Site Checklist

Prior to Student Arrival

· Staff are wearing APL name tags
· Staff signed in at the office

· Each student has a starter activity

· Instructors identify start and stop points 

Student Arrival

· Staff gather student in the cafeteria, bus area, etc.

· Staff try to locate absent students 

· Attendance phone calls are made within the first 15 minutes of tutoring

During Tutoring

· Students are focused and on-task

· Start & stop points are identified and allow students to work for 5-7 minutes
· Student work is scored promptly when student reaches “stop” point

· Work is scored using answer guide and errors are corrected before continuing

· Date and score are recorded at each stop point

· Students rotate through all books
· iPod use is documented on the inside cover of student texts
· All staff practice positive reinforcement
Operations

· Every student signs in everyday – in blue or black ink
· Sign-in sheets are stored safely
· Parent contact information is available on-site
· Review progress updates 
· Tutor assignment template is current and in use

· Instructors work with the same students each session

· Instructors are seated with their assigned students

