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History and Goals of the 
Oral Communication Tutoring Program 

In May 2000, Lawrence’s faculty approved a new set of requirements which took effect in the fall of 2001.  These requirements stress, among other things, building skills across the curriculum in such a way that a variety of courses can enable each Lawrence student to become more aware, articulate, and thoughtful.  The GERs are not “hoops” for students to “jump through” while they concentrate on their “real” work—they are at the core of a liberal arts education and exemplify Lawrence’s mission.

One of the new requirements stipulates that students must take and receive a passing grade in a course designated as “speaking-intensive.”  This demonstrates the belief on the part of Lawrence’s faculty that good communication not only helps individuals, but allows them to function as responsible citizens of the world, and provides the groundwork for success in future careers and study.  Most people agree that schools usually do not teach communication effectively.  In a recent poll, eighty-five percent of those surveyed think that students are not fully prepared to communicate.  In addition, 75-80% of students report that they are not well prepared to speak at meetings, or to give speeches.  Business and academic leaders agree.  For example, economist D. McCloskey writes in The Neglected Economics of Talk, that in an age of communication we do not need more talking but wiser talking, making communication studies central to colleges and universities in the 21st century (McCloskey 1993:11-16).

To be considered speaking-intensive at Lawrence, a course must meet the following criteria:

1. Speaking-intensive courses must be small, enrolling no more than approximately 20 students per instructor.  

2. In such courses, at least 25% of the final grade must be based on evaluated oral work.  

3. Speaking-intensive courses must require students to do a substantial amount of speaking, much of it evaluated by the instructor, with opportunities to develop speaking skills distributed over the course of the term.  

4. Speaking-intensive courses must provide explicit instruction in speaking.  

· Speaking opportunities might take the form of formal presentations, informal reports, group projects, or class discussion; unevaluated discussion is by itself insufficient.  

· Instructors might focus on such issues as the differences between oral and written presentations and how to organize and deliver an oral report.  

· Instructors might require students to submit an outline of a presentation ahead of time or to do a dry run for classmates.  

· Students should receive constructive feedback on spoken work as promptly as possible.  

Lawrence is not unique in its desire to promote oral communication competency among its students.  Such requirements have become widespread in American higher education over the past decade.  Whereas on many campuses, students fulfill the requirement by taking a class in speech communication or rhetoric, Lawrence students take classes that incorporate communication instruction into a broader framework of instruction in a given subject, such as biology or German.  Speaking-intensive classes are equally committed to teaching both a traditional discipline and the skills of oral communication.  This approach is called “communication across the curriculum.”  Lawrence’s adoption of communication across the curriculum emphasizes the fact that communication skills and mastery of a subject are not mutually exclusive goals.  In fact, communication competency is fundamental to students’ grasp of course content.

To assist students and faculty with the new requirement, Lawrence decided to create a peer tutoring program.  Peer tutoring is a proven strategy for reducing student anxiety about unfamiliar and difficult assignments.  The collaborative nature of peer tutoring strengthens students’ understanding of new material and skill development.  For many years, Lawrence has had a successful writing tutoring program and the oral communication tutoring program builds upon this foundation.

Thus, the Oral Communication Tutoring program developed out of the new GER, and aiding students enrolled in speaking-intensive courses is still one of our top priorities.  However, our role on campus extends beyond the speaking-intensive GER to any situation in which students need support and guidance regarding oral communication.  The Oral Communication Tutoring program at the CTL is a resource for improving communication competency in all fields, at all levels, throughout the campus.

It follows, then, that our highest priority must always be the students who come to us for help.  Listening to them, serving their needs, and offering them our best efforts should be the focus of everything we do and say at the CTL.

Responsibilities of Oral Communication Tutors

You have three types of work: on-duty responsibilities, tutoring, and program support.  The following section of this handbook describes each of these in detail, but first there are some general policies that you must follow at all times.

GENERAL GUIDELINES AND POLICIES
1. Maintain a positive attitude.  Support the student-client’s professor, the assignment, the CTL, and other tutors. Do not be critical!

2. Keep your information confidential. This is a private exchange between you, the student tutee, the instructor, and the CTL professional staff. Do not discuss a student’s abilities and performances with other students, except anonymously in CTL training sessions.  Similarly, do not discuss tutees’ work with any faculty members except the instructor teaching the course for which the student has requested tutoring, and Student Academic Services/CTL professional staff.

3. Focus on skills. Avoid all discussion of grades and grading.  Avoid comments such as “You’ll definitely get an A on this presentation!”  You may be only trying to be supportive, but such remarks mislead students and direct their attention to short-term goals, rather than the long-term purpose of becoming better speakers.  Occasionally students may pressure you for a prediction of their grade.  Tactfully skirt the issue and resist the temptation to seem authoritative or likable by predicting grades.

4. Be approachable and supportive. Do not become, however, the student’s counselor.  If a student seems more interested in venting about personal problems than in the task at hand, gently redirect his or her attention.  If a student seems unusually upset, suggest that he or she talk to someone in the Counseling Center or to one of the deans in Student Academic Services.

5. Set an example. Communicate clearly. Be polite and attentive. Do not eat or drink when using video equipment, computers, or when in any tutoring session.

6. Attend at all staff meetings and trainings. Attendance is mandatory. If an emergency occurs, contact Julie Haurykiewicz or the head tutor.

ON-DUTY RESPONSIBILITIES
1. Each tutor signs up for one or two days day each week to be “on duty.”  This means that for the CTL hours that day you will receive any communication tutoring requests which are sent to the CTL.  These requests may be sent to you via e-mail or voice mail, so you need to check both frequently on your on-duty day.

2. On-duty days are coordinated by the head tutor.  Normally, sign up occurs at the beginning of each term, but students may change with each other.  If this change occurs you must notify: 1) the coverage desk (using e-mail: ctl@lawrence.edu) and 2) Julie Haurykiewicz (at julie.a.haurykiewicz@lawrence.edu or 832-7022) and 3) the head tutor (at her personal e-mail address) at least one day in advance.
3. Every student making a request must get connected to a tutor as soon as possible and no more than 24 hours after the request.  If you cannot tutor a student yourself, you are in charge of finding another oral communication tutor for the student.  Contact the student immediately and let him or her know the request has been received and that you are locating a tutor.

4. Never fail to follow through on requests during your on-duty day.  We assure both students and faculty that students will get prompt attention.  Please do not forget that students frequently depend on a prompt response; their academic success may be at stake.

TUTORING

General Guidelines
1. Be flexible.  If a student expresses strong resistance to your suggestions, do not press the point, but remember to make a note of this resistance in your session log.

2. Be the best listener possible.  When watching someone practice a presentation or speech, your eye contact and pleasant, attentive demeanor will reassure the speaker and make your task much easier.  Smile—even applaud—when a client has finished a practice speech or presentation.  Never fall asleep, doodle, stare off into space or frown as the client practices.  

3. Suggest a different tutor if you feel that your personal relationship with a student might get in the way of providing him/her with effective tutoring. It’s acceptable for you to tutor a friend if you make sure you can maintain the same high quality tutoring you would give any other student.  

4. Remember the Honor Code.  As a tutor, you may offer suggestions, but as a student, you are working under the Honor Code.  You cannot write a speech or presentation for the client. Also, you should make the student aware of citation issues in public speaking.  The CTL also has a handout (see the handout section of this handbook and resources on the web) addressing the issue of citations that you may want to use for your own reference or copy for a student.
Preparing for a Tutoring Session
1. Always arrange to have tutoring sessions in the CTL speaking studio unless completely impossible.

2. Remind the student to bring a copy of the assignment, and a VHS videotape if he or she wants a copy of the session videotaped.  We have a small supply of blank videotapes in the cabinets across the hallway from the bookshelves which can be used in the session, but these tapes should not be given away to clients.  You can also use the digital videotapes in the OC cupboard (these tapes can be transferred to DVD format by Tom Sykes in the Media Lab in the library).
3. Check the class assignment ahead of time, if possible, so you understand the expectations, or ask the student to bring a copy of the assignment to the session.

4. Make sure you have a stopwatch (if time is part of the assignment) and a pen and paper for notes.  There is a stopwatch in the top left-hand drawer of the coverage desk.

5. Collect any handouts you think the student may find helpful.  See the attached set of available handouts, or use excerpts from the articles and books in the CTL resource library.

6. Confirm that any needed equipment (video camera, LCD projector, etc.) is ready and functioning.  Remember to allow time to recharge batteries, etc.  Most equipment is stored in the media cabinet in the speaking studio.  The key to the cabinet is in the uppermost left hand drawer of the coverage desk.  If you wish to use the digital video camera, it is stored in the hallway closet, and the key is in the top left-hand drawer of the coverage desk (labeled “Equipment Closet”). 

7. Have a paper and a writing utensil ready to take notes as you interact with the client.

During a Tutoring Session
1. To begin the session, you should introduce yourself and do whatever you can to make the student feel welcome in the CTL.  Ensure you have the information necessary for filling out a session log form.  Do not wait until after the session is over to find out the client’s name, the course, the professor, or other crucial information.  
2. It is ESPECIALLY important that you learn and use the student’s name.  Make the student feel welcome and respected by treating him or her as an individual.

3. If the student has asked for help with a specific assignment, review the assignment with him/her.  Ask to see a written description of the assignment, if possible.  If the student wishes to practice a speech or presentation, review the assignment guidelines together BEFORE the practice so you can be more specific in your critique and suggestions.

4. Describe the options for practice and make suggestions for the format of the tutoring session. Encourage all students to allow videotaping even if they are hesitant.  This is very useful and will be the most effective method of tutoring.
5. While the student is delivering his/her presentation, you should pay close attention and take notes.  You may want to use a checklist evaluation sheet to help you remember your observations (see examples in handbook or resource files).

6. After a practice session, you should ALWAYS ask the student about his/her impression of the rehearsal before you review the videotape or make suggestions.  

7. Always communicate positive feedback as well as negative.  Be as specific as possible when giving comments and suggestions.  Avoid giving an overwhelming list of the student’s mistakes.  Sometimes it is most helpful to pick a few of the most important areas for the tutee to focus on rather than asking him/her to address every little concern you see in the presentation.  Ideally, a student will return for another tutoring session before he/she must give the presentation and you can work on additional skills or areas of concern at that point.
8. Remember to cover nonverbal as well as spoken communication.  
9. Review the appropriate use of any visual aids (see handout).

After a Tutoring Session
1. Discuss the possible strategies for further practice, and try to get students to schedule a follow-up session if appropriate. Encourage them to come back and review their success or frustrations with the assignments, or to prepare further.

2. Suggest that the student fill out an evaluation form (located on the CTL website).  Reassure them that the form is confidential and describe how it is used.

3. Complete a session log form online as soon as possible and e-mail it to <ctl@lawrence.edu>.  Ideally, this should be done immediately following a tutoring session, while the issues discussed are still fresh in your mind.
A Note about Session Logs:  Completing a comprehensive and accurate session log in a prompt manner is one of your most important responsibilities as a tutor.  Your session log must be completed online in the Excel form found on the CTL website link and mailed to <ctl@lawrence.edu> within 24 hours after a tutoring session.  We recommend that you complete the session log immediately following a tutoring session, because the issues raised in the session will be fresh in your mind at that time.  You will be given more instruction about what to include in a session log, but you should be aware that both professors and Student Academic Services staff use these logs to help them more effectively assist and advise students, so we count on you to do the best job you can to insure that the logs are complete, descriptive, specific, and submitted in a timely manner.
4. Make sure all equipment in the speaking studio is turned off and the cabinet is locked WITH REMOTE CONTROLS INSIDE.  Return the stop watch, digital camera, and any keys to appropriate locations.

PROGRAM SUPPORT

1. Prior to each term, tutors sign up for specific speaking intensive courses.  The tutor contacts the professor, asks for a copy of the syllabus and any handouts related to speaking assignments.  If copies aren’t ready, the tutor should ask about the likely nature of speaking assignments for the class.  Based on this information, the tutor should remind the professor about the resources of the CTL as well as the ways in which communication tutors can support their teaching.  The tutor should make a offer to attend a class to explain CTL resources to the students and to hand out information.  Being assigned to a talk to a professor teaching a speaking-intensive course does not necessarily mean you need to do all the tutoring for the class.  Tutoring arrangements can be—and often are—made separately.    

2. Miscellaneous projects and tasks need to be done to strengthen our program, such as helping to write and proofread our website content, visiting classes to talk about tutoring, attendance and participation at trainings, organizing books and materials in the CTL collection, and making and distributing brochures and posters.  These projects can be done by tutors who wish to complete more work hours as well as those who want to support students in a different way.

Publicizing, organizing, and developing our program is an important aspect of being a tutor.  If we don’t do this work, our program will not establish and maintain itself on campus, and students won’t come in for tutoring at all.  Please have a positive attitude about these projects, and if you can think of something new that we could be doing to build our program, please speak up!

Scheduling Procedures
1. Making an appointment: Students can find a tutor by calling the CTL at extension 6767, e-mailing the CTL (ctl@lawrence.edu), stopping by 139 Briggs during open hours, or contacting a tutor directly.  
2. After making a tutoring appointment, make sure you contact the CTL to reserve the time you’ll need in the speaking studio.  Remind students that they must bring their own VHS videotapes if they want to keep a copy.

3. If you plan to use the digital camera for tutoring or a class, please reserve it in the reservation book at the CTL reception desk to avoid overbooking the equipment.

Forms & Handouts Used in 
Oral Communication Tutoring

1. We have several forms used in the program.  Sample forms are included in a separate section of this handbook.  Please note that session logs are now electronic (in Excel format) and located on a link on the CTL website.  If you have any questions about proper completion of forms, please don’t hesitate to ask Julie, Kate, or a coverage tutor.

2. We also have several handouts available for distribution.  This handbook includes some samples; others are available in our files.  Note that some of these handouts are double-sided, so be careful when making copies.  Please remember to always leave a “master” copy in the files—don’t take the last copy!
Getting Paid

1. You must submit all your session logs by the deadlines and use the procedures posted behind the CTL coverage desk

2. Tutors will fill in their hours through the WebTimeEntry system in Voyager.  More information about using WebTimeEntry can be found at: http://www.lawrence.edu/dept/hr/wte/ 
3. Any questions should be referred to Julie Haurykiewicz, the coordinator of the CTL, or to the head oral communication tutor, Elaine Young
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