Meeting with Speaking-Intensive Faculty
Scheduling a Meeting
· E-mail the professor(s) you have signed up to contact (see sample e-mail)

· In your e-mail, you should introduce yourself, describe CTL oral communication tutoring resources, and offer to meet with the professor at his/her convenience to discuss the services OC tutors can provide to the students in a speaking-intensive course

· PROOFREAD YOUR E-MAIL CAREFULLY

· If the professor agrees to schedule a meeting with you, you should confirm the meeting date, place, and time via phone or e-mail

· Ask the professor if the CTL (and OC tutoring staff) can have a copy of the syllabus, assignments, and any pertinent handouts for our files and to use when tutoring students taking that course

Meeting with Faculty

· Bring with you:

· This list of things to tell faculty about OC tutoring 

· Brochures (OC, CTL)—enough for all students in the class

· Your schedule (so you can plan a time to visit the class, if the professor requests such a visit)

· Explain CTL OC resources
· Tutoring (one-on-one, group sessions) 
· How to schedule a tutoring appointment

· Professors will be informed that a student had a tutoring appointment through a session log mailed to them after the tutoring takes place (explain a little about the session log)
· Workshops

· Effective Discussion Techniques
· Successful Presentation Strategies (public speaking ideas, using visual aids, etc.)

· Paper Files
· Handouts and tip sheets on various topics for both faculty and student use
· Get syllabi, assignments, handouts for the course
· Discuss any pertinent items with the faculty member

· Give faculty member CTL and OC brochures
· Ask if faculty member wants you to visit his/her class to talk about OC resources available through the CTL
· Schedule a time to visit the class or—if you cannot visit the class yourself--find out when and where the class is held and give this information to the head tutor or Julie to find another tutor to make the class visit

· E-mail the faculty member to follow up a day or two after your meeting

· Thank him/her for taking the time to meet with you

· Ask if they have any additional questions or concerns
· Express your hope that they and their students will use OC tutoring resources

