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Supplemental Instruction Coordinator 
Job Description 

 
 
Minimum Qualifications: 
1. SI leader for at least one semester with positive performance evaluations  
2. Demonstrated ability to work independently 
3. Demonstrated excellent written and oral communication skills 
4. Demonstrated understanding of the SI model and quality assurance needs.  
 
General Responsibilities: 
The SI coordinator is hired to support the SI program by supervising approximately five 
to seven SI leaders, under the guidance of the program director and program assistant.  
Coordinators attend SI leaders’ sessions, performing both formal and informal 
observations. Coordinators meet with their leaders to review observations, provide 
feedback, and establish goals for improvement, and/or plan for sessions.   
 
Coordinators meet with the program assistant and program director regularly to review 
all leaders’ progress, plan for training, and discuss other program concerns.  
 
Coordinators must attend all SI training sessions and meet with their SI leaders in small 
groups to process ideas from the training sessions. Coordinators support the 
development of the SI program by sharing ideas, materials, and providing feedback.  SI 
coordinators will be evaluated by their assigned SI leaders at least twice a semester 
and by the program assistant and director once. 
 
Specific Responsibilities:  
1. Conduct observations of SI leaders at least three to four times each semester. 
2. Conduct feedback sessions with SI leaders following observations. 
3. Develop improvement plans and goals with SI leaders, as necessary. 
4. Assist SI leaders in planning and organizing SI sessions, as necessary. 
5. Encourage and assist SI leaders in implementing active learning techniques and SI 

training ideas into their sessions. 
6. Assist with planning and presenting SI training sessions and training materials. 
7. Ensure that the SI leaders complete necessary paperwork. 
8. Model professional attitudes and behaviors to staff, students, faculty, and others on 

and off campus. 
9. Promote the SI program to faculty and students. 
10. Evaluate SI program to identify strengths, weaknesses, and recommended 

solutions. 
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Observations and Evaluations of            
SI Leaders 

 
 

The SI Coordinator is responsible for coaching, mentoring, observing, and evaluating  
SI leaders to help them improve their peer teaching skills and implement the SI model 
effectively. Throughout the semester, a Coordinator is expected to observe each SI 
leader at least three times.  Each visit accomplishes a different purpose.  

 
 
 
 

Semester Timeline 
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Initial Contact: conduct during the 3rd week of the semester 
 
 
 
 
 
 
 
 
 
  
 
The first few weeks of SI sessions may be difficult for a new SI leader as he/she gains 
confidence and experience, so it is important to make contact with all of your SI leaders 
within the second week of sessions (3rd-4th week of the semester) to provide support 
and guidance.  
 
The procedure for the Initial Contact is: 
 
1. Plan to visit to each of your leaders’ sessions during the third week of the semester.  

This visit can be brief, 10-15 minutes, and you do not have to schedule it.  You can 
conduct it on a “drop-in” basis.   

 
2. During the initial contact, just observe without any formal observation.  Encourage 

the leader and create a comfortable rapport, while making an early assessment of 
what the leader may need 

 
3. Plan time as soon as possible after the initial contact to talk with the leader. Provide 

feedback regarding his/her strengths and establish goals to work towards any 
immediate improvements the leader needs to implement to ensure effective 
sessions.   
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Informal Observation:  conduct during the 6th – 7th weeks of the semester 
 
 
 
 

 
 
 
 
 
 
The Informal Observation is designed to provide SI leaders feedback early enough in 
the semester for them to implement additional strategies and/or improvements.  
 
The procedure for the Informal Observation is:  
 
1. Attend one complete SI session for each of the leaders in your group.   
 
2. The observation will be recorded using the template included in this manual.  You 

will also be provided an electronic version of this template. 
 

3. Throughout the session, observe how the SI leader is interacting with students, 
using active and collaborative learning strategies, questioning techniques, and levels 
of learning to help students review material.  Also pay attention to how the leader is 
addressing the different learning styles of students.   

 
4. As you make notes during your observations, record specific examples that will 

support your evaluation and help you with your feedback discussion with the leader.  
You should be noting strengths as well as areas in which the leader can improve. 
NOTE:  Examples are illustrated on the following pages. 

 
5. Meet with the SI leader immediately following the observation, if possible, to provide 

feedback.  Lead into the discussion by first asking the leader for his/her evaluation of 
the session.  This sets a collaborative tone to comfortably discuss the leader’s 
strengths as well as suggestions for improvement.  Elicit the leader’s ideas as well 
as sharing your ideas.  Guide the leader to set specific or SMART goals for future 
sessions.  SMART goals = Specific, Measurable, Attainable, Relevant, Time-
Framed. 

 
6. Discuss how the SI leader is promoting attendance and brainstorm techniques to 

improve this, if necessary.  
 
7. Ensure your discussion is conducted in a private location away from the students.   
 
8. Send a copy of the evaluation to the SI leader and SI Program Assistant for the 

leader’s file, as well as keeping a copy for future discussions with your leader.   
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SI Informal Observation Form 
 

SI Leader: _________________________  Date of Session: ____________    
SI Coordinator: _____________________ 
Number of Students Attending: ___   Roll Distributed? Yes No 
 
 
Learning Styles/VARK Questioning/Bloom’s Wait Time Redirecting Study Skills      

Topic from Training Specific Examples (Strengths, Suggestions) 
Rapport 
 
 
Beginning session 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Closing session 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Goals (Specfic, Measurable, Attainable, Relevant, Timeframe):  
Is my goal relevant to student mastery of course material? 
Is my goal relevant to improving my teaching? 
1. 
 
 
2. 
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EXAMPLE #1 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 
 

 

Leader name, course, date, semester , and 
type of observation is recorded. 
This is missing the number of students 

attending the session. 

Coordinator 
explicitly points out 
the training topics 
the leader 
incorporated into 

his/her session. 

Note the specific examples 

to document strengths.  

Suggestions are 
clear and focused 
on the session 
being observed. 

Effective way to note 

improvements needed. 

Goals and action 
plan discussed 
with SI leader are 
identified so that 
Coordinator can 
observe and 
follow-up in future 
observations.  
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EXAMPLE #2 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Coordinator explicitly points out the 
training topics the leader 

incorporated into his/her session. 

Attendance is 

recorded.   

Positive 
feedback as 
well as specific 
suggestions 
for 

improvement. 

In this example, the SI leader wrote his/her goals 
on the Coordinator’s observation notes.  This is 
an effective technique - communicates the 
Leader is actively involved in the process versus 

it being driven solely by the Coordinator. 
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 EXAMPLE #3 
 

 

Coordinator 
comments on leader’s 
implementation of 
improvements based 
on goals established 
after a previous 
observation. 

SI leader records the 
results of the mid-term 
evaluations by 
students and 
establishes goals to 
implement their 

feedback. 
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Mid-Term Evaluation: administered by SI Leaders and completed by students 
during the 7th – 8th week of the semester.  Follow-up by Coordinators during 9th – 
10th weeks. 
 
 
 
 
 
 
 
 
 
 
Mid-term evaluations of SI leaders are completed by students in the class.  It is 
important for leaders to know what students perceive as effective and how SI could be 
more helpful to them.   
 
SI leaders are required to conduct a simple, yet powerful anonymous assessment with 
their students.  The assessment is as follows: 
  

“What do you want your SI leader to: 
   

Start Doing  Stop Doing  Keep Doing 
 

to make SI sessions more effective in helping you to learn course material and 
improve your study techniques.” 

  
 
SI leaders can ask students to complete this assessment on blank paper.  Alternatively, 
leaders can email students with the above assessment information and request their 
feedback as an email reply. 
 
After receiving students’ comments, SI leaders are expected to share the feedback with 
their Coordinators and identify specific action items to implement what seems to be 
most appropriate or possible. 
 
During the 9th-10th week of the semester, Coordinators should schedule a time to do the 
following: 
 
1. Assess how the SI leader is progressing on goals and improvements noted 

during the Informal Observation. 
 
2. Discuss the results of the mid-term evaluations and ways to implement students’ 

feedback. 
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Conduct 
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Final Observation:  conducted during the 12th-14th weeks of the semester 
 
 
 
 
 
 

 
 
 
 
Final Observations are designed to provide a comprehensive performance evaluation of 
the SI Leader. It is also a time to obtain feedback from the SI leaders about the program 
and set goals for future semesters.   
 
The basic process for conducing Final Observations is:  
 

1. Use the Final Observation forms that you receive electronically from the Program 
Assistant. 

  
2. Schedule a time 1) to attend one session for each leader that is not a test review 

and 2) to meet when you can discuss your observation with him/her. 
 
3. Attend an entire session and complete the observation form according to what 

you observe. Record actual comments, questions, activities and/or events to 
provide specific feedback to the SI leader.  Record his/her strengths and areas 
for improvement, which will be discussed after the session.  

 
4. Meet with the SI leader to discuss your observation. 
 
5. Involve the leader in identifying and discussing aspects of the session that went 

well and skills that need improving.  Discuss ideas for strategies and methods to 
ensure effective sessions. 

  
6. Set specific goals with the leader to help him/her implement the necessary 

improvements and discuss how you will follow-up with him/her.  
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Final Observation Process 
 
Step 1: Observe the session 

 Record what is said by both SI leader and students during the SI session. 

 Be aware that you are there as an observer, not as an SI leader or facilitator.  

 Regard observations regarding: 
o Opening and closing activity 
o Questioning techniques: redirect? Leader answered? Open vs closed; level of difficulty  
o Type, variety, appropriateness of learning activities 
o Study skills incorporated or explicitly demonstrated 
o Quality of examples or problems 
o Preparation and organization; comfort with course material 
o Involving students, encouraging participation 
o Effective presentation skills: clear visual aids, eye contact, effective wait time, voice 

volume, enthusiasm and rapport, etc. 
 
Step 2: Discuss observation and evaluation with SI leader 

 Ask for the SI leader’s assessment of the session: what was effective and what he/she 
would do differently to improve the session. 

 Share your observations and use specific examples. 

 Elicit from the SI leader areas needing improvement rather than telling him/her directly what 
you assessed.  Confirm and discuss any other weak areas that you observed. 

 Identify two or three primary suggestions for improvements if the leader failed to recognize 
critical deficiencies. 

 Identify factors that caused the deficiencies. 
o Example: A common problem is an SI leader who lectures too much or uses weak 

questioning techniques.  Does the leader recognize he/she did not involve students 
sufficiently?  Can the leader identify how his/her questions could be improved to 
stimulate deeper learning? 

  
Step 3: Set Goals for Improvement 

 Develop a plan of action to improve the weaknesses that were identified.  Refer to the SI 
manual and training to reinforce the leader’s goals. 

 
Step 4: End Discussion 

 Provide encouragement to the SI leader to work on identified goals. 

 Identify how you can provide support in achieving goals. 

 Agree on another observation date, if necessary, to observe and discuss progress. 
 
Step 5: Complete Documentation 

 Complete the Final Observation form.  Note:  See example that follows. 

 Give copies to: SI leader, Program Assistant, and yourself. 

 Refer to your notes next time you observe this SI leader=s session, and identify 

improvements you observe. 
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SI Leader Final Observation 

 
 
SI Leader: _____________________________Class: _______________Semester _____________ 
SI Coordinator_______________________________ Date of observation ______________ 
 

Identify specific examples for each of these areas.  
 

1. Leader and student rapport (eye contact, body language, interaction, and atmosphere) 
 
 
 

2. Student involvement  (comments, questions, engagement with your learning activities) 
 
 
 

3. Session opening and closing activities (planned and organized; “beautiful” questions or activity 
to for immediate learning involvement and summary review)  

 
 
 

4. Questioning techniques (think time, redirected questions, levels of thinking) 
 
 
 

5. Reinforcement of students’ responses (positive reinforcement, clarifying, correcting) 
 
 
 

6. Use of examples for clarification 
 
 

7.  Teaching methods and materials used (varied use of VARK methods and learning activities; 
lecture notes,  homework, textbook, old tests, handouts, worksheets, board work,  diagrams, 
document camera, PowerPoint) 

 
 
 
 

8. Specific study skills and test-taking strategies 
 

 
……………………………………………………………………………………………………...………………………… 
SI Leader’s strengths: 
 
Suggestions for improvement: 
 
SMART goals (develop at least two): 
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Providing Effective Feedback 
 
SI Coordinators provide frequent and consistent peer supervision, mentoring, and 
coaching of SI leaders.  Following observations of SI leaders, it is important to provide 
effective feedback. 
 
Why give feedback? 
You provide feedback for one primary purpose - to coach SI leaders in developing the 
skills, attitudes and behaviors that will help them become outstanding SI Leaders. 
 
What is feedback? 
Feedback is an objective description of a leader’s performance. Unlike evaluation, 
which judges performance, feedback helps leaders identify areas where they are on 
target and provides suggestions on how to improve specific skills or behaviors. 
 
How do SI leaders react to feedback? 
SI leaders consistently request feedback and coaching.  They want to know what they 
are doing well and what they need to improve.   Reflect on your experiences as an SI 
leader:  You probably wanted to know how you could improve your teaching skills and 
SI sessions as much as you wanted confirmation of how well you were doing. 
  

Characteristics of Effective Feedback 
  
Good feedback is timely.  
The best feedback occurs weekly, not just during a session observation. When done 
frequently, your comments will seem more like helpful suggestions than an evaluation.  
Coordinator group time is a perfect opportunity to provide feedback and suggestions, as 
well as through regular email messages. 
 
Private vs. Public 
Feedback should be done in private, unless it can be given in a way that won’t be 
embarrassing.   Remember "praise in public and critique in private." 
 
Feedback is meant to be constructive.  
It is intended to improve performance, not to demean or punish the leader.  When you 
give feedback, describe as objectively as possible what you observed during the 
session and your reactions. 
 
Feedback is specific.    
Use precise language about what specifically the SI Leader did well and what he/she 
needs to improve.  Leaders may momentarily feel good about themselves when you 
say, "You did a good job." However, they will also wonder what specifically they did that 
earned the positive critique.  
 
Ineffective:   "Your questioning techniques are good.”  
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Effective:   “I noticed that you consistently wait for students to respond after asking a 
question.  And, when students asked you to provide the answer, you 
redirected the question to another student to begin a discussion.  

 
Ineffective:   “You aren’t implementing VARK as we discussed in training. 
Effective:   “Remember when you were talking about perceptual error.  What could 

you have done that was visual or hands-on so that students had specific 
examples of that concept? 

  
Feedback is focused on behaviors not the person.   
Give feedback on behaviors that can be repeated and that the leader can do something 
about.  Critiques about shortcomings over which the student has no control leads to 
frustration. 
 
Ineffective:  “You aren’t as energetic as you could be during your sessions.”   
Effective:   “What are some ways you could begin your session to help students get 

more interested and excited to learn the material?   
 
Ineffective:  “Your laugh is a bit annoying” [Leader cannot control the type  

of laugh, only inappropriate laughing, e.g., making fun of someone]. 
 
 

Good feedback is based on personal observations.    
If you hear of students’ concerns with a leader’s performance that you did not observe, 
schedule an additional observation.  You may want to discuss what you heard, if it is 
appropriate.  Remember that students express concerns for many reasons that may not 
accurately reflect a leader’s performance. 
  
Feedback must be verified.  
Ensure that the SI Leader understood your feedback.  Develop a plan to monitor and 
assist him/her with areas that need correcting.  
 
Example:  “So, from what we discussed, what did you understand you were doing really 

well?  What were some of the things that would help you make your sessions 
better?  Okay, let’s turn those into SMART goals…. 

 
Giving feedback is an art, not a science.   
Giving feedback involves communication and interpersonal skills.  If done improperly or 
with the wrong intention, the SI leader will experience feedback as criticism.   Ask your 
leaders how often they would like feedback and develop a plan to provide feedback to 
them.  
 
Prepare before giving feedback.   
Take a few moments to choose your words.  Ensure that your feedback will support the 
leader’s developing self-confidence and improve his/her performance.  Feedback 
should be done as soon as possible, unless emotions will interfere with the session.  
Excellent feedback given at an inappropriate time may do more harm than good. 
 



 25 

Giving feedback following poor performance.   
Often after a bad outcome, SI leaders are working through their own emotions and may 
be quite critical of their performance. At this time, brief feedback and emotional support 
are best, followed later by a more detailed feedback session. 
   
Involve leaders in assessing their performance.    
Feedback is more effective if you and the leader agree on the assessment.  It is helpful 
to ask the leaders to critique themselves.  Often they will be harsher about their 
performance, which allows you to be more positive in your approach. It is easier and 
more effective if leaders identify areas for improvement; you can then help them 
develop a plan of action for doing things differently in the future.  
 
Develop a plan of action.    
Ask the SI leader for suggestions for how he/she can improve future performance.  Gain 
consensus on the action plan, so that the leader is more likely to work on the stated 
goals.   
 
Examples of reasonable goals: 

 I will wait 3 seconds after asking questions. 

 I will find a video clip for each session that demonstrates the biological principle we 
are discussing. 

 I will write my learning objectives for the session on the board before the session 
begins. 

 
In conclusion: 
The goal of feedback is to help SI leaders be the best peer teachers they can be while 
helping students succeed in their classes.  When you give effective feedback, you 
reinforce good performance while helping leaders correct ineffective techniques and 
achieve teaching competence.  


