WHEN YOU COME IN TO TUTOR
[bookmark: _GoBack]


1.  Check the APPOINTMENT SHEET! 

2.  Set up the space.
Grab the handout folders, the bin, and the signs.  
Close the door on the right side of the Fishbowl.
Politely ask anyone who is hanging out or group-studying to move into the main part of the library.  


3.  Sign in and grab a LOG form for the day. (GREEN FOLDERS)

4.  Find your writer:  take APPOINTMENTS FIRST, then go to the DROP-IN sheet. 

5.  REVIEW THE INTAKE FORM with the writer and conduct the session.

6  WATCH THE CLOCK!  At 25/55 after the hour, direct the writer to complete the SESSION RECORD, discussing as necessary, and sign his/her sheet.  Be sure to check that you agree with his/her version of the session.

7.  COMPLETE a SESSION LOG.  

8.  Ask the writer to fill out a FEEDBACK form.   

--FEEDBACK FORMS CAN BE DROPPED OFF AT THE FRONT DESK in the big box.  

9.  MEET WITH YOUR SECOND WRITER (repeat steps 2-6)

10.  Complete your LOG and file it in the FRONT of the SESSION LOG BINDER.

11.  If it is the end of the day, please file the DROP-IN SHEET in the binder and pack up the space, taking down the TUTORS ARE IN sign.  If it is a THURSDAY at 5pm, please put the appointment sheet for the completed week into the sign-ups binder.
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