Guidelines for the Implementation of Academic Tutoring at Asia University
1. Objective:
These guidelines are established to encourage student engagement in academic studies and to enhance student learning outcomes.
2. Types of Academic Tutoring:
Academic tutoring is divided into two types:
· Pre-Midterm Tutoring
· Midterm Care Tutoring
3. Principles for Establishing Academic Tutoring Classes:
The principles for reviewing the establishment of tutoring classes are as follows:
3. The tutoring classes should focus on courses where the number of failing students in the previous academic year’s same semester or midterm exams was high.
3. Tutoring classes are limited to core and elective courses that are required by the academic units (departments, programs).
1. Minimum Number of Students:
A minimum of 20 students is required for the establishment of a tutoring class.
1. Tutoring Plan:
Students applying for academic tutoring must submit a tutoring plan, which should include the following details:
5. The methods and approaches to be used in the tutoring.
5. The assigned instructors, their qualifications, and experience relevant to the subject.
5. The course syllabus and teaching schedule.
5. An estimated budget for instructor compensation.
5. Proposed start date, duration, and frequency of tutoring sessions.
5. Names, departments (or programs), and class details of the students who wish to participate.
5. Assessment measures for student participation and attendance.
5. Other relevant information.
1. Application Deadlines:
. Pre-Midterm Tutoring: Applications must be submitted within two weeks after the start of the semester.
. Midterm Care Tutoring: Applications must be submitted within one week after the Academic Affairs Office announces the midterm warning list.
The responsible academic units (departments, programs) should plan the tutoring classes, submit the tutoring plans and class details to their respective college deans for approval, and then submit them to the Academic Affairs Office for further processing and approval by the University President. If tutoring needs to be discontinued, approval must be obtained.
· Class Duration and Frequency:
The tutoring classes must conclude before the final exams. Each session should last one hour per week, and the total number of weeks for tutoring should not exceed 12.
· Instructor Reporting and Compensation:
Instructors approved for academic tutoring must submit a weekly teaching log to the academic unit offering the class. The academic unit should submit the log, as well as the monthly supervisor visit reports and the instructor compensation list, to the Academic Affairs Office by the 10th of each month. Failure to do so will result in non-payment for the instructor’s hours.
The tutoring instructor’s compensation is not subject to the usual hourly maximum limit. Additionally, if the instructor’s total weekly teaching hours for the semester fall short of the minimum required, the tutoring hours may be counted towards fulfilling the teaching requirement.
· Classroom Supervision and Evaluation:
The academic unit should conduct 1 to 2 visits during the tutoring sessions to evaluate the effectiveness of the program. A visit report should be submitted. If the program’s implementation is ineffective or attendance is low, the unit should review the causes and make necessary adjustments. If the tutoring class no longer serves its purpose, a report should be submitted to the Academic Affairs Office for review, and the University President will make a final decision.
· Student Satisfaction Survey:
The Academic Affairs Office should conduct a satisfaction survey among participating students at the last session of the tutoring class. This survey will gather feedback on teaching quality, instructional methods, materials, and learning outcomes, which will inform future tutoring programs, instructor selection, and teaching methods.
· Post-Tutoring Procedures:
After the tutoring program concludes, the academic unit offering the program should submit the actual teaching hours of each instructor to the Academic Affairs Office for payment processing. The required funds will be covered by the university’s relevant budget.
· Incentives for Successful Tutoring:
If students who participated in the tutoring program pass all their courses in the semester, the instructors may be rewarded in a manner similar to the one outlined above.
· Unspecified Matters:
Any matters not covered by these guidelines will be handled according to the university’s relevant regulations.
· Approval and Implementation:
These guidelines were approved by the Academic Affairs Committee and will be implemented upon approval by the University President. Any amendments to these guidelines will follow the same procedure.
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