ISF Tutor Guidelines for ESL students
For the students:

Requests for free tutoring can be made by:

· Making a verbal request to an ESL teacher.

· Visiting www.isfriends.com, Resources, Free ESL Tutoring
Students should be willing to attend one hour of tutoring each week.
· Meeting place is usually in the Pub or Library.
· Students should have text books & dictionaries with them.

· Canceled sessions require 24 hr. notice 

· If sick, call your tutor before 9am the day you meet.
· If you miss two meetings without contacting your tutor you must wait until the next quarter and reapply for tutoring.

For the teachers:

Teachers will communicate with the ISF Tutor Coordinator, Nancy Wood.

When a request for tutoring is made to the ESL teacher:
· The teacher should call or Email Nancy with:

1. The student’s name

2. The student’s level of ESL

3. The student’s contact information

4. Main focus (i.e. Listening/Speaking or Reading /Writing)

5. The time student has class

For Nancy:

· Find and interview tutors
· Match students with tutors 
When a request is received from our website:
· Contact the ESL teacher for that student’s ESL level and main focus (i.e. Listening/Speaking or Reading /Writing).
· Give the ESL student the tutor’s contact information.
· Follow-up with the tutor to monitor progress, after first meeting and periodically during the quarter.

For the Tutor
· All meetings are FREE. Absolutely no money will be accepted.
· Tutors agree to meet in the Pub or Library on campus; any other location must be cleared through the ISF Tutor Coordinator.
· Maintain a log sheet of completed meetings
Tutors, teachers & students should direct questions or concerns to the ISF Tutor Coordinator ASAP.
It is our goal to help PC International students to successfully complete their ESL classes.

