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HISTORY

Special Services and Supplemental Education (SS/SE) are two
federally funded programs that provide a broad range of supportive
services to Husson students. These services began in 1975 when
Specialists were hired to counsel, test, and tutor.

Today the programs involve nine specialists who counsel or
conduct reinforcement labs in accounting, math, English and reading.
Any student who wishes to discuss problems, who lacks adequate
academic preparation, or who wishes extra help in a subject area is
eligible to use the programs’ services.

Programs like SS/SE have been instituted nation-wide in an
effort to assist students in making their college careers successful.

The “Peer Tutor Program’ originated in 1978 to assist students
by offering them an alternate source of help. With the tutor program,
students now have three choices of educational assistance: the
classroom instructor, the teaching specialist, and the peer tutor.

SS/SE selects, trains, supervises, and evaluates peer tutors.
Recommendations from the college’s faculty are a vital component
of the selection process. Tutors are selected on the basis of academic
excellence rather than financial need.

Historically, tutors have been hired in major subject areas
such as accounting, math, and English. Each tutor is assigned to
subject-based labs or “learning centers” in the tutor workroom.
Learning Centers are supervised by teaching specialists. At times
tutoring has been offered in data processing, reading, and office
administration. Basic entry-level courses, such as accounting, math
and English are priority tutoring areas; more subjects are added

when possible.

Formal evaluation of the Tutor Program is a three-part
process occuring annually. The evaluation determines the program’s
achievements and drawbacks and makes suggestions concerning
changes. First, students evaluate the program and its tutors. Second,
the tutors appraise the program. And third, the specialists evaluate
the tutors. As problems occur within the program, suggestions for
change are evaluated and implemented. Program evaluation ensures
quality service and allows for necessary changes to occur.



Federal grants and Husson College subsidize the tutor program.
During the first four years, federal monies have accounted for 60%

of program funding. Husson College has contributed the remaining
40%.

In the past four years, 1,152 students have been served by the
peer tutor program. Each academic year has brought a significant

increase in the number of students who have benefitted from the
program.
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THE MECHANICS: HOW THE PROGRAM WORKS

Question: For whom is the Peer Tutor Program Designed?

The program is primarily designed for freshmen and freshmen-level
courses. However, some advanced subjects are tutored as a tutor’s
skills and knowledge permit. Only undergraduates are eligible to
receive services.

Question: How can students find out about the tutor program?

Students can find out about the tutor program in a variety of ways.
Schedules are posted all over campus; freshmen receive miniature
schedules in their mailboxes. Tutors introduce themselves and the
program in freshmen classes at the beginning of the semester. In
addition, articles are placed in the college newspaper and advertise-
ments are aired on the Husson radio.

Question: Do tutors work individually or in small groups with
students?

Tutors usually work on a one-to-one drop-in basis. Occasionally, a
student will be assigned to meet with a tutor during a specified hour.
All assignments or referrals must be cleared through the teaching
specialist. Some subjects can be tutored in small groups of three or
four students, if everyone is studying the same material. Group
sessions can save the tutors time and provide extra reinforcement.

Question: Are drop-in and evening hours available?

The Tutor Workroom operates on a drop-in basis--this is the way
most of the tutoring occurs. Tutors are also available during evening
hours, either on a drop-in or assignment basis.

Question: How can a student arrange an individual appointment?

All one-to-one tutoring appointments are set up by the teaching
specialist. Faculty members can refer a student to the Tutor Work-
room, or students can come in directly to the teaching specialist
for help.

Question: When and how are the schedules developed?

Tutoring schedules are established at the beginning of each semester
by the teaching specialists. Tutors are assigned hours based on their
regular class schedules and outside commitments. Past statistics
are also examined to determine which blocks of time are active,
and tutors are scheduled accordingly.



Question: How does the faculty work with the Peer Tutor Program:

The faculty works with peer tutors in three ways: one, they refer
students to the program; two, they monitor students contacts with

tutors; and three, they play an important role in the selection of
the tutors each spring.

Question: How do tutors keep up with what the faculty is doing in
the classroom?

Faculty and tutors form a good working relationship. Tutors can
meet with individual instructors to discuss material covered in class,

and they can get advice about teaching methods that would best
address a student’s needs.

Question: Are meetings with tutors confidential?

The program’s “Policy on Confidentiality” was rewritten in 1982 to
allow for the best possible service to students. Tutors can share
pertinent information within the regulatory guidelines of the
Buckley Amendment regarding a student’s progress with a faculty
member. They are also encouraged to consult with specialist and
faculty about students who are having significant problems. No
personal information about students, including learning deficits,

grades, or personal problems can be shared between tutors and
faculty or staff members.

Question: To whom are tutors directly accountable?

Tutors are directly accountable to the teaching specialist for

assignments, scheduling, and supervision. They are also accountable
to the program coordinator.

QUALIFICATIONS OF PEER TUTORS
Peer tutors must have the following qualifications:

---United States Citizenship

---full-time student status

---a minimum G.P.A. of 2.5

---a minimum average of 3.0 in subject tutored

---ability to participate in supervisory and training sessions

---maturity, responsibility, and ability to communicate clearly with
students



SELECTION OF PEER TUTORS

Each spring tutors are selected for the following academic year.
Every applicant must first get an application from the Special
Services office. The completed application form, two faculty refer-
ences, and a copy of a college transcript must be returned to SS/SE
Office by the application deadline. Then applicants set up an inter-
view with the teaching specialist in the area they want to tutor.
New applicants may also be required to participate in a group inter-
view. Applicants are rated on their knowledge of the subject matter
and their interpersonal skills. Jobs are awarded to the highest-
ranking applicants in each subject area, as funds allow.

When tutors are selected, a list of alternates is developed in case a
tutor vacancy occurs at mid-year.

NECESSARY CHARACTERISTICS OF PEER TUTORS

Peer Tutors must be approachable, knowledgeable in their subject
area, and sincerely interested in helping students. They must also
have strong interpersonal skills, be willing to work with a variety of
students, and be able to present material in a variety of ways.

Tutors should also possess two other important characteristics:
they should have some problem-solving skills; but, they should also
know when to refer unmanageable problems to their specialists.

TRAINING FOR TUTORS

Three types of training will be made available to tutors. First, a
mandatory orientation program will be offered each semester. This
program will review job responsibilities and program policies. Mini-
workshops on training topics such as “Confidentiality and Pro-
fessional Ethics”, “Tutoring Methods”, and “Listening Skills” will be
offered during orientation.

Second, teaching specialists will organize mandatory training/
supervisory sessions in their subject area. These may, at times, include
faculty members who can provide information on what is being
taught and special teaching methods used.

And third, optional workshops will be offered periodically
throughout the semester for the ongoing development of tutors.
Attendance at these will be a determining factor in rehiring tutors
in the spring.

Each tutor will be provided with release time to attend training
sessions. However, scheduling conflicts must be cleared through the
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area specialist. Two unexcused absences from a tutoring session or
a mandatory training session will result in termination from the

program.
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JOB RESPONSIBILITIES:
QUESTIONS TUTORS MOST OFTEN ASK

What are the job duties?

Tutors must:

——-tutor four hours/week (usually six hour/week for workstudy tutors)
according to posted schedule

---maintain tutor logs on all student contacts

---appear at appointed meetings punctually

---attend mandatory training and supervisory sessions

---find a substitute peer program tutor in subject area if ill or unable
to make tutor time

—inform area specialist of schedule conflicts, including absences,
tardiness or schedule changes

—--consult with specialist when any problems occur

-—-discuss academic problems with SS/SE specialists and faculty
members as appropriate about students who have particular
academic problems. Consultation with faculty about student
should be cleared through supervisor.

---set up meetings with freshmen classes under the direction of
teaching specialist at the beginning of each semester to introduce
the tutor program.

——-maintain a G.P.A. of 2.5 and a 3.0 in the subject tutored each
semester

---perform any additional duties requested by supervisor or program
coordinator.

What about pay?

Tutors are on contract for a semester at a time and are paid $300/
semester. Paychecks are available in the business office and can be
picked up on the 15th and 30th of each month.

What are the conditions for termination?

Two unexcused absences from a tutoring meeting or mandatory
training session will result in termination. Persistent tardiness,
irresponsibility, or any unethical or unprofessional behavior by a
tutor may also result in termination.
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What about grievances?

Tutors have the right to appeal any program or personnel decision.
Grievances are taken first to subject specialist, through program
coordinator to appropriate SS or SE director, and finally the Dean
for Student Affairs or his/her designee. In all meetings regarding a
grievance, a tutor has a right to one witness/advocate and any
supporting information s/he wishes to present.

PROBLEMS FREQUENTLY ENCOUNTERED BY TUTORS

Tutors often run into problems they have not anticipated. Many
times tutors can solve these problems by themselves, before the
problems become unmanageable. Sometimes, however, it is necessary
to get help from teaching specialists. They are your resource. If you
encounter the following problems, or any other problems for that
matter, feel free to talk to your specialist.

---overwhelmed by request for help either in the dormitory or at
school

---emotional overinvolvement between tutor and student, for
example, a student developing a “crush” on a tutor

---maintaining a healthy attitude even when the workroom is not busy

---dealing effectively with students from different cultural back-
grounds

---finding alternative techniques to teach students
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