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General Information:

Important to Know:

List key staff or contact people here
Calling in sick:

If you are calling in sick you must call <supervisor name> at xxx xxx xxxx before 7:30am. 

Communicating through e-mail

1) Whenever possible we will send any needed info to one another using e-mail. Please check it often. Here is the address to use to log on from the Internet: 

2) Your password is: xxx. You will be prompted to change it the first time you log in.

Name@address.edu

3) Do not put anything over e-mail that you would not feel comfortable seeing published!!! Everything you say over Newton e-mail is not confidential. Please refer to students as “M. Tynes” or “Maura T”. Information used in Newton e-mail can be subpoenaed. 
Paychecks:

· If you choose to have direct deposit your check will be put into your account on the 15th and last day of the month.

· If you did not choose direct deposit then your paycheck will be mailed to your house.

Parking at College:

Please see <supervisor name> to get a visitors parking pass to use in the lot at College.

Reimbursement for Travel Training with a Student:

Save all your receipts! Then turn them into Maura to be reimbursed by the 1st of each month.

Remember to Sign-in and Sign-out

In our office in Student Development, there is a sign in and sign out sheet. Please fill this out each day. This will make it easier to account for everyone!

Schedule

This partnership will mainly follow the schedule published by Community College. Discussion of your role in June will occur in the spring.

Days off:

Off October 8 and 18

Off November 12 and 22, 23

Off December 24, 25, 26, 27, 28, 31

Off January 1, 2, 3, 4, 7, 8, 9, 10, 21

Off February 18

Off March 17, 18, 19, 20, 21

Off April 21

Off May 26
Our Roles (Roughly)
Post Secondary High School Liaison

· Parent Contact Person

· Working with of Educational Coaches

· Assist with scheduling

· Work with adult agencies

· Job development and placement

· Representative of Newton Public Schools

· Reporting to Newton Public Schools Administration

Institute for Higher Education Specialist

· Communication with MassBay Faculty

· Communication with MassBay Staff 

· Reporting to MassBay Administration

· Scheduling student courses and activities on campus

· Facilitating workshops and activities to promote inclusion in higher education

· Representative of MassBay Community College
Educational Coaches

· Travel Training experience with students

· Note taking when needed

· Academic tutor when needed

· Assist with organization of logistics everyday

· Help with time management

· Help with money skills

· Help with recording homework

· Help with understanding the social environment

· Relay all communication about student progress to Maura & Molly

· Coverage of other Educational Coaches in the event of an absence

· Other duties as specified 

General Activities That Each Student Should Accomplish with Your Help

1) Student ID/library card:   

· Get ID in Student Development.

· Find library and take a brief tour. 

· Figure out how to make copies.   

                                                                         

2) Get logged into the computer system

· You may need tech support assistance for password.

· Check student email and Send Molly an email at: mboyle@massbay.edu 

  

3) Tutoring: 

· Must fill out initial intake forms for peer tutoring.   

· Sign up ahead of time with Learning Specialists in Reading and Writing Center.  

· For all tutoring: be aware of time beginning and ending.   

· Arrive with a specific goal, and end with a plan of action. 

4) Recreation and Wellness Center: 

· Get schedule for classes.

· Sign up? –If the student is interested.

· Check in with the nurse to familiarize students with the Health Center services and location

5) Disability Services: Once accommodation forms are filled: 

· Get faculty signature.  

· Give copy to faculty. 

· Return signed copy to disability services.

· TESTING:  If there is an exam for the course, the staff in disability services arranges for the room and test delivery.  The student needs to inform DS a week prior to the test to make arrangements.

6) Student Handbook: 

· If the handbook is not printed, please check a copy out from Molly’s office

· Review the information with the students. 

· Focus on student rights, computer policies, and consequences.

· This book also lists student clubs and activities that students may want to join. 

  

Daily Activities to Complete 
with students

Academics: 
· Review syllabus for the course.  

· Schedule tutoring if there is a particular issue/concern.  

· Review course materials prior to class.

· Review past class and homework assignments.  

· If notes are taken, make copies for students. 

· After class- review what was covered in class that day.

· Login to Blackboard and check for announcements.

Campus Life:
· Student Activities: Check Monthly calendar for events.  Mark ones that you might attend in planner.

· Check to see if student needs help with budgeting money or purchasing lunch at café.

· Check to see if student needs help organizing their materials in their bag.

Professionalism While at Work

· Please do not use your cell phone for personal or social calls while at work.  This means text messages, too.

· Be sure to remember issues of confidentiality while speaking in front of the students. 

· Be sure to note issues of confidentiality while discussing your day with family/friends. It is a small world!!

· Remember that your attire should be professional. Casual clothing is fine but avoid logos on shirts and revealing clothing.
· Your role in on campus is crucial to the success of the program.  Please help us to represent the program, students and school with the highest integrity.
A Focus on Independence

You should know that all of the students participating in this grant project have not had one-to-one attention before. We want to maintain the independence they have achieved and then build upon it. Please have an in depth conversation with Maura about how much independence you should be giving a particular student.

FOR EDUCATIONAL COACHES

What to expect in the first days of work…..

Close your eyes for a second.  Take a deep breath.  Try to remember how you felt on your first day of college. Many of the students you will be working with are coming to college for the very first time. They may be feeling nervous, excited, anxious, confused, etc. It is your job to help them acclimate to this new place and to help them find resources for the many questions they have. It is important to set up a system that will support the student to be as independent as possible on campus.  
Things to focus on in the beginning:

· Let the student know about your role, what to call you, exchange phone numbers (only if you want to).  Some students may not want much help to start, that’s okay.

· Help the student find the Student Development Office and say hi to staff

· Talk to the student about the Disability Services Office.  Have they had an appointment to set up accommodations for their classes?  Talk to them about how to privately share the accommodation plan with their professors.
· Help student find the bathroom(s)

· Encourage them to read the bulletin boards on campus

· Explain that the first week or so of college is very busy, but it gets quieter

· Ask about their commute to campus—how long did it take, when do they need to leave to get home/work

· Talk to them about what to expect in a college class

· Discuss where they might like to sit in a class (and where they would like you to sit if you are going to class with them)

· Discuss what they would do in class (take notes, ask questions, meet new students)

· Help the student locate their classroom (check to make sure there has not been a room change)

· Introduce yourself to the professor either before class or at the end of class. You may want to explain to them your purpose and also give them Molly’s business card.  Molly is the primary contact for all faculty.

· Help the student buy their books at the bookstore with a voucher from OSD

· Read the syllabus with the student and help him/her use agenda for assignments

· Help the student decide what supplies they need for class—discuss where they will get these

· Logging onto the Internet and email (this will take some time at first!)

· Learning your way around campus and helping the student find their way as well

A typical day may include:

· Attending class and taking notes

· Visiting the computer lab to use the internet

· Going over class notes, helping with homework, explaining assignments

· Money skills: helping a student calculate what they can buy for lunch with the amount of money they have.

· Visiting the Rec. Center and helping a student with exercise equipment

A note:  Your role is to help students on campus, in particular the students in the ICE program.  If you see another student who needs support, please speak up!  All help is appreciated, especially in the first weeks of class.
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