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Procedures for Tutoring Session

1. Greet the student(s).
2. Review and sign the student(s)’s planner.
3. Ask the student(s) what assignments they need to work on.  If they have none, ask what was done during the class period and write it in the planner as the day’s assignment.
4. Set student(s) goals and tutor goals for the session.

5. Help the student(s) with their assignments; practice with them a specific subject.
6. Continually keep the student(s) on task. Do not encourage wasting time, talking, or other distractions.  
7. NEVER leave the student(s) alone without specific instructions from your superiors and without a task to complete.
8. Finalize tutoring by wrapping up with a review of the covered material and what was accomplished.

9. Schedule following tutoring session and objective for next time and write it in the student(s)’s planner.

10. VERY IMPORTANT…Log the time (in ¼ hours) spent with the student(s) in your daily log.
