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1.	Weekly schedule
· Work 3 hours a day Monday through Friday per college calendar
· Observe 1 course per term
· Lead 1 hour of Supplemental Instruction (SI) per day
· Enter data in QEP Database immediately after SI 
2.	Student confidentiality 
· Avoid discussing individual student concerns with anyone other than faculty
· Avoid discussing SI session issues with anyone other than faculty
· Discuss any issues with Mrs. Taylor-Philyaw, first-line supervisor, and Lead Supplemental Instructor
3.	Check Lancer Mail daily before SI sessions
4.	Pick-up SI participants master list from Ms. Shaw and place in binder
5.	Carry SI binders to all SI sessions
6.	Sign-in sheets
· Make certain every student signs-in
· Have students not on the master list print and sign their names on sheet
· Write time, date, and SI content on sheet
· Take completed list to Ms. Shaw before QEP Database entries
7.	QEP Database
· Enter data in correct course and term
· Enter SI dates and times
· Complete comment box with relevant SI information
· Student asking questions
· Student frustration
· Student not participating
· Confirm data entered is correct
· Save data
8.	Time Sheets
· Complete time sheets
· Submit time sheets to LSI by the last day of the month

Lead Supplemental Instructor
1.	Create SI schedules for SI tutors and SI sessions
2.	Communicate SI schedules to Mrs. Taylor-Philyaw 
3.	Communicate SI issues to Mrs. Taylor-Philyaw
4.	Make certain SIs complete time sheets in a timely manner
5.	Submit completed time sheets to Mrs. Taylor-Philyaw by the first working day of the next month



