NCLB Coordinator Monthly Responsibilities
· All tutors are to report directly to you. If issues arise that you are unsure of, please call Smart Start. Be sure all tutors have appropriate materials and paperwork (curriculum materials, calendar, progress report, lesson plans).

· Please make a visit to each school during tutoring hours the first session and the last session of the month. Touch base with your tutors, be sure they have appropriate materials, collect completed calendars and progress reports (last session of month), answer tutor questions.
· Be sure each tutor and school facilitator has a way to contact you. If a tutor is going to be absent, please be sure the parent and facilitator is informed. 

· For all major questions and issues, please call Smart Start. 

· Please send or drop off calendars and progress reports at the end of each month. Make sure they are complete and accurate.

· Tutors are responsible for keeping track of the hours they see the student and the time they have remaining. You can look in Cayen to also see how much time a student has remaining. 

· Unprofessional tutor actions should be reported to Smart Start immediately. 
