Tutor Handout 
Student Learning Plan

· SLP must be signed by parent, provider and district BEFORE student begins tutoring

· SLP should contain 3 to 5 goals.  If all goals are completed, a new SLP should be signed between parent, provider and district. 
· Individualized tutoring must be based on the skills identified by the assessments and indicated on the SLP.  Such skills will be different for each student so individualized or small group tutoring should take place at all times.

Attendance

· MONTHLY attendance sheets must be used.

· Student attendance must be entered in the computer every two weeks by your company

· Times must be included on the attendance sheet.

· Attendance times only include the actual tutoring time

· Start time is the time the student begins tutoring (if either the tutor or the students is late, the start time must reflect the actual time).

· No time is charged for snacks, etc.

· End Time is the time the tutoring ends.  In cases where the student must leave early, the actual time spent tutoring is reflected. 

Quality of Tutoring

· The district is paying $40 - $80 per hour per student.  The tutoring time is to be spent on high quality tutoring.  Activities not allowed during tutoring time include: breaks longer than 5 minutes, homework help, tutor paperwork, conferring with parents, etc.  It is expected such activities will be accomplished outside of tutoring time.  
Control of Students

· Tutors should be aware of provider procedures for handling and/or removing disruptive students. 

· Tutors/paraprofessional must escort students to the proper care giver or approved means of transportation at the end of each tutoring session. 
· Tutor must check the identification of the person picking up the child to make certain it matches an individual authorized to remove the child. 

Progress Reports
· District contract requires a progress report for each student to be completed at the end of the month.
· PROVIDER must regularly notify each students parents and teachers of the student’s progress
· All progress reports must contain: 
· Student name




· School



· Homeroom Teacher
· The current goals
· The percentage of each tutoring goal accomplished as evidenced by tutoring work completed
· The student’s level of attendance 
· The student’s level of participation
Communication

· If a child is absent two or mre days, you must contact the parent prior to the next tutoring session.  If contact cannot be made the provider should notify the facilitator. 
· Providers are responsible for assuring tutors have all the necessary forms, tutoring materials and supplies.

· Providers are responsible for training tutors on the appropriate use of forms and materials BEFORE tutoring begins.

· Providers are responsible for resolving any issues raised by tutors, especially in the area of payment for services. 

