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THE LEARNING CENTER PROGRAMS
The mission of the SLCC Learning Center Programs is to provide FREE tutorial services to students enrolled in various courses offered by the college in order to promote student success. We strive to help our students to build confidence, defeat anxieties, and develop a greater appreciation for education and learning.
We focus on active learning, learners’ independence, and motivation. The Learning Center programs serve SLCC’s diverse, multi-campus population by offering drop-in one-to-one tutoring and other educational and/or support services at the Learning Centers, Reading Center, Student Writing Center, Focused Tutoring, and the English as a Second Language (ESL) Lab.  The Learning Center programs support computer literacy and offer free computer access at our labs. The Learning Center programs also offer online tutoring support for writing through the Student Writing Center and for math and sciences.
SERVICES

The tutorial services offered through the Learning Center programs are designed to help students be more successful in the classroom.  Our tutoring and allied services are available to all SLCC students at no additional charge at the Taylorsville-Redwood, Sandy, South City, and Jordan Learning Centers as well as online.  Writing assistance is provided at the Student Writing Center on the Taylorsville-Redwood campus, as well as in the Learning Centers at South City, Sandy and Jordan and online.  ESL tutoring is available in the ESL Lab at the Taylorsville-Redwood campus.
The Learning Center:  All Learning Centers (Taylorsville-Redwood, Miller, South and Jordan) provide drop-in and appointments for tutoring in most math classes.  In addition, we provide sciences, CIS, accounting, and other subjects as we can find the tutors to do so. 

Focused Tutoring has now been combined into our main program, though it still requires that students qualify by a prior class or test failure or by a referral through the DRC. 

Workshops:  Several free workshops are conducted each term addressing various topics and courses.  Workshop dates and locations are listed at each LC.  Tutors are encouraged to coordinate with the LC staff to prepare and present a workshop.

Tutor Referral Center:  Fee-for-services tutoring is not available through the LC program; therefore, the Tutor Referral Center has been established to provide a list of faculty‑recommended tutors for students who wish to hire a tutor.  The Taylorsville-Redwood LC provides a list for various subjects, but the student must contact and pay the tutor.  Contact the LC at 801-957-4172 or visit the Taylorsville-Redwood LC, LIB Garden Level for more information.

Online Tutoring: The Student Writing Center and the Learning Center both offer online tutoring through their programs. SWC is available linked from http://www.slcc.edu/swc. The Learning Center Math and Science tutoring can be linked from http://www.slcc.edu/learningcenter. There are also tutoring resources through Western eTutoring Consortium at http://www.etutoring.org.
TUTOR RESPONSIBILITIES 

The LCP Team:  Tutors hired by the LCPs are part of an elite team.  Tutors are respected by students and faculty alike.  It is therefore important to do everything possible to deserve this esteem. A tutor can foster this esteem in several ways:

· A tutor’s role is to support faculty and course progress. This includes to be aware of how methods or ideas are being taught in a course, and to reinforce those methods. 

· Contradictory information causes confusion on the part of the student.  

· An “easier” method may not fit the faculty member’s pedagogical purpose.  

· Tutors should maintain a professional demeanor with their peers and faculty. 
· This means to avoid public disagreements about methods, content, or protocol. Civility is expected.
· A student will occasionally complain.  Tutors may offer sympathy, but should not publicly concur with the student’s opinion.  
· A student may ask a tutor to recommend an instructor.  Tutors may recommend instructors, but should refrain from discouraging students enrolling in classes taught by a specific instructor.
· Tutors should strive to support team members.  If a difficult situation arises, tutors not involved in the situation should try to maintain a calm and rational demeanor and intervene to defuse the tension
Tutoring Ethics:  In addition to these responsibilities, the LCPs also adhere to Code of Ethics from the Association for the Tutoring Profession.
CODE OF ETHICS*
1. Best Interest:  Tutors will be committed to acting in the best interest of tutees as specified by the employing organization or institute.
2. Responsibility:  Tutors will take responsibility for their own behavior and work to resolve conflicts that may arise between themselves and a client.
3. Integrity:  Tutors will practice and promote accuracy, honesty, and truthfulness.
4. Fairness:  Tutors will exercise reasonable judgment and take precautions to ensure that their potential biases, the boundaries of their competence, and the limitations of their expertise do not lead to or condone unjust practices.
5. Commitment:  Tutors will fulfill commitments made to learners.
6. Respect for Others Rights and Dignity:  Tutors will respect the dignity and worth of all people, and the rights of individuals to privacy, confidentiality and self-determination.  

7. Excellence:  Tutors will strive to maintain excellence by continuing to improve their tutoring skills and engage in applicable professional development activities.
8. Respect for Individual Differences:  Tutors will respect cultural, individual, and role differences, including those based on age, sex, gender identity, race, ethnicity, culture, national origin, religion, sexual orientation, disability, language and socioeconomic status.  
9. Professionalism:  Tutors will not engage in inappropriate relations with tutees.
10. Confidentiality:  Tutors will maintain the highest privacy standards in terms of protecting personal information relative to those whom they tutor.
*The ATP expects tutors in private practice to adhere to the Code of Ethics of the Education Industry Association  

SLCC Conflict of Interest Policy:  Tutors may not in any way market, offer, recommend, schedule or promote their private tutoring services while “on the clock” for the Learning Center Programs. 
When a student makes a request for private tutoring, tutors will refer all inquiries for private tutoring to Shirley Turley. She maintains the list of private tutors that are recommended by the LCP. 
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To be placed on the recommended private tutor list, contact Shirley.
You must inform your supervisor, in writing, of your private tutoring business.
 Failure to comply with these policies will be cause for dismissal.
Attendance:  Nothing is more detrimental to the tutoring program than tutors failing to maintain their work schedule.  Therefore, it is mandatory that tutors notify the site supervisor any time they are unable to work a scheduled session.  Failure to notify your supervisor will be cause for dismissal.  Tutors should try to get their own substitute if possible when they know in advance that they will be gone.  During Final Exam week, tutors may find it necessary to ask for time off.  In this event, the tutor should notify the supervisor in advance, and must find a substitute for their shift.  Supervisors’ phone numbers are listed in “Who’s Who in the Learning Center Programs” above.  Tutors cannot “make up” time by working at other hours.  If a tutor wishes to work additional hours, please see the supervisor.

Work Schedules:  Please see your supervisor for work schedule policies, procedures, and deadlines.  Supervisors must be informed of any tutor schedule changes.
Tutors must NOT do personal homework, make personal calls, text, or surf the internet while on duty if students are present. Students respect tutors and will not interrupt to ask a question. Therefore, doing homework indicates that no tutors are available.  The tutor must set their own work aside and be attentive to students: greet them when they enter and say goodbye when they leave. 
Handling difficult situations:  Tutors deserve to be treated with respect and dignity. It is a violation of the SLCC Student Code of Conduct for students to exhibit abusive behavior towards anyone, including, fellow students, staff, and faculty.   Immediately report any abusive, inappropriate, or improper behavior to the supervisor.  If at any time you feel threatened or abused by a student, it is your right to end the tutoring situation.  Your safety is of paramount importance.  

If you are on duty at night and need assistance, call the proper authority for your campus according to the table on the following page. Feel free to post the appropriate information somewhere in your work stations. 
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Then promptly report any problems to your supervisor.
Sexual Harassment: If you feel you that you are the victim of sexual harassment:

• Promptly call attention to the offensive behavior to the perpetrator. Sometimes a person is not aware that the behavior is offensive.

• Try to stop the behavior by telling the offender clearly and directly that it is unwelcome and offensive to you and that you want it to stop at once.

• Write down what happened, including time, date, place, situation and the names of possible witnesses.

• Report unwelcomed behavior to your supervisor.
Paperwork: Tutors are required to complete reports, time sheets, and other materials in the various LCPs.  Your supervisor will provide you with information about such documentation.
All LCs require students to provide their name, course number and student identification number.  If the student number is not available, students can look it up on MyPage.  If the student does not provide their information, please consult with your supervisor.

Dress Code:  Tutors should wear clothing that is appropriate to a learning environment. Students who come to the LC for tutoring help should not be distracted by tutors who are wearing inappropriate clothing.  The college standard is “business casual”—comfortable and professional—during the academic year. “Casual” is allowed on Fridays and during Summer semester—“Khakis, jeans, skirts, polo shirts.”
Tutor Identification: To maintain a safe environment for students, tutors should be easily identified. All tutors working with or for the Learning Center Programs must wear provided identification. 
Probationary Period:  The first semester that a tutor is employed by the LCPs will be considered a probationary period.
Tutor Evaluations:  Individual programs have their tutor evaluation policies and procedures.  Check with your supervisor for more information.

Use of Equipment:  The LC phones, faxes and copy machines are to be used for school business only.  Tying up  equipment for any period of time interferes with LC activities.  Tutors are asked to use public machines for ordinary business; however, in an emergency, tutors may make short calls or single copies. Do not send or receive personal faxes.
Parking Permits:  Permits must be purchased from Parking Services.  All campuses require permits.  Tutors must purchase the permit at their own expense.

Who’s Who in the Learning Center Programs:

Gary Campbell
LC Program Director 
LIB 028   




957-4424
Taylorsville-Redwood 
Brandi Higley &

Lubaba Hilts
Reception
LIB 014


957-4172

Jennifer Fasy 
Coordinator
LIB 028A


957-4172

South City Campus, Highland Center, Online Tutoring 

Christie Bogle
Coordinator
N 316


957-3261

SCC LC
N308



957-3124

Miller and Jordan 
Avani Vyas 
Coordinator

Jordan LC
102 HTC



957-2852

Miller LC
MATC 201


801-957-5209
Tutor Training
There are several training opportunities for tutors in each Learning Center Program:
Orientation: Each tutor hired at the College is required to complete Online Mandatory Tutor Training upon hire. Additionally, all SLCC employees are required to complete and maintain mandatory trainings provided by Human Resources (HR).
The Online Mandatory Tutor Training for SLCC is available on the Learning Center website.

HR training list and schedule are available on the HR website. These must be completed as soon as possible after hiring and repeated on schedule thereafter. It is the tutor’s responsibility to maintain their training according to the schedule on the HR website. Your supervisor will provide periodic reminders of your status.

LCP Mandatory Training: Each semester, Spring and Fall, you will receive an invitation to attend a mandatory two-hour training session. You may be invited occasionally to assist or present in these trainings.

CRLA Tutor Certification: There are two levels of College Reading and Learning Association (CRLA) Tutor Certification training available each semester, Spring and Fall. They are available in three ways 1) For credit by registering for LE 1240, Tutor Certification, 2) As a free workshop available to anyone at SLCC or in the community, 3) as individual drop-in training sessions.
To complete certification in each level you must attend all of the training sessions for that level within one year. Contact Christie Bogle for more information.

APPENDIX I
Logging in for work
At the top if the Tutor Trac Kiosk you will see the following:
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1. Type your last name or S# into the Log Student box.
2. Hit “Enter.”
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Choose your center.
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Choose the subject “work” 

5. Choose the reason “work.” 

6. Choose the table “tutor.”

7. Scroll down.
8. Click “continue.”

9. Select the icon of the seated person. The image will now be standing and shaking hands and will say “being seen by.”
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Click on the words “First Available” to reveal the tutor names. Then select “Tutor, No” as your tutor. This process will place your name at the bottom of the list and keep you out of the “wait list.”  It will look like this:

11. [image: image10.png]


When you are ready to log out, click the arrow to the left of the “time in” column. It will alert you that you have been logged out. If you still see your name in the system, hit F5 to refresh the screen. 

Tracking a Session with a Student in Tutor Track

1. Select the icon of the seated person. The image will now be standing and shaking hands and will say “being seen by.”

2. Click on the words “First Available” and choose your name from the list. 

3. You are now “tutoring” the student. 
4. If the selection was an error, click on the clock to the far right to put them back on the waitlist. 
5. To complete the session, click on the arrow under “time in.”
Appendix II
Helping Students to Log In for Drop-in Tutoring
1. Students follow the protocol listed in Appendix I “Logging in for work.” 
2. In the “Subject” menu, they should select the course that they are taking. If they are not taking the course right now (e.g. they are preparing for the CPT), select one of the alternatives available to all students (CPT, GED, Other.)

3. For “Reasons” they should select an appropriate option like “study.” 

4. They should select the number of the table they are sitting at, if that is relevant in your center.

5. Then, “continue.” 

6. They are now logged in. 

Helping Students Make an Appointment
1. If the student is off campus, go through All Access, IE SLCC School Work or Firefox- SLCC Schoolwork

2. Go to URL http://tutortrac.slcc.int/TracWeb40/default.html
3. Enter MyPage username and password.

4. On the left hand side of the screen, click “Search Availability.”

5. Click on the drop down box that says “Center”; enter the center at which you would like an appointment 

Most students will make ½ hour appointments. In order to make 1 hour appointments, you must be approved by the office. Unauthorized 1 hour appointments will be deleted.
6. Click on “Section”; it should list the classes; click on the one for which the student wants help.

7. Leave the dates alone.

8. Click the “Search” button.

9. Find the appointment that the student would like. 

Remember that some appointments are set for an hour and some for ½ hour. 
You are limited to 16 half-hour appointments per semester.
10. Click on the time the student would like.

11. Enter student phone number on the correct line.

12. Click “save.”
If a student arrives and wants a same-day appointment, it is at the discretion of the coordinator to decline. However, tutors, if they are scheduled to tutor appointments at that time and the room is not busy, should accept drop in appointments. This should not mean that the student arrives any less prepared for the appointment than any other student. See Appendix V ”Tutoring Protocols for Students.” 
Appendix III

Tracking your Appointment Tutoring Sessions

All students sign in in the same way for their half hour, one hour, or drop-in sessions. 
If the student has an appointment, it should match in the system.
If it does not match the student to the tutor, the tutor will simply select the student in the regular fashion as though for a drop-in session.
To Check for Your Daily Appointments

1. Go to the menu and select “Schedule.” 

2. You will see a list of the tutors.

3. Select your name.
4. Your weekly schedule will appear to the right. 

5. Any appointments will show up as a manila colored appointment box.

6. Hover over the appointment to see the details.

7. Your appointments will be determined and cannot be changed without office interference 24 hours in advance. 

8. If you are going to miss work, you should check your appointments and call the office to reassign them to another tutor.

Appendix IV

To Track a Quick Visit

If a student failed to log in and you failed to follow standard protocol, do not fret! You can still track it. Starting from the Waitlist page:

1. Go to main menu

2. Select “Quick Visit”

3. Fill out the form.



Appendix V 

Tutoring Protocols for Students
At each table and around the room, students will encounter the following tutoring protocols. All steps apply to all students, even those with appointments, however, those with appointments will know for whom they are waiting and will not have as long to wait.
 

Would you like assistance from a tutor? 
Step 1: Try your problem. Write it out in steps or write down your question. 

Step 2: Have your book and/or notes ready. Find the area in the book or notes that covers the material you need assistance with (check the index in the back of the book if you don’t know where it is in the book). 

Step 3: Locate your table number on the table where you are sitting (or cluster of tables). 

Step 4: Go to the STUDENT KIOSK nearest you and sign in by searching by last name or by using your S#. 

Step 5: Go back to the table and the tutor will be with you as soon as they become available. 

Step 6: fill out a survey after your session if you would like.
For appointments, the students are made aware of the following additional protocols:


· Appointments are generally self-made online for ½ hour at a time.

· Each student may receive up to 16 appointments each term.

· Students may qualify for additional time (1 hour appointments) by brining proof of:

· Failure of the class recently

· Failure of a recent test

· Or an emailed DRC recommendation to the coordinator

· The students may not miss more than 2 appointments or they will be blocked from all appointments for the term.
C. Conflict of Interest: Employees shall not have any interest, financial or otherwise, direct or indirect, or engage in any business or transaction or professional activity that substantially conflicts with the proper discharge of the employees’ duties to the College. Any potential conflict must be disclosed at the earliest possible time to the immediate supervisor. 


(See UCA §67-16-4, 8, & 9; UCA §76-8-202, §76-8-401, 402, & 404); College Conflict of Interest Policy, C2S03.03; Academic Freedom, Professional Responsibility and Tenure, C4S01.01; and Consultation/other Employment Activities Policy, C2S03.02)











�Association for the Tutoring Profession. Code of Ethics. 2004. http://www.myatp.org/ethics.htm





�This section is questionable. Should it be added or not?
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