Learning Support Services

Co-leader Policies & Procedures

Our goal is a 10:1 student to Learning Assistant ratio.  If a LA is consistently having more than 10 students in a session or expects more than 10 students for a study session, there needs to be a co-leader.

Co-leaders work in two situations:

1. A co-leader for an MSI supported class where the sessions are typically over 10 students.  The co-leader attends MSI sessions regularly but does not attend lecture.

2. A co-leader for a single study session where more than 10 students are expected.
Finding a Co-leader for a study session

At the logistics meeting at the start of the quarter, LSS employees will fill out a form to indicate for which classes they can act as a co-leader.  LSS will then email each primary Learning Assistant (the LA that attends lectures) the names and emails of the staff that are able to help with the class. When a LA needs a co-leader to help with a study session, s/he should contact the people on the list and then email LSS to let us know who will be assisting with the session.

Record Keeping & Timesheets

No-shows or if fewer than 10 students at a session

If there are fewer than 10 students at the session after the first 15 minutes, the co-leader should leave the session and record a half hour (0.5 hours) as a no-show. The time will be paid at the individual rate.  Have the Leader initial your summary sheet as normal.

Sign-in Sheets
It is the responsibility of the primary LA to collect the sign-in sheet and to initial the co-leader’s summary sheet by the total hours to verify that the co-leader was present (see examples A-D).

If the primary LA is absent, the co-leader is responsible for collecting the sign-in sheet.

Prep time for Co-leader

If you are working with a class that you do not tutor or MSI for already you maybe paid up to one hour per week of prep time.  This can be time spent reviewing problems, notes, reading books, attending professor’s office hours etc.  
MSI Learning Assistants Acting as Co-leaders

Record the session on your standard MSI summary sheet; be sure to list the date, the name of the primary LA, the class, and the total hours. The primary LA should initial by the total hours.  See Example A on the following page for an example of a session with students & Example B on the following page for an example of a session where the co-leader is not needed due to low attendance.

Include the hours you worked as a co-leader on your normal MSI time sheet.  

-Group hours if you were needed to help with the session 

-An individual half hour if fewer than 10 students came to the session and you left after 15 minutes

If the primary LA does not come to the session, it is the co-leader’s responsibility to collect the sign-in sheet.

An MSI session can last for a maximum of 2 hours if 2 or more students are present.  If the primary LA has to leave before the 2 hours are up and the co-leader chooses to stay:

1. The primary LA should initial the co-leader’s summary sheet for the time the primary LA was present and should take the sign-in sheet.  

2.  The co-leader should start a new sign-in sheet for the students still present and should enter a new line on his/her summary sheet (Example C).

Tutors Acting as Co-leaders

A tutor can record being a co-leader on a summary sheet by either:

Option 1:  Pick up a MSI summary sheet from LSS or download one from the LSS website Employee Resources webpage (http://www2.ucsc.edu/lss/employee.shtml). Record the session on your standard MSI summary sheet; be sure to list the date, the name of the primary LA, the class, and the total hours. The primary LA should initial by the total hours. (Examples A & B).
Option 2:  Enter the session on your tutor summary sheet but CLEARLY MARK (highlighter, large size, underline, etc.) that you were a co-leader for an MSI session. Record the session on your standard MSI summary sheet; be sure to list the date, the name of the primary LA, the class, and the total hours. The primary LA should initial by the total hours.  (Example D)

Use a timesheet that has lines for both MSI (lines 1 &2) and Tutors (lines 3&4).  Record the time you assisted as a co-leader on the appropriate MSI line

Example A.  Summary sheet for co-leader for MSI session entered on MSI Summary Sheet

MSI Summary Sheet

Learning Assistant’s Name
Jane Doe





Pay Period
Sept/Oct
2009___

	Date
	Event/Activity
	Course
	Lecture Hours
	Meeting (TA)
	No Show Hours
	MSI Ind. Hour
	MSI Group Hours

	10/4/09
	MSI Session or Study Session

Co-leader- Jane Smith
	Math 11A
	
	
	
	
	2  JS


Example B.  Summary sheet for co-leader for a no-show or when fewer than 10 students attend

MSI Summary Sheet

Learning Assistant’s Name
Jane Doe





Pay Period
Sept/Oct
2009___

	Date
	Event/Activity
	Course
	Lecture Hours
	Meeting (TA)
	No Show Hours
	MSI Ind. Hour
	MSI Group Hours

	10/4/09
	MSI Session 

Co-leader- Jane Smith
	Math 11A
	
	
	0.5 JS
	
	


Example C.  Summary sheet for co-leader for MSI session when the co-leader continues the session after the primary LA leaves
MSI Summary Sheet

Learning Assistant’s Name
Jane Doe





Pay Period
Sept/Oct
2009___

	Date
	Event/Activity
	Course
	Lecture Hours
	Meeting (TA)
	No Show Hours
	MSI Ind. Hour
	MSI Group Hours

	10/4/09
	MSI Session 

Co-leader- Jo Smith
	Math 11A
	
	
	
	
	1.5  JS

	10/4/09
	MSI Session 


	Math 11A
	
	
	
	
	0.5  


Example D. Summary sheet for a co-leader session entered on a Tutor Summary Sheet

LSS Tutor Summary Sheet

Tutor’s Name
John Doe





Pay Period

 Sept/Oct             
2009__

	Date
	Event/Activity
	Course
	Ind. Hours
	No Show Hours
	Prep Time
	Group hours

	10/4/09
	MSI SESSION-not a tutoring session
Co-leader- Jim Smith
	Math 11A
	
	
	
	1.5  JS


