Spring 2008 LRNA 98 Tutor Training Information & Checklist

Class meets 1:30-2:30 in L-74 six Fridays (5/2/08 - 6/13/08) 

This document, and all class handouts, assignments, and make-up assignments are available online at http://faculty.deanza.fhda.edu/alvesdelimadiana
INSTRUCTOR: 

Diana Alves de Lima 
(408) 864-8485

alvesdelimadiana@fhda.edu
TUTOR SUPERVISORS:

Jeannie Kastelic 

(408) 864-8253

kastelicjeannie@fhda.edu
Sandy Blackborow

(408) 864-8852

blackborowsandra@fhda.edu
Laura Bell


(408) 864-8683

belllaura@fhda.edu
Sr. Tutor’s name:


Phone:  


e-mail:



PRE-CLASS “TO DO” LIST: Do Before May 2


1.
Attend a New Tutor Orientation with the Coordinator or your Supervisor.  Read and understand all the policies and procedures described in the Tutor Handbook, mark your calendars with meeting dates and LRNA 98 class schedule and assignments.  You will have a separate “to do” list to complete hiring and payroll.


2.
Watch Tutor's Guide video, Lesson 1 “Introduction to Tutoring,” and Lesson 2 “The First Session” (Available in the Library Express or in L-47. Each lesson is 15 minutes.) 


3.
Write down three questions about tutoring. You will refer to these questions in the first class, speak to your Sr. Tutor about them, respond to your classmates’ questions, and answer your own question for your final essay. 

4.
Call or e-mail your Senior Tutor to schedule a 15 minute meeting. In person is best, or by phone, but not only by e-mail.  Please contact Diana or your supervisor if you are unable to reach your senior tutor.
· 5.
Join Diana’s web site: http://faculty.deanza.fhda.edu/alvesdelimadiana. This will allow you to post to discussions and get bulletins and reminders.  
· 6.
After you have logged in, click on “Tutor Discussions” then the current quarter to post your 3 questions.

7.
Write and e-mail your first journal assignment (please follow instructions on the Journal Assignment sheet). 


8.
Complete your photo index card by pasting a photo of yourself, writing your name and something to help me remember you on the card provided at orientation.

9.
Check out the Tutorial and Academic Skills Center website at http://www.deanza.edu/tutorial.  Understand what resources are available through our Center, and follow some of the "Useful Links."  Extra Credit: Report on one link in your subject by posting to "Favorite Websites" on the discussion board.
LRNA 98 General Information

ATTENDANCE: This class meets only six times, so attendance is a large part of your grade.  If you must miss class, please e-mail the makeup assignment to Diana, your supervisor, and your senior tutor by the Monday following class. Makeup Assignments are listed at http://faculty.deanza.edu/alvesdelimadiana/stories/storyReader$135. 

ACADEMIC INTEGRITY: All work submitted for this class must be your own.  Dishonesty on any portion of attendance or assignments will be addressed by your instructor and supervisor, and may result in failing the course and being termination of your employment as a tutor. 

ASSIGNMENTS: 

•
Follow all instructions on assignment sheets (in yellow folder and on web site.) YOU MAY NOT GET CREDIT FOR AN ASSIGNMENT IF YOU DO NOT FOLLOW THE LABELING AND OTHER ASSIGNMENT INSTRUCTIONS.
•
E-mail ALL assignments to three people: Diana, your Senior Tutor, and your supervisor (Jeannie, Sandy or Laura.) 

•
Senior Tutors will respond to your journals.  If you don’t receive a response from your Senior Tutor within one week, please contact Diana.

•
Please spell-check and proofread all assignments.

•
Please carefully label assignments in the “Subject” line of the e-mail as follows:
Journals: Label “Journal #--, Firstname Lastname”  
Instructor Visit: (Download or cut and paste from web site, then complete.)  Label “Instructor Visit, Firstname Lastname”

Videotape Self Assessment: (Download or cut and paste from web site.) Label “Videotape Self Assessment, Firstname Lastname”
Final Essay: (2 pages answering your 3 questions) Label “Final Essay , Firstname Lastname”. 
MATERIALS:


Please bring your yellow folder to class each day.

All handouts and worksheets are in yellow folders (and on web site).

GRADING:


•
This is a Pass/No Pass class.  You must get at least 105 points to pass.

•
Late assignments will earn up to 80% of possible points.

•
Grading Scale: A=>135. B=>120, C=>105, D=>90

•
Rehire decision requires A or B and supervisor recommendation.

	Assignment/Activity
	Points

	Journals 1-4
	10 each (40)

	Attendance or Make Up 1-6
	10 each (60)

	Instructor Visit
	5

	Video Self-Assessment

Must be completed to pass class; speak to instructor if there is an unavoidable problem. 
	15

	Final Essay (2 pages on 3 questions)

Must be completed to pass class
	15

	Work as a Tutor

Work as a tutor = Communication with Supervisor and Senior Tutor: 10 points; Professionalism, Responsibility, Student Evaluations: 5 points
	15

	Total:
	150


LRNA 98 Calendar of Topics and Assignments

Spring 2008

Class meets 1:30-2:30 in L-74 six Fridays (5/2/08 - 6/13/08)

	Date
	Topic
	Discussion and Assignments

	Fri. 

May 2

Note: All Tutor Mtg. #1 before class 12:30-1:20 in S-43
	Class #1:

Introduction to Tutoring/

Tutoring Cycle
	Dcussion: 

Tutor’s Guide videos, three questions, Tutoring Cycle

Homework e-mailed by today: 
· Journal #1

	Fri. 

May 9

Note: Individual (non-Adjunct) Subject Area Roundtable mtgs. before class 12:30 – 1:20 in S43
	Class #2: 

Tutoring Techniques


	Dcussion:

How did you use the Tutoring Cycle in your sessions?

Techniques to promote active learning and metacognition

Homework e-mailed by today:


Journal #2
· Respond to at least one question on Discussion Board.

Plan Ahead:

· Schedule meeting with instructor for Instructor Visit Worksheet

· Schedule yourself at the front desk to videotape one session with your most reliable student


	Fri. 

May 16


	Class #3

Learning Styles and Learning Skills
	Dcussion:

What tutoring techniques did you use in your sessions?

Results of your online inventories

How to help students become better learners

To Do before class:

Take a Learning Styles quiz http://www.metamath.com//lsweb/dvclearn.htm http://www.engr.ncsu.edu/learningstyles/ilsweb.html
· Take the online Study Skills Inventory http://www.sarc.sdes.ucf.edu/inventory.html
· View a video on learning styles http://maclife.mcmaster.ca/academicskills/online_resources.cfm
Homework e-mailed by today:


Journal #3

Instructor Visit Worksheet
Plan Ahead:


Schedule yourself at the front desk to videotape one session with your most reliable student.  Arrange to watch with your Senior Tutor.

	Fri. 

May 23
	NO CLASS
	ENJOY MEMORIAL DAY WEEKEND!


	Date
	Topic
	Discussion and Assignments

	Fri. 

May 30


	Class #4

Diversity & Cross-Cultural Communication


	Dcussion:

How does race, ethnicity and cultural background affect communication and tutoring?

How can tutors encourage better cross-cultural understanding?

To Do before class:

Check out Diversity and Inclusive Practice http://tlu.ecom.unimelb.edu.au/tutortraining/diversity.html
Homework e-mailed today:

Journal #4

Plan Ahead:


Continue videotaping. After taping, fill out Self Assessment Sheet and schedule yourself to watch a segment with your Senior Tutor.

	Fri. 

June 6
	Class #5

Learning Disabilities/Campus Resources
	Dcussion:

Guest Speaker from Educational Diagnostic Center

How to help students with learning differences and disabilities

To Do before class:

Check out the Disabled Students Programs website http://www.deanza.fhda.edu/specialed/
Homework e-mailed by today:

Videotape Self Assessment Sheet

Plan Ahead:


Remember your three questions for Final Essay

	Fri. 

June 13
	Class #6

Reflection and Wrap-up
	Dcussion:

How would you teach this class?

Homework e-mailed by today:

Final Essay (2 pages answering your three questions)

All late and makeup assignments due today!

	Fri. 

June 20
	Celebrate!
	End of Year BBQ Potluck Picnic!

Memorial Park  12:30 - ??








