


Your goal

Your goal as a tutor is to get your student’s grades to increase. Second, but equally important, is mentoring the kids towards a better future. Creating a trusting relationship with them is the key to success. Many times they are not happy to be there and will not want your help. Your goal is to help them understand that you're not there to annoy them or to make them feel inadequate. You need to help them realize that you have their best interest in mind and that you want to help them succeed. To accomplish this, you need to learn to be strict, but also loving and understanding. In this handbook you will learn tutoring techniques that will help you break through any barriers the students may have and enable you to teach them more efficiently.






Obstacles

As well as dealing with kids who are not being tutored by choice, you will also deal with faculty and staff who will not want you at their schools. You are intruding on their ground and sometimes in their classrooms. Be prepared for this. In order to be successful in your endeavors you will have to build good relationships with the faculty and staff. With the faculty backing you up, your job will become a lot easier, and you will be more successful. In this handbook we touch on some of the most important things to focus on when trying to build these relationships. Pay close attention to these and apply them whenever you can.
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Professionalism and community entry

Your actions, words, and appearance are very important when it comes to making a good impression on the faculty, staff, and the students you are tutoring. Take the following tips seriously and try to follow them as much as possible.


Be on time!
	Always be on time to your appointments with individual students and one-on-one meetings. This will send the teachers a message that you're reliable and that they can count on you to take your job seriously. More importantly though, it will show your student that you are serious about helping him and that they can't misbehave with you. You will earn their trust. You are setting an example to them. If you are always on time, they will feel more obligated to be on time as well. If they are late, make them aware of it and tell them that you expect them to be on time; otherwise you will not be able to help them to your fullest potential. This message will carry from the student to the staff and will give you a foot in the door of finding your way into the school you are serving.





Consistency
	Be there for every appointment! If you skip out on your students, they will do the same to you. In order to build a trusting relationship, you first need to show that you're serious about helping them. By being there for every appointment, you show them that they can rely on you, and that is the first step to building a comfort zone. The teachers will also see that you are consistent and serious about your job, and that will reflect in their attitude towards you. If you absolutely have to miss an appointment, make sure you let everyone know well in advance and try to find a replacement.
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Dress and appearance
	This is a job, not a hobby or a leisure activity, so dress accordingly. It is very important that you look how you want to be perceived by the students and by the staff. You want the staff to see that you are mature and professional, without making the student perceive you as cold and “too adult”. Dressing neatly and following the school district dress code is very important to send the right message. If you have holes in your pants, no matter how good and consistent your work is, the staff will have a hard time taking you seriously. You also need to remember that we are guests in their school, and the least we can do to show respect is to follow their dress code.



Be proactive!
	In order to find your place in the school community, you need to show the staff that you take part in it. If you have free time while you're at the school, go to the office or to a teacher you know, and ask them if you can assist them with anything. If a staff member sees you in the hall and asks if you can help them with something, do it! Don't skip or be late to an appointment because of it, but if you have time, help whenever you can. This will show that you are interested in the school's well being and that you can be counted on. Don't be caught just standing or sitting around. That sends a message that we cannot afford to send. We are there to work, not to hang out.


Paperwork
	Make sure you complete your paperwork on time and correctly. Paperwork is very important to show what kind of progress you are making personally, and also to show the progress of the program as a whole. In order to keep the funding for these programs we need to show progress and improvement. Your paperwork is crucial to proving the efficiency of the program. Filling out your time sheets correctly also makes your superiors' jobs a lot easier and ensures that you are paid correctly. Please try to stay organized and on top of your papers.
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After you read									?





Ask yourself:

How can you show your coworkers and superiors that you are mature and taking this job seriously?





How can you show respect to the schools you are working at?






What can you do to make sure you are on top of your paperwork and it gets turned in on time?





What are some things you can do to stay busy while you're at your assigned schools if you have some free time?
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Creating a comfort zone

The first step towards a successful tutor-student relationship is creating a comfort zone. You have to gain your student’s trust and let them know that you really are there to help. Of course this doesn't happen overnight, but the following tips will help you in creating this necessary relationship.




Smile!
	First of all, smile and be friendly. This seems trivial, but it is very important. Body language says more than words could ever say. A reassuring smile can go tremendous distances in creating a good relationship with your student. Be respectful towards them. Don't let your personal frustrations influence the way you interact with them. Try to leave your own problems behind, and just be nice and understanding towards them. One unjustified snap at them could ruin the trust base you are trying so hard to build. Just keep up being friendly and smile, even if it doesn't necessarily come natural to you, it will be worth it in the end. Once that trust foundation is there, your students’ will notice on their own if you're having a bad day and, hopefully, be nice to you back. 


Make them feel comfortable
	You can't help someone understand a subject, if you don't know what they're struggling with. You need to let them know that it is okay to ask as many questions as they need to. When they ask a question smile, and praise them for asking. Saying things like “good question” or “thank you for asking” will let them know that you welcome their interest. Avoid saying “I was just going to get to that!” This will make them feel insecure and dumb. Probe them to ask questions. Make them feel as comfortable as possible to ask anything.

What to say:  						What not to say:
“Thank you for asking”					“I was just going to get to that”
“Great question”						“Why would you ask that”
“Interesting question” 					“You should know this already”
								“That's a dumb question”
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Show interest in their personal lives
	Showing a genuine interest in your student's personal life is vital to the success of your tutoring. This interest has to be there from the start to show them that you care about them and their well being. At the beginning of each meeting, ask them how their day is going and how things are at home. If they want to talk to you about it, listen. If they don't, let it go. Don't pry! That will have the opposite effect of what you're trying to accomplish. Also, don't try to be their therapist. Just listen, and if things are going good, let them know you're happy for them. If they are having problems, listen and let them know you're sorry. Remember, you're not doing this to rat them out and get them into trouble. You are doing this to build a good relationship, so you can effectively help them. Be a friend. If they ask you about your personal life, answer them appropriately and in your comfort level. It is helpful for them to see you are human, too.






Be confident
	Confidence makes everything easier, but it is especially important when you are trying to teach or mentor someone. Be confident in your knowledge of the material. This will show the student that they can rely on you to get the right answers when they have a question. Make them feel comfortable enough to ask whatever questions they have at whatever time they want.
Confidence is also important in gaining respect from the students. You want to be their friend, but you also want them to see you as a figure of authority. Showing confidence in yourself and your skills will make it a lot easier to receive this respect. This also ties back into the clothing. When you are dressed neatly you want and move in a way that demands friendly respect. It will help you in displaying your confidence and your authority. 
If you are not confident in the subject please contact your supervisor to explore the possibility of training or changes in your schedule to better fit your area of expertise.

Know the material
	Obviously this is going to be extremely important. Without knowing the material yourself, how could you possibly tutor someone? If you have to, do research in order to have a solid understanding of the material. The more knowledge you have about the subject, the easier it will be to teach.
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Be patient
	There is one thing for certain; in this job your patience WILL be tested. If you reach the point at which they just don't seem to understand what you're trying to teach them, or when they are tired and don't want to work anymore, it will be up to you to keep a positive attitude. Do not ever become impatient with them! This could destroy what trust you have built with them. Put yourself in their shoes and try to understand their frustration. Ask them to explain to you what exactly it is they are struggling with and maybe back track a couple steps. Review things they feel comfortable with to boost up their confidence. This will put them in a better mood and make them more willing to participate again. If they are rebelling and just simply don't want to cooperate, don't lose your temper. Be strict and tell them that you are here to help them and that's exactly what you are going to do. Be resilient and insist on their cooperation. Don't lose your good attitude. Don't let them “break” you. Be patient and as understanding as you can possibly be. 
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After you read									?





Ask yourself:

How much time is appropriate to spend on personal talk?






What are some ways you can prepare for your tutoring sessions and feel compfortable about the taught material?






How can you improve your patients towards your tutees so you can avoid frustrations?






Why is confidence such an important aspect of this job?






8

Tutoring strategies

With a solid trust foundation established, the next thing is to know tutoring strategies that will help you to teach the students more successfully. Correctly applying these will make your job a lot easier and which will benefit you as well as your student.


Lay out a plan for their future
	This is not something that is done every time you meet with your student, but it is an important tool to use when you get a new student. The first time you meet with a student ask them about their ambitions. What are their career aspirations? What do they want to do when they grow up? With this information, lay out a plan for them containing what they will have to do to achieve their goals. Tell them what academic steps they will have to take and what will be required of them if they want to reach that goal. This is not meant to scare them, it is meant to motivate them. You can also refer back to this if they ever get to a point where they are frustrated or uncooperative. This also gives you a chance to get to know your student faster and to show your genuine interest in their well being.




Use language they can understand
	Make sure your student can understand what you are saying. You can explain something to them multiple times, but if they don't recognize the words you are using, they will not understand it. Remember also that some of the kids you will be tutoring do not necessarily speak English at home. Use simple language, but not to the extent that you make them feel like a young child. Watch their face when you are explaining something and you will be able to see if they are following you or not. Body language can be a powerful indicator. Don't be afraid to ask if they understand. If they are having trouble, they will be grateful that you asked, because most likely they were too ashamed to tell you themselves.
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Ask questions
	This is probably the most important thing to remember when tutoring anyone. Ask questions! If you are working on a problem or a concept, don't just give them the answer, ask probing questions. Ask them to explain the concept to you as they 
understand it so you have a starting point. Ask them to explain what exactly it is they don't understand. As you’re working your way through a problem, ask them to tell you the next step. Of course you are there to teach them and to answer questions, but make 
them work for the answers. If you simply hand them the answer, you are robbing them of the exhilarating experience of “AHA-moments” (the moment where, after thinking about it and evaluating it and probing at it, it finally “clicks” in their head and they understand it). Being handed an answer can never be compared to discovering the answer on your own. When you figure something out yourself, you will remember it because you actually understand it, instead of memorizing it. Learn to give them hints instead of whole answers. 
You will also have to learn to use open-ended questions. Asking yes/no questions limits their answer and therefore also their thinking about the answer. By asking open-ended questions you are automatically asking them to elaborate, which makes them have to think about it more. The more they think about it, the faster they will understand it.

Open-ended questions 						Yes/no questions
“What is the next step?”						“Is this the next step?”
“Tell me your thinking behind that?”				“Do you not understand that?
“What don't you understand?”					“Did you use ___  method?”
“What method did you use?”





What if they make a mistake?
	All of your students will of course make mistakes in their assignments. When you notice a mistake, the worst thing you can do is immediately point it out to them. Instead, ask them to look at the problem again and explain to you, step by step, how they reached this answer. A lot of the times during this process they will notice the mistake themselves, which is what we want. If they don't notice it the first time around, point at the mistake and ask them to explain to you why they think that is correct. Once you've found the flaw in their reasoning give them hints towards the correct answer. Don't just hand them the answer! Once again, make them work for it and figure it out on their own.
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What if you don't know an answer?
	Try to avoid this situation, of course, but every once in a while it will happen. Don't worry about it, we are all human. If you don't know the answer to a question, don't guess at what the answer might be. Doing this might give your student wrong information, and that will be very hard to replace with the correct information later on. Instead, simply say that you don't know the answer at the moment, but you will make sure to find out by the next time you meet. Admitting you don’t know is very important to ensure you don't teach wrong information, and it also shows your student that you are human. This will make it easier for them to relate to you and to see you as a friend and mentor, rather than just a teacher. Situations like this are also a great opportunity to teach them about the importance of research. Let them know that if they want to know more about something, they can do so not just in school, but also in their own time. We all know it is always easier to research something we are interesting that something we are not. A little reminder about research might spark their interest to do some on their own. Remind them about the libraries and the internet. Make sure to have the answer to their question by next time though.




Visual aids
	Most people are visual learners. Visual aids can be an enormous help in remembering or understanding something. It takes a little practice to use them efficiently, but if you do it often, you will soon become very comfortable with it. Use any helpers you have handy. If you have a black or whiteboard, use it. If all you have is a pen and a piece of paper, use it. If all you have are your hands, use them to emphasize what you're saying. In math it can help to draw out connections between numbers or to quickly graph something to visualize what you are trying to explain. If you're teaching a language, draw out or write down what you are saying so they can picture it. In history you could draw out a time line to help them memorize dates or chronological orders. Being creative is the key factor here. Use whatever you have to help your student visualize what you are saying. In the end they will thank you for your efforts.







11

Don't fear silence
	Explaining concepts, making comments, asking questions and using visual aids are all very, very important, but sometimes the best thing you can do is just be silent. Hopefully, there will be times when your student has become comfortable enough with a subject or a concept to work on their own. When they are working without asking questions, don't be awkward with the silence. It is a good sign when they are working on their own. Don't break their concentration by throwing in comments or reminders. Wait for them to either finish the assignment on their own, or ask you a question. This silence might feel awkward to you, but if they are concentrated on their work, it won't feel that way to them. In this case talking would be disruptive to them. So don't feel awkward if there are a couple minutes of silence. On the contrary, be happy. The more silent work on their part, the more it shows they have learned.



Praise
	Praise is an immense confidence booster, and the more confidence your student has, the more they will cooperate and learn. Try to say things like “good job” or “good work” after every hurdle you hit, and things like “see, you're smart” or “I knew you could do it” after every completed assignment. Even if they are just little compliments, let them know you believe in them and are proud. This also includes letting them know that you don't think they are stupid if they are having particularly big problems with a certain concept. Say things like “This is very hard, but I know you can do it”. This will help them get past their frustration and get them going again. Use little compliments and praise as much as possible.




Review
	The last step of every section and every session should be review. Reviewing helps future recall by bringing the information back from the short term memory and storing it in the long term memory. Make sure that you ask them to quickly summarize what they've learned after every section or problem you've completed. At the end of your session, ask them to summarize what they've learned today all together. Remind them of important things they might forget to mention. It is important that you let them summarize it though. You repeating everything you've explained won't do them any good. They have to be able to recall it themselves. Review is extremely important. Even if you only have a couple seconds before they have to leave, make them summarize really quick. Taking the extra time to do this will be worth it in the end.
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After reading										?




Ask yourself:

What is the most important strategy to get your tutee to think and figure out the answers themselves?






How can you make sure you have a few minutes to review at the end of each session?






Why is praise so important and how can you get in the habit of doing it more than you normally would?






What is the worst thing you can do when your tutee makes a mistake and why?
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Classroom Support

Introduction
	Some tutors have to work in a classroom while a class is in session. In such a situation you must apply all the techniques mentioned above but also integrate other techniques that will help you succeed as a tutor. One of the main challenges of working in a classroom is that you need to learn to collaborate and work with the teacher. The teacher has to deliver a lecture, and at those times, direct interaction with your assigned students may not be possible. It is crucial that you understand the dynamics of the classroom so that you can serve your students more effectively. Since you will be working closely with the teacher, you should take the time to get to know him/her during the course of the school year. 


Connect with the teacher 
	The first thing that you need to do when you are assigned to help in a classroom is to properly introduce yourself to the teacher. Don’t be afraid to approach the teacher to let him/her know who you are, where you are from and what your role as a tutor is. After class or during the teacher’s prep period are the best times to connect and to start the relationship building process. Even though you work for Weber State University, it is necessary to respect the teacher you are working with by allowing her/him to decide how your services can be used in the classroom. The idea is that you can help the teacher and monitor your assigned students at the same time. 








Ask Questions
	Connecting with the teacher includes asking questions about how to better 
connect with the students, or simple ways to help students on a particular assignment. Asking for feedback is a perfect way to improve and to develop a synergistic approach when tutoring in a classroom setting. There is no better person to guide you in this process than the teacher you work with. 
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Be Proactive 
	When assigned to tutor in a classroom, you now need to reach out to students who may not pay attention to what you are saying; in their mind they are not being tutored, they are simply attending their regular class. You must walk between aisles to monitor behavior and to help the teacher ensure that all students are actively listening to the lecture. When it is time for an activity or assignments, you need to ask the students to stay on task and remain focused until the assignments have been completed. Some students may act as if they are working on their assignments, but they may be only scribbling or doodling. In those cases you need to take action by asking your students to show you their work, thus ensuring that the assignments are being completed. 


Things you can do
	Sometimes you may wonder what else to do, please consider the following ideas:
Help your students by taking notes for them. Do not simply give them to them but rather help them remember the material and teach them how to better take notes by showing them your notes. 
Make sure that you know when upcoming assignments are due so that you can remind your students; sometimes a simple “Don’t forget your assignment on Monday” may make the difference. You are serving as a mentor to some of these students, if you hold them accountable and you have built a relationship with them, they will respond by being more responsible in school. 
Talk to the teacher to learn the different ways each student learns the most. The teacher knows his/her students the best, and can help you connect with those students you may have trouble with. Once again, you need to be proactive. 
Ask the teacher to let you know how your students are doing academically so that you can better address the student’s needs. 
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After you read									?




Ask yourself:

What are some things you can do to support the teachers you are working with?






Why is it so important to have a good relationship with the teachers you are working with and how can you achieve this and maintain it?






What are some things you can do while you're in a classroom to help the students and support the teacher and the class environment?
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EXAMPLES OF COSTA’S LEVELS OF QUESTIONS


Level One questions cause students to recall information.  This level of question causes students to input the data into short-term memory, but if they don’t use it in some meaningful way, they may soon forget.
Level Two questions enable students to process information.  They expect students to make sense of information they have gathered and retrieved from long-and short-term memory.
Level Three questions require students to go beyond the concepts or principles they have learned and to use these in novel or hypothetical situations.
	TOPIC
	LEVEL ONE
(complete, count, match, name, define, observe, recite, describe, list, identify, recall)
	LEVEL TWO
(analyze, categorize, explain, classify, compare, contrast, infer, organize, sequence)
	LEVEL THREE
(imagine, plan, evaluate, judge, predict, extrapolate, invent, speculate, generalize)

	Science
	What is a gene?
What is a chromosome?
	Compare and contrast genes and chromosomes.
	Use what you know about genes and chromosomes to predict a trait in a child.

	Spanish
	Conjugate the Spanish verb “ser” in the present tense.
	Elaborate on the similarities and differences of the preterit and past tenses in the Spanish language.
	“Invent” a new Spanish regular “ar” ending verb. Use it in 6 sentences, using different tenses and persons.

	Mathematics
	Evaluate this expression:
3x^2if x=4.
	When, if ever, can x^2’2x?
	Prove whether or not the operation [Y] is commutative given that a[Y]b=a^2-b 

	History
	Which amendment in the Constitution gives citizens the right to bear arms?
	Compare and contract societal conditions in the US that impacted the inclusion of the second amendment in the US Constitution with conditions today.
	If there were a Constitutional amendment that prohibited ownership of weapons by citizens, how might American society be affected?
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COSTA’S Signal Words & Definitions



LEVEL ONE:
· Define - to set forth the meaning of
· Describe - to represent or give an account in words
· Identify - to establish the identity of 
· List - a simple series of words or numbers
· Name - to mention or identify by name
· Observe - to see or sense esp. through careful attention
· Recite - to repeat verbatim
· Scan - to examine closely

LEVEL TWO:
· Analyze - to make an analysis of , an examination of a thing to know its parts
· Compare - to examine for likenesses and differences
· Contrast - to show differences when compared
· Group - to cluster
· Infer - to derive as a conclusion from facts or premises
· Sequence - chronological order of events
· Synthesize - the combination of parts or elements into a whole

LEVEL THREE:
· Apply - to put to practical use
· Evaluate - appraise, value
· Hypothesize - to adopt as an hypothesis/assumption
· Imagine - to form a mental picture of something not present; guess
· Judge - to form an estimate or evaluation about something. deduce
· Predict - to declare in advance
· Speculate - to think or wonder about a subject
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