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Began preparing September 2008

Preparation:

· Prepare slips to hand out to all NHS members to determine when people are available to tutor (lunch wave, before/after school, study halls) and what subjects they’d prefer to help with. [I found these were unnecessary thanks to the prevalence of email] 

· All of the Ledyard schools know that we offer tutoring, so really the leader just needs to wait for requests to come in.

During:

· Email is the most effective form of communication. Have anyone who is looking for a tutor email the leader with when they are available to be tutored, what they need tutoring in, and what grade they’re in.

· When the leader has a request, they should send out a mass email. Also, they can figure out who specifically is available by looking at the sheets.

· If there is someone available to tutor, then the leader needs to give the tutor and the student each other’s information so that they can get in contact with each other. 

· Wait about a week from when the mass email was sent, and if no one volunteers, you may need to go

through the tutor contact information cards and ask someone if they can help out. You can also ask people outside of NHS to volunteer to tutor.

After

· Contact the tutor coordinator for the upcoming year to let them know what their responsibilities are, how to do it, and make yourself available to them if they have questions.

· Edit Tutoring Report from the previous year.

Mistakes

· One common mistake is to play too much of the middleman. Once you have a tutor willing to help, get out of the middle and let the two parties talk to each other. It gets too confusing to be the messenger between tutor and tutoree. Remember your main job is to match a tutor with a student, and once that is done, get out of the way.

· Try to keep record of who people tutor, how much/often they tutor, and who has tutored and who hasn’t (though this can be near impossible since you’re out of the picture once the tutor and student are matched)

Warnings

· Make sure that you keep tutorees updated, even if you haven’t found a tutor yet. If you don’t keep in contact people will think that you forgot about them when really it’s just that no one has stepped forward to help.

· Check email often. Checking at least once a day is absolutely necessary to make sure that you aren’t leaving anybody hanging.  

· Be willing to ask specific NHS members to tutor if no one is volunteering. That’s the point of the sheets that they fill out at the beginning of the year. 

Suggestions

· Communication is the most important thing. Check your email daily and make phone calls if necessary. A successful tutoring program can only run smoothly if all parties are well-informed.

