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American Samoa Community College 

Division of Student Services - Tutoring Program 

Comprehensive Tutorial Assistance Process 

Purpose: 

THE American Samoa Community College offers free tutoring on campus to provide supportive academic 

services for all students. The Program goals is to help students reduce classroom failure rates, to improve 

ASCC student retention, to develop a positive attitude toward learning, to develop effective study habits, to 

develo.,. ~'~If- confidence, to increase the student's understanding of the subject matter and to achieve 

student lea, . 1ng outcomes from Institutional to Degree program to course level. 

Point of Contad.. 

Th l:. Student Learning Assistance Center is the point of contact for any student seeking tutorial assistance. The 

Sl AC lab is located lower campus in the cafeteria building (Coleman Build ing) adjacent to the office of the 

Dean of Student Services. The Center provides a variety of resources that includes technology assistance and 

services to assist students in their college experience. Considered a "one stop shop" for all students attending, 

a Directory for tutoring programs and other support services on campus is made available for the students of 

ASCC and a list of peer tutors will be posted in the SLAC lab. The Directory is an effort to provide a 

comprehensive outline of ASCC's Tutorial Assistance services, to serve as a gUide to students (tutees), tutors, 

fa c.Jlty and all involved in providing tutorial assistance. 

Tt1toring Program: 

The tutoring program will provide quality instructional support to all enrolled students who have ident ified for 

themselves a need for instructional assistance outside the regular classroom experience. Student Services 
I 

Tutoring Program offers tutorial assistance to help students improve their chances to succeed in their courses 
I ' 

and attain personal and academic goals. The purpose of the tutoring program services is to provide one-to-

am ~ss i st~nce, in exceptional s itua~ion s, tutoring sessions ma~ be establi~h td wh.ere the tutoring ~HI.b~ 
workmg With more than one tutee In any given hour. In other w ords tutoring sessions can be both mdlvldual 

:m d group sessions. I 

Peer Tu 'ors are se lected according to the following pr , cess: I 

·Complete the necessary application from the Student learning Assir tance Center. Eligibility to 

be.:ome a tutor is based on the information completed on th1 application and reviewed by the Tutorial 

Counselor or appointed SLAC Lab st aff. Tutors will be individu~lIy interview ld and screened by the Counselor 

or the staff member responsible for hiring peer tutors in the slAc room. TUfrs se lected and officially hired 

are contacted. Tutors shall participate in a basic orientation session of the t toring program process, duties 

and responsibilities, tips and pedagogies for tutoring, salary, FERPA, workin schedule, and t ime sheets. Tutors 

attp.nding the two hour orientation will be paid for t 1e hours in attendance. Scheduled time for ) rientat ion 

w ill be sent per tutor email, announced on flyers posted on bulletin boards n campus and 411 Bulletin. 



·To be eligible a student has to be currently enrolled, earned a cumulative Grade Point Average of 3.0. 

A student has to previously pass the course with an A or B grade. A teacher from the course may be asked t o 

approve the tutor based on proficiency, sensitivity, and the abi lity to relate to other students . Student must 

mainta in their academ ic stand ing to continue tutoring . 

• You are required to post tutoring hours on a weekly basis with the Tutorial Counselor or apPointed 

SLAC staff. Appropriate tutoring hours must be accurately maintained, time sheets and weekly hours posted 

must reflect the same hours. Salary, payment process and working hours to be completed during the semester 

wil l b-, expla ined during the orientation sess ion . 

· AII ."oring is to take place at the SLAC unless prior app roval has been given by the Tutoria l 

Counselor. Pro~: "am tutors can hold tutor sessions in designated proeram areas or in the $lAC lab provided 

that a time schedule is completed and posted on the outs ide of the SLAC room. Tutors can o btain additional 

mat erial s or reso urces from the inst ructors or programs to assist with tutoring sessions. 

·Tutors will be asked to evaluate effectiveness of the tutoring program at the end of the tutoring 

sessions. Tutors should keep the Tutorial Counselor informed of any changes in the tutoring schedule, how the 

tlltoring sessions are progressing, or any problems that may occur. All tutors are required to maintain a 

wet. klv log of tutoring sessions with tutee/ group. The log will be used to document actual tutoring experience 

between tutor and tutee. The data from the logs will be reviewed, analyzed and documented to improve and 

modify tutoring services to bette r serve the students and institutional core curriculum . 

· Tutoring takes place at the SLAC lab unless prior approva l has been given by the Tutorial Counselor. 

Program tutors can ho ld tuto rial sessions in designated program areas or in the lab provided that a time 

schedule is completed and posted in the SLAC lab and other designated bulletin boards on campus. Tutors can 

obta in additional mate rials or resources from the instructors or programs to assi st with tutorial sessions. 

You have been se lected to become a member of the tutoring Iteam. As an ASCC tutor, you wi li be an important 

rt:;'iource to the academics which take place every day at ASCC. Tutoring is a learner-cente red process, when 

stu ci~ nts are permitted to participate in the learning process, IJearning is en~anced . (Tu tor Handbook, Student 

Support Services, College of the Great Smoky Mountains, Southwestern Coptmu nity College) You are a 

facilitator c' learning and with each smail success, the studen\-' (tutee's) s1 f-concept gets a boost. (SeC) 

Student fTutee): Example, Traditional , non-traditional~ student's wi h disability(s) 

Guidelines fo r Tutorial Assistance: 

· Walk-in or Referral. Student l earn ing Assistance Center requires the student(s) to ce mplete a request 

form and submit it to the lab, information wi ll be screened and processed y the Tutorial Counselor or SlAC 

staff as per request for tutoria l assistance. 

*The student will be informed and a tutor will be assigned and cont~cted by SLAC l ab Staff to meet on 
thr day of the ir scheduled appointment in t he lab , ith the Tutorial Counse or. The meet ing will discuss 

agr~ed length and t ime of sessions,place, purpose of sessions, log form, an t utee obl igation Agreement form . 
I I 

• 



--------- - -- ----

-Walk-ins and referred students are served in the same process step 

-Student and Tutor must keep appointments, if not, inform the SLAC lab to cancel appointments and 

reschedule for another time, no later than a weeks time 

*Tutoria l Session: A log Form is issued to the Tutor as evidence that tutoring sessions were 

conducted and activities documented and signed by tutor and student. 

Facultv: 

An Instructor can refer a student for tutoring by completing a referra l form and submitted by the student 

being : "' ferred to the Tutoria l Counselor Dr apPointed staff in the SLAC office. Referral forms are available at 

the SLAC u ;' ~ice upon request of the instructor by emai ling a.panama@arnsamoa.edu or calling extension 461 

or 376. The h :. '-·' rra l will be treated as a wa lk-in and will be ass igned to a tutor from the list of tu t ors posted for 

the current sem(. ter. 

-Teacher will bf~ contacted as part of a follow-up by the Student Learning Assistance Center to check on 

referra l student's (tutee) progress 

Functions and Responsibilities of: 

Student Learning Assistance Center: 

*collecting, documenting and filing of .... . . 

-Tutor information and application -Evaluation forms of Tutors and Tutorial services 

-Log Forms -Referra l Forms 

-Request Forms -Tutor Time Sheets 

-Tutee obligation Agreement Forms 

·contacting .. .. . . 

-Tutors and Tutee of scheduled meetings i 
-Instructor/ Faculty/ Program to follow-up on Student's progress in cla ss and st atus , 

-ARO to confirm student status in the tutored content area/c ass 

· provide ..... . 

-Comprehensive Directory of Tutoring Programs and su pport services availa ble on ca mpus 

-~n formation for tutorial assistance guidelines and process 

-list of current Peer and lead Tutors, names, subject and WO~king schedule 

-Orientation session for Tutors 



-Tutors and Tutee with Evaluation Forms 

Evaluation: The American Samoa Community (ollege is Data driven because data is necessary to 

provide eVidence of the tutorial assistance provided by programs and support services on campus. The 

Tutorial services is a turning wheel that provides support to the Academic Program Curriculum that in effect 

will impact the institution's General Education Curriculum thereby achieving the Institution's Mission Student 

Learning Outcomes and integrating the Core Values as part of the Tutorial process. 

Reccommendations: 

The role 0; · he Tutoring Program in support of the College's Mission and Core Values is to provide the 

students Witll ·uality services to assist in their educational pursuit. 

Tutoring Program can be more effective, transparent and comprehensive if: 

·Propose to establish or form a Tutorial Planning or Steering Com mittee consisting of represe-ntatives from 

the General Education core curriculum, the Dean of Academic Affa irs or Dean of Student Services, any two 

counselors, a student rep (SGA), MIS staff rep. The object ives of the committee is perhaps to maintain a more 

effective collaborative effort to best serve and improve tutoring programs for the students of ASCC, to support 

and sustain Tutorial Services, and provide a transparent and comprehensive tutorial process that can be 

modified w ith the time to meet student needs and support the Institution's Mission, and to assure that it 

m· et s WASC' accreditation standards. 

"'Highly recommend that Teachers perhaps make it a point to include tutoring as part of thei r instructional 

act l·" lty or learning activity and making it more visib le. 

· Proposal to create or update a link for Student Services to include tutorial services process and all assistance 

available to students, providing easy accessibility for students to read and follow. 



Division of Student Services - Tutoring Program 

TUTORING REQUEST FORM 

Student : _ __ Referred by Instructor ____ W alk-in Student (check to indicate) 

Freshman __ Sophomore __ Returning _ _ Continued _ _ New __ Disabi lity __ Other ____ _ (specify) 

Probation __ suspension, __ _ 

Faculty/lnstructor _____ _ _ _____________ only if referred .... skip to the next question 

How i..')'lq Do You Need 0 tutor?' __________________ _____ _______ _ 

Name ofTu .,. ~ _____________________ _ Semester _______ _ 

Village _ _ . _ ________ Address ______________ _ 

PhoneWs: Home _ _______ Work _________ Cell ________ _ 

Email Address _______________________ _ 

list the courses and course alphas that you need a tutor for : 

Clas:c Schedule fo r the current semester : (You must be currently enrolled with ASCC to be eligible) 

I Courses Days Time/ Instructor 

I 
I I -_. 

. 
Hours ava ilable for t utoring: 

M onday Tuesday Wednesday Thursdar Friday 

~ 
I 
J 

, -- -
(Ad,. pted from James Sprunt Community College, revised Januo ' 2010) 

I 



Division of Student Services - Tutoring Program 

To the Instructor: 

Please complete the form to refer your student for tutoring in the Student learning Assistance Center Tutoring 

Program . Send the student with the form to the Sl AC office. Once a student is assigned a tutor and meets with 

the tutor, a Tutoring log will be provided to your student and tutor to document tutoring sessions. The 

student will then be required for any follow~up that you require . Please contact the office at extension 461 or 

376 if you have any quest ions, requests or concerns. 

To the Student: 

You will b .. ~e ferred to the SLAC lab with the form and you will be required to complete the Request Form . On 

your appoint" "'nt day, bring the form with you and give it to your tutor. At the end of your session, make sure 

to keep the log ~ ;'d turn it with the SLAC office to confirm session was held for documentation. It is your 

resDonsibility to make an appointment for a session and notify your instructor after your session if he/she is 

'Tla '<; ing this referra l a requirement . 

Instructor's Name ____ ______________ Department ___________ _ _ _ 

Instructor's contact number _____________ E-mail ________________ _ 

Student's Name _ ________________________________ _ 

Course Title/Alpha/ Section _ _____________________________ _ 

Assignment/Concern _________________________ _____ _____ _ 

(I f possible, att ach t he assignment to this form or a description of assistance needed) 

Please describe what specific areas or concepts need to be rJviewed or dis ussed. Be aware that tutors are 

not proofreaders. Tutors will not simply correct mistakes or identify errors or connection. Instead, they w ill 

help students improve thei r study skills and academic skills b 1 looking for p tterns of errors and helping 

~ t u Jents lear(, from them. 

Student (Tutee) ____________________ +-___________ _ 

Peer Tutor assigned, _________________ Date of tra scation _________ _ 

(completed by SLAC lab staff and or Tutorial Counselor) 

Contact num ber _______________ Email, ____ +--___________ _ 
Tt.: ·. oring cunlenl ________________ Hou rs complele~-------------
r ' ltoria l Counselor signature _________ -;-________ .,.-___ Date_ .. _. ____ _ 



American Samoa Community College 

Division of Student Services - Tutoring Program : 

Attendance log and Summary of Tutorial Session 

Tutor(Print) :. ____ ______________ _ Date :. ___________ _ 

Tutee(Print): _____________________ (ourse ___________ _ 

Tu tee _ .. nature: ____________________ _ 

Time startea . _ ________ Time ended: ___________ Total hours: _____ _ 

(Time will be tota ied to the nearest 5) 

1. Briefly describe the specific topic(s) discussed. 

2. Describe the difficult the student tutee experienced with the material. 

3. Describe the study and learning st rategies you introduced. 

4. Describe topic areas and strategies that you want to follow-up on. 

I 

Peer Tutor Signature: I 

I 
I submit this / arm stating that I hove provided Peer T~torifJg Services . 

. Th 's form will be submitted within the end 0/ the working week day. I 



Division of Student Services - Tutoring Program 

TUTEE AGREEMENT FORM 

Tutee Obligations: 

• To attend t utoring sessions and be prepared to demonstrate abilities to complete assigned work to the 

best of your abilities. 

To come prepared to all tutoring sessions with tutor on a timely manner. 

• To I, form tutor when you are unable to attend a t utoring session, tutee will call the SLAC office prior to 

the tUh ... jng time. 

• To complete all forms and provide all required information needed before you are assigned a tutor. 

• The tutee and tutor must sign the Log form after each sess ion. Tutoring cannot occur during a 

scheduled class time, off campus or on a weekend. 

• To provide a letter of explanation for missing a session with a tutor. If tutee misses three sess ions 

without explanation tutoring services will be on hold until you provide notice of absence. No statement 

of response for missing sessions, tutoring services will discontinue.(Contact Tutorial Counselor or 

appointed SLAC staff. 

• To notify the SLAC office before classes are dropped. Your tutor will be notified and tutoring sessions 

cancelled. 

I have read the above statements and agree to the terms. 

(Tutee Signature) 10ate) 

(Adopted from lames Sprunt Community College, Student Support Service) 


