
 

1 

 

           
 

 

 

     

 

 UPPLEMENTAL  

  NST RUCTION  

 

Playbook  

Fall 2009  

 
SI - The #1 Best Strategy for Academic Success! 

Peer tutoring with Personnel Attention!  
 

 

Annette James  

SI Program Director  

Stephen F. Austin State University  

Source of Reference:  

UMKC , M.E McWilliams  &  AARC Website       

 

          

 

 

 

CRLA 

CERTIFIED   

 

Interpersonal 

Communication 

 

 Motivation  

 

Independent 

Learning 

 Study  

Strategies 
Time 

Management 

AARC is a star winning program! 

Texas Higher Education Star Award! 

Texas Developmental Education Best Program! 

National Developmental Education Distinguished Certification! 

 



 

2 

 

Table of Contents  
 

SI Training Agenda        Page 3 

 

Know Your Contacts        Page 4 

 

The SI Model         Page 5 

 

SI Set-Up         Page 6 

 

Additional Tips for Success       Page 7 

 

Building and Maintaining Professional Relationships                        

             Kiss Kiss  Interview  Form  (return to Annette )                               Page 8 

             Build and Maintain Client and Staff Support                              Page 9 

 

Communicate What You Do                                                                      Page 10 

             (Incorporating Assessment Terms  and  

Learning Outcomes in  Your SI Sessions)  

 

Bucket of Chicken                                                                                      Pages 11-12  

          First Pitch (Selling SI) and Motivat ing Your Clients  

 

Broken Spoon                                                                                             Pages 13-14 

          Facilitating Independent Learning and Study Strategies  

 

Stinky Cheese  

Building and Resolving Conflict in SI                Page 15 

The Stinky Cheese Man  (Activity)               Page 16 

 

Monkeys  

 Time Management                 Page 17  

 Donõt let paperwork be a monkey on YOUR back! 

 
CRLA: SI Application for Advancement and Age nda            Page 18-20 

 

SI at a Glance                  Page 21 
 

 



 

3 

 

 
                                  SI TRAINING  CAMP AGENDA         

August 28 th , 2009 

  
1:00 Sign In, T extbooks, SI Folder é.......................Annette, Zack and Allison  & SI Leaders  

 Meet, Mingle , Lemonade & P ictures éé...AARC  Staff , SI Leaders , M.E.  &  Ms. Meads  

 

1:15  SI Welcome ééééééééééééééééééééééééAnnette James  

  SI  - What is it ? 

CRLA ð what is it?  

  Introduce - Advanced tutors Captain, Master  and Mentor  

 

1:35  Workshops Begin:  (Four 20 minute workshops )    

  

First Pitch/Bucket of Chicken ééééé..éReagan Campbell & Jazzi Hiariat  

Motivating the Unm otivated  

 Selling SI  

 SI Set Up & distribute markers  

 

Broken Spoon  ..éééééééééééé.éErin Stempinski & Roberto Molina  

Independent Thinking/ Independent Learning  

 

 

Kiss Kiss  éééééé.ééJason Wright  & Katya Zczepanik  

Buil ding & Maintaining a Relationship with your professor , staff and clients  

How to say what we do  

 

 

Stinky Cheese ééééééééééééé..é.Franziska Terno & Meredith May  

Avoiding and Resolving Conflict  

 

 

3:15 Paperwork /Monkeys  Time Managemen éééééééééééé..éMs. Meads 

  Payroll, Rosters etc  

 

____________________________________________________ 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

    Mark your Calendar and Attend 

The AARCôs Series of Five  Workshops: 

 
Woo Hoo Welcome  Friday Sept 4  

Bucket of Chicken  Friday Sept 11 

Broken Spoon   Friday Sept 18 

Stupid Studying  Friday Sept 25 

Monkeys   Friday Oct 2nd 
 

Pop-In Feedback  Friday Oct 23rd 
  For All Newbies 
 

-If you are unable to attend these workshops due to a 

legitimate excuse (to be determined  by your director),  

then electronic training may be an option. 
 

-You will be will  be compensated $ and receive CRLA 

credit for attending Face to Face Training. 
 

 

 

1:35 

 

 

 

 

 

1:55 

 

 

    

 

 

 

2:30 

 

 

 

2:50 

Motivation  

Independent 

Learning Study 

Strategies 

Interpersonal 

Communication 

Time 

Management 

Integrate learning skills in Your SI Session 
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KNOW YOUR CONTACTS !      

 
Contact:  

Annette James     About: Schedule Changes  

SI Program Director    Group Management & Textbooks  

ajames@sfasu.edu    SI Participation/Cost Effectiveness  

936 468 7677     
 

Ms. Meads      About: Payroll, timesheets, attendance rosters  

Paperwork Coordinator    We want you to be paid on time too!  

mmeads@sfasu.edu      

936 468 1731 

 
The AARC Welcome Desk  Staff  

Is  Your  Best Friend  
aarcdesk@sfasu.edu  936 468-4108 

 

They are y our resource for : 

Erasers, markers, p encils, copier jams and last mi nute cancellations . 

To print  your SI  handouts e-mail them to  aarcdesk@sfasu.edu 
  

Advanced  SI l eade rs to assist &  answer  your  SI  questions!  
Plan to  visit their SI groups for tips and strategies for ideas ! 

 

 

 
Meredith May  

SI Master ð HIS 133 & 134  

TR5/E 

mayml@titan.sfasu.edu   

 

Katya Szcepanik  

SI Leader ð CHE 111  

MW5/M  

sczepanikz@titan.sfasu.edu  

Jazzi Hiariat  

SI Mentor ð HIS 133 & 134  

M3/A  & W5  

hitiartl@titan.sfasu.edu   

 

Roberto Molina  

SI Leader ð CHE 332  

TR5/205 

molinarj@titan.sfasu.edu  

 

   

 

 The AARC takes your safety very seriously and our policy reads: 

   I will notify a director if I am feeling threatened.  

   If a director is unavailable:  

Á I will say or do nothing to inflame the disruptive person.  

Á I will remove myself from the situation.   

Á I will ask the Welcome Desk to call 911 or call 936/468-2068 from my cell.    

Á I will report the incident to a director as soon as possible.  

Fire extinguishers are located near Room M and inside Room A.  A first aid box is in the 

 workroom 

S

a

f

e

t

y 

 

mailto:ajames@sfasu.edu
mailto:mmeads@sfasu.edu
mailto:aarcdesk@sfasu.edu
mailto:aarcdesk@sfasu.edu
mailto:mayml@titan.sfasu.edu
mailto:sczepanikz@titan.sfasu.edu
mailto:hitiartl@titan.sfasu.edu
mailto:molinarj@titan.sfasu.edu
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TH E SI MODEL  (of Learning)  
 

SI  is  Different f rom Tutoring ! 
 

 It began in 1973 at the University of Missouri, Kansas City.   

 It is currently used by over 1800 colleges and universities around the world! 

 Next to the primary support of the professor, the next best academic support is another 

student who has already made an óAô in the class.   

 

1. The Basic s of SI  
 

 SI Leaders do not wing it , they:  

o Prepare for their SI Group sessions  

Á Greet  clients  at the Door 

Á Write  Vocabulary, test dates and more on Board  

Á Plan   an activity  

 

 SI Leaders practice good interpersonal communication  skills:  

o Build and maintain professional r elationships  with   

Á Professor, Peers and AARC Staff  

o Repeat instructorõs office hours to your clients 

o Encourage clients to seek advice and consult your  professor often 

o Coach clients how to ask an intelligent question  

o Mentor their clients  & make learning fun  

o Communicate any concerns to your director  

 

 SI Leaders motivate  their clients:  

o Mak e the SI session interesting and fun ð use humor!  

o Use personal experiences as examples  

o Use world news ð headlines, movies, sports  

o Demonstrate how the information is useful and interesting  

o Act as a coach and not a crutch  

o Inspire and encourage  in non threatening way s 

o Collaborate and promote group discussions  

 

 SI Leaders Promote Independent Learning and  share  Study Strategies  

   by i ntegrat ing  what to learn  with how to learn  

Encourage Independent Learning  

 Make incomplete handouts  

 Use the 7 minute idea  

 Answer questions with a question  

Share Good Study Habits and attitudes  

 Reread, review  errors  

 Memory Tricks  

 Confusion Endurance  

 

 SI Leaders Practice Good Time Management Skills  

o Set an Exampl e and arriving early ! 

o Recommend studying a little each day!  

o Use your planner and tell your clients to use one too!  

 Show them yours?  

   

  
 

Interpersonal 

Communication 

Motivation 

Independent   

Learning &  
  Study 

Strategies 

Time 

Management 
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SI Session Set -up  

 
Learning to lead an SI session is like perfecting your favorite recipe! 

 Start with a basic formula  and spice it up to reflect you!  Observe other  

SI Leaders for additional ideas to  personalize your  SI recipe ! 

 

Basic SI session (accomplish your mision and ex it the room on time ): 

 ôPop-Inõ on as many SI sessions of other Leaders as you possibly can 

 Get ideas, ask questions  

 Sprinkle with your own ideas and have FUN with it!   

 

1:50 10 minute PREP   

 Pull your SI folder  

 Vocabulary on board  

 Handouts  (approved by prof)  

 Greet at door  ð welcome your client!  

 Smile (they may be nervous too)  

 Sign In  Sheet/Banana Sheet  

 

2:00 BEGIN  

 Tie Old to New  (what was known yesterday is today forgotten)  

 Share interesting f acts 

 

2:10   INTERACTIVE ACTIVITY  

 games 

 

2:30   REVIEW  

 Repetition repetition repetition!  

 

2:45   END  

 Recap with the m ost important topics discussed 

 Ask your clients h ow they will  remember it  

 Remind them of the Professorõs Office hours 

 

SI Groups please exit the room at ten  minutes ô til the hour ! 

 

It doesnõt matter how you do it, as long as itõs good! 
Robert M. Pirsig  

 

 

 

           

  

Distribute Markers during SI Training!  

When does SI Begin? 

 Attend classes the first day! 

 Hold your SI session the 2
nd

 week  

 If thereôs information to cover and your Professor 

agrees, hold your SI session immediately! 

When does SI End? 

 The last day of Dead Week 

 For final Exam review sessions, contact Annette 

regarding pay & to reserve a room! 

Time 

Management 
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Additional Tips  for Success!  

   

Everybody is nervous  delivering  their first pitch.  Itõs normal! 

 Try to make them laugh.  If they donõt, then laugh at yourself. 

 

Prepar ing  for your SI Group, makes a big difference.   

 Hand  out test review s a day or two before you r SI  review session. 

 

Write  only what the group askes you to write  on the board.   

 

Be in constant conversation  with the professor.  

 

Answers questions with a question, ask òWhy?ó òWhat do you think?ó 

 

Make students close their  notebooks and texts during  SI , this forces them to 

draw from their knowledge  for answers.   

 

Your 1st  goal  - get the students familiar with each other.  

  You are basically forming a family, you want to build a foundation of trust 

between you and the group and among the group.  

 

Be energetic and excited about your topic. Enthusiasm is contagious!  

If your not happy, fake it! J 

 

Review specific requirements  for the teacher.  For example, Dr. Langley will 

count any problem completely wrong that has incorrect nomenclature.  

 

If the professor is using, WebCT ,  ask him to add you as a user and use the site 

to advertise  your SI Group .  

 

Understand that your clients  are intimidated as h _ _ _ by this subject!  It may be  

easy for you. Be Patient  and avoid showing your frustrations!  

 

If they donõt do well on a test, it is not  your fault !  

 

If  you make a mistake, itõs okay.  

Laugh , tell your group you were ôjust testing themõ!     

             

              

            Youõve got to love this job to be good at it! 

 

 

Ha Ha! 
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         KISS KISS INTERVIEW  

            Building and Maintaining Your Professorõs Support  

 

Communicate with your professor each week about the progress  

 of your SI Group.  

 Your first chat is the SI i nterview.   

 Ask for Professor input on improving the group.  

 If your Professor uses MyCourses,  ask him if they  would like to add your student ID 

as a T.A. so you can post messages too! 

(for more information about MyCourses  contact Annette)  

 Every week Annette visits with SI professors and will know if you have conducted 

your  interview , if you are  attending class and meeting with your professor regularly.  

 

Questions to Ask:  
 

1. Is it okay for the SI clients to work on homework problems during the SI Group 

session? 

 

 

2. What is your opinion regarding the use of old tests in the SI Group?  

3. What is your best advice on study strategies for this course?  

4. What else can you tell me about what not to do in the SI Group?  

5. What else can you tell me about what you want  me to do in this group?  

6. Has anything changed about this course since I took it?  

SI Leader ____________________     Date of Intervi ew w/ Professor ______  
                         Print Name 
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Build and maint ain  a positive  relationship with  

 AARC staff and  clients - show your Leadership Skills!  
 

 Communicate effectively with your Professor  

 Visit your professor often  

 Return your completed Kiss Kiss interview form  

 Get their approval on handouts  

 Tell them what you are reviewing/discussing with your clients  

 

 Communicate effectively with your clients  

 Greet them every session  and show an interest in them personally  

 Develop a family environment; encourage cooperation among your clients  

 Motivate them  with reinforcing statements  

 Encourage clients to develop a relationship with their professor  

 Discourage and avoid professor criticism at all times!  

 

 Communicate with the staff  at the AARC  

 Keep Annette in the loop!  

 Communicate your needs to Ms . Meads &  your colleagues at the  front  desk  

Á Notify us  schedule and room changes 

Á Tell us about any discrepancies on your rosters  

Á Ask questions about payroll or paperwork  

Á We want you to be paid too!  

 Get to know your fellow SIõs- they are a great  resource! 

 

 

 Thank your professor at the end of the semester  

 Send them a thank -you note to let them know youõve enjoyed being their SI! 

Á Make them want you to be their SI Leader next semester ! 

(See Annette for  Thank You Notes during Dead Week)  

 

 

 

 

   

May I be your  

SI Lea der again 

next semester? 

Interpersonal 

Communication 
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      Communicate What You Do ,                          

                   And Get Y our Clients To Say It Too !  

 
WHY? Each semester all AARC clients are asked to complete a customer service 

satisfaction survey about what they learned in the  AARC. Itõs their opportunity to 

tell us  how we are doing and how you are doing. To get a top notch survey 

assessment for the top notch  work youõve been doing:  

 

Incorporate learning outcomes  in your SI sessions:  

 Study Strategies  

 Time Management  

 Independent Learning  

 Communication Skills  

 Motivational Skills  

Use effective communication skills:  

Do you actively listens to your client? 

Are you supportive and encouraging? 

Do you make your client feel comfortable asking questions? 

Do you focus on your client(s) during your session? 

  What specific skills will your clients have learned from you?  Take action and i ncorporate 

several of the following terms in to your SI session by telling them what youõve just 

done and remind them often!  

 

Arrange/relate   Outline/organize   Describe/explain  

Analyze/examine   Solve/Evaluate   Interpret/translate  

Predict/summarize   Diagram/categorize   Construct/develop  

Compares & contrast  Apply & demonstrate  Support/justify  

 

Share Strategies & skills:  

- mark up notes - Reread difficult passages  -Prepare in advance   

 

  

Communicate! 

You know what youôre doing 

 Now tell your clients! 

Examples:  

Interpersonal 

Communication 

Continued 
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BUCKET OF CHICKEN  

HOW TO MOTIVATE THE UNMOTIVATED  
 

Could you sell a  bucket of chicken to vegetarians?   

 
To sell meat to a vegetarian: 

 You will have to give a lot of thought to why they donõt want your chicken.  

 You will have to understand how they think  

 You will have to make an extra effort to make the chicken look inviting.  

 And you CAN do it! 

 

Getting students to come to SI is a lot like selling a bucket of chicken. How so?   

 

_____________________________________________ 

How will YOU  sell your Bucket of Chicken aka Your SI  Session ? 
Two ways to sell your chicken to students in ALL SECTIONS of the course : 

I.  The SI Flyer  (1/2 sheet flyers)  

Á Have No Fear: SI Is Here!  

Á Day, Time, Room  

Á Funny  

Á Additional  Sections 

Á Testify  to Chicken  ð reasons to attend SI!  
Á Better grades, better understanding, collaborative studying  

 

II.  The SI  Selling  Pitch  

Á Remind your professor , ask them to consider putting on syllabus?  

Á Showtime  ð make your announcement to the class!  

Á Rebuttals  

Á Expectations  

Á Testify to Chicken  ð reasons to attend SI!  

Important:  
 

1. Present your SI Pitch and SI Flyer during t he first week (s) of school 

2. Continue to sell your òchickenó every week! 

3. You need at least 4 CLIENTS per session  to be cost effective and maintain 

your SI Group!  

4. SI Groups with less than 4 clients per session will be disbanded  and possibly 

converted to a study group.  

 

See veteran SI Leaders form additional  ideas on selling  your chicken each week.  

  

Motivation 
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  Your  Motivational Checklist:  

o Did you make the information useful, interesting and fun 

o Did you let  your clients know that you also struggled too!  

o Did you make them want to learn more 

o Did you inspired them to have confidence in their ability to learn the material 

  

 

 

 
 

  

 
1. Know Why People Donõt Want Your ôChickenõ 

List excuses students might give for not coming to SI and your rebuttal:  

 
                                         Excuses             Rebuttal  

 

 

 

 

 

 
2. Testify to the Chicken  (your SI Group)  

Now you are ready to sell your chicken!  Use the four strategies to motivate  students to 

attend your SI session!  

 
i. Bribes:  Extrinsic Rewards   CANDY!  

     GREAT HANDOUTS ! 

 

ii.  Threats:  Fear Avoidance    FAILING TEST!  

     RETAKING COURSE!  

 

iii.  Ego Boosts:  Self Efficacy    I  HAVE THE BRAINPOWER TO  DO IT!  

      EFFORT COUNTERS LACK OF 

SKILL!  

 

iv.  Personal Testimony:    THIS CLASS IS INTERSTING!  

       Intrinsic Appreciation   THIS CLASS HAS STUFF I CAN USE!  

 

3. Application:  
Choose your strategy!     Be creative and most of all, be fun!  

 

Motivation 

Continued 

B
u

c
k
e
t 
o

f C
h

ic
k
e
n

 S
I 
T

ra
in

in
g

 A
c
ti
v
it
y 



 

13 

 

                      BROKEN SPOON  

HOW TO FACILITATE INDEPENDENT LEARNING  

 

Can  you feed a baby with a broken spoon?  

 If the spoon handle is disabled , the baby will not go hungry  

 Put the food before them  and demonstrate eating with your hands  

 They will  learn to feed themselves.  

 The next time  theyõre hungry, they  wonõt be dependent upon you!   

 They can feed themselves and the  same is true for learning.  

 

1.  Make Incomplete  Handouts  

 Incomplete Outlines  
 Vocabulary Match  
 Incomplete Timelines 
 Problems without answers 
 Graphic and pictures 
 Maps 
 Diagrams 
 Label the pictures 
 Math/Chemistry/Physics Matrix 

 
 Need a PC to create a handout? Use the PC in the AARC workroom. 

Documents can be attached to emails to aarcwelcome@sfasu.edu and 

picked up at the Welcome Desk. 

 

 Need a copier and paper cutter? Use the one in the AARC workroom. Make 

double-sided copies when possible.  Instructions on copier.  

 

2.  Play I nteractive Games  

Á Jeopardy with Teams  
Á Trash-ket-ball 
Á Charades 
Á What is wrong (let clients find errors on board or handout) ï T/F 
Á Pictionary 
Á I know it; I know it not! (flashcard piles) 

o Jmemorize (workroom PC) 
Á Predict the Professor (make up questions for test) 
Á  Crossword Forge (Workroom PC) 
Á Bingo 
Á Hot Potato  

 

To play online Jepardy reserve and checkout a laptop with the Welcome Desk.  

Check the file cabinets for pumpkins, sometimes youõll find pumpkins filled 

with candy to reward your clients!  

 

 

ALL HANDOUTS MUST:  
 
1. BE TYPED 
2. BE INITIALED BY YOUR SI 

PROF! 
3. INCLUDE THE SI DISCLAIMER 

Independent 

Learning & 

Study 

Strategies 

mailto:aarcwelcome@sfasu.edu


 

14 

 

3.   Ask Questions          

Do not  ask 
Does everyone understand? Or Do you get that Jack?   

Because invariably client s will nod their heads to indicate  they understand 

when they might not. This situation is called The False Light Bulb.  

  

Do ask specific questions about the material, such as:  

Á Joe, what is the first step in using the  fundamental counting principle?   

o  When the  student begins to see that he is really learning  his 

confidence will grow.  

o  If the student sees that he is not, then he will study harder.   

 Ask a specific question  

 WAIT 7 SECONDS!   

 If silence follows, then say:  Letôs all look in our notes (or text) and see if we can 

find the answer.  

 If the answer is incorrect, say:  Letôs start with what you do know and go from 

there.  

 Repeat the Correct Answer:  Yes, liberals want a centralized government. 

 Follow with:  Who can tell me more about that?  

 

4. Answer Questions with Questions        

 

When a student asks a question, respond in the following manner:  

 

 Repeat the Question:  So youôre wondering about the difference between 

liberals and conservatives, is that right? 

 Redirect the Question:  Who can make a comment on that question? 

 

If no one knows the answer, offer a hint  or refer them to a page in their book 

to jumpstart their brains.    

 

If you do not know the answer, say : I will confer with Dr. So  and So before I 

respond to that one.   

 

The most common question is often:  Show me how to do number 5.   You 

should respond :   Show me what you have done so far.  If the student has 

done nothing, redirect to other clients.  You are not a homework slave.   
 

 

              

  

The one doing all the work  

is the one doing all the  learning.  

Independent 

Learning 

Study 

Strategies 
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Avoiding and Resolving Conflict in SI            
Conflict can happen anytime so be ready to ôcatch it early onõ 

 Conflict  is not always a bad thing and  often leads to effective change!  

o Suzy always arrives late ôcause of her other job 

o So why not take attendance after everyone arrives?  

 

 Conflict comes in many forms, recognize them!  

o Poor communication  

o Wants to control the sessio n 

o Negative b ody language 

o Lack of respect 

o Takes attention away from SI session  

o Unpleasant or disruptive b ehavior  

 

 Address conflict as soon as you can 

o Acknowledge conflict, donõt ignore it 

o Address conflict  immediately  after your SI session  

o Choose your position  

Á Stand ôside by sideõ instead of ôface to faceõ 

o Pause and breathe  

o Use  your òPass the Butteró voice  

o Avoid òwin-loseó situations, a compromise is okay! 

o AND Please tell your direct as soon as you can! E -mail 

ajames@sfasu.edu or 468 7677  

 

 If the Stink continues  call any of the following and always tell Annette  ASAP! 

  Annette: ajames@sfasu.edu  468 7677 

 Other contacts:  

o Your professor  

o UPD       468 2608 

o Student Couseling Services   468 2401 

o Disability Services    468-3004 

 

 Remember itõs not easy to 

o Apologize or compromise  

o To start  over  (like first impressions)  

o To take advice  and thank your client  

o To think first, then act  

o Butéit shows managerial and leadership skills! J 

Itôs all part of 

Communication 

mailto:ajames@sfasu.edu
mailto:ajames@sfasu.edu
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        Says t hereõs all kind of ôStinkõ! 

 

 

1. ôWonõt stop talking Sponge Bobõ 

 

Whoõs texting messages to his girlfriend during your 

SI session! 

 

 

Then thereõs Cricizing Simon: 

 

 ò Your  Review was completely inadequate! It 

was nothing like the test!ó 

 

 

 

And too Quiet Kitty   

   She shyly bows out of writing on the board  

 

 
 

 

BiG Baby Brittany  
Could I have a handout to-go?  I have a sorority mixer 

in five minutes! 

 

 

 

 

No Hope Homer  

           attends only the review sessions!  

  

 

 

Rude Rosie  

       Answers every question and  elaborates on every 

topic 

 

Grumpy  

    Gives you ôthat lookõ and rolls his eyes! 

 

    What  will you do?                    What will you  say? 
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MONKEYS  

 

Paperwork paperworkédonõt let it be a monkey on your  backé. 
 

 Minimal  paperwork is involved at the AARC.   

 Follow procedures and get paid  on time!  $$$$ 

 Direct q uestions regarding paperwork to your director  or Ms. Meads  

 

Time sheets:  

 Use your  SI time sheet to record SI hours only  

 Use the SI-2 to include  all tutoring hours  

 Sign your time sheet  

 Be accurate and include only hours worked  
 

Cancel and reschedule  

Á Use online Change of Schedule Form  

Á Sunday session? Ask Annette!  

Á Limit Last M inute  Cancellations  

 

Other  & Sundays  

Á Pink Slips  (proof of attendance for your clients)   
o Official only when issued by front desk staff  

o Use ink!  

o Collect a few in advance for Sunday s, sessions at 8:00 or in other buildings  

o Secure forms in your SI folder!  

Á Client Satisfaction Surveys  administered mid semester  

Á Online Playbook  

Á Online Presentations and other resources   
o Contact Annette  reflection form if you miss a workshop  

---------------------------------------------------------------------------------------------------------------------------- 
             Share your Time Management Skills with your clients!        
Teach them to manage their time before time manages them!  

 

Make your  Monkey List  

Á Must do versus want to do  

Á Canõt do it alléTake your pick, something has got to go!  

Á Big monkey first!  

Á Do a little each day ð one chunk at a time!  

Planners  

Á Use a daily planner  or calendar!  

Á List your 6 things to do each day!  

Á Set alarms  ð Set your clock 10 minutes ahead  

Á Delegate.  

o Too much to do? Ask someone who owes you a favor  to help!  

o Donõt wait 'til you are  in the right mood!  

Á Just do it  and do it now!   

Á Kill the big monkey first  

o  Start with what you fear or dislike the most  

Á At least start the project before you go to bed  

o Set things out and be ready to tackle your project the next day     

 

Weekly reporting hours: 

  3 hrs of attending your SI class 

+2 1-hr SI sessions 

+ 2 hrs prep time/prep pay - record on Fridays 

  7 hrs total per week 

 

IMPORTANT!!!!!!!!  
Contact Annette and the front desk for last minute 
changes:  ajames@sfasu.edu aarcwelcome@sfasu.edu  
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