Training Overview 11/13/13


6 WEEKS OF TRAINING AND 5 STAGES OF TRAINING:

Orientation

Observation 

Co-tutoring 

Observed tutoring 

Provisional tutoring  (2 weeks)

EVALUATION TOOLS:

Observation Reports (including Mock Report)

Mock Session
Protocol Checklist




Hacker Timed Assessment

Strategy Outcome Form




Modules

Mini Mock Session




Post-session conversations with mentors
Syntax Performance Review



Feedback emails







Friday staff meetings 
WHO EVALUATES YOU?

The Leadership Team.  We meet weekly.

TERMINATION

Training can be terminated at any stage of the training process if you fail to meet the core expectation of each stage.

STAGE 1: ORIENTATION

PRACTICE PROFESSIONAL BEHAVIORS:  Show up on time, act appropriately in a workplace, use common sense in interactions, use time efficiently, follow directions carefully.

Evaluated Signs of Progress:

· Punctuality

· Thoughtfulness and thoroughness in modules

· Professional interactions

Evaluation tools:

Complete During 1st Shift:

· Handbook Quiz (to be distributed by your mentor at your first shift)

· Stages of the Writing Process Module

Complete During 2nd Shift:

· Session Protocol Module

· Report Module

STAGE 2: OBSERVATION

DESCRIBING TUTORING PRACTICE: 

Evaluated Signs of Progress:

· Ability to describe key features/aspects of tutoring practice.

· Receptiveness to feedback from your mentor and other experienced tutors.

· Focus on the differences in the sessions you observe.

· Understanding of tutor communication strategies for goal setting with clients.

Evaluation tools:

· Protocol checklist

· Report Critique Form

· Mock Report

· Mini Mock Session

STAGE 3:  CO-TUTORING

USING WRITING TUTOR STRATEGIES 

Evaluated Signs of Progress:

· Writing knowledge as demonstrated through session content, client reports, etc.

· Interpersonal skills—i.e. if you were comfortable with the client and, in turn, made the client comfortable.

· If your comments are consistent with the expectations of the assignment.

· If your comments are consistent with the conversation already established by the experienced tutor—i.e. no inappropriate, off-the-wall, extraneous or contrary comments.

· If your comments were “client-centered,” not based on how you would write the paper.

· Professionalism of client reports, including descriptive language, clarity, grammar, and your ability to complete these reports on your own.

· Your ability to use talk writing, backwards outlining, or brainstorming/structuring strategies effectively

Evaluation tools:

· Mock Session

· Strategy Outcome Form

STAGE 4:  OBSERVED TUTORING

SETTING SESSION GOALS:  You lead the session, allowing you to display that you are comfortable with procedures, tutoring skills and techniques, interacting with the client, writing client reports, applying feedback given to you by experienced tutors, and that you are able to communicate your writing knowledge to fellow tutors and clients.

Evaluated Signs of Progress:

· Accuracy of comments.

· Your performance of the established Writing Center procedures.

· Your perceived comfort level with clients.

· Your ability to communicate clearly with clients.

· If your comments are consistent with the expectations of the assignment.

· Your ability to use feedback from the experienced tutors.

· Professionalism of the Client Reports, including descriptive language, clarity, grammar, and your ability to complete these reports on your own.

· Your ability to judge the success/outcome of any particular appointment—i.e. your ability to learn from each appointment.

Evaluation tools:

· Mentor Observation 

· Syntax Performance Assessment

· Hacker Timed Assessment

STAGE 5:  PROVISIONAL TUTORING

RECEIVING, AND UTILIZING FEEDBACK:  You lead the session, allowing you to display that you are now comfortable enacting sessions on your own and developing your own practice.

Evaluated Signs of Progress:  

· Ability to enact advice and demonstrate progress on key weaknesses

Evaluation tools:

· Post-observation reflection—written and oral.  Are you focused on meeting expectations?
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