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Math director: 936-468-1403 (davisaj4@sfasu.edu) 

Front desk: 936-468-4108 

Marleen Meads: 936-468-1731 

Dir office (ME):  936-468-1439 

 

Å  

Pythagorean Codex 

New tutor training manual for math 

Rev ised  03 /01 /08   

Stephen  F .  Aus t in  S ta te  Un ive rs i t y 



Mission 

To educate SFA students using 

peer tutoring in order to create 

independent thinkers who can 

solve math problem by using 

independent reasoning and 

thought processes  
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Common Questions  

1) When do I drop a client? 

 After they missed one 1-1 appointment 

without calling ahead or 2 if you got the math 

director permission to wait one week. 

2) How do I drop client? 

 See bottom of page 8. 

3) what do I do if a client wants to change 

their appointment? 

 See middle of page 9. 

4) Where do I look if I cannot find my clients 1-1 folder? 

 You look in the dark grey filling cabinet the second drawer first 

under their last name or in the drop drawer (first drawer). 

5) where do I find my clients name for a 1-1 session? 

 On the bulletin board by the cabinets on the day of your ap-

pointment. 

6) where do time sheets go at the end of day? 

 They go back where you found them in the 2nd drawer on the 

light grey filling cabinet in the folder with your name. 

7) Where does my 1-1 client folder go after I am done with a 

session? 

 They go in the drop file drawer in the dark grey filling cabinets. 

8) what do I do if I am sick or canõt make it? 

 See page 6. 

9) who do I go to if I am having trouble with a client? 

 You go to the math director first then to any of the other direc-

tors if the math director is not here.   
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Evaluations, Cost Effectiveness, Advertisements  

Evaluations 

   Ever tutor will be evaluated by the students at some point during the 

semester.  The students will fill out a survey and drop the survey in a box 

at the front desk.  It is the responsibility of the tutor to tell the student 

about the survey before hand and to show them where to drop the survey 

when they are done.  It is however not the responsibility of the tutor to 

make sure that they fill it out that is up to the student.  You will also fill 

out a self evaluation at the end of the semes-

ter.  The Math director will then use these 

evaluations as well as his/her own evaluation 

to make decisions about hiring next semester.    

Cost effectiveness 

   At the end of a semester the math director 

will run a cost effectiveness of each tutor.  

This is essentially the cost of a tutors wages 

versus the amount of students helped.  The 

Math director knows that those students who 

primarily work one on oneôs cost effectiveness will be lower then some 

one who does study groups or walk-in table and will take that into con-

sideration in the evaluation. 

Advertisement  

   At the beginning of the semester every tutor will help the math director 

advertise for the AARC in math classes.  This is an opportunity for the 

tutor to connected with his/her future students and to help the AARC 

grow itôs programs.   The tutor will be paid for this advertisement at the 

rate of 15 min for every presentation done in a classroom. 

First of the semester meeting  

   At the beginning of the semester there will be a general meeting for all 

math tutors.  This is the only required meeting for all the math tutors to 

attend.  It will be the first Friday before the beginning week of tutoring 

and will last around two hours.  Again you will be paid for this meeting.  

If you cannot come you must get permission from the math director in 

person. 
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Programs and methodology  

Programs 

There are three math tutoring pro-

grams at the AARC 

  Walk-in tableï the walk-in table is 

an open door program open from 

12:00 to  8:00 where students can get 

help on any math class from develop-

mental to calculus 2. 

  One on One-  one on one tutoring is where a student makes an appoint-

ment with a particular tutor and where they get one on one attention for 

one hour every week.  The students must sign up for this program in ad-

vance and even then there is still a waiting list 

  Study groupsï Study groups are where a student tutors a group of stu-

dents in a class room setting in only one subject. A study group leader 

should be quick on their tows since they will be expected to make up 

similar problems to what their students are asking them  

Methodology of Tutoring 

  The purpose of the tutor programs is to create individual students who 

can solve math problems on their own without a tutors aid.  The methods 

that you as a tutor will use are to reflect that purpose.  The purpose of 

homework is for the student to get practice doing math.  A tutor is not 

allowed to do the homework for the student instead he/she is to use the 

probing question to get the student to answer the homework problems on 

their own.  (ie what do you mean by that, what is a negative times a nega-

tive, or can you explain what you did here, etc)  You will also us exam-

ples from the book to help walk a student through the steps of a problem.  

You are not to pick up a pencil and solve the homework problem for 

them.  In fact a good tutor will not even touch a pencil except to do ex-

amples.  Your objective is to get the student to do their own work and not 

to do their homework.  This can be challenging especially if the student 

does not want to engage a problem so just stick to your methods.  And 

remember you are not responsible for students conduct only what you do 
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Paper work conôt 

What do I do after I drop my client or if I have no client for a one 
on one session? -  If you have no client for a one on one session it is 

your responsibility to find a new client and to contact that client either in 

person or over the phone.  A list of available clients can be found in a 

folder in the AARC lounge.  After you find a client that can come to your 

session and have contacted that client you must fill out a ADD SLIP.  

They can be found in the black turn tray and then placed in the brown 

tray.  

 The change of schedule formsï They can be found in the black turn 

tray.  After talking to the AARC program director about why you are 

changing your schedule you must drop them of in the brown tray. 

 

In closing the sooner you learn 

how to handle all the paper 

work the easer your life will be 

and the more you can focus on 

your students 
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Paper work conôt 

 2)  for a client that you are already seeing you should find the 

folder in the second drawer of dark gray filling cabinet under their last 

name.   

After the end of a session-  After you end your one on session you 

must write the time and date on the AARC registration form as well as a 

brief description of what you covered.  You then sign it and put it in the 

drop file drawer (first drawer on the dark gray filling cabinet)   

What do I do if my client does not show up?  If your client does 

not show up for your one on one you must fill out a drop slip which can 

be found in the black turn tray.  Then placed in the brown plastic tray on 

top of the filling cabinets.  If you donôt want to drop your student you 

must inform the math director that you did not drop your student and why 

you did not drop the student.  If it is the second time that they miss you 

must drop your student. 
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Tutor Training 

  Every Friday at one the tutors meet with the math program director to 

learn techniques and methods that will help them in their tutoring.  After 

every semester if a tutor has come to all the required sessions he/she will 

move up a CRLA level.  The training is not required but is strongly en-

couraged.   The tutors will be paid for every training session that they go 

to and if they gain a new level their hourly pay will go up. 

Tutoring Levels 

  There are essentially 4 tutoring levels.  Not only do tutors at each level 

get more pay then the level below they also have seniority.  Meaning that 

the highest tutoring levels will be most 

likely to get the schedule that they pre-

fer.  

 Level 0ï $8.25 

 Level 1ï $8.50 

 Level 2ï $8.90 

 Level 3ï $9.35     

 The AARC Ethical Code of Conduct 

  All AARC tutors must sign and agree with the ethical code of conduct 

for the AARC.  This code is just like what  teachers must agree to when 

they teach.  It is basically broken down into three differing types of 

agreements. 

       Teachingï These codes deal with how the tutor teaches his students 

such as.  One, a tutor is to not give a student an answer to a homework 

question.  Two, a tutor is to not to help a student with a take home test or 

quiz.  Three, a tutor is to make sure that a student does not use the AARC 

books from the cupboard.  Four, A tutor is to be patient and kind to his/

her students. Etc 

       Personalï These deal with a tutors personal behavior and dress.  A 

tutor is to dress modestly and semi-professional.  Meaning that all cloth-

ing must be free of any inoffensive words or pictures, free of holes and 

also must be modest not drawing someones attention to your body   

Training, Tutor Levels, Code of Conduct  


