resource to the student-athlete.  You will help them to understand the course material and become active learners but you will also help them to develop their own study skills such as organization and time management.  

I hope that your experience as a tutor is a positive one! If at any time you have any questions or concerns about the tutoring program, please do not hesitate to contact me.  If I am unavailable, please contact Joanne Maldari, Assistant Athletic Director for Academic Support at joanne.maldari@unh.edu or 862-0283.
Thank you for your willingness to help our student-athletes be the best students they can be!
Sincerely,
Joanne Maldari





Shawn Green

Asst. AD-Academic Support




Tutor Coordinator joanne.maldari@unh.edu




shawn.green@unh.edu
603-862-0283






603-862-0557
Student-Athlete Support Services Staff
Joanne Maldari – Asst. Athletic Director for Academic Support; 603-862-0283, joanne.maldari@unh.edu
Cathy Leach – Asst. Athletic Director for Academic Support, 603-862-4164, cathy.leach@unh.edu
Shawn Green – Tutor Coordinator, 603-862-0557, shawn.green@unh.edu
Tutor Responsibilities
Confidentiality

· All information, verbal and written, regarding student-athletes is confidential. It is to be shared only with the Tutor Coordinator. Discussions of student-athletes with roommates, friends, relatives and other acquaintances are not permitted.

Communication

· Always keep the Tutor Coordinator informed of your tutee’s progress. 

· Please maintain a tutoring log for each student-athlete of hours spent tutoring and of the material covered. You will be required to fill out a shortened version of this and submit it BIWEEKLY.

· Timesheets will be emailed to tutors to be filled out and emailed back to me by midnight every other Friday. If you do not turn in a timesheet, you will not get paid.
Rules and Requirements
1. Tutor must demonstrate knowledge in subject area and problem solving techniques.

2. Tutoring sessions must be conducted in one of the following locations: Any campus library, MUB, campus study lounge or classroom reserved by the Tutor Coordinator. No other locations are permitted for tutoring sessions.
3. Tutor should not tutor a student-athlete more than 3 hours per week unless the tutor has contacted the tutor coordinator to make arrangements.

4. Under NO circumstances should a tutor complete any work for a student-athlete.
5. Under NO circumstances should a tutor give OR receive money or gifts to OR from student-athletes or their relatives (see NCAA rules below).
6. Tutor must submit online timesheets on the appropriate date and time.

7. Under NO circumstances should a tutor discuss a student-athlete’s academic progress with others outside of the Student-Athlete Academic Support Services Staff

Procedure

Individual Tutor Sessions:

1. Student-athlete meets with their Academic Counselor or the Tutor Coordinator and fills out a Tutor Request Form.  
2. Tutor Coordinator contacts a tutor to make sure he/she is available.
3. Tutor Coordinator provides the student-athlete with the tutors contact information via an email which is cc’d to the student-athletes Academic Counselor and Head Coach.
4. Student-athlete is required to contact the tutor within 48 hours of receiving their assignment.  The tutor is expected to respond as soon as possible to schedule weekly sessions.

5. Tutor fills out and emails back timesheets biweekly.
Group Tutor Sessions:

1. Tutor Coordinator designs a small group, reserves the room and contacts a tutor to facilitate the session.

2. Tutor Coordinator contacts student-athletes who will make up the group and notifies them (and their Academic Counselor and Head Coach) as to the time, date and location of the group tutor session.
3. Group meets at designated time and place every week. 

4. Tutor fills out and emails back timesheets biweekly.

Effective Tutoring
Preparing for your first tutoring session
The first tutoring session is an important opportunity to explain to your tutee how the sessions will be conducted throughout the semester and to learn how you can best help the student.  To prepare for the first session, the tutor should:
· Contact the tutee prior to first session and ask him/her to bring a course syllabus, previous tests/quizzes or any other projects or papers that might be helpful.
· Review material that you are likely to cover in this class.  Think about ways to help students understand the areas that typically cause people problems in this particular course.

· Begin to develop strategies to help your student understand the information.
First Tutoring Session

· Review when and where the sessions will take place.  It is critical to establish a regular, weekly time to meet. You should also remind the student that you are only allowed to work with them for a maximum of three hours per week.

· Discuss what your responsibilities are as the tutor and what your student’s responsibilities are as the tutee.

· Remind the student that they are required to provide 24 hours notice if they need to cancel or reschedule.  Also inform them that if they miss two sessions or cancel/reschedule two sessions with less than 24 hours notice, they will no longer receive tutoring.

· After introducing yourself, allow the student plenty of time to explain difficulties he/she is having with the class.

· Try to determine how your tutee learns best. For example, does he/she understand material best by reading the information or by listening to it?

· Be flexible and get feedback.
Subsequent Tutoring Sessions
· Begin each session by determining what the student needs.  Ask which areas the student would like help with during the session.  Get an understanding on what the student knows by having him/her explain it to you.  Use open-ended questions like “Why? What? How? Tell me more about that…” to better understand where the student needs the most help. These questions help you to understand to what level the problem is located. Avoid “Yes/No” questions. LISTEN for clues that will help you understand in what areas the student needs the most work.
· Review from the last session to see if the student has progressed since your last meeting.

· Provide many opportunities for the student to explain concepts using calculations, diagrams, drawings etc.). Having the student be engaged and active in the learning process is critical for success.  Use your own quizzes etc. to assess the student’s understanding.

· Each session should end with a review of the concepts covered during the session.  Lead the student through a step-by-step review of where you started & where you ended.  This kind of focused review is extremely useful in helping the student retain the material.

· If you are familiar with the professor teaching the class, prepare the student for the kind of workload typically assigned by this professor.  Do NOT discuss you personal feelings about the professor and his/her teaching methods etc.

· Reinforce with the student what they are LEARNING as opposed to being focused simply on grades.  
Follow Up After Tutoring Sessions

· Make sure each student-athlete leaves the session with a plan! 

· Be sure to set a time for you next meeting!

· Keep notes of your sessions so that you know what you have already reviewed and what needs to be reviewed.

· Please contact Shawn Green immediately if you feel you tutoring sessions are not going well.
Group Tutoring
The dynamics of working with a group necessitates a slightly different approach than that used for working with individuals.  Although working with both individuals and groups requires many of the same strategies for effective tutoring, it is important to understand how to effectively lead a group tutoring session.  MacDonald et. al. (1994) have identified five categories that create effective group tutoring.
1. Set group standards early – The tutor should guide students in identifying a common task and clarify group members’ roles related to the task.
2. Accommodate Differences – Small group scan be divided into smaller groups, and individuals can work alone when students in the same session need to work on different areas.

3. Manage Time – Students are often unrealistic about how much can be accomplished in a period of time.  The tutor should involve students in determining how much time to spend on each task.  The volume of material that needs to be covered depends on the level of difficulty in the class.  This also helps students develop good time management in their own studying.
4. Get Focused and Remain Focused – The distractions present in a group inherently lead to a loss of focus.  State goals for each session/task and restate those goals when the group seems to be getting off track.  Expecting each student to complete specific tasks also helps maintain focus and ensure productivity.

5. Facilitate Communication – Each person needs an opportunity to speak but also needs to be an effective listener. Expecting specific, subject-related tasks from each student helps to facilitate communication and learning.  Asking effective questions to the group based on the comments/questions of one individual is a very effective way of teaching while keeping the group on task. 

The Tutoring Cycle: Getting Student to Participate Throughout a Tutoring Session




Condensed from The Master Tutor, Ross B. MacDonald (1994)
Step 1 – Greeting and Climate Setting
The warmth of the greeting and the arrangement of chairs and tables are important to setting a positive tone.  The positioning of members of a group, or you and the student in one-to-one tutoring will determine how much participation you can expect from the tutee.  Whatever tools you are using, pencils, pens, marker etc, should be in the hands of the tutee.  This sets the tone to promote independent thinking from the start.

Step 2 – Identifying Tasks

If you give them the opportunity, most tutees will voluntarily state what technique it is they wish to work on.  Ask them what their needs are rather than telling them what you think they should work on.  This places them in charge of their own learning.  Some tutees will be more specific an clearer than others.  Those who are less focused can be helped by follow up questions or statements from you or by restatement of their statements.  By following this process, the session will develop its own focus and it will be driven by the tutee.

Step 3 – Breaking the Tasks Into Parts

Most tasks that a tutee brings to tutoring have several parts.  Ask the tutee to break the task into parts.  For example, a student who is trying to  learn mitosis for biology can be guided to think about the concept as a sequence of events.

Step 4 – Identifying Thought Processes Which Underlie the Tasks

This step is critical for the student’s development of independence.  In this step, the tutor helps the student, learn how to learn.  Giving the tutee the opportunity to talk about a general approach to doing a task helps him/her to develop and use tools to learn he he/she is studying alone.  It is particularly important to use course materials such as the textbook, handouts, lecture notes etc. as the source of information.  You as the tutor are not the source of information.  If you always explain the information to the student, how will the student learn how to get information from the course materials?  Directing the student to the textbook shoes them that the information they need is available to them as a result of their own efforts. How important is it to your success as a student that you know how to use your course materials for learning? How valuable is it to you when faced with a learning task that you can eliminate a good deal of information and focus on the processes, procedures, or concepts that are most likely relevant to completing the task?
Step 5 – Setting the Agenda for the Session

Each tutoring session should begin by identifying what the task is that needs to be accomplished and establishing a plan to accomplish that task in the time available.  How can you as the tutor get the tutee to set up the session? By allowing the tutee to establish the outline for the session, you further empower them towards the ultimate goal of learning how to learn.

Step 6 – Addressing the Task

This is the core of tutoring…the step where the actual learning takes place.  Remember to focus on the course material here because it is the source of information; not you as the tutor!  Using open-ended questions and restating, pausing, coaching, and correcting the student helps the student solve the problem rather than simply having the tutor solve the problem for the student.  The tutee is reading, writing, explaining, describing, demonstrating, calculating or diagramming the information necessary to accomplish the task.
Step 7 – Summarizing the Content by the Tutee

In this step the tutee explains and or demonstrates the information he/she has just learned.  Don’t interrupt the student’s explanation even if you detect an error.  By doing this, both the tutor and the tutee can evaluate how well the student understand the material.  This allows the student to correct his/her own errors or determine which areas are still sources of confusion.  At this point, the tutor redirects the student back to the source of the information.  The tutor should clearly explain the information ONLY when it is clear that the student is not comprehending the material despite all of the above steps.

Step 8 – Summarizing the Underlying Process by the Tutee

After summarizing the topic in Step 7, it is important to make sure that the tutee understands the PROCESS by which they learned the above information.  Ask the tutee to explain how they arrived at their answer or how they completed a particular task.  Think about what questions you can ask to initiate this explanation.
Step 9 – Confirming the Tutee

Now that the student has demonstrated that they understand the concept AND how they got there, CONGRATULATE THEM! Keep it simple and be specific to what they accomplished.  This reinforces to the student that they have the right process to learn in the future.  The tutor should also encourage the tutee to evaluate themselves.  What did they do well?  What should they improve on? What areas caused them problems? This empowers the student to look to themselves for validation rather than the tutor.

Step 10 – Planning for the Future

Now that you’ve accomplished one task, how do you get the student to plan for learning and mastering future tasks?  Planning helps the tutee establish the connection between what was learned in the tutoring session, the information presented in class and what he/she is reading or studying on his/her own.

Step 11 – Arranging and Planning the Next Session

Establish the date and time of the next meeting.  Once this is done, have the student establish goals for what he/she needs to accomplish before the next session.  This is where you help the student develop positive study habits such as time management, review, practice, studying, reading and increased involvement on their part.  Continue to ask open-ended questions as these types of inquiries empower the tutee and lessen the student’s dependence on the tutor.

Step 12 – Closing and Good-Bye

End the sessions on a positive note.  Another positive reinforcement about what the student accomplished in this session will send the tutee off in a positive frame of mind which will increase the chances that he/she will work harder on his/her own before the next session.

Thoughts
How much of this material do you already incorporate into your own tutoring sessions?  What areas can you improve upon?  Read and re-read these steps as you plan for your tutoring sessions so that you can fully implement them into your tutoring.  
General Tutoring Strategies
· Be enthusiastic, positive and flexible

· Don’t be afraid to try different methods to help student understand what you are explaining.

· Work with the student-athlete, not for him/her.

· Be open to suggestions from the student.

· Reinforce time management! 

A Lecture Class:

· Review both class notes and related text material.

· Help student-athlete tie the two together.

· Quiz student-athlete on material covered.

A Quantitative Class:

· Review and discuss problems

· Develop mock quizzes, tests and problem sets.

· Make sure student-athlete is trying to do problems on his/her own.

UNH Student-Athlete Support Services

Student Evaluation

Student _________________________
Tutor(s)_________________________

Course(s) __________________________
Semester ______________________

Evaluation of Tutor(s):

Please indicate the number that best describes the following aspects of your tutoring experience (1 is lowest, 5 highest):  

1. Rate your tutor’s knowledge of the subject matter:

1--------------------2---------------------3------------------------4---------------------5  

Comments:

2. Rate your tutor’s interpersonal skills (his/her ability to communicate clearly and listen well):

1--------------------2---------------------3------------------------4---------------------5  

Comments:

3. How prepared was the tutor for your sessions?

1--------------------2---------------------3------------------------4---------------------5  

Comments:


4. How prepared were you for the tutoring sessions?

1--------------------2---------------------3------------------------4---------------------5  

Comments:

5. Overall, how well did the tutoring experience meet your expectations?

1--------------------2---------------------3------------------------4---------------------5  

Comments:

6. How often did you meet with your tutor? (check one):

_____ Once a week or more

_____
Just before an exam

_____  Whenever I needed to

_____  Hardly ever

7. Please provide any suggestions on how your tutor could improve his/her tutoring:

8. Would you choose to work with this tutor again? Why or why not?

9. Were you given a complete explanation of the tutoring program, including your responsibilities?  YES    
  
 NO 

10.  Did your grades improve with a tutor?  YES    

 NO

11.  Did your overall understanding of the course material improve? YES  

 NO

12.  Is there anything you could have done to improve your grades?
13.  Please provide us with any suggestions regarding how you think the tutoring program could be improved.

Thank you for your feedback!

Please Return to Shawn Green

via email: shawn.green@unh.edu

or by paper copy to me at:

Field House Room 18A (Academic Center)

UNH Student Support Services

Tutor Time Sheet

Name:_________________________

Signature:_____________________
Date:_____________

Week 1: Sat., 9/4/10 – Fri., 9/10/10

	
	SAT
	SUN
	MON
	TUES
	WED
	THUR
	FRI

	Time IN
	
	
	
	
	
	
	

	Time OUT
	
	
	
	
	
	
	

	Student Name
	
	
	
	
	
	
	

	Time IN
	
	
	
	
	
	
	

	Time OUT
	
	
	
	
	
	
	

	Student Name
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	


Total week 1 hours: _________

Week 2: Sat., 9/11/10 – Fri., 9/17/10 

	
	SAT
	SUN
	MON
	TUES
	WED
	THUR
	FRI

	Time IN
	
	
	
	
	
	
	

	Time OUT
	
	
	
	
	
	
	

	Student Name
	
	
	
	
	
	
	

	Time IN
	
	
	
	
	
	
	

	Time OUT
	
	
	
	
	
	
	

	Student Name
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	


Total week 2 hours: _________

Total pay period hours (week 1 + week 2): _________

I, __________________, certify the above entries to be true and correct.  I understand by typing my name above and by submitting my time sheet electronically, that this statement is sufficient in lieu of a signature.

	Name of Student
	Reg. day + time
	Total Hours
	If 0 – Why?
	Comments/Concerns on

Student-Athlete’s Progress

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


University of New Hampshire Athletic Department Tutor Program

NCAA Compliance Rules Education
The University of New Hampshire Athletic Department prides itself on following NCAA rules and regulations to the letter.  We believe this is essential to the success of our academic support program. Student-athletes and employees of university athletic departments, including tutors, are governed by the National Collegiate Athletic Association (NCAA) rules. The University of New Hampshire Athletic Department Tutor Program adheres to a zero tolerance policy with regards to the NCAA rules and regulations explained below. Any violation a tutor commits will result in immediate termination of employment, and may result in the loss of practice and competition/eligibility for the student-athlete(s) involved, including loss of athletic scholarship.  This is important information so please read it carefully!

EXTRA BENEFIT RULE

NCAA Bylaw 16.01.1 states: “A student-athlete shall not receive any extra benefit…If the student-athlete receives an extra benefit not authorized by NCAA legislation, the individual is ineligible in all sports.”

NCAA Bylaw 16.02.3 states, “An extra benefit is any special arrangement by an institutional employee (i.e. tutor) or a representative of the institutions athletic interests (a.k.a booster) to provide a student-athlete or the student-athletes relative or friend a benefit not expressly authorized by NCAA legislation.”

The extra benefit rule is a regulation of NCAA compliance with which tutors must become familiar to avoid jeopardizing their employment with UNH and the eligibility of the student-athlete(s) being tutored. If you would not offer a benefit to every other student at UNH, you cannot offer it to a student-athlete.  

A UNH tutoring staff member may not provide a student-athlete with extra benefits or services, including, but not limited to:

· Provisions of impermissible academic services (e.g., typing reports, papers, letters for a student-athlete).

· Special discounts, payment arrangements or credit (e.g., credit line at a store) on a purchase or service (e.g., dry cleaning).

· Use of institutional telephones, long distance access codes or credit cards for personal reasons.

· Use of institutional copy machines and fax machines for personal reasons.

· Loan of an automobile or use of an automobile.

· Free or reduced-cost services, rentals or purchases of any type.

· Free or reduced-cost housing. A student-athlete cannot accept free or reduced-cost housing from any UNH employee or booster. This includes in the Durham area, in the student-athlete’s home city or any other location.

· Free or reduced-cost storage of personal belongings.

· Loan of money, signing or cosigning of loans or guarantee of bond.

· Free transportation (e.g., a ride home with a coach, ride with a booster).

· Gifts of cash or like items (e.g., gift certificates).

· Gifts of tangible items (e.g., clothing, cars, jewelry), including extra gear or equipment.

· Free or reduced-cost entertainment services from commercial agencies (e.g., movie tickets, dinners, use of car, reduced admission to institutional or community events).

· Payment of educational expenses (other than from permissible institutional and outside sources).

In summary, UNH Tutors may not:

1. Type papers for student-athletes, even if they offer to pay you;

2. Transport any student-athletes to or from campus or any other locations;

3. Give gifts of money, food, clothing or other items of value or loans of money, clothing or other items of value to student-athletes; 

4. Provide any services for a student-athlete that are not available to the general University of 

New Hampshire student body.

5. Be placed on a student-athlete’s complimentary admission list (a.k.a., comp or pass list) for 

any athletics contest.

IMPORTANT NOTICE ON ASSISTANCE WITH PAPERS:

Tutors are not allowed to assist student-athlete with writing assignments (papers) without first receiving written approval from either the Tutor Coordinator (Shawn Green) or the Director of Academic Support (Joanne Maldari).  If student-athletes request assistance with a writing assignment, direct them to Joanne Maldari or to the UNH Writing Center in Hamilton Smith Hall (Rm. 7).  

Any tutor who disregards this rule will have their employment immediately terminated.  

I, the undersigned, have read and understand the NCAA legislation as it pertains to my employment as a tutor in the University of New Hampshire Athletic Department.  I have been afforded the opportunity to ask questions regarding any of this material which I do not understand.  Having been so informed, I agree to abide by these rules with the understanding that failure to follow these rules will result in my termination from the UNH Athletic Department Tutoring Program.

_____________________________________________

__________________

Signature







Date

_____________________________________________

Name (Please Print)

