What do I do if my ESL student needs tutoring?
(revised November 16, 2004)
How to Initiate a Request:
For Levels 1 – 5 (International Students):

· Teacher helps student complete ESL Tutor Request & Contract for Students Seeking Transfer Student Tutoring forms 
· Teacher sends student w/ forms to International Program advisor (Mari/Lisa)
· Advisor sends student to Transfer Student Tutoring office (in PUB) w/ 2 forms above
For Levels 1 – 5 (Immigrant Students): 

· Teacher helps student complete ESL Tutor Request and Contract for Students Seeking Transfer Student Tutoring forms
· Teacher sends student w/ form to Immigrant Student Advisor (Aura) 
· Aura sends form to Volunteer Coordinator (Betsy) if there are any volunteer tutors available otherwise same procedure as above 
· Betsy:

· matches student with volunteer tutor 
OR 
-   notifies student and teacher that student needs to go to Transfer Student Tutoring with ESL Tutor Request & Contract for Students Seeking Transfer Student Tutoring 
For Levels 6 – 8 (International & Immigrant Students):  These students may self-refer to Transfer Student Tutoring. If lower levels go to this office by self-referral, they will be sent back to their teacher for the process above. 
What happens next?:

Tutors through Transfer Student Tutoring 

· Student goes to TST office with ESL Tutor Request & Contract for Students Seeking Transfer Student Tutoring form  
· Selected TST tutor contacts teacher
· Teacher meets w/ tutor to: 1. Give faculty recommendation for this tutor to work with student, 2. and, if recommended, discuss student’s needs

Continued on back 
· Tutor returns Faculty Recommendation form to TST. Tutor and student are given each other’s contact info and they are on their own to set up time and place to meet
Tutors through Essential Skills Volunteer Program
· Betsy matches students and volunteer tutors.
· Volunteer tutor and teacher meet or email to discuss student’s needs.

· Student receives an Essential Skills Tutoring Contract via teacher  

· Student returns signed contract copy to Betsy; she confirms with tutor.
· If there are no matches with volunteers, Betsy contacts teacher to refer student to TST (above)
Pronunciation Tutoring for All Levels of ESL or post ESL students:

Speech Language Pathology Assistant students who have completed Phonetics 110 and are recommended by Susan Sparks, Director of SLPA program, are eligible to tutor ESL students in pronunciation only through TST. These tutors do not need to get a faculty recommendation from the student’s teacher, but they go through the same referral process as above. 
What do students do if they want to continue the next quarter?

With same tutor? Student must go through request process each quarter. If they want the same tutor, they should indicate that on the request form.

Questions?
These procedures are open to revision. I know the process is not perfect, yet! I have consulted with Donna, Aura, Scott, Mari, Kristin and Vince. Please send comments to:
· Betsy Binnian, ESL Instructor and Coordinator of Volunteers for Essential Skills, 546-6959, bbinnian@shoreline.edu, Rm. 5360

Other Contacts:

· Aura Rios Erickson, Immigrant Student Advisor, 546-4566, aerickso@shoreline.edu, Rm.5234

· Lisa Hirayama, Int’l Programs Advisor, 546-4508, lhirayam@shoreline.edu 
· Rm. 5226B
· Mari Ishiguro, Int’l Programs Advisor, 546-4627, mishiguro@shoreline.edu, 
· Rm. 5226
· Transfer Student Tutoring, 546-4776, Rm.952 (person who oversees this program is Scott Saunders, Director of Student Activities –

ssaunder@shoreline.edu )
