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Introduction to the Course-based Learning Assistance (CLA) Guides 

CLA Guides are Generic and Applicable to Many Programs 

CLA is defined as peer cooperative learning assistance that accompanies a 
specific targeted course to serve as a supplement for that course. While many CLA 
activities operate outside of the course, CLA is integrated into the course by some 
instructors. Other CLA programs are hybrid or totally online. A few CLA programs award 
academic credit for student participation. Inspiration of these guides comes from five 
national and international models of CLA (Arendale, 2004) that have been implemented 
widely: Emerging Scholars Program (ESP; Asera, 2001; Deshler, Miller, & Pascal, 2016; 
Treisman, 1986), Peer-led Team Learning (PLTL; Roth, Goldstein, & Marcus, 2001; 
Winterton, 2018), Structured Learning Assistance (SLA; Diehl, 2017; Giraldo-Garcia & 
Magiste, 2018), Supplemental Instruction (SI; Paabo, Briimohan, Klubi, Evans-Tokank, 
& Childs, 2019; Stone & Jacobs, 2006), and Video-based Supplemental Instruction 
(VSI; Armstrong, Power, Coady, & Dormer, 2011; Martin & Blanc, 2001).  

Some of these programs operate under different names. The ESP program is 
sometimes known as Excel, Gateway Science Workshop, Math Excel, Mathematics 
Workshop, Merit, Professional Development Program Mathematics Workshop, and the 
Treisman Model. SI is sometimes named Peer Assisted Learning (PAL), Peer Assisted 
Study Sessions (PASS), Peer Assisted Study Schemes (PASS), or Peer Assisted Study 
Support (PASS). A few times SI is named Academic Mentoring, Peer Mentoring in 
Praxis (PMIP), Academic Peer Mentoring Scheme (APM), and simply Peer Mentoring. 
Other than use of the capitalized SI name, some of these other names may be used to 
describe approaches that are different than SI. Many other colleges and tertiary 
institutions have developed their own unique CLA programs that are unaffiliated with 
any of the previously mentioned national or international models. CLA can also be less 
formal and take the form of study cluster groups and group problem-solving sessions. 

 

Purpose of the CLA Guides 

When using the CLA Guides, it is not expected that administrators of campus 
CLA programs implement every “essential” and “recommended” practice listed in this 
guide. Some “essential” practices are not relevant to a particular type of CLA program. 
Limitations of campus budget, personnel, and available time make other “essential” 
practices difficult to implement. “Recommended” practices are simply practices that 
some CLA program administrators have found helpful. Therefore, those practices have 
been separated from the “essential” ones. For simplicity’s sake, all the practices have 
been divided into these two categories. Some “recommended” practices could be 
categorized as aspirational, something to pursue if there is sufficient budget, personnel, 
and time to implement. The bottom line is that the purpose of the guides is not to judge 
existing programs, but rather to provide guidance and practices that could increase their 
effectiveness and efficiency. In addition to their use for academic study groups, these 
guides may be useful for faculty members to incorporate learning activities and 
pedagogies into their courses. 
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Sources of the Best Practices in This Guide 

The CLA essential and recommended practices are drawn from the best 
practices and research studies of programs that provide support and enrichment for a 
specific course (Arendale, 2001, 2019; Doud, Cohen, & Sampson, 2001; Newton & 
Ender, 2010; Smith, Rabbitte, & Robinson, 2009; Topping, Buchs, Duaran, & van Kerr, 
2017). An international review team served as a second source for the practices 
included in these guides. These reviewers operate their own CLA programs and often a 
variety of other learning assistance programs. They use these practices in their own 
programs, and in their professional opinion attribute part of their program’s effectiveness 
and efficiency to them. 

Readers may access an annotated bibliography of every known publication about 
the five programs listed above. Currently, the bibliography contains 1,600+ entries 
(Arendale, 2019) and is updated continually. It can be downloaded. Several YouTube 
channels contain videos produced by these programs to provide an overview of their 
approach and training modules for the facilitators or leaders of the study sessions 
(http://z.umn.edu/palyoutube and http://z.umn.edu/lacyoutube). 

 

Relationship of this Guide with Specific Protocols of Int/National Peer Programs 

These CLA guidelines are not intended to substitute for the specific procedures 
that national or international CLA models encourage others to follow specifically. 
Instead, the CLA guidelines are intended to establish a baseline for the successful 
implementation of a CLA program. Since there is such diversity of CLA programs, the 
division of practices into the categories of essential and recommended is especially 
important. For example, some CLA programs are based on voluntary attendance of 
students in sessions that occur outside of class. Other CLA programs are embedded 
within the course and, therefore, have mandatory attendance. While typically CLA 
programs operate as face-to-face small group sessions, others operate fully online or as 
a hybrid of the two approaches. Practices that are basic to most programs appear in the 
essential category. Other practices appear in the recommended category.  

 

Extensive Examples Accompany Many Practices 

Numerous examples are included in the guides to make them more 
understandable. However, the examples are not exhaustive but simply serve as a 
sample. While the CLA principles remain fairly stable, the expression of CLA continues 
to grow in nuance, sophistication, and with new activities. Just as was noted above 
regarding implementation of every essential and recommended practice, the same goes 
with the examples. Consider them as samples of possible activities from which a 
program might only select one. The review team for these guides generated many of 
these examples from their day-to-day operation of their own peer learning programs. 
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Optional Professional Development Resources 

Some of the CLA guide sections have a list of optional resources. These are not 
required for implementation of these guides. Their purpose is to provide a carefully 
selected list of publications and websites for exploration as interest and time permit. 
Most have been recently published, while others are classic works that have been used 
heavily in the past. Many of these publications include web links to download. Additional 
resources are located in the references and optional professional development 
resources section at the end of the CLA guides.       

 

Limitations and Opportunities for Further Research 

One of the sections towards the end of most published articles is named 
“limitations” and another is called “opportunities for further research.” They make explicit 
the context for what was reported in the article and how the results could have been 
different under different conditions. Sometimes the author(s) share mistakes that were 
made in the experiment. Rather than denigrating what was reported in these two 
sections, they serve as suggestions for themselves or others when replicating the 
research study. Hopefully, the applicability and usability will be improved next time. 

During this long field-testing of the CLA Guidelines, a number of limitations have 
emerged. Following are some that I have identified. Just as we are encouraged to read 
the fine print on food labels before using, so you are encouraged to consider these 
limitations before implementing the guidelines. At some point a field test has to come to 
an end and be formally released. These limitations can become guidelines for the next 
edition of the CLA Guidelines to make them better.   

1. Absence of specific activities and approaches inspired by “students as 
partners” framework (Cook-Sather, Bovill, & Fellen, 2014). Most U.S.-created peer 
learning programs are based on older “psycho-social” learning theories such as 
Vygotsky’s Zone of Proximal Development (Vygotsky, 1978; Wikipedia, 2019) and 
Dembo’s Information Processing Model (Dembo, 1998). These older U.S.-centric 
models are more prescriptive for the behaviors to be taken by peer study group leaders 
during their sessions with participants. While the student leaders may help define their 
roles, for the most part they are expected to comply with historic activity patterns and 
follow job descriptions defined by the program administrators. On the other hand, the 
“students as partners” approach levels the playing field by including peer study group 
participants and the study group leaders as equal co-creators of the learning 
environment as equal partners with the faculty members and peer learning program 
administrators. This emerging framework began in Europe and Australia and is 
proliferating throughout those regions. CLA Guidelines that followed this approach might 
appear radically different than the one contained in this document. Rather than trying to 
integrate both approaches into the same document, each needs its own space. 

2. We don’t know what we don’t know. An example of this limitation is provided in 
item #1 above. Until I recently spent extended time talking with colleagues in Australia 
concerning their nuanced approach to peer learning, I was totally unaware of the 
“students as partners” paradigm. It can be dangerous to replicate and improve upon 
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past practices without careful study of how other countries and cultures are addressing 
education issues. This limitation comes from the classic psychology tool named “Johari 
Window.” Created by psychologists Luft and Ingham (1955), it provides a tool to help 
people become aware of information that they have yet to discover. It has certainly been 
a reminder of the need to understand better education innovations occurring around the 
globe during the revision process for U.S.-created education approaches. 

3. The professional literature of peer learning is unintentionally heavily influenced 
by just one particular approach to the exclusion of the diversity of other models. 
The Supplemental Instruction has been the most-reported peer learning model in the 
professional literature. It has been the subject of over one thousand articles, 
dissertations, reports, and studies. It is an admirable model that many institutions have 
found useful. In recent years, there has been an acceleration of publications describing 
Peer-Led team Learning. I am thankful for the many professionals who have tirelessly 
have labored as reviewers for these CLA Guidelines. However, the vast majority of 
them are primarily affiliated with Supplemental Instruction. I take personal responsibility 
for not doing a better job of recruiting more practitioners from the other major peer 
learning programs to serve as reviewers. While I have always been very clear that this 
document is not meant to reflect SI, the influence is undeniable due to our expertise as 
reviewers since many are current or former SI program campus program directors. 

4. The vast majority of reviewers of the CLA Guidelines are from the United 
States. As stated above, I am overwhelmed by the willingness of busy professionals to 
help with revisions of the guides. With issues as small as the way some words are 
spelled to larger ones on how programs are administered, the U.S.-centric approach is 
strongly represented. With the next revision of the guides more effort will be expended 
to recruit a truly international set of reviewers and balance the representation of different 
countries.  

5. References to student grades are often based on common U.S. measures. Final 
course grades of A, B, C, D, F are commonly used when discussing grade outcomes of 
students. It seemed too confusing to attempt a universal designation that could be 
applicable with evaluation systems with programs globally.  

6. There is an apparent lack of cultural diversity among the authors and reviewers 
for this edition of the guidelines. Based on what I know of the cultural heritage of the 
reviewers and acknowledgement of my own, most contributions were made by 
Caucasians of European ancestry. While suggested readings are made regarding 
emerging scholarly works for culturally-sustaining pedagogies, few of the guidelines 
contain explicit cultural nuances. While it is not an excuse for their absence, most of the 
professional literature related to academic assistance approaches is also devoid of the 
same. This is an area that must be strongly addressed with the next edition of this 
document and with the wider field of learning assistance and developmental education. 

7. Online academic peer learning programs are woefully described and practices 
suggested. With the explosion of online learning and concurrent growth of 
accompanying online academic support programs, surprisingly little has been published 
regarding evidence-based practices. It has been popular to append the term “online” to 
the name of a popular traditional face-to-face peer learning program to describe these 
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new approaches. While they may share a desire to employ collaborative learning 
strategies through both modes, much more divides the approaches. The nuances of 
online learning have dramatically increased. Online academic support approaches need 
their own name to more clearly differentiate their different sophisticated approach to 
academic support. When this set of guidelines is revised again, perhaps it would be 
best to spin off reference to online peer learning academic support for its own 
publication to focus on its sophisticated approaches to supporting student success.  

8. The final limitation is myself. I made innumerable professional judgements of what 
was added, deleted, and revised within these guides. While I made a good-faith effort to 
include all contributions to add clarity, examples, and substance, not everything was 
added. While I encouraged constant review of the updated draft by previous external 
reviewers, it is unreasonable to expect them to have continued to do so with their own 
time limitations. 

With all these limitations, I wish you well as you implement these guidelines. Like 
most other education publications, it is a work-in-progress. You are invited to become 
involved in the next edition of the CLA guidelines. It is the only way it can be relevant for 
supporting student success with their academic, personal, and professional dreams. 

      

Key Definitions for Understanding the CLA Guides 

Course-based Learning Assistance (CLA) is defined as forms of peer 
cooperative learning assistance that accompany a specific targeted course to serve as 
a supplement. This includes Emerging Scholars Program, Peer-Led Team Learning, 
Structured Learning Assistance, Supplemental Instruction, Video-based Supplemental 
Instruction, and the other names under which these programs operate globally. 

● Essential Practices: While not exhaustive, these practices are often necessary for 
a sound program. However, some practices may be more appropriate than others 
for some specific CLA programs and academic content areas.  

● Recommended Practices: While not exhaustive, these practices will enhance the 
program. However, some practices may be more appropriate than others for some 
specific CLA programs and academic content areas. Some of these are aspirational 
and might be implemented in the future dependent upon sufficient budget, 
personnel, and time. 

● CLA participants: The students enrolled in the target course where CLA is offered 
and who participate in the CLA sessions. 

● CLA facilitator: The person who manages and directs the CLA session. Depending 
upon the CLA program and expectations for the role, this person may be a student, 
non-student paraprofessional, professional staff member, or instructor. In 
Supplemental Instruction they are called SI Leaders. In Peer-Led Team Learning 
they are called Team Leaders. 

● CLA professional staff: Personnel, including the CLA program administrator, who 
coach, manage, and/or supervise the CLA program. 

● CLA program administrator: The lead person who is responsible for overall 
leadership and management of the CLA program. 
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● CLA sponsoring instructor: Instructor that hosts the CLA program within their 
course. Instructors’ level of involvement is dependent upon the particular CLA type. 

● Target course: The course that is targeted for CLA program support.  

   



7 
 

Section One: CLA Mission and Goals 

Introduction 

Establishment of program mission and goals is necessary to provide guidance 
and benchmarks to evaluate. However, some mission and goal statements may be 
more appropriate than others for some specific Course-based Learning Assistance 
(CLA) programs and academic content areas. The difference between learning goals 
and outcome goals is sometimes difficult to differentiate. For purposes of this guide 
section, please use the following definitions. 

Academic and Personal Development Outcome Goals = Behavior, what a 
student does as a result of CLA participation. Examples of this behavior in comparison 
with non-CLA participants would be higher final course grades and lower rates of D, F, 
incomplete, and course withdrawal; better adjustment to college; employ wider range of 
learning strategies; enhance individual and small group communication skills; increased 
cultural competence; better able to navigate ambiguity; and display higher resilience to 
challenges academically and personally. 

Learning Outcome Goals = Cognitive, what a student knows as a result of CLA 
participation. Examples of this knowledge include a deeper understanding of the course 
subject matter, new strategies for solving academic problems, higher motivation, 
increased confidence, higher self-esteem, and higher self-efficacy. 

In the past decade, increased attention has focused on what the CLA experience 
does to and for the CLA facilitators. This is a new area for the CLA guides. These guide 
statements only appear in the “recommended” section since the primary focus of most 
peer learning programs is on the CLA participants. 

See Section Two Assessment and Evaluation to understand the relationship 
between them. 

 
Outline: 
Essential Practices 
A. Mission of CLA Program 
B. CLA Program Goals 
C. CLA Participant Academic and Personal Development Outcome Goals 
D. CLA Participant Learning Outcome Goals 
 
Recommended Practices 
A. Mission of CLA Program 
B. CLA Program Goals 
C. CLA Participant Academic and Personal Development Outcome Goals 
D. CLA Participant Learning Outcome Goals 
E. CLA Facilitator Personal Development Outcome Goals 
F. CLA Facilitator Learning Outcome Goals 
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ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served. 
 
A. CLA Mission 
 
E. CLA program has a written mission statement that provides a vision to guide the 
services for participating students. 
  
E. Mission and goals are consistent with the institution’s mission and goals (Example: 
CLA target courses are located in the same academic degree programs identified in the 
campus mission, goals, and strategic vision).   
 
E. CLA program is a well-defined component within the institution (Examples: program 
appears in organizational charts, has a separate budget for personnel and other 
expenses, and CLA web page can be easily located through the institution’s web page 
search engine). 
 
E. CLA supports academic and personal growth for both participants and facilitators 
(Examples: in addition to supporting higher academic achievement for participants and 
their own personal development, CLA administrator creates opportunities for facilitators 
to reflect about the impact of the program on themselves). 
 
E. CLA works with other academic support services and other units -- academic 
departments, student services -- to identify target courses in need of support (Example: 
consult with administrators for their input regarding critical courses to support due to 
their importance and difficulty). CLA offerings seek to not duplicate existing services. 
 
E. Academic support is provided for as many courses as possible within the CLA 
program’s budget, staff, mission, and campus space for the program. 
 
E. While the mission may remain stable, annual review and revision of goals and 
objectives is necessary. 
 
E. CLA administrator involves the CLA program stake-holders in the annual review of 
the mission, goals, and objectives (Examples: CLA professional staff, CLA advisory 
committee, and other institutional leaders). 
 
 
B. CLA Program Goals 
 
E. CLA expands and refines program services to increase student participation in order 
to increase student persistence and academic achievement (Examples: higher target 
course mean final course grades; lower rate of final target course grades of D, F, 
incomplete, or withdrawal; lower rate of students who must re-enroll in the target course 
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due to not receiving a passing grade; higher academic success for students from 
historically underrepresented groups such as gender identity, immigration status, 
ethnicity, religion, first-in-family/first-generation college, and low socioeconomic      
status; and higher academic success rate for students enrolled in gatekeeper courses 
necessary for specific academic degree programs). More examples are provided in 
Section Two, Assessment and Evaluation which immediately follows this section. 
 
E. CLA incorporates student learning and student development theories as reflected in 
the relevant activities and approach of CLA sessions (Example: during facilitator training 
activities, theories are connected with the CLA session activities). 
  
E. CLA maintains high expectations for participants to improve their academic success 
performance. 
 
E. CLA supports academic standards of participating departments as well as the 
institution (Examples: academic integrity, departmental expectations, and the culture of 
higher education). 
 
 
C. CLA Student Participant Development Outcome Goals  
 
E.      CLA program participants with voluntary attendance should achieve final target 
course grades higher than comparable nonparticipants enrolled in the same course. If 
all students participate in the CLA program, CLA participants achieve final target course 
grades higher than comparable nonparticipants enrolled in the same course taught by a 
different instructor. More about this topic is discussed in Section Two, “Assessment and 
Evaluation.” 
 
E. Participants in CLA programs with voluntary attendance should achieve a lower rate 
of final target course grades of D, F, incomplete, and withdrawal than comparable 
nonparticipants in the same course. If all students participate in the CLA program, CLA 
participants achieve lower rates of D, F, incomplete, and withdrawal grades than 
comparable nonparticipants enrolled in the same course taught by a different instructor 
that does not have CLA embedded within it. 
 
 
D. CLA Student Participant Learning Outcome Goals 
 
E. CLA participants evidence a greater understanding of essential target course 
knowledge and skills as demonstrated through activities during the CLA sessions. 
 
E. CLA participants identify, understand, and solve problems as demonstrated through 
activities during the CLA sessions. 
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RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served. 
 
Note to reader: While all of the following are recommended, some are aspirational 
criteria, rather than criteria that can be clearly and easily evaluated. Some CLA program 
administrators have reported that they can evaluate these criteria through personal 
conversations, observations, and surveys of participants and facilitators. 
 
A. CLA Mission  
 
R. To monitor its mission, the CLA program establishes an advisory board and holds 
periodic meetings (Examples of advisory roles: feedback on CLA program reports; 
review CLA program mission, goals, and objectives; support CLA program with campus 
policymakers to increase budget; and give guidance and direction to improve the CLA 
program). If a formal board is not feasible, the CLA administrator could occasionally 
meet with some institutional employees (Examples: respected faculty members, 
academic advisors, counselors, tutor program coordinators, or others). 
 
 
B. CLA Program Goals 
 
R. CLA develops affective skills (such as goal setting, stress management, well-being, 
and motivation) in participating students. 
 
 
C. CLA Participant Academic and Personal Development Outcome Goals  
  
R. CLA participants demonstrate better adjustment to the college learning environment 
compared to non-CLA program participants.  
 
R. CLA participants from previous academic terms continue to have higher academic 
success in courses in the same academic sequences (Example: general chemistry I 
and general chemistry II) than comparable students that never participated in CLA 
during the first course in the academic sequence. 
 
R. CLA participants employ a wide range of learning skills due to their practice during 
CLA sessions (Examples: lecture note-taking, textbook reading, time management).      
 
R. CLA participants communicate more effectively with single students and the entire 
group. 
 
R. CLA participants display cultural competence when interacting with diverse students. 
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R. CLA participants display greater resilience by recovering and learning from setbacks 
or disappointments. 
 
R. CLA participants navigate ambiguity by succeeding in complicated environments 
where clear-cut answers or standard operating procedures are absent. 
 
 
D. CLA Participant Learning Outcome Goals 
 
R. CLA participants improve one or more of their affective domain attributes (Examples:  
motivation, self-efficacy, self-esteem, internal locus of control, independent learning 
skills, and confidence) as a result of their involvement in the CLA program. 
 
R. CLA participants are confident and comfortable interacting with peers. 
 
R. CLA participants more deeply understand basic knowledge and skills associated with 
the class supported by the CLA program. 
  
 
E. CLA Facilitator Development Outcome Goals 
 
R. Over time, CLA facilitators enhance their personal skills (Examples: communication, 
time-management, wider range of learning skills and strategies, resilience as 
demonstrated by recovering and learning from setbacks or disappointments, and are 
effective in navigation of ambiguity as evidenced by succeeding in complicated 
environments where clear-cut answers or standard operating procedures are absent). 
 
R. Over time, CLA facilitators enhance their group management skills (Examples: task 
organization, personal communication, leadership, confidence and comfort interacting 
with peers, conflict resolution among group members, and cultural competence).  
 
R. Over time, CLA facilitators enhance their teaching skills (Examples: developing 
lesson plans, task organization, confidence, cultural confidence, and recognizing the 
needs of individual students and providing effective time-sensitive strategies that 
appropriately address those needs). 
 
 
F. CLA Facilitator Learning Outcome Goals 
 
R. CLA facilitators explore and/or solidify potential career occupations because of their 
experiences within the CLA program. 
 
R.  CLA facilitators develop a deeper and greater understanding of basic concepts and 
skills of the target course content through double-exposure to the course content and 
the CLA session activities.  
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R.  CLA facilitators develop a greater understanding of and appreciation for their own 
academic degree programs or vocations. 
 
R.  CLA facilitators discover new perspectives and skills from participants in the CLA 
sessions. 
 
R. As a result of their work, CLA facilitators develop diverse communication and 
interpersonal skills that promote inclusivity and acceptance of others. 
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Section Two: CLA Program Assessment and Evaluation 

Introduction 

Quality CLA programs use assessment and evaluation to examine how well they 
are meeting their mission and goals. For effective assessment and evaluation to occur, 
CLA programs collect data for two distinct purposes:1) assess the extent to which they 
are meeting their mission and goals, and 2) use program evaluation results to guide 
revision of goals and activities along with program revision. 

Note to Reader: A large part of this section is the longest and most detailed in 
these CLA guides. Most of it are examples of different types of assessment and 
evaluation procedures. Many CLA programs only need to employ the most basic of the 
procedures (Levels One and Two) since past experience shows that the most CLA 
programs are interested in important questions are whether participating students 
earned higher final course grades or there was a reduction of DFWI grades. As noted in 
the introduction to these guides, when references are made to student final course 
grades, the common U.S. system of ABCDFIW was used since there is no universal 
system for grade designations by institutions globally. Most international and national 
peer learning programs have specific procedures for evaluating them. This guide 
section is not meant as an alternative to those time-tested and effective evaluation 
systems. This section includes nearly every evaluation protocol used to evaluate 
Emerging Scholars Program (ESP), Peer-Led Team Learning (PLTL), Structured 
Learning Assistance (SLA), Supplemental Instruction/Peer Assisted Study Sessions 
(SI/PASS), and Video-based Supplemental Instruction (VSI) as well as dissertation 
research that employs sophisticated quantitative and qualitative methods as contained 
in over 1,600 research reports (Arendale, 2019). One of the purposes of the CLA guides 
is to present options for consideration. Please keep this in mind as you read through 
this guide section. 

The type of CLA program has an impact on the type of assessment and 
evaluation studies conducted. Some programs have voluntary attendance; others are 
mandatory. Some programs are loosely connected to a particular target course, while 
others have integrated the CLA program within the target course to appear as a 
seamless learning experience. Some programs require more self-evaluation and 
reporting than others. 

This section provides specific assessment and evaluation procedures that can be 
used to determine the degree to which the mission and goals of the CLA program have 
been achieved. These procedures assume that a quality CLA assessment and 
evaluation plan (described in Section One on of these guides), is already operating. 

The evaluation process has been divided into four levels. The most fundamental 
program evaluation questions are addressed in levels one and two, and, therefore, 
these two levels are located in the “Essential Practices” section. Only skill with a hand 
calculator is needed to complete those levels of descriptive evaluation.  

Levels three and four are located in “Recommended” section. Some of the 
evaluation questions in level three require knowledge of inferential/correlational 
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statistics. Level four often requires knowledge of inferential/correlational statistics and 
qualitative methods. Most administrators evaluate their programs at levels one and two.  

 
Basic Glossary for Evaluation of CLA Programs 
 
Evaluation: the process of establishing the utility or value of a particular activity or 
program (Example: Does participating in the CLA program result in higher grades?). 
See the glossary located elsewhere in these guides for the complete definitions of 
assessment, evaluation, and related terms. 
 
Five types of evaluation. These five types sometimes overlap with each other. 

1. Descriptive statistics: The focus is what happened by summarizing the data 
(Examples, participation rate for voluntary CLA program, average mean final 
course grade, rate of course incompletes, withdrawals, summary of a survey, 
satisfaction level, response to a Likert scale question). Most CLA programs will 
solely use this type of evaluation. Only a hand-held calculator or a spreadsheet is 
needed to complete the calculations. Survey summaries are placed with this 
category since the objective is to determine the frequency of responses. 

2. Inferential/correlational statistics: The focus is on why it happened. This 
information is usually gathered through a deductive design that is analyzed 
empirically and can be tested to answer a question and evaluate if there is a 
statistically significant relationship between an independent variable (CLA 
attendance, tutoring participation, or developmental-level course enrollment) and 
a dependent variable (final course grade, re-enrollment at the institution). 
Statistical methods include T-Test, Chi-Square, ANOVA, Regression, and Path 
Analysis. 

3. Experimental evaluation: Two randomly selected groups are compared 
regarding a dependent/outcome variable. One group participates in an 
independent variable such as the CLA program, tutoring, or completion of a 
developmental-level course. The other group is denied permission to participate. 
Then, the dependent/outcome variable of both groups is compared (Examples: 
final course grade and persistence). Statistical methods include Regression and 
Path Analysis. 

4. Quasi-experimental evaluation: Two groups are compared regarding a 
dependent/outcome variable (example, final course grade). The experimental 
group chose to participate; a similar set of students who chose not to participate 
forms the control group. The groups must be equivalent to one another 
(Examples: prior academic success, high school grades, and college entrance 
standardized test scores).  

5. Qualitative evaluation: Data is usually gathered through an inductive design in 
a natural setting that is analyzed subjectively rather than statistically to interpret 
and make sense out of something. There are five types of qualitative research: 
phenomenology, ethnography, grounded theory, case study, and narrative. 
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Four Types of Data: 

1. Quantitative data: Information is usually gathered through a deductive design 
that can be examined with numbers (Examples: final course grades, attendance, 
and course incomplete and withdrawal rates). 

2. Qualitative data: Information is usually gathered through an inductive design in 
a natural setting that is analyzed subjectively rather than statistically to interpret 
and make sense out of something. This is more advanced than a survey. 

3. Independent/experimental variable: The evaluator/researcher wants to know if 
this variable has an impact on the student (Examples: CLA attendance, tutoring 
participation, or developmental-level course enrollment). 

4. Dependent/outcome variable: The evaluator/researcher wants to learn whether 
this variable (Examples: final course grade, persistence at the institution) 
changes as a result of the independent/experimental predictor variable 
(Examples: final course grade and course incomplete and withdrawal rates). 

 
 
Outline: 
Essential Practices 

A. Assessment and Evaluation Plan 
B. Data Collection and Analysis Process 
C. Two Levels of Program Evaluation 

a. Level One: Program Activity Report 
b. Level Two: Immediate Outcome Studies 

 
Recommended Practices 

A. Two Levels of Program Evaluation 
a. Level Three: Short-Term Outcome Studies 
b. Level Four: Longer-Term Outcome Studies 

 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program. 
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served. 
 
A. Assessment and Evaluation Plan 
 
E. Creates or updates a written assessment and evaluation plan. It may be as short as 
a few paragraphs or be much longer due to its complexity. 
 
E. Important items in the assessment and evaluation plan include: 
1. Measures the degree to which the program has met or exceeded its stated mission 

and goals. 
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2. Includes formative data (collected during academic term) and summative data 
(collected after academic term). 

3. Has a timeline for the completion of each component (beginning of academic term, 
end of term, after first exam in target course, etc.) and determines the frequency of 
evaluations (Examples: once an academic term or once annually). 

4. Includes data needs, data sources, and the person(s) assigned to each analysis and 
report. 

5. Identifies the number and types of reports that will be generated and how and to 
whom they will be disseminated (Examples: up-line administrative supervisors, 
instructors, campus policymakers     , student body, and CLA advisory board if it 
exists). 

6. Shows how the resulting information is used to improve the CLA program and better 
achieve its stated mission and goals. 

 
 
B. Data Collection and Analysis Process 
 
E. CLA program collects, stores, and analyzes data through its own resources and has 
sufficient institutional support to gain access to data generated by other sources 
(Examples: admissions and Registrar). If the CLA professional staff are unable to 
perform these functions, the institution provides the appropriate staff support. 
 
E. CLA program uses assessment and evaluation processes endorsed by appropriate 
national professional associations and organizations (Examples: American Educational 
Research Association, American Evaluation Association, College Reading and Learning 
Association, International Center for Supplemental Instruction, National College 
Learning Center Association, and National Organization for Student Success). 
 
E. Collect baseline and comparative data before CLA implementation for purposes of 
comparison in the same courses as will be served by the upcoming CLA program. This 
data can then be compared after CLA is offered for students in the same course. 
(Examples: grade distribution, rates of successful or unsuccessful final course grades, 
rates of course withdrawal, and average number of times that students enroll in the 
target course before completing it successfully). Preferably, the data is taken from 
course sections taught by the same instructors like the ones who will have the CLA 
program as a part of their course. This data aids in the analysis of CLA program 
effectiveness. 
 
E. Attendance patterns by individual students at CLA sessions in the target course 
supported by the CLA program are analyzed and used in evaluation (Examples: total 
participation frequency, 0, 1, 2, 3; or grouped by frequency range, Examples: 0, 1-4, 5-
7, 8-11, 12 or more). 
 
E. For CLA programs with voluntary attendance, procedures are established to maintain 
the confidentiality of the names of student participants from the target course instructor 
until after the final target course grades are posted. This procedure serves two 
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purposes. First, it protects the evaluation process from potential instructor bias favoring 
CLA program participating students. It also protects the instructor from charges of 
potential bias favoring CLA program participating students. 
 
E. If the CLA professional staff lack the skill or time for regular evaluation of the 
effectiveness of the CLA program, the institution provides institutional staff or contracts 
with outside experts to complete the essential activities associated with this task 
(Example: Institutional Research Office, mathematics or educational psychology 
department, or community consultant). 
 
 
C. Levels One and Two of Program Evaluation 
 
E. CLA administrator has a basic knowledge of descriptive statistics (Examples: 
calculating mean, median, and mode; participation frequency count; and summarizing 
student survey responses). 
 
E. CLA Program engages in level one evaluation: Basic activity report by basic analysis 
methods. This level of analysis is the most basic of all evaluation. The focus is on 
quantifying the activities that occurred during the academic term the CLA program 
operated and the number of students served. The evaluation should be conducted 
every academic term the CLA program is offered. This level of evaluation addresses a 
fundamental question: To what extent does the CLA program serve students? 
 
E. CLA Program engages in level two evaluation: Immediate student outcomes analysis 
by descriptive methods. This level of analysis examines student outcomes that may be 
associated with the CLA program.  While level one evaluation focused on how many 
students participated, this level examines whether the program made a difference in 
final target course grades in the target course. The evaluation should be conducted 
every academic term that the CLA program is offered. This level of evaluation 
addresses the fundamental question: To what extent does the CLA program have an 
immediate impact on the students? 
 
 
Examples of Levels One and Two Program Evaluation 
 
Level One Evaluation: Basic activity report by descriptive analysis methods. 
 
This level of analysis is the most basic of all evaluation. The focus is on quantifying the 
activities that occurred during the academic term the CLA program operated. The type 
and number of the evaluation questions determine      the type of data to collect and 
methods of analysis to employ. The evaluation should be conducted every academic 
term that the CLA program is offered. This level of evaluation addresses the 
fundamental question: To what extent does the CLA program serve students? 
 
A. Level one evaluation questions: 
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The answers to the evaluation questions below will vary based on the type of CLA 
program. Was the participation mandatory for everyone in the target course or was 
participation voluntary? How do you count participation? (Examples: attendance at CLA 
sessions, attendance during facilitator office hours either in person or via video call, 
extended exam review sessions that are two or three times longer than a typical CLA 
session, or other activities). Answers to those questions will impact the computations 
posed by the following evaluation questions. Consider the following as sample 
questions to modify based on your type of CLA program, how participation is defined, 
and expectations by campus administrators and faculty. 
 

1. How many and what target courses were served by the CLA program? 
2. How many students were served by the program?  
3. How often did students participate in the program? 
4. What are the demographics of students that participated in the CLA program? 

(Examples could include one or more of the following: ethnicity, cultural heritage, 
gender orientation, STEM major, commuter, first-generation college, and 
historically-underrepresented). 

5. Was there a difference in academic performance of students from different 
demographic groups as indicated in the question above? A priority question in 
the U.S. is differences in performance among students from different ethnic 
groups. Concurrent with this question is how does this information have an 
impact upon the way that classes are taught and the manner in which CLA is 
conducted and offered for students? The CLA program can provide this 
information to the faculty member who is responsible for its possible impact on 
course pedagogy. The CLA program administrator can consider this information 
regarding how the program is promoted for students and sessions are organized 
and conducted. 

6. What was the cost of the CLA program (Examples: break down program cost by 
target course, students enrolled in the target course, and/or CLA participants)? 

7. How did students and instructors perceive the usefulness of the CLA program? 
8. As a result of the evaluation process, what actions were taken regarding the CLA 

program to fulfill its mission and goals? 
 
B.  Quantitative data collection to answer level one evaluation questions: 
 

1. Number of CLA sessions offered during the academic term for the target course. 
2. Number and names of students enrolled in the CLA target course. 
3. Attendance roster of students who participated in a particular CLA session (i.e., 

indicates date attended and amount of time spent at the session). 
4. Student demographic data (Examples: student classification, college grade point 

average, gender, ethnicity, and academic probation status). 
5. Likert rating scale score from participants regarding the helpfulness of the CLA 

facilitator (i.e., 1, 2, 3, 4, and 5). 
6. Likert rating scale score from participants regarding the helpfulness of the CLA 

sessions (i.e., 1, 2, 3, 4, and 5). 
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7. CLA participants’ narrative survey responses regarding the usefulness of the 
CLA sessions. 

8. Sponsoring instructor narrative survey or interview responses regarding the 
usefulness of the CLA sessions to the target course. 

9. CLA program costs.  a)  Direct cost:  CLA facilitator salaries and supplies for 
each target course/section supported; b) Indirect cost:  CLA professional staff 
salaries (or a portion if assigned other institutional duties or teaching 
assignments). 

 
C. Data analysis to answer level one evaluation questions: 
 

1. Count the number of CLA sessions offered during the academic term in the 
target course. 

2. Count number of clock hours that CLA sessions were offered during the 
academic term (Example: 60 minute CLA sessions x 45 sessions offered during 
academic term = 45 total clock hours). 

3. Calculate the mean, median, and mode for the size of CLA sessions during the 
academic term (include sessions that no one attended). 

4. Count the number      of students who attended one or more CLA sessions during 
the academic term (sometimes referred to as unduplicated headcount). 

5. Calculate percent of students that attended CLA sessions during the academic 
term (Examples: one or more times during the academic term; grouped by 
frequency range, i.e., 0, 1-3, 4-7, 8-11, 12 or more). 

6. Calculate the mean, median, and mode for the number of times that participants 
participated in CLA sessions during the academic term. 

7. Calculate the frequency of attendance in the CLA sessions by date of session 
(Examples: before the final      exam, during the last month of the target course). 

8. Calculate the mean, median, and mode for contact hours that participants 
attended CLA sessions during the academic term. 

9. Calculate the profile of CLA participating students (Examples: student class, 
college grade point average, ethnicity, academic probation status). 

10. Count the number      of times students participated in CLA sessions during the 
academic term (sometimes referred to as duplicated headcount). 

11. Calculate unit cost of CLA program for students enrolled in the target course 
(direct plus indirect) divided by the number of enrolled students equals the unit 
cost (cost per student enrolled in the target course). 

12. Calculate unit cost of CLA program for students who participated from the target 
course (direct plus indirect costs) divided by the number of students who 
participated equals the unit cost (cost per student participant). 

  
 
Level Two Evaluation: Immediate student outcomes analysis by descriptive 
methods. 
 
This level of analysis examines immediate student outcomes that may be associated 
with the CLA program.  While level one evaluation focused on how many students 
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participated, this level examines whether the program made a difference in final target 
course grades in the course that offered the CLA program. There are a variety of ways 
to investigate this question. The nature and number of evaluation questions will 
determine the type of data to collect and methods of analysis to employ. The evaluation 
should be conducted every academic term that the CLA program is offered. This level of 
evaluation addresses the fundamental question: To what extent does the CLA program 
have an immediate impact on the students? 
 
A. Level two evaluation questions: 
Answers to the evaluation questions below will vary based on the type of CLA program 
and expectations held by course instructors and administrators at a particular institution. 
For example, what is a “successful” or “unsuccessful” final course grade? Sometimes 
administrators and faculty define success as a final course grade of A or B. Others 
would include C since it may be considered “passing.” However, it may not be 
satisfactory for advancement in some selective degree programs or for other reasons. 
How are final course grades of “incomplete,” “pass/fail,” “credit/noncredit” or their 
variations treated? How many are too few to include in computations? Answers to those 
questions will impact the computations posed by the following evaluation questions. 
Consider the following as sample questions to modify based on your type of CLA 
program, how participation is defined, and expectations by campus administrators and 
faculty. 
 

1. How did monitoring of CLA session attendance and knowledge of the first exam 
score impact facilitation, supervision, and management of the CLA program by 
the CLA professional staff? 

2. To what extent, if any, did levels of attendance in the CLA sessions impact final 
target course grades? 

3. To what extent, if any, did levels of attendance in the CLA sessions impact target 
course withdrawal or incompletion rates? 

4. To what extent, if any, did levels of attendance in the CLA sessions impact 
successful (A or B) or unsuccessful (D, F, incomplete, or course withdrawal) final 
target course grades in the target course? Different academic departments or 
institutions may define these categories of successful and unsuccessful 
enrollment differently. Depending upon the institution and academic major, a final 
course grade could be defined as successful or unsuccessful. Due to their low 
numbers, final course grades of pass or incomplete are deleted from the 
calculation. 

5. What were the perceptions of students, CLA facilitators, and instructors regarding 
the usefulness of the CLA program to them personally and academically? 

6. As a result of the evaluation process, what actions were taken regarding the CLA 
program to improve its outcomes related to fulfilling its stated mission and goals? 

 
B. Quantitative data collected to answer level two evaluation questions: 
 

1. Data previously collected through level one CLA program evaluation. 
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2. If made available by the target course instructor, score on the first major exam in 
the target course for each student enrolled in the target course.  

3. Final target course grades and target course withdrawal of individual students in 
the course that offered the CLA program. 

4. Feedback on the CLA program collected from open-ended surveys, individual 
interviews, small group interviews or focus groups composed of students, faculty 
and/or CLA facilitators. 

 
C. Data analysis to answer level two evaluation questions: 
 

1. Calculate mean first major exam grades (total target course, CLA participants 
and nonparticipants; grouped by frequency range, Examples: 0, 1-3, 4-7, 8-11, 
12 or more). 

2. Calculate mean final target course grades (total target course, CLA participants 
and nonparticipants; grouped by frequency range, Examples: 0, 1-3, 4-7, 8-11, 
12 or more). 

3. Calculate grade distribution of final target course grades including incompletes 
and withdrawals (total target course, CLA participants and nonparticipants; 
grouped by frequency range, Examples: 0, 1-3, 4-7, 8-11, 12 or more). 

4. Summarize surveys and interviews of students, CLA facilitators, and instructors. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices provide ways to more deeply examine the 
outcomes of the peer learning program for both the participants and the facilitators of 
the study groups. For most peer learning programs, these are unnecessary. However, 
they could be especially valuable for students pursuing graduate degrees who are 
considering the campus study group program for their thesis or dissertation. Some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served. 
 
A. Levels Three and Four of Program Evaluation 
 
R. CLA administrator has a basic knowledge of inferential/correlational statistics. 
Conducting some level four procedures requires skill with qualitative evaluation. 
 
R. CLA Program engages in level three evaluation: Short-term student outcomes 
analyzed through intermediate inferential statistical analysis methods.  This level of 
analysis examines short-term student outcomes that may be associated with the CLA 
program. The evaluation may be conducted annually or on occasion of major events 
such as campus-wide accreditation studies, student retention studies, or seeking 
accreditation of the CLA program from professional associations. This level of 
evaluation addresses the fundamental question: To what extent does the CLA program 
have impact on CLA participating students beyond the targeted course? 
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R. CLA Program engages in level four evaluation: Longer-term outcomes analyzed 
through inferential statistical procedures and qualitative analysis methods. Both CLA 
participants and CLA facilitators may be included. The evaluation could be conducted 
on occasion of particular interests of the CLA professional staff or due to major events 
such as campus-wide accreditation studies, student retention studies, or seeking 
accreditation of the CLA program from professional associations. This level of 
evaluation addresses the fundamental question: To what extent does the CLA program 
have long-term impact on CLA students and facilitators associated with the program? 
 
 
Examples of Levels Three and Four Evaluation 
 
Level Three Evaluation: Short-term student outcomes analyzed through 
inferential statistical analysis methods. 
 
This level of analysis examines short-term student outcomes that may be associated 
with the CLA program. The nature and number of the evaluation questions will 
determine the type of data to collect and methods of analysis to employ. The evaluation 
may be conducted annually or on occasion of major events such as campus-wide 
accreditation studies, student retention studies, or seeking accreditation of the CLA 
program from professional associations. This level of evaluation addresses the 
fundamental question: To what extent does the CLA program have an impact on CLA 
participating students beyond the targeted course? 
  
A. Level three evaluation questions: 
Consider the following as sample questions to modify based on your type of CLA 
program, how participation is defined, and expectations by campus administrators and 
faculty, which final course grades are included for computation (i.e., A to F, I, W, 
credit/noncredit, pass/failure), and your own personal curiosity about the program. 
These questions might be useful for dissertation research topics and scholarly 
publications which have not reported much in these areas. 
 

1. To what extent, if any, might other variables in addition to involvement with the 
CLA program explain student outcomes? 

2. To what extent, if any, did changes occur in the cognitive domain skills of the 
participating students? 

3. To what extent, if any, did changes occur in the affective domain area of the 
participating students? 

4. To what extent, if any, did student demand for enrollment in the target course 
change since the CLA program was introduced? 

5. To what extent, if any, have scores changed on instructor or target course 
evaluations by students since the CLA program was introduced? 

6. To what extent, if any, has the CLA program affected reenrollment rates of 
students who enrolled a second time due to withdrawal or receiving a failing 
grade?  If it has, what is the financial impact due to additional costs? 
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7. As a result of the evaluation process, what actions were taken regarding the CLA 
program to improve its outcomes related to fulfilling its stated mission and goals? 
 

B. Quantitative data collection to answer level three evaluation questions: 
 

1. Data previously collected through levels one and two CLA program assessment. 
2. Student prior academic achievement (Examples: high school cumulative grade 

point average, high school graduation percentile rank, standardized college 
admissions examination scores, and institutional or target course placement test 
scores). 

3. Instructor-administered pretest in the CLA target course during the first week of 
target course to establish a baseline of student content and skill. 

4. Scores from all major exams for all students enrolled in the target course. 
5. Final target course grade and the rate of target course incompletes and 

withdrawals received in the college target course that is a prerequisite for the 
CLA target course. 

6. Scores from pre- and post-test instruments that measure cognitive domain skills 
(Examples: critical thinking, metacognition, and learning strategies). 

7. Scores from pre- and post-test instruments that measure affective domain area 
(Examples: self-esteem, motivation, self-efficacy, locus of control, confidence, 
and goal orientation). 

8. The number of students wait-listed for enrollment in the CLA target course (both 
prior to the introduction of the CLA program and during the academic term under 
investigation). 

 
C. Data analysis to answer level three evaluation questions: 
 

1. One of the following would be employed depending on the available data and the 
evaluation design: (a) randomized controlled experiment, (b) a quasi-experiment 
with matching control group, or (c) a regression design to control for differences 
among and between CLA participants and non-participants. 

2. Summary of data from interviews of students, CLA facilitators, and instructors. 
 
 
Level Four Evaluation: Longer-term outcomes analyzed through inferential 
statistical procedures and qualitative analysis methods. 
 
The nature and number of the evaluation questions will determine the type of data to 
collect and methods of analysis to employ.  The evaluation could be conducted on 
occasion of particular interests of the CLA professional staff or due to major events such 
as campus-wide accreditation studies, student retention studies, or seeking 
accreditation of the CLA program from professional associations.  This level of 
evaluation addresses the fundamental question: To what extent does the CLA program 
have a long-term impact on CLA participating students and CLA facilitators? 
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This is the first level of evaluation that includes CLA facilitators in addition to the CLA 
participants. The following practices are optional, though encouraged, for a sound 
program.  Research studies generated by these procedures are useful for providing a 
deeper understanding of the CLA program, generating knowledge to share through 
publication in scholarly journals, association newsletters, or conference presentations. It 
can also create interest by CLA professional staff or others who wish to investigate the 
program as part of their scholarly research (Examples: thesis, dissertation, and 
research publication), desire to improve their CLA program or to satisfy personal and 
professional interest. 
  
A. Level four evaluation questions 
Consider the following as sample questions to modify based on your type of CLA 
program, how participation is defined, and expectations by campus administrators and 
faculty, which final course grades are included for computation (i.e., A to F, I, W, 
credit/noncredit, pass/failure), and your own personal or professional curiosity about the 
program. These questions might be useful for dissertation research topics and scholarly 
publications. 
 

1. To what extent, if any, has the CLA program affected graduation rates of 
students enrolled in the target course?  If it has, what was the financial impact 
(Example: tuition revenue from the students persisting towards graduation)? 

2. To what extent, if any, has the final target course grade distribution of the entire 
target course shifted in comparison to baseline before the introduction of CLA? 

3. To what extent, if any, has the CLA program saved college revenue due to a 
reduction in the number of sections of the CLA target course based on a higher 
rate of success and a lower rate of re-enrollment of students in the target 
course? 

4. A variation on the above question could be to determine the return-on-
investment, if any, of the CLA program regarding a number of outcomes beyond 
those in this list? 

5. How does the CLA program compare in cost-effectiveness with other forms of 
academic assistance such as individual tutoring? 

6. To what extent, if any, does it matter at what time during the academic term that 
students participate in the CLA program (Examples: throughout the term, just 
before major exams, or beginning of the academic term)? 

7. Which activities and learning strategies employed by the CLA facilitator-led to the 
greatest student engagement within CLA sessions? 

8. To what extent, if any, does student engagement within CLA sessions relate to 
higher final target course grades and lower target course withdrawal rates for 
participants? 

9. To what extent, if any, does participation in the CLA program related to higher 
academic achievement as indicated by one or more of the following comparisons 
with nonparticipants: good academic standing, higher cumulative GPA, higher 
final target course grade in subsequent course in the academic sequence 
following the CLA target course, and lower likelihood of re-enrolling in the same 
CLA target course due to low final target course grade? 
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10. To what extent, if any, has involvement of CLA facilitators affected their lives 
during or after their undergraduate degree (Examples: graduate school, change 
to an education major, internships, and employment)? 

11. To what extent, if any, has the CLA program affected the instructors who have 
hosted it within their courses (Examples: professional development, new 
classroom activities, and revised curriculum)? 

12. As a result of the evaluation process, what actions were taken regarding the CLA 
program to improve its outcomes related to fulfilling its stated mission and goals? 

  
B. Data collection to answer level four evaluation questions: 
 

1. Quantitative: 
 

a. Data previously collected through levels one through three evaluation. 
b. Academic status of all students in the CLA target course prior to, during, 

and after the CLA target course enrollment academic term (Examples: 
good standing, academic probation, and academic dismissal). 

c. Cumulative grade point average prior to, during, and after the CLA target 
course enrollment academic term. 

d. Final target course grade in a subsequent course in the same academic 
sequence as the CLA target course in the following academic term. 

e. Mean number of times that students re-enroll in the CLA target course due 
to previous unsuccessful final target course grade or withdrawal (both 
before the CLA program was introduced and after the academic term that 
the CLA program was implemented). 

f. Time frame(s) that the students participated in the CLA program 
(Example: time period throughout the academic term, attendance just 
before major examinations). 

g. Number of academic terms that the CLA facilitator has served in that role. 
h. Rating of the level of student engagement in CLA sessions by the 

facilitator (Examples: low, average, or high). 
 

2. Qualitative: 
a. CLA facilitators complete a weekly journal of their observations of the CLA 

participant behavior and their own personal and professional growth as a 
CLA facilitator.  

b. CLA facilitators complete a narrative structured survey on their personal 
and academic development experiences as a result of involvement with 
the program. 

c. CLA facilitators and/or participating students record of activities and 
insights from CLA sessions that may impact their personal and 
professional development (Examples: leadership skills, communication 
skills, content knowledge, professional identity, and career choice). 

d. Interviews or focus groups with students, CLA facilitators, and instructors. 
e. Field notes by CLA professional staff regarding CLA session activities. 
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f. Interviews with former CLA facilitators regarding their post-baccalaureate 
experiences (Examples: graduate school, internships, or employment). 

  
C. Data analysis to answer level four evaluation questions: 
 

1. The quantitative analysis is dependent upon the data collected and the 
theoretical construct underlying the CLA program: (a) advanced regression 
models, (b) path or structural equation model, or (c) hierarchical linear model. 

2. The qualitative analysis is dependent upon the data collected through surveys, 
observations, interviews, focus groups, journals, videotapes, and other means. 
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Section Three: CLA Learning Environment 

Introduction 

This section focuses on both the physical and psychological/social learning 
environment that occurs inside the CLA sessions. Section four of these guides focus      
specifically on activities that occur within the CLA sessions. The right kind of 
environment for the CLA sessions sets the stage for productive interactions among the 
facilitator and the students. See Sections Nine Financial Resources and Ten 
Technology since they overlap with this section. While the subsection on Physical 
Environment is designed for face-to-face sessions, most items in the subsection on the 
Psychological/Social Environment are applicable to online sessions as well. 

 
Outline: 
Essential Practices: 
A. Physical Environment 

1. Safety 
2. Facilities and equipment 
3. Technology 
4. CLA session rooms, offices, and other learning spaces 

B. Psychological/Social Environment 
1. Positive, respectful, and supportive learning environment 
2. Welcoming learning environment 

 
Recommended Practices: 
A. Physical Environment 

1. Safety 
2. Facilities and equipment 
3. Technology 
4. CLA session rooms, offices, and other learning spaces 

B. Psychological/Social Environment 
1. Positive, respectful, and supportive learning environment 
2. Welcoming learning environment  

 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are necessary for a sound program. However, 
some practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
A. Physical Environment 

 
1. Safety (See Section 5 Professional Development for Facilitators and Section 12 
Collaboration and Communication for more specific guidance on best practices) 
 
E. Program staff are kept informed in writing of emergency crisis management 
procedures related to the special health needs of students and emergency telephone 
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numbers (Examples: campus security, city police, and crisis counseling). In case 
student indicates potential harm to self or another, campus police or other first-contact 
resource personnel are immediately contacted. 
 
E. CLA facilitators have a list of campus and community resources to make referrals 
(Examples: the writing center, tutoring center, health and wellness center, counseling, 
accessibility services, abused person shelters, food shelf, and substance abuse). 
 
E. Understanding appropriate boundaries and barriers that a CLA facilitator must 
observe. Initial facilitator training topics include sexual harassment and mental health 
issues. More about this topic in Section Five Professional Development for Facilitators. 
 
E. Facilitators have the personal cell phone number of the CLA administrator to notify in 
case of emergencies in addition to numbers for the first point of contact which may 
include campus security. 
 
 
2.  Facilities and equipment 
 
E. Appropriate learning supplies and equipment for CLA sessions are available as 
needed (Examples: chalk, dry erase markers, eraser, whiteboard cleaner, paper, 
pens/pencils, maps, overhead projectors, video projectors, projection screens, charts, 
models, and a laptop computer for the facilitator). 
 
      
3. Technology 
 
E. Facilitator takes advantage of whatever technology is available in the session room 
(Examples: marker boards, smart boards, computers, and video projection systems. 
 
E. Facilitator is provided a mobile device (Examples: laptop or tablet) for use during 
CLA sessions to access information and use during learning activities     . 
 
E. WI-FI is sufficient for all students in the room to access with their own devices for 
CLA session activities.  
 
E. Participants can connect their computer or mobile device to a video projector for the 
display of the information. Facilitators seek to carry with them various connectors to 
allow the facilitator or student to connect their mobile devices or computers to the video 
projection system if it is available. 
 
 
4. CLA session rooms, offices, and learning spaces 
 
E. The environment where CLA sessions occur is conducive to reflection, study, and 
learning (Examples: accessible, temperature, noise, and lighting). 
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E. CLA session facilities are centrally-located, convenient for use by all, and accessible 
by students and staff of all abilities (Examples: campus library, student union, and main 
campus classroom buildings). 
 
E. There are adequate space and predictable room assignments for the learning 
activities of the CLA program. 
 
E. Facilities are sufficiently equipped to support CLA session learning activities 
(Examples: chairs, desks, tables, and writing boards). 
 
 
B. Psychological/Social Environment 
 
1. Positive, respectful, and supportive learning environment 
 
E. In CLA sessions, the facilitator makes referrals to other assistance providers as 
appropriate (Examples: students differing abilities, special learning difficulties, or 
English Language Learners). See Section Twelve Collaborations and Communications 
for more specific best practices. 
 
E. Facilitator provides verbal encouragement to students when they speak to the 
session group and make a contribution. 
 
E. Frequent feedback activities are used during CLA sessions to allow students to self- 
monitor their comprehension level and prompt changes in learning behaviors 
(Examples: informal quizzes, discussions, mock exams, and short writing exercises). 
 
E. For courses that are writing-intensive, CLA program participants write and have peer 
review of their work to strengthen their writing skills throughout the academic term. 
 
E. CLA sessions encourage a climate of freedom, responsibility, and mutual respect 
(Examples: facilitator intervenes in discussions if a student makes negative remarks 
about another in the session or an identity group, facilitator displays cultural 
competence through the use of sensitive language with diverse students in the 
sessions, and participants are given multiple options for their involvement in activities). 
See Section Five Professional Development and Section Eleven Opportunity and 
Inclusion for more specific best practices. 
 
 
2. Welcoming learning environment 
 
E. Facilitator uses the session attendance sheet to help memorize the names of 
participants which can be used in conversation. 
 
E. Facilitator makes an effort to individually greet each participant as they enter the 
session meeting room. 
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E. Praise and acknowledge improvements of participants by the facilitator. 
 
E. Be inclusive of all participants during activities (Examples: invite each student to 
share during sessions at various times throughout the academic term and not rely on 
those who regularly volunteer, employ small group activities to increase the opportunity 
for individual involvement, and express cultural competence through interactions with 
diverse students within the session). 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Physical Environment 
 
R. Meeting space for CLA sessions have movable furniture to allow students to be 
arranged so that they see one another and interact in small groups as well as engage in 
large group activities. 
 
R. Sufficient board space exists for CLA session learning that would allow for multiple 
students to work simultaneously with the same or different activities. 
 
R. CLA program has adequate space (Examples: staff offices; storage, files, and 
materials) to accomplish its mission and vision of supporting student learning. 
 
R. CLA program has access to private spaces for meetings of a confidential nature 
(Examples: counseling with students, interviewing potential CLA facilitators, and 
conducting supervisory meetings with CLA facilitators). 
 
 
1. Safety (See Section 5 Professional Development for Facilitators and Section 12 
Collaboration and Communication for more specific guidance on best practices) 
 
R. Facilitators are aware of crisis emergency procedures (Examples: active shooter, 
phone numbers of health responders for CPR, and crisis intervention phone numbers). 
 
R. Facilitator is trained to recognize student behaviors (Examples: withdrawn, quiet, 
angry) and attempt to have a private conversation with them before they leave the CLA 
session to see if the student wants to talk or be referred to another resource would be 
appropriate. 
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R. If a student is referred to the counseling office, the CLA staff or facilitator offers to 
walk with them to the office and wait until personal contact is made with the counselor 
or staff member in the office. This recommended procedure may be modified based 
upon the specific institutional guidelines. 
 
R. CLA administrator is in periodic contact with the campus security and counseling 
offices. 
 
 
2. Facilities and equipment 
 
R. Facilities, equipment, and technology are evaluated and updated regularly. 
 
R. Adequate technology, printing, and media support is provided for CLA session 
activities. 
 
 
3. Classrooms, offices, and learning spaces 
 
R. Provide multiple ways for students to write and display information to share with each 
other during a session (Examples: individual whiteboards with dry markers and erasers, 
poster paper and markers, and learning models such as a molecule kit).  
      
      
B. Psychological/Social Environment 
 
1. Positive, respectful, and supportive learning environment 
 
R. Anonymous surveys are administered during CLA sessions periodically throughout 
the academic term to invite participants to provide feedback and suggestions for 
improvement. Results are reviewed by both the facilitator and the CLA administrator. 
 
R. Occasional refreshments for participants (Examples: hot beverage station, healthy 
snack bar, or similar item). 
 
R. CLA facilities have signage in the predominant languages used on campus 
(Examples: English, Spanish, Hmong, and Braille). 
 
R. CLA professional staff and facilitators are trained in providing professional and 
friendly service to those who enter the CLA facility.  
 
R. Professional staff and facilitators guide students to the locations sought as opposed 
to just pointing out locations. 
 
R. Photos of CLA professional staff and facilitators are prominently located and 
accessible to those who enter the CLA office. 
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R. A map representing the birthplace of any staff or student who comes into the CLA 
facility is available, and anyone can add their mark onto the map. 
 
R. CLA participants are provided a welcome package with information about the CLA 
program, facilities, and contact information of the CLA professional staff and specific 
CLA facilitator. 
 
 
2. Welcoming learning environment 
 
R. Motivational posters/quotes in the learning space. 
 
R. To help introduce students to one another, schedule an occasional social activity 
during the academic term (Examples: bowling, pizza party, and campus movie night). 
 
R. Include an ice-breaker activity at the beginning of the CLA session so students can 
interact with one another and learn the names of their classmates. 
 
R. Staff and facilitators wear name badges for easy identification with the CLA program. 
Consider having students during CLA sessions early in the academic term to wear self-
made name tags to help learn the names of the other participants and aid the facilitator 
in memorizing their names. 
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Section Four: CLA Program Design and Activities 

Introduction 

The purpose of this section identifies what occurs prior to or during CLA sessions 
conducted by the facilitators. The “structure and organization” subsection is focused on 
the CLA session, not the overall administrative structure of the program. More about 
overall structure is found in Section Six Institutional Governance and Policy and in 
Section Seven Program Leadership. More about technology is found in Section Nine 
Financial Resources and Section Ten Technology. Due to the specific procedures for 
different CLA programs, some items in this section will be useful and others will not. 
This document in general and this section in particular does not attempt to be inclusive 
of all essential and recommended practices for a particular CLA program model. 

 
Outline 
Essential Practices 
A. Structure and Organization of Face-to-Face Session Activities 
B. Structure and Organization of Online Session Activities 
C. Theoretical Basis 
 
Recommended Practices 
A. Structure and Organization of Face-to-face Session Activities 
B. Structure and Organization of Online Session Activities 
C. Theoretical Basis 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. Structure and Organization of Face-to-Face Session Activities  
 
E. Preparation for CLA session stage activities 

1. Based on previous instructor lectures, required readings, and assignments, the 
facilitator prepares in advance a tentative agenda of activities for the study 
session with understanding that flexibility will require changes during the session 
(Examples: opening ice breaker activity, group identification of important 
vocabulary terms, handouts, activity worksheets, assessment activity to identify 
student understanding of the topics for the CLA session, specific learning 
strategies to apply to the course content, planned small group learning activities, 
reminder of upcoming course events such as exams, and a final learning activity 
to gauge learning mastery by the students of the CLA session). 

2. CLA session activities align with academic topics and student needs of the 
course. 

 
E. Session management activities 
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1. CLA sessions employ a wide variety of active and collaborative learning 
strategies to increase meaningful interaction among peers, engagement with 
course material, and opportunity for all students to participate. 

2. Facilitators employ “wait time” during discussions to encourage reflection and 
elicit engagement by all students. Facilitators are transparent with participants for 
the reason that wait time and other CLA procedures are used. 

3. If there is a large attendance at a CLA session, such as a dozen or more, 
students are divided into smaller groups to provide opportunity for more student 
participation. 

4. The facilitator structures the sessions to encourage intellectual risk-taking. 
Learning from mistakes is not only accepted, but encouraged. 

5. The facilitator builds an environment where students engage in paired and small 
group activities to discuss and explain to each other academic content, 
challenging concepts, or solutions to problems. 

6. CLA sessions review key concepts of course content presented previously in the 
classroom, through assigned readings, and other assignments. 

 
E. Teaching and learning strategies during CLA sessions  

1. Facilitator integrates opportunities for students to acquire and master learning 
strategies directly applied to the course to understand the course content and 
solve problems (Examples: different problem solving strategies, lecture note 
taking, test question prediction, review of error patterns from previous tests.) 

2. Facilitator encourages students to share learning strategies that have been 
effective for them to encourage adoption and experimentation by others.  

3. Varied learning modalities and activities are used to increase long-term retention 
by maintaining interest and supporting learning style preferences. 

 
 
B. Structure and Organization of Online Session Activities (Apply the previously 
listed items under the face-to-face sessions to the list below). 
 
E. If the session will be recorded and posted online, students are provided notice well in 
advance. 
 
E. PAL staff develop materials (Examples: tutorials, videos, instructions, and specific 
walk-throughs) well in advance to the session for understanding how to use the 
technology and how to troubleshoot common issues or problems (Examples: Wi-Fi 
connection issues, etc.). 
 
E. Materials for online sessions should be available well in advance of the actual 
session if handouts, worksheets, or other items are needed (Examples: Word or PDF 
formats provided through email attachments, post items to Learning Systems 
Management page provided for the facilitator in each course, or posted to a shared 
online file folder for students in the course). 
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C. Theoretical basis 
 
E. CLA program is based on a theoretical foundation that promotes student 
development, learning characteristics of students, student development theories, and an 
effective research based pedagogy to guide the activities. This theoretical framework is 
described in CLA program reports and is a training topic for the CLA facilitators. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Structure and Organization of Face-to-Face Session Activities  
 
R. CLA sessions occasionally integrate real-world events and experiences into course 
content learning activities to increase student interest, retention of new material, and 
application to life. 
 
R. When appropriate, students make short presentations to the entire group to build 
their communication skills and increase their confidence in speaking      in front of others. 
 
R. Multimedia is used appropriately during CLA sessions to aid in visual learning 
(Examples: animation applets, PowerPoint, videos, marker boards, and overhead 
transparency projectors). 
 
R. CLA sessions occasionally include simulations and role-playing to increase student 
engagement with the material as appropriate     . 
 
R. Students are highly encouraged to contribute topics and activities for the CLA 
sessions. 
 
R. For CLA programs with voluntary attendance, activities are scheduled so that the 
largest number of students in the targeted course will have an opportunity to participate.  
This includes sensitivity to the needs of different student groups (Examples: full-time, 
part-time, residential, commuter, distance learners, and students with differing abilities). 
If possible, the same session is offered at different times on different days to allow for 
maximum participation. 
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R.  For CLA programs with voluntary attendance, participation is strongly advised for 
students who are predicted for academic risk or display poor academic performance 
during the academic term. 
 
R. For programs with voluntary attendance, the CLA facilitator, CLA professional staff, 
and sponsoring target course instructor engage in continuous recruitment of students 
for participation in the program throughout the academic term (Examples: extended 
first-day announcement by facilitator, periodic short class announcements, e-mail 
messages, handouts, and personal one-on-one invitations). If CLA attendance is not 
anonymous, the target course instructor could award a small number of bonus points for 
participating students (Program administrators should be aware that attracting students 
through extrinsic rewards can attract students who may only attend sessions to receive 
the points and not participate or even become uncooperative to the facilitator. Additional 
coaching and supervision by the program staff is needed to monitor the situation and 
provide additional training for the facilitator). 
 
R. CLA facilitator makes available hand-outs from previous CLA sessions and other 
materials approved by the course instructor and CLA professional staff. Each target 
course has a webpage which provides information about the CLA program and provides 
a location to download handouts and worksheets distributed during CLA sessions. The 
page could contain resources such as the schedule of sessions and handouts or 
worksheets from previous sessions. Platforms for this information could be the campus 
Learning Systems Management system (Examples: Blackboard and Canvas), Eliademy 
which is a free online course builder, and Google Drive which will be under the control 
of the campus CLA program.  
 
R. Before major exams, extended and repeated CLA sessions may be offered to 
prepare through mock exams, review of multiple course topics for the time period 
covered by the exam, and strategies for exam taking. 
 
R. Session activities foster critical thinking by using questions from the upper levels of 
Bloom’s Taxonomy of Educational Objectives. 
 
R. CLA facilitators frequently use graphic organizers during CLA sessions to organize 
learning concepts for deeper comprehension and retention (Examples: sequence, 
relationships, comparison/contrast, charts, graphs, and cognitive maps). 
 
R. Before major unit exams in the course and during regular CLA sessions, the students 
predict academic demands and questions that may appear. 
 
R. After major unit exams in the course, the CLA session facilitator debriefs the 
experience by exploring student behaviors: exam preparation, test taking, and changes 
for future exams (Example: participants complete a post-exam survey to identify the 
behaviors they did or did not do before or during the exam and use the results to help 
with the group discussion)  
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R. Students develop transferable workforce skills such as teamwork, leadership skills, 
as well as working with a diverse group of individuals. 
 
 
B. Structure and Organization of Online Session Activities (Apply the previously 
listed items under the face-to-face sessions to the list below). 
 
R. Online session software is fully featured and provides extensive opportunities for 
interaction and information sharing (Examples: sharing audio and video, facilitator has 
control of participation, chat room, whiteboard, both large group and breakout rooms for 
smaller discussion groups that can be visited by the facilitator, and session recording 
stored in the cloud with a unique URL for later access by students). 
 
R. Example for a simple online session. The session could be recorded and posted 
online afterwards. 
1. Schedule the webinar service meeting. 
2. Widely publicize the meeting. 
3. Facilitator uses laptop computer. 
4. Simple web conferencing software package is used. 
5. Facilitator develops slide presentation to organize session activities and online 

editable documents for interactive activities by participants (Examples: Google docs 
and spreadsheets). 

6. Session activities mirror those of typical peer sessions (Examples: greeting, revise 
draft agenda of facilitator, present learning activities, redirect questions back to the 
participants, wrap up the session with lessons learned, and schedule of next face-to-
face and online session.) 

7. Recording is placed online without editing and web link provided to students. 
 
R. Example for intermediate level online session is nearly the same as the simple 
session except a more complex web conferencing software package is used. The 
software permits creating multiple discussion rooms in addition to the large room. The 
facilitators sometimes have the students work as a large group and other times in small 
groups. The facilitator can move among the small group rooms to interact with students, 
monitor activity, and bring them back to the large group room. 
 
R. Example for advanced level online session is using two facilitators and the video is 
recorded and then heavily edited afterwards. The following model is based on the San 
Diego State University for their Virtual Supplemental Instruction Program (Finney, Musil, 
Train, & Trescott, 2018). 
1. Schedule the webinar service meeting. 
2. Widely publicize session through target course Learning Management System 

(LSM), emails sent to students, and LMS page for peer program attached to the 
course. 

3. Facilitators use desktop or laptop computers with external microphones and 
headsets to improve audio quality. 
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4. Pair two facilitators for the session. The main facilitator manages the session and 
speaks. The other facilitator monitors the webinar chat box, responds to questions, 
and monitors the technology and problem solve as issues occur. The facilitator can 
dialogue with the main facilitator during the session. 

5. The two facilitators develop an online slide presentation to help organize the 
session. Examples of slides: introductory slide, slide for tentative agenda modified 
based on student request, slide for each learning activity (Examples: informal quiz, 
problems, and test preparation).  

6. Create and collect all the handouts, worksheets, and other items for use during the 
session. Create in group editable online docs. 

7. Before the session starts, open an online document for participants to sign in. 
8. Main facilitator opens the session with quick overview and presents tentative agenda 

with students encouraged to add items to the list. Take a few minutes to allow for 
late arriving students to sign online.  

9. First activity presented for student interaction. To keep student attention, limit each 
topic to approximately six minutes. Begin and end the video recording with each 
topic. Afterward the online meeting ends, one of the facilitators prepares each topic 
recording for posting online. Students can choose which topics to watch. 

10. When students are quiet the two facilitators can interact with each other about the 
course content while waiting for a student to speak. 

11. When students ask questions through the chat room, facilitator reads the question 
aloud and redirects to the participating students. Redirect to lecture notes, textbook, 
and other course resources. 

12. Before moving to the next session topic, create activity for some students to share 
their understanding or if there are still more questions. 

13. After last learning activity, post the final slide with announcements for next face-to-
face and online peer group session. 

14. After the session is over, videos for each topic are edited to delete periods of silence 
or off-topic conversation. 

15. Videos are posted online. 
 
 
C. Theoretical Basis 
 
R. CLA facilitator training procedures are periodically updated to include current 
learning theories. 
 
R. The theoretical basis for the CLA program is updated regularly and included in 
program information. 
 
 

Optional Professional Development Resources 

The following topics are recommended as part of an optional professional 
development program for the CLA staff regarding operation of their program. Several of 
the twelve CLA guide sections will include suggested readings if you are interested in 
taking a deeper dive into the theory and detailed recommended actions. The readings in 
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this section are solely offered as an optional long-term professional development 
program. From these readings, new practices may emerge that can be included in the 
campus CLA program. They also may answer some of the questions regarding why 
some practices are effective and others are not. A useful resource is an educational 
psychology textbook to help explain the reason for effectiveness of CLA practices 
contained in this series of guides. A textbook by Zakrajsek and Bailey (2019) was 
recently published. Older textbooks could be just as helpful as well. Consider selecting 
one book for review in the near future. The complete citation for each of these 
resources is contained in the reference and recommended resources section at the end 
of the CLA guides. 

Online CLA Sessions. A major growth area for CLA programs is offering them 
partially or totally online. While some programs have been operating online for decades, 
for most programs this is a recent activity. This guide section includes some basic 
guidelines and several samples. An annotated bibliography identifies nearly three dozen 
SI and PLTL programs that have done so and their publications provide research 
studies, lessons learned, and best practices for success, https://z.umn.edu/online-study-
groups There are several of special note due to their detailed report of procedures for 
online PLTL and SI (Beaumont, Mannion, & Shen, 2012; Bechmann & Kilby, 2008; 
Feder, Khan, Mazur, Vernon, Janke, Newbrough, & Varma-Nelson, 2016; Finney, Musil, 
Tram, & Trescott, 2018; Janke & Varma-Nelson, 2014; and Watts, Makis, & Billingham, 
2015). Dvorak and Roesseger (2012) identified a training program for tutors in their role 
with the campus online tutoring program. A series of training videos for online tutoring is 
available at http://z.umn.edu/lacyoutube Some publications share training activities and 
useful strategies for students to serve as online tutors (Boettchder & Conrad, 2016; 
Davie, 1989; Dvorak & Roessger, 2012; and Turrentine & MacDonald, 2006). 

Universal Design for Learning. Embedded within much of these CLA guides 
are best practice of Universal Design for Learning (UDL). UDL is closely related to 
Universal Learning Design, Universal Instructional Design, and Differentiated 
Instruction. Recognizing that the way individuals learn can be unique, the UDL 
framework calls for creating curriculum from the outset that provides multiple means of 
representation to give learners various ways of acquiring information and knowledge, 
multiple means of expression to provide learners alternatives for demonstrating what 
they know, and multiple means of engagement to tap into learners' interests, challenge 
them appropriately, and motivate them to learn. One of the most read publications is by 
Burgstagler (2015). Books by the following researchers are also helpful: Gordon, Meyer, 
and Rose (2014) and Ross and Meyer (2002) 

National Study of Effective Practices. Arendale (2001) conducted a national 
study of 350 Supplemental Instruction programs regarding factors that support 
effectiveness or were associated with closing of SI programs.  

Zone of Proximal Development. An important theory that helps explain the 
efficacy of student-led study groups was created by Underlying why student peer 
groups are effective with a more advanced student who serves as the facilitator is 
answered by Vygotsky when he wrote about the “Zone of Proximal Development” (ZPD) 
(Vygotsky, 1978; Wikipedia, 2019). According to ZPD, learning occurs when a person is 
assisted by a teacher or a student peer which possess a higher skill set. The person 
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learning the skill set cannot complete it without the assistance of a teacher or peer. That 
person helps students in the group to attain knowledge and skills so that the more 
advanced peer is no longer needed.  

Culturally Sensitive Pedagogies. Throughout this set of guides are statements 
about cultural competence, student diversity; and creating a welcoming learning 
environment. However, a deeper analysis of the learning environment whether it be 
within student study groups or the classroom has been underway for many years. 
These CLA guides primarily focus on actions to take by the facilitators, staff, and 
administrators of CLA programs. Not much is said about learning pedagogies and the 
impact of equity, race, and class upon student learning. Very little is said about this topic 
in most of the professional literature related to peer learning, learning assistance, 
developmental education, and the like.   

Gusa (2010) identifies the impact of race upon learning for students of different 
racial and identify backgrounds. This is used as the introduction of the following learning 
pedagogies. Tuitt, Haynes, and Stewart (2016) have written forcefully on the impact of 
race in education. The purpose of these recent books is to provide one to one for to 
review and think how the pedagogy might lead to different CLA session activities, 
professional development training for facilitators and CLA staff, and thoughts how to 
make the CLA learning environment more inclusive for all students. While the following 
descriptions may seem similar, there are deep nuances among them. Even though the 
primary emphasis of the pedagogies is with teacher behaviors, lessons could be 
learned from them to apply with what facilitators do in CLA sessions. 

● Culturally Relevant Pedagogy requires the facilitator to learning to operate in a 
cross-cultural or multicultural setting. Each student makes meaning in their own 
cultural context. A recent book is by Adams, Rodriguez, and Zimmer (2017).  

● Culturally Responsive Pedagogy is a student-centered approach to learning in 
which the students’ unique cultural strengths are identified and nurtured to 
promote student achievement and a sense of well-being about the student’s 
cultural place in the world. It has three functional dimensions: institutional, 
personal, and instructional. Several books about this pedagogy are Gay (2018), 
Hammond (2015), and Pirbhai-Illich, Pete, and Martin, (2017).  

● Culturally Sustaining Pedagogy is most recent pedagogical approach to 
challenge educators to promote, celebrate, and even critique the multiple and 
shifting ways that students engage with culture. Several books on this pedagogy 
are Coulter and Jimenez-Silva (2017) and Paris, Alim, Genish, and Alvermann 
(2017).   
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Section Five: CLA Professional Development for Facilitators 

Introduction 

This section identifies general principles that most of the CLA program models 
share in common. Training-related topics are explored in other sections within these 
CLA guides: Section Three Learning Environment; Section Four Program Design and 
Activities; Section Ten Technology; and Section Eleven Ethics, Opportunity, Diversity, 
and Inclusion. Professional development is a continuous activity for the facilitators 
throughout their time in their role. Development occurs through training workshops, 
observation of other facilitators, coaching by the CLA administrator or others, and their 
own reflection of what they are learning and experiencing. Each national/international 
CLA program has precise procedures for training and professional development. While 
most commonly facilitators are students, some programs employ non-student 
paraprofessionals, professional staff members, or instructors. While many campus peer 
programs conduct their own professional development for facilitators, there are other 
options for content through webinars, videos, online instruction, and self-study 
materials.  

 
Outline: 
Essential Practices:  
A. Professional Development Learning Objectives 
B. Activities and Content of Professional Development 
C. Delivery Systems for Professional Development 
 
Recommended Practices:  
A. Professional Development Learning Objectives 
B. Activities and Content of Professional Development 
C. Delivery Systems for Professional Development 
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are necessary for a sound program. However, 
some practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
A. Professional Development Learning Objectives 
 
E. Participate in professional development activities pertinent to their work throughout 
their work career. 
 
E. Understand the role of facilitation and not providing answers to student questions. 
 
E. Develop new active learning skills and engagement activities. 
 
 
B. Activities and Content of Professional Development 
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E. A great source for facilitator training content has been published by several 
organizations: College Reading and Learning Association, National Organization for 
Student Success, International Center for Supplemental Instruction, and International 
Center for Peer-Led Team Learning. The content within these guides draws upon them 
with identifying best practices that could benefit any peer program. 
 
E. Develop competency to conduct the first CLA session of the academic term. Ongoing 
professional development with development this knowledge and skills could include the 
following common training elements: 

1. Obtain a basic understanding of the campus CLA model and theoretical 
foundations. 

2. Role-play mock CLA sessions. 
3. Develop basic skills in group management. 
4. Understand how to customize the session based on the academic discipline and 

requirements for the target course. 
5. Acquire a collection of learning strategies to model (Examples: different types of 

notetaking, text reading, and test preparation). 
6. Learn active learning and collaborative strategies to engage students. 
7. Learn how to seamlessly combine learning strategies with review of academic 

content. 
8. Develop skill with lesson planning of sessions and yet retaining flexibility with 

adapting as needed during the session.   
 
E. Understand how to develop and manage relationships with the target course 
instructor, CLA administrator, participants, and other facilitators.  
 
E. Learn emergency procedures for crisis intervention and management (i.e., students 
in crisis) and immediate contact of other campus or community resources for referral. 
See more about this in Section Twelve Collaboration and Communication. 
 
E. Extensive time (three to five clock hours) is necessary for facilitators to become 
proficient with online conferencing software before using it to interface with students. 
Successful training combines guided practice with someone skilled with the software, 
independent time for self-paced learning by the facilitator, and finally a mock web 
conference session to practice the skills needed. Competencies to be mastered include: 
operation of the software, exploring all the software features, solving common difficulties 
with the software, developing the lesson plan and associated presentations and other 
documents, developing interactive learning strategies for an online learning 
environment, practice with mock online sessions with other facilitators serving as the 
participants, and gaining the confidence to multitask while hosting an online session 
(Dvorak & Roessger, 2012). 
 
 
C. Delivery Systems for Professional Development 
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E. Structured and on-going training program occurs for facilitators. Within the first year 
of their employment, new facilitators participate in ten to twenty clock hours of training. 
This training occurs through a pre-term training program and in periodic training 
sessions during the term. Portions of the training could occur online. Experienced 
facilitators would participate in a shorter refresher training component at the beginning 
of the academic term but would participate in most other professional development 
activities throughout the academic term. 
 
E. Experienced CLA facilitators and professional staff mentor beginning facilitators. 
 
E. CLA administrator or other experienced facilitators hold team meetings where 
facilitators share their experiences, engage in group problem solving, and learn about 
advanced training topics not covered in initial training, and build morale. These 
meetings could be face-to-face or online. 
 
E. During the initial training workshop for the academic term, facilitators observe sample 
lectures by instructors, work with others to identify the needs that students might have 
with the academic content, and then plan a session which follows the campus model 
that addresses those needs. 
 
E. During the initial training workshop for the academic term, new facilitators participate 
in a mock study session as either a participant or the facilitator based on the previously 
viewed lecture. The workshop leader assigns roles as the facilitator, session observer, 
and participants. Make these groups small to provide more opportunities for the roles.  

1. Conduct the mock study session. 
2. Following the session, hold an extensive debrief to identify what occurred and 

choices that could have been made by the facilitator. 
a. First, the facilitator reflects on their experience. 
b. Second, the session observer shares what they observed occurring during 

the session. 
c. Third, the CLA administrator reflects on what they observed and other 

actions that could have been taken.  
d. Finally, the participants make similar observations. Start debrief in this 

small group and then engage in debrief by all during the training session. 
3. Repeat the mock study session again as time permits.  

 
E. Each academic term the facilitators observe several sessions of a fellow facilitator to 
discover new strategies that can be implemented within their sessions and to provide 
constructive feedback upon request. 
 
E. CLA administrator or experienced facilitator attends the initial sessions of new CLA 
facilitators to observe and then meet to provide feedback and encouragement in a 
subsequent meeting. 
 
E. Regularly recognizes facilitator participation, achievements and performance 
(Examples: CLA facilitator shirt or lanyard, recognition ceremony either at end of term or 



44 
 

academic year, plaques, news release for campus student newspaper and institution 
publications, and letters of recognition for student’s work portfolio). 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Professional Development Learning Objectives 

R. Provide opportunities for experienced facilitators to assist with training and mentoring 
which can serve as venues for development of personal and work skills (Examples: 
public speaking, task organization, supervisory skills, and other future work skills). 
 
 
B. Activities and Content for Professional Development 
 
R. Topics for professional development during the academic term could include: 
leadership theory, campus resources, active learning, and cultural competence. 

 
R. In-service programs for instructional staff and other program personnel are provided 
regularly to enhance awareness of issues related to student diversity (Examples: race, 
ethnicity, home language, home educational background, religion, gender orientation, 
sexual orientation, socioeconomic group, age, and differing abilities). 
 
R. As appropriate, staff and instructors from other campus support services are invited 
to talk with facilitators  and be involved with training workshops of facilitators and other 
program staff (Examples: counseling services, multicultural services, academic 
advising, disabilities office, and others). 
 
R. Maintain copies of session agendas, handouts, and strategies employed during CLA 
activities to serve as samples for current and future facilitators. The professional staff 
maintain files of these materials. This could be done through paper copies in a filing 
cabinet in the administrator office, campus learning systems management system made 
available to the CLA program, and cloud-based systems such as available through 
Google Drive and Eliademy. 
 
R. Receive training to assist students in crisis (Examples: CPR, crisis counseling, and 
resources for referral). 
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R. Facilitator has opportunity for promotion within the program (Examples: supervisory 
responsibilities of new CLA facilitators, assistance with training programs, or other 
program duties). 
 
R. Collaborate with the campus career services office to offer an annual professional 
development seminar on transferable      skills for facilitators, connecting their facilitators’ 
experience to future workforce standards and suggestions how to indicate these on their 
resumes and job application cover letters.      
 
 
C. Delivery systems for professional development 
 
R. The campus CLA program maintains a private online space for facilitators to 
exchange information, access training materials, and view training videos developed by 
the campus (if developed) and similar programs operating at other colleges. Examples 
could include one or more of the following. Due to the rapid change with technology, 
these examples may fade and new ones emerge. Involve the facilitators with 
recommending platforms and request them to help with creation and management.  
 

1. CLA YouTube channel for professional development of staff and facilitators. 
Training videos could be mock CLA sessions, demonstrations of session 
activities, study skills and session strategies, interviews of facilitators sharing 
their best practices, and other professional development topics. These could be 
created by the campus CLA staff and facilitators or other CLA programs on other 
college campuses. The videos could be produced more formally or simply 
completed using smartphone or tablet computer cameras and recording 
software. A sample is available at http://z.umn.edu/palyoutube  

 
2. CLA online folder of training documents and similar items to those described for 

the CLA YouTube channel. 
 

3. Audio recordings of facilitator sharing their best practices. The recordings could 
also come from podcasts created by facilitators at other colleges. These files 
could be made available through the online folder or a podcast series. 

 
4. Eliademy is an example of a free online course builder that could be restricted to 

the CLA staff and facilitators. The content could be as described for the CLA 
YouTube channel and the online folder. Learning modules could be created for 
initial or continuing professional development. 

 
5. GroupMe is an example of a free app that creates a private chat room for a small 

group such as the CLA facilitators. This could include all the facilitators or those 
in the same subject-matter area such as STEM, social studies, and the like. 
Messages could be questions, short answers, providing advice, and identifying 
resources. 
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R. Professional development can occur through initial training workshops, periodic team 
meetings, viewing training videos, mentoring by other facilitators, webinars to connect 
with facilitators located across a multi-campus system, or drive-in conferences. 
 
R. Involve experienced facilitators with initial facilitator training workshop, team 
meetings, and helping with supervision of new facilitators. 
 
R. The facilitator intentionally reflects on their work experience at least every two weeks. 
Topics for this reflection could be a short summary of memorable session events or 
prompted by a particular question by the CLA administrator (Examples: leadership 
skills, communication skills, content knowledge, and career choice). The reflections 
could be private or available for the CLA administrator to read and respond. The 
reflections could be contained in a weekly journal, shared during one of the periodic 
team meetings, or shared in another way.  
 
R. At the end of each academic term, facilitators reflects on their personal and 
academic development experiences. This may be accomplished by an activity such as 
completion of a survey, group discussion with other facilitators, or an individual interview 
with the CLA program administrator. 
 
R. At the end of each training event, CLA professional staff surveys facilitators on the 
effectiveness of the training, providing participants the opportunity to reflect on their own 
learning during the event, and invites feedback on new and additional requests for 
future training for the facilitators. 
 
 

Optional Professional Development Resources 

The practical strategies for facilitating study sessions, conducting professional 
development, and program management are based on experienced by successful CLA 
program administrators and drawn from the relevant professional literature. The 
following is provided as part of an optional professional development program for 
interested in digging deeper into the literature that helped to create these guides.  

● YouTube channel with facilitator training videos for SI and PLTL, 
http://z.umn.edu/palyoutube 

● How to study website. Heavily used website is one managed by Lucy MacDonald. 
The study strategies could be used in CLA sessions, https://howtostudy.org.  

● Other tutor and study group leader training resources are available at the Learning 
Support Centers in Higher Education (LSCHE) website, http://www.lsche.net/.  

● David Arendale’s webpage on peer learning resources include facilitator training 
materials and links to other resources, http://z.umn.edu/peerlearning. 

● In Section Four Program Design and Activities of these guides are located the 
resources for training facilitators to conduct sessions online. 

● Angelo, T. A., & Cross, K. P. (1993). Classroom assessment techniques: A 
handbook for college teachers (2nd ed.). San Francisco, CA: Jossey-Bass, The 
classic book on many classroom assessment techniques and activities. 
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● Several training manuals include (1) Agee, K., & Hodges, R. (Eds.). (2012). 
Handbook for training peer tutors and mentors. Mason, OH: Cengage Learning. (2) 
Lipsky, S. A. (2011). A training guide for college tutors and peer educators. Boston, 
MA: Pearson. Others are located at the end of these CLA guides. 

● Bloom’s Taxonomy of Educational Objectives from the 1950s has been the standard 
for guiding student thinking on a continuum from basic comprehension and recall of 
facts up through synthesis and evaluation. This model has been useful in guiding 
study group session activities. Three new books have updated the model: Anderson, 
and Krathwohl (2001) A taxonomy for learning, teaching, and assessing: A revision 
of Bloom’s Taxonomy of Educational Objectives; Gershon (2018) How to Use 
Bloom’s taxonomy in the classroom: The complete guide; and Krathwohl (2002) A 
revision of Bloom’s Taxonomy: An overview.  

● Student engagement is essential for effective study group sessions. Several recent 
books explore this topic more deeply: Christenson, Reschly, and Wylie (2013); 
Fisher, D., Frey, N., Quaglia, R. J., Smith, D., & Lande, L. L. (2018); and Quaye and 
Harper (2015). 

● Johnson, D. W., Johnston, R. T., & Holubec, E. J. (1998). Advanced cooperative 
learning. (3rd ed.). Edina, MN: Interaction Book Company. Johnson and Johnson are 
the most prolific writers on practical use of peer cooperative learning in elementary, 
secondary, and postsecondary education. 
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Section Six: Institutional Governance and Policy 

Introduction 

A critical resource for any peer learning program is strong support from 
administrators from the top of the organization. CLA is part of the institution’s strategic 
plan for student achievement and persistence. The CLA program does not belong to the 
CLA administrator, it belongs to the college. If the CLA administrator leaves or is 
promoted to another position, the commitment to the program should be unwavering.  

This section is dependent upon Section One Mission and Goals. Upper-level 
administrators need to clearly understand how the CLA program is part of the core 
mission and goals of the institution. If they view it that way, financial resources for it will 
remain stable if not grow over time as the program is expanded. Also, this section is 
dependent upon Section Two Assessment and Evaluation to provide evidence      that 
the program is effective with higher student outcomes. 

 
Outline: 
Essential Practices 
A. Institutional Policies and Support 
B. Legal Responsibilities  
C. Safety Training Issues 

 
Recommended Practices 
A. Institutional Policies and Support 
B. Safety Training Issues 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program. 
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. Institutional Policies and Support 
 
1. Presidential/Chancellor Responsibilities to the Program  
 
E. CLA program and other academic support services have stable funding and staffing. 
 
E. If the CLA program is initially funded by a grant or other short-term funding source, 
the institution commits itself to continue or expand financial support after the initial 
sponsorship ends. In cases of grant funding, the CLA administrator directly manages 
the program and not a grant administrator due to the intricate nature of the work. 
 
 
2. Vice Presidents’, Upper Level Administrators’, and Deans’ Responsibilities to 
the Program 
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E. CLA and other forms of academic assistance is perceived as a priority by campus 
administrators in response to strategic planning, assessment, or other information 
identifying a need for more academic support for all students at the institution. 
 
E. CLA program has stable funding for personnel salaries (both staff and facilitators), 
staff professional development, and other expenses necessary to run the operation. 
 
E. Priority is given to the CLA program for scheduling session meeting rooms which are 
based on student participant availability rather than at off-hours when classrooms or 
other meeting spaces are empty.  

 
 

B. Legal Responsibilities  
 

E. CLA professional staff and facilitators are knowledgeable about and adhere to 
relevant civil and criminal laws and institutional policies related to their role and function 
within the institution (Examples: sexual harassment, mandatory reporting, referral to 
appropriate institutional student services, treatment of staff and students, student 
privacy, grant regulations, hiring protocols, and fiscal management). 
 
E. CLA professional staff and facilitators are protected by the institution from 
harassment lawsuits by students or others due to their CLA work activities. 
 
E. CLA administrator has access to legal advice. 
 
 
C. Safety Training Issues 
 
E. CLA personnel are trained to disclose to appropriate authorities information judged to 
be of an emergency nature when the safety of the individuals and institution property 
are involved. 
 
E. Staff within the CLA program attend training events regarding active shooter, 
students in crisis, and student physical or mental health referral resources within the 
institution and community.  
 
E. Safety issues are integrated into staff and facilitator training (Example: emergency 
crisis management procedures for physical or mental health needs of a student). 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program.  However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
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Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Institutional Policies and Support 

 
1. Presidential/Chancellor Responsibilities to the Program  
 
R. CLA and other forms of learning assistance are addressed in campus strategic plan. 
 
 
2. Vice Presidents’, Upper Level Administrators’, and Deans’ Responsibilities to 
the Program 

 
R. When appropriate, formal and informal communications mention the importance of 
the CLA program and other forms of academic assistance. 
 
R. Invite the CLA program administrator to be part of the campus enrollment 
management team to provide input regarding needs for serving a wide range of 
students. 
 
R. Encourage CLA program administrator(s) to seek certification by an appropriate 
national or international organization as a means of continual quality improvement and 
provide CLA program administrator(s) the funds and release time necessary to do so. 
 
R. When available/possible, a dedicated CLA room or space is predictably available for 
meetings with staff, CLA sessions, storing of supplies, materials, and paperwork.  
 
 
B. Safety Training Issues 

 
R. At least one CLA staff member is trained to provide CPR or operate an automated 
external defibrillator if available. 
 

Optional Professional Development Resources 

Arendale (2001) conducted a study of 350+ SI programs regarding how the 
program was implemented, factors associated with continuing SI or factors that 
influenced its demise. This might be helpful to understand how administrative policies 
had an impact on the SI program. 
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Section Seven: CLA Program Leadership 

Introduction 

An effective CLA program requires careful coordination among several 
professionals who provide leadership for the program. This section provides more detail 
about job descriptions of the CLA administrator, staff, and facilitators. It also includes 
expectations for the faculty members that host CLA in their course. Section Five 
Professional Development for Facilitators identifies best practices for their training. 
Section Six Institutional Governance and Policy provides the context for the CLA 
administrator as that person is connected the institution’s organization chart. 

In addition to providing more information about the CLA staff in this section, 
considerable attention is devoted to the role of the faculty members who sponsor CLA in 
their courses. It is critical that the roles of the CLA staff, facilitator, and the faculty 
member are clear before attaching CLA to a course. Each time that a new faculty 
member or a course becomes involved with the CLA program the same process of 
clarifying roles and boundaries for all parties is essential. Failing to identify those 
boundaries has led to the facilitator being turned into a teaching assistant or worse, the 
CLA program is cancelled.  

 
Outline: 
Essential Practices: 
A. Administration and Supervision  
B. Organization  
C. Roles & Responsibilities  

a. Director 
b. Support Personnel 
c. Faculty Roles and Responsibilities 

D. Professional Development and Mentoring  
 
Recommended Practices: 
A. Administration and Supervision  
B. Organization  

a. Director 
b. Support Personnel 
c. Faculty Roles and Responsibilities 

D. Professional Development and Mentoring  
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are necessary for a sound program. However, 
some practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
A. Administration and Supervision  
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E. CLA program works in collaboration with units across the campus to enhance 
support to students and support the college curriculum (Examples: advising, academic 
programs, new student orientation, learning center, health and wellness centers, 
accessibility services, tutoring services, student services, and enrollment management). 
 
E. CLA program has detailed documentation of the administrative practices and policies 
for staff who work with the program. 
 
E. Detailed job descriptions exist for all CLA program positions identify responsibilities 
and limitations. These descriptions so that staff are informed, trained and agree to abide 
by their role and scope of their position. 
 
E. Standards and operating procedures for CLA program on multi-site institutions are 
consistent across the campuses. 
 
E. CLA employees model ethical behavior and demonstrate alignment with institutional 
mission, goals, and ethical practices. 

 
 

B. Organization 
 

E. CLA administrator is known to the academic deans, department chairs, and student 
affairs administrators. Additional information about the program including contact 
information is available through a bulletin board or website. 
 
E.  CLA administrator possesses sufficient time to oversee the CLA program and 
professional staff, avoiding over-extension between multiple programs or departments 
that interfere with robust performance of duties and responsibilities. 
 

C. Roles & Responsibilities  

 
1. Director (administrator, coordinator, or other term for the CLA program leader) 
 
E. Create and communicate a clear vision for the present and future needs of the CLA 
program (Examples: discussions with campus officials, program reports and 
promotional literature, employment interviews with new staff, and during training 
workshops) based on collaboration with and input from student leaders, faculty 
members, student affairs unit administrators, academic unit administrators, and other 
stakeholders.  
 
E. Provide leadership in managing, developing, and evaluating the CLA program. 
 
E. Manage the CLA program budget and ensure stable funding for operations through 
demonstration of an effective program with regular reports to administrators to whom 
the CLA unit reports. The director also looks for opportunities to build collaborative 
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relationships with other campus units, community agencies, and grant programs to 
provide financial and nonmonetary support.  
 
E. In consultation with other CLA staff and facilitators, identify strengths or areas for 
improvement and create a plan to improve and evaluate outcomes. 
 
E. Understand the vision and mission of the institution and aligns the CLA program to 
support the institutional priorities. 
 
E. Conduct continuous assessment and evaluation of program effectiveness and goal 
attainment congruent with institutional mission and ongoing planning efforts. 
 
E. Create job descriptions and directly supervise the program’s support personnel. 
 
E. Interview, hire, train, and evaluate CLA staff. An annual appraisal is conducted for 
each CLA professional staff member which includes a discussion of their needs and the 
administrator’s recommendations. 
 
E. Coach and mentor CLA facilitators by observing them during CLA sessions early in 
the academic term, talk with them individually throughout the academic term, and host 
periodic CLA facilitator team meetings to discuss problems, share success stories, and 
conduct mini-training sessions. 
 
E. Model appropriate professional attitudes and behaviors to staff, students, and others 
on and off campus. 
 
E. Develop and maintain positive communications with faculty, administrators, and staff. 
 
E. Create written and oral communications related to the CLA program. 
 
 
2. CLA Support Personnel 
 
E. Sufficient support staff to assist the CLA administrator with the program. 
 
 
3. Faculty Roles and Responsibilities 

E. CLA program administrator sets expectations for the roles of the facilitator with the 
target course faculty member and, if needed, the department chair to ensure faculty 
understand the difference between the duties of a CLA facilitator and those duties 
traditionally completed by a teaching assistant. 
 
E. Target course faculty member is a proponent of the CLA program (Example: makes 
supportive comments about the CLA program and its usefulness for all students).  
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E. Permits the facilitator to communicate with the target course students (Examples: 
extended CLA overview during the first class period by the facilitator, periodic short 
class announcements, and access to student email addresses to send several short 
announcements during the academic term about CLA sessions). 
 
E. Target course faculty member makes available to the CLA administrator the first 
major exam scores to compute average of CLA participants and nonparticipants and 
access to the course Learning Management System (Examples: Canvas and Moodle.)   
 
E. Target course faculty member forwards names of potential facilitators with the final 
hiring decision made by the CLA administrator. 
 
 
D. Professional Development and Mentoring  
 
E. The institution provides funds and release time so the CLA administrator has 
received formal training in the type of CLA being offered from the national or 
international organization for the peer learning program (if it exists). 
 
E. The institution provides funds and release time so the CLA administrator can attend 
the annual national and/or international conference of the CLA program (if it exists). 
 
E. CLA administrator and staff read the professional literature of the CLA program and 
other publications related to peer learning programs to incorporate new strategies into 
their program. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program.  However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Administration and Supervision  
 
R. Upon request and availability of time, CLA professional staff serve as resources for 
professional development activities for other faculty and staff (Examples: workshops on 
active and collaborative learning strategies for the classroom, assisting struggling 
students, or mentoring facilitators working in their classes). 
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R. CLA program mission and goals are disseminated campus-wide to staff, faculty, and 
administrators on a periodic basis orally, print documents, and social media. 
 
R. CLA administrator disseminates information on the availability of current CLA 
services through multiple means so that students and faculty know of its availability and 
its relationship to the institution’s mission (Examples: college publications, CLA office 
open houses, web site, social media, new student orientation, and other campus 
presentations). 
 
R. Departmental chairs and deans receive reports of CLA program evaluations that 
operate in their unit. 
 
R. CLA program is cited in important campus planning and accreditation documents 
(Examples: enrollment management, student learning, instructional services, and 
accreditation self-study). 
 
R. CLA administrator and professional staff seek student feedback periodically to plan 
and implement future improvements of the CLA program (Examples: short survey for 
students during a class period with permission of the faculty member, short survey for 
students attending a CLA session, and monitoring social media channels established by 
the CLA program such as a Facebook page). 
 
 
B. Organization  
 
R. CLA program has a clear organization chart to display the relationships among all   
personnel. The chart displays connections with other campus resources and offices. 
The final component of the chart is the official reporting line from the CLA program 
administrator up through to the campus president. 
 
R. CLA administrator is considered equal to an academic department chair and is 
required to attend any committees or workgroups which have an impact on the CLA 
program either currently or in the future. 
 
R. CLA administrator is a required participant in any fiscal or grant discussions which 
can support the academic success of students and support the mission and vision of the 
CLA program. 
 
R. CLA is only attached to courses when the faculty member strongly supports the 
mission of the program through their involvement. Therefore, courses with the highest 
rates of D, F, incompletes, and withdrawals should not be selected if the faculty 
members are not supportive of CLA. Since faculty involvement is essential for student 
effectiveness and participation in the program, it would be better use of institutional 
funds to select another course with high rates of DFIW.. 
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C. Roles & Responsibilities  
 
1. Director (administrator, coordinator, or other term for the CLA program leader) 
 
R. Leads efforts to have the CLA program certified by a national or international 
organization or association to obtain new information for strengthening the program and 
raising prestige among potential students and facilitators, CLA facilitators, and campus 
administrators. This recommendation is contingent that certification costs are feasible 
within the departmental budget and sufficient time is available for the administrator and 
staff to complete this task which may take several years. 
 
R. Seek personal certification by the appropriate organization to obtain new information 
to strengthen the CLA program and raise prestige among campus administrators. This 
recommendation is contingent that certification costs are feasible within the 
departmental budget and sufficient time is available for the administrator and staff to 
complete this task which may take several years. 
 
R. Along with other members of the CLA staff, actively participate in local, regional, 
national/international professional organizations that share similar goals/mission in 
postsecondary education related to CLA. 
 
R. CLA administrator prepares for and makes presentations at local, statewide, or 
national/international conferences related to the CLA program. These presentations 
involve best practices, training procedures for facilitators, or research studies of their 
CLA program to share with other professionals. 
 
 
2. Support Personnel 
 
R. Experienced CLA facilitators are recruited to serve as mentors of new facilitators 
through visiting some of their CLA sessions early in the academic term and debriefing 
the experience with each other. 
 
R. Experienced CLA facilitators assist with initial training workshop and subsequent 
facilitator team meetings throughout the academic term. (Examples: share how they 
approached the sessions, resources they used, and worksheets they created). 
 
R. Work with CLA administrator to obtain personal certification by the appropriate 
organization to obtain new information to strengthen the CLA program and raise esteem 
among campus administrators. 
 
 
3. Faculty Roles and Responsibilities 
 
R. Participate in training of CLA facilitators to better learn the best practices of the CLA 
program, as well suggest course specific training to assist facilitators. 
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R. Meet with CLA facilitators assigned to their courses regularly for mentoring, and to 
generally discuss progress of both the facilitator and the students participating in the 
CLA program. 
 
R.  Report any issues related to the CLA facilitator to CLA administrator, such as 
repeated failure to attend class on time or student complaints about the facilitator. 
 
 
D. Professional Development and Mentoring  
 
R. CLA administrator attends campus workshops, participates with webinars, and self-
paced materials on coaching and management skills to improve effectiveness with the 
CLA staff and facilitators. 
 
R. CLA administrator will create a regular training program for CLA staff and/or faculty 
partners consistent with the national or international organization for the campus CLA 
peer learning program. 
 

Optional Professional Development Resources 

In addition to the international/national organization that is associated with most 
CLA programs, there are a variety of additional resources available for professional 
development of the CLA staff. Consider checking out one or more of the following.  

● Annotated bibliography of 1600+ publications related to the major CLA programs, 
https://z.umn.edu/peerbib 

● David Arendale’s peer study group program resource webpage, 
http://z.umn.edu/peerlearning The following resources available on this page:  

o Professional CLA centers and organizations 
o Journals related directly or indirectly to CLA 
o “Must Read” publications about CLA 
o Professional standards for CLA programs. These are provided by 

international/national CLA organizations and other professional associations 
representing learning assistance. 

o Directory of learning technologies that might be used in CLA programs,   
o Even if your CLA program is not SI, join the email listserv for SI campus 

directors located on this same web page. The discussion includes issues and 
solutions that could be used with other CLA programs.  

● David Arendale’s Peer Assisted Learning YouTube channel 
https://z.umn.edu/palgroupsyoutube The YT channel contains recent CLA-related 
presentations by David and playlists of YT awareness and training videos for Peer-
Led Team Learning and Supplemental Instruction.  

● David Arendale’s Peer Assisted Learning podcast, http://palgroups.org  The podcast 
features short reviews of new CLA publications and interviews with facilitators. 
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Section Eight: CLA Human Resources 

Introduction 

Five key individuals or groups are involved with the CLA program: program 
administrator, professional staff, facilitator, the sponsoring instructor, and the 
participants. These terms are defined in the introduction to these CLA Guides. This 
section primarily focuses on the CLA administrator and staff. See Section Five 
Professional Development for Facilitator and Section Seven Program Leadership for 
related information. 

 
Outline: 
Essential Practices 
A. Hiring Policies and Procedures 
B. Continuing Employment Policies and Procedures 
C. Working Environment Culture 
D. Orientation, Supervision, and Training 
 
Recommended Practices 
A. Hiring Policies and Procedures 
B. Continuing Employment Policies and Procedures 
C. Work Environment Culture 
D. Orientation, Supervision, and Training 
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. Hiring Policies and Procedures 

 
E. CLA program uses written, systematic procedures for personnel recruitment, 
selection, and promotion that are consistent with the institutional policies and practices. 
Systematic procedures for personnel recruitment, selection, and promotion are written 
for the CLA program and follow the guidelines for the institution’s written policies and 
practices. 
 
E. CLA program administrator is selected on the basis of knowledge and training, 
relevant work experience, oral and written communication skills, organizational skills, 
planning skills, program evaluation skills, personal skills and competencies, relevant 
credentials, and experience in promoting learning and development in students. The 
previously listed items are balanced by the desire to hire candidates located within the 
geographic area and promote diversity and equity with selection of the CLA staff. In 
such cases, the institution hires the leading candidate and provides resources and time 
for the CLA staff member to further develop their skills, gain certification from an 
appropriate organization, and other ongoing professional development activities. 
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E. When the CLA is attached to a specific course, the course instructor is given an 
opportunity to nominate candidates for the CLA facilitator position. The final decision is 
made by the CLA program administrator. Depending upon the CLA program, others 
may be involved with the hiring decision such as experienced CLA facilitators or other 
student leaders. 
 
E. Detailed position descriptions exist for all CLA personnel (Examples for the CLA 
administrator position: primary job responsibilities which occur weekly or daily would 
include coaching and supervising the CLA staff, secondary responsibilities which occur 
weekly or monthly could include budget management , and long-term professional 
development through attending state/regional/national conferences related to the CLA 
program). The detailed job description should represent the entire work scope to help 
with managing potential assignment of additional duties and with the annual appraisal.  
 
E. Professional staff demonstrate knowledge about learning theory and strategies 
appropriate for the CLA program. 
 
E. The staffing pattern of the CLA facilitators reflects or exceeds the cultural heritage 
and diversity within the student population (Examples: (dis)ability, gender and sexual 
orientation, English language learner, ethnicity, age, and gender). 
 
E. While eligibility for federal, state, or institutional financial aid may play a part in the 
selection process, CLA facilitators are primarily selected on the basis of their merit and 
potential for their assigned role. Facilitators are selected according to written job 
descriptions of the CLA program. 
 
R. A sufficient number of CLA professional staff exist to carry out all aspects of the 
program. 
 
 

B. Continuing Employment Policies and Procedures 
 
E. The CLA program uses written, systematic procedures that are consistent with 
institutional policies and practices for on-going personnel evaluation of all who are 
involved with the program.  
 
E. CLA facilitators receive direct observation of CLA sessions. Observations are 
frequent and should be followed by coaching and mentoring by the staff and 
experienced facilitators if they are invited to help with this activity. 
 
E. CLA facilitator-to-student ratios are appropriate to the CLA program, needs of the 
students, and the estimated number of hours dedicated to meeting      their needs. 
(Example: different staffing patterns and responsibilities between Supplemental 
Instruction and Peer-Led Team Learning student facilitators or leaders). 
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E. CLA facilitators have first-hand knowledge of the content and learning strategy needs 
of the students from recent or concurrent attendance at class lectures. 
 
E. CLA personnel are not assigned duties and responsibilities beyond their 
qualifications and their professional development plan. 
 
E. Written ethical standards of professional conduct for program staff are developed, 
disseminated, and reviewed on a regular basis. 
 
E. Professional and student staff are paid an appropriate amount in recognition of their 
job responsibilities, comparable to other positions at the institution, and a sufficient 
inducement for them to continue their interest in being employed. 
 
 
C. Work Environment Culture 
 
E. CLA program has a written set of administrative policies, procedures, and 
performance expectations which parallel institutional policies, procedures, and 
performance expectations. 
 
E. CLA professional staff and facilitators demonstrate good interpersonal skills with 
students, faculty, and colleagues supported by results from student and faculty oral 
feedback, evaluations, and surveys. 
 
E. CLA facilitators possess a clear understanding of their limitations and refer their 
students to information needs to appropriate campus and community resources when 
warranted while other emergency situations are immediately reported to the CLA staff 
member who will take action with the appropriate people. 
 
E. CLA personnel behave in a personally non-judgmental manner toward students and 
treat them with respect. 
 
E. CLA personnel demonstrate openness to new ideas and approaches of      serving 
students. 
 
E. CLA personnel demonstrate behaviors and engage in behaviors that promote a 
supportive, collaborative working environment (Examples: active listening and team 
work). 
 
E. The work environment is such that everybody feels safe, welcome, respected, and 
valued.   
 
 
D. Orientation, Supervision, and Training 
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E. Organizational policies and procedures are in place for orienting all new CLA 
personnel. A written orientation plan is in place for all new CLA personnel. This includes 
policies and procedures in place for the CLA program. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program.  However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 

Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A.  Hiring Policies and Procedures 
 
R. When possible, the CLA program serves as a source of employment, practicum, and 
internships for those who are interested in a career in learning assistance. 
 
R. CLA program administrator is competent in managing learning challenges that 
students face during the course of their studies, including providing direct support 
and/or advice and providing appropriate referral if needed. 
 
R. When possible, all CLA facilitators have previously taken the target course for the 
CLA and have earned an “A” or “B” or can document their content competence to the 
satisfaction of the CLA professional staff and the sponsoring instructor. 
 
R. Faculty and staff who hold joint appointments in the CLA program demonstrate a 
commitment to the mission, goals, and objectives of the program. 
 
R. Faculty and staff members who hold joint appointments in the CLA program possess 
the appropriate expertise and qualifications for the position as stated in the CLA job 
description, 
 
 
B. Continuing Employment Policies and Procedures 
 
R. Salary and fringe benefit packages for CLA personnel are reasonably allocated 
according to staff positions and responsibilities and are commensurate with similar 
positions in the institution, institutional type, and geographical region. 
 
R. CLA program has adequate clerical staff and it has access to technical support staff 
as needed. 
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R. Funding is stable and sufficient for regular promotion and merit increases for CLA 
personnel following institutional policies. 
 
R. Size of the CLA program is commensurate with the academic needs and size of the 
student population. 
 
R. Facilitators attend class lectures in order to have first-hand knowledge of the content 
and learning strategy needs of the students in the CLA. 
 
R. Facilitators meet periodically with sponsoring instructors (electronically or face-to-
face) for coaching and mentoring to better serve students in the CLA course. 
 
R. CLA professional staff who supervise CLA facilitators periodically attend lectures in 
the targeted class to aid them in coaching and supervising the facilitators. 
 
R. Professional development plans are formulated for CLA staff. The employees play a 
direct role in the development of the plan and timeline for the activities and outcomes. 
 
 
C. Work Environment Culture 
 
R. Facilitators are treated like developing professionals, with a mentor/mentee 
developmental relationship with staff members and experienced student facilitators. 
 
R. Team building/development is an aspect of ongoing training/meetings. 
 
R. Working culture could be assessed via survey or other means to ensure positive 
culture/climate and continual improvement. 
 
 
D. Orientation, Supervision, and Training 
 
R. The institution encourages and if possible financially supports membership in 
appropriate professional organizations related to their work responsibilities and 
subscriptions to professional publications for professional development of CLA 
personnel. 
 
R. CLA program provides appropriate professional development opportunities and funds 
that include in-service education and support to attend professional development 
activities for the CLA professional staff (Examples: attendance at training workshops 
offered by the national CLA program, membership and attendance at appropriate 
professional association activities and conferences, summer institutes, and attendance 
at institutional professional development activities). 
 
R. In-service programs for instructional staff and other program personnel are provided 
regularly to enhance awareness of issues related to student diversity (Examples: race, 
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ethnicity, home language, home educational background, religion, gender orientation, 
sexual orientation, socioeconomic group, age, and differing abilities). 
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Section Nine: CLA Financial Resources 

Introduction 

This section focuses on a sufficient budget to support all CLA program activities 
and personnel. This section is related to numerous other parts of the guide including 
Section Three Learning Environment, Section Four Program Design and Activities, 
Section Five Professional Development of the Facilitator, Section Six Institutional 
Governance and Policy, and Section Eight Human Resources. 

 
Outline: 
Essential Practices:  
A. General Budget Funding 
B. Resources Associated with CLA Program 
C. Resources Associated with Administrative/Faculty/Personnel Costs 
 
Recommended Practices:  
A. General Budget Funding 
B. Resources Associated with CLA Program 
C. Resources Associated with Administrative/Faculty/Personnel Costs 
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. General Budget Funding 
 
E. Specific CLA budget monitored and managed by the CLA administrator. 
 
E. Funding is stable; adequate to carry out the CLA program’s mission, goals, and 
activities; and increases at the same rate as the institutional budget increase.      
 
E. If the CLA program is initially funded by a grant or other short-term funding source, 
the institution commits itself to continue or expand financial support after positive results 
for student achievement after the initial sponsorship ends. 
 
E. CLA program administrator demonstrates fiscal responsibility and cost effectiveness, 
consistent with similar institutional programs by managing the funds in accordance with 
established governmental laws and institutional policies, procedures, and guidelines.  
 
E. Financial reports provide an accurate financial overview of the CLA program and 
provide clear, understandable, and timely data in order to plan and make informed 
decisions for the CLA program. If permissible by the institution, t     hese reports are 
completed by the CLA administrator and communicated to relevant parties with 
spending authority. 
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E. Pay level for the CLA program administrator, staff, and CLA student facilitators are 
similar to others at the institution and as well as the local geographic region.   
 
E. Extensive growth of the CLA program requires additional funds for hiring staff and 
CLA facilities. (Examples of significant growth: more facilitators, more target courses, 
more weekly sessions, and more types of services provided to the participants. 
Examples for more staff: more facilitators, increased pay for facilitators working more 
weekly hours, more part-time student assistants, and others). 
 
 
B. Resources Associated with CLA Program 
 
E. Sufficient budget for printing, supplies and technology for the CLA operation’s 
functioning (Examples: computers, printers, printer toner, copy paper, and supplies). 
 
E. Sufficient budget for session supplies (Examples: white board markers, models, dry 
erase markers and erasers, mini whiteboards for individual students to work problems, 
materials to make flash cards for quizzing students). 
 
E. If not already provided by the institution, purchase commercial software to 
attendance tracking and report generation (Examples: TutorTrac and Accudemia). 
 
E. Meals and refreshments for staff, facilitators, and trainees during the initial multi-day 
training. 
 
E. Refreshments for CLA facilitators during their periodic team meetings. 
 
E. Print and media training materials sufficient for training staff and facilitators. 
 
E. Sufficient equipment budget for equipping rooms in which CLA sessions are held with 
tools for active and collaborative learning. (Examples: blackboard and marker boards, 
video projector and screen, individual marker boards for use by students, and laptop or 
tablet computer for the facilitator). 
 
E. Budget for promotion and publicity of the CLA program (Examples: flyers, 
bookmarks, school newspaper advertisements, and t-shirts or lanyards for facilitators). 
 
E. If CLA sessions offered online, budget supports purchase of laptops/tablets, 
microphone/video cameras, online video conferencing software license, and other 
necessary items. 
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C. Resources associated with administrative/faculty/personnel costs 
 
E. Budget supports professional development of the CLA administrator to attend a 
training workshop (if it exists) to prepare personnel for the particular CLA program. 
 
E. Budget supports continued professional development of the CLA administrator to 
attend the annual national/international conference hosted by the CLA program 
developers (if it exists). 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. General Budget Funding 
 
R. CLA program budget is commensurate with assessed needs of the student 
population with input on needs from all stakeholders. 
 
R. CLA program budget provides adequate learning materials, printing, supplies, office 
equipment, and state-of-the-art technology for the CLA program. 
 
R. CLA program administrator takes initiative in building coalitions with other campus or 
community units to provide financial support to stabilize or expand the CLA program in 
serving new student populations (Examples: academic departments, enrollment 
management, campus learning center, campus tutoring program, community agencies, 
and businesses). 
 
 
B. Resources Associated with CLA Program 
 
R. CLA facilitators have access to computers, scanners, printers, and other 
technologies to create and distribute learning materials used during CLA sessions. 
 
R. CLA facilitators have access to the institution’s Learning Management System to 
have their own web space for information sharing (Examples: weekly session schedule, 
session handouts, and other information).   
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R. CLA facilitators have access to and training in current technology appropriate to meet 
student needs and stay current with advancements in the field. 
 
R. Periodically provide refreshments for participants during CLA sessions (Examples: 
attracting participants, extended exam preparation sessions, and providing a social 
element to sessions for team building and mutual encouragement).  
 
R. Budget support for purchasing shirts or lanyards to identity CLA facilitators and help 
market the CLA program and build team morale. 
 
R. Budget support for awards, ceremonies, and recognition events of the CLA staff and 
facilitators. 
 
 
C. Resources Associated with Administrative/faculty/personnel costs 
 
R. Budget support for paying professional dues of associations and organizations 
related to the CLA program for the support of staff professional development. 
 
R. Funding for purchase of books, periodicals, technology, e-books, video, databases 
and other content for study by CLA administrator, staff, and facilitators. 
 
R. Budget support for other staff in the CLA program to attend a regional or national 
conference for purposes of professional development. 
 
R. Financial support for periodic external review of the CLA program (Examples: 
stipends, travel, and associated expenses).  
 
R. Financial support for travel and associated expenses for site visits by the CLA 
administrator to other peer learning programs at surrounding institutions. 
 
R. Budget for expenses related to accreditation or certification of the program and the 
CLA administrator to improve the quality of the program. 
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Section Ten: CLA Technology 

Introduction 

Technology has become more essential for peer learning programs to manage 
the participation data, embedded      use of technology within peer sessions, and offering 
online peer sessions. While online peer learning and academic support has been a part 
of distance learning programs for decades, it is now growing quickly with campus 
learning services. This requires institutions to make more investments in their campus 
programs with technology. The following examples of commercial software are not 
meant as an endorsement. They are simply examples of the capabilities of software 
solutions. With the rapid changes with technology, new approaches will emerge and 
older ones will fade. 

Due to the pivotal role of technology with CLA, this section is also related to 
Section Three Learning Environment, Section Four Program Design and Activities, 
Section Five Professional Development of Facilitators, Section Seven Program 
Leadership, Section Eight Human Resources, and Section Twelve Collaboration and 
Communication. 

 
Outline: 
Essential Practices  
A. Systems Management 
B. Compliance 
C. Face-to-Face CLA Sessions 
D. Online CLA Sessions 
 
Recommended Practices  
A. Systems Management 
B. Compliance 
C. Face-to-Face CLA Sessions 
D. Online CLA Sessions 
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are necessary for a sound program.  However, 
some practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
A. Systems Management 
 
E. All CLA staff have access to technology and other resources (Examples: computers, 
software, printers, and supplies) appropriate to the needs and demands of their roles. 
 
E. CLA staff have access to training and support for technology use including support 
for prevention of cyber system hacking. 
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E. CLA data storage and management complies with institutional policies and 
procedures. 

E. CLA online and digital resources are consistent with best-practice accessibility 
guidelines for people with disabilities (Examples: online resources are such as web 
pags and PDF documents are accessible with screen readers.) 
 
E. Institution provides expertise and assistance for design and periodic revision of the 
CLA web presence (Examples: web page, social media channels, and 
communications). 
 
E. Technology-based data management systems are used to collect attendance data 
and help with program report generation. Following are several approaches. 
1. Desktop/laptop computer commercial software (Examples: TutorTrac, Redrock 

Software, and others). Features from some software packages could include: video 
and print tutorials for software use, secure log-in with username and password, 
students can search for peer learning sessions, manage attendance records, permit 
students to use apps to request help at study tables, generate attendance reports, 
payroll generation, generating academic progress reports, and  student surveys. 

 
2. App-based mobile device software (Examples: READY Education and their products 

OOHLALA and DubLabs). Features from some software packages could include: 
video and print tutorials for app and software use, app for students and facilitators to 
download, students scan QR code to record attendance, participating students 
invited to assess one hour after individual study group sessions and data then 
provided for the program staff and the student facilitator/tutor, track attendance of 
study groups, discussion space for posting of questions and links to campus 
resources and campus Learning Management System for individual courses. 

 
 
B. Compliance 
 
E. CLA program follows institutional policy to protect identification of CLA participants 
and ownership of CLA content. 
 
 
C. Face-to-Face CLA Sessions 
 
E. Each target course has a webpage which provides information about the CLA 
program and provides a location to download handouts and worksheets distributed 
during CLA sessions. This webpage could be provided through the campus Learning 
Systems Management service attached to each class. The page could contain 
resources such as the schedule of sessions and handouts or worksheets from previous 
sessions. Platforms for this information could be the campus Learning Systems 
Management system (Examples: Blackboard and Canvas), Eliademy which is a free 
online course builder and Google Drive which will be under the control of the campus 
CLA program.  
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E. Connectors available for checkout from the CLA office so facilitators and session 
participants could connect their mobile devices and laptops to classroom video 
projection systems. 
 
 
D. Online CLA sessions 
 
E. Each online CLA program would have a similar webpage as described above under 
face-to-face CLA sessions. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Systems Management 
 
R. CLA staff consider the full range of available digital technologies (including social 
media) to promote, share and connect across all CLA program stakeholders. 
 
 
B. Compliance 
 
R. Policies on the appropriate use of technology and social media are clear and easily 
accessible and comply with relevant legislation and institutional policies. (Examples: use 
of resources for authorized purposes, protection of username and system passwords, 
legal versions of copyrighted software in compliance with vendor license requirements, 
allowable hard disk storage space, and current anti-virus software). 
 
 
C. Face-to-Face CLA Sessions 
 
R. Facilitators could use private chat rooms for students enrolled in the target course 
that they serve. Messages could be questions, short answers, advice, and identifying 
resources. An advantage of this approach is eliminating the need for the facilitator to 
share their personal phone number or use the school email system. An example of this 
approach is GroupMe. 
 



71 
 

R. Facilitators could use free apps for mobile apps for students in sessions to download 
and use for communication, engagement, content knowledge, skill development, and 
other purposes. 
 
 
C. Online CLA Sessions 
 
R. With the expansion of online learning, the CLA program explores options for 
providing academic support to students including traditional communication modes 
(Examples: phone and email) as well as emerging technologies (Examples: social 
media and web chat). 
 

Optional Professional Development Resources 

A collection of software and cloud-based resources is maintained by David 
Arendale. It might serve as a starting point in the search for useful technology tools. 
https://z.umn.edu/technologyresources  
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Section Eleven: CLA Ethics, Opportunity, Diversity and Inclusion 

Introduction 

Within the context of each institution's mission and in accordance with 
institutional policies and applicable codes and laws, the CLA program must create and 
maintain educational and work environments for students, faculty, staff, administrators, 
designated clients, and other constituents that are welcoming, accessible, inclusive, 
equitable, and free from bias or harassment.  

Due to the essential nature of this section’s values, this section is related to 
Section Three Learning Environment, Section Four Program Design and Activities, 
Section Seven Program Leadership, and Section Eight Human Resources. 

 

Outline: 
Essential Practices 
A. Ethics 
B. Access & Opportunity  
C. Diversity 
D. Inclusion  

 
Recommended Practices 
A. Ethics 
B. Access & Opportunity  
C. Diversity 
D. Inclusion  
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. Ethics 
 
E. All students and staff are treated with respect. Ensure all students, facilitators, and 
CLA staff receive comparable access, courtesy, respect, and attention. 
 
E. CLA program has a written set of ethical standards to guide professional practice and 
comply with the institution’s ethical standards. This is included in professional 
development for staff and facilitator training. 
 
E. CLA program policies and procedures are consistent with the ethical standards of the 
appropriate national and international professional association or organization. 
 
E. Any CLA facilitator or student employee who has access to confidential information 
about individual students is trained regarding procedures and required to sign an 
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agreement of confidentiality. The context for this confidential is contingent upon 
institutional, national, and global (when relevant).  
 
E. CLA facilitators do not give answers to students regarding assessment tasks (graded 
homework as just one example). CLA facilitators follow guidelines established by the 
target course instructor and the CLA professional staff.  This topic is addressed during 
training sessions of new facilitators. 
 
E. CLA program staff are informed about and carefully follow the institution’s policies 
regarding ethical behavior when conducting research in which data on human subjects 
are used.  If such policies do not exist, the CLA program follows the spirit of such 
policies and practices. In either case, forms are developed for signature of 
understanding the guidelines for human subject research. 
 
E. All funds handled by CLA professional staff are handled in accordance with 
established and responsible accounting procedures. 
 
E. If students voice complaints about the course instructor, effective CLA sessions 
redirect or move students toward constructive problem-solving to overcome the 
difficulties they have identified or direct students to channel their complaints to the 
proper institutional channels. If the complaint is about them, the facilitator informs their 
coordinator of the complaint after the session to ensure follow up is appropriate to the 
level of concern raised. CLA literature and the website identify channels to submit 
complaints for review by the program and the institution. 
 
E. Institutional ethical standards of appropriate student conduct are followed by CLA 
participants (Examples: academic honesty [plagiarism and cheating], academic 
grievance procedures, and student behavior grievance procedures). 
 
E. CLA personnel employ ethical decision making in the performance of their duties, 
including consideration of relationships and other circumstances which may lead to 
conflicts of interest. 
 
E. CLA staff and facilitators make referrals when issues presented during CLA sessions 
exceed the scope of their position. 
 
 

B. Access & Opportunity 
 
E. Nondiscriminatory personnel policies regarding equity and minority groups, and 
including age, color, creed, cultural heritage, disability, ethnicity, gender identification, 
nationality, political affiliation, religious affiliation, sex, sexual orientation, or social, 
economic, marital, or veteran status have been developed, disseminated, and practiced 
regularly. 
 
E. Access to facilities and resources for all constituents is provided in an equitable 
manner (Examples: sessions scheduled in rooms with accessible furniture, website is 
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accessible by using screen readers, and PDF documents created in an accessible 
format). 
 
E. CLA program identifies and addresses actions, policies, and structures within its 
operation that perpetuate systems of privilege and oppression (Examples: hiring 
practices, promotion practices, and staff professional development). 
 
 
C. Diversity 
 
E. CLA program provides direct and referral assistance to students with diverse needs 
including those with disabilities. 
 
E. CLA program follows the spirit as well as the specific intent of anti-discrimination and 
providing reasonable accommodations for students who are determined to need such 
modifications (Examples: p     rinciples of Universal Design and Universal Design for 
Learning are implemented to reduce potential barriers to learning for all students and 
Americans with Disabilities Act (ADA) and Section 504 regulations). 
  
E. With the aim that all students receive assistance and benefit from participation, 
special efforts are made by the facilitators to design learning activities that are culturally 
inclusive to enable all students to participate. 
 
E. Multiple learning modes are used during CLA sessions to accommodate different 
learning modalities and preferences. 
 
 
D. Inclusion  
 
E. When educational and/or workplace accommodations are requested, CLA staff and 
facilitators works with the person to create a reasonable accommodation. 
 
E. CLA staff and facilitators employ culturally responsive, inclusive, respectful, and 
equitable practices in the provision of services. 
 
E. Ongoing professional development on cultural competence and workplace inclusion 
is provided for CLA staff and facilitators. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program.  However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
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have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Access & Opportunity 
 
R. When scheduling study group sessions, consideration is given for time restraints for 
evening, part-time, and commuter students. 
 
R. CLA program services are adapted to meet expressed needs of different student 
subpopulations (Example: students for whom English is not their first language). 
 
R. CLA program is accessible to distance learning students as the learning environment 
changes and new technologies are developed. 
 
 
B. Diversity 
 
R. CLA sessions employ best practices from Universal Design and Universal Design for 
Learning (UDL) to embed accommodations that may be needed by some students with 
differing      ability. These UDL practices often benefit all students within the CLA session 
by enhancing the learning environment. 
 
R. CLA session readings, activities, and learning aids portray ethnic and cultural 
diversity. 
 
R. Efforts are made to provide both direct and referral assistance to students whose 
native language is not English. 
 
R. Facilitators discover information about their students at the beginning of the 
academic term to increase sensitivity to the students’ needs and preferences. 
(Examples: short surveys to learn learning preferences, interests, and background). 
 
 

C. Inclusion  
 
R. Personnel within the CLA program cultivate understanding of identity, culture, self-
expression, and heritage. 
 
R. Personnel within the CLA program promote respect for commonalities and 
differences among people within their historical and cultural contexts. 
 
R. CLA program activities create an inclusive environment that enhances student 
awareness and appreciation of cultural commonalities and differences with their 
classmates and uses this knowledge to enrich student learning. 
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Optional Professional Development Resources 

In Section Four Program Design and Activities, the optional resources section 
identified several books that emphasized diversity and inclusion with new approaches to 
the learning environment. Additional resources are available in the final section of these 
guides. An excellent recent book on inclusion is by Naraian (2017). 

 

   



77 
 

Section Twelve: CLA Collaboration and Communication 

Introduction 

A strong team effort is needed for the CLA program to successfully serve the 
students. Building awareness of the program, collaborating with others within the 
institution and community, and disseminating CLA program effectiveness reports are 
essential activities. The following guide sections relate indirectly or directly to this 
section: Section One Mission and Goals, Section Two Assessment and Evaluation, 
Section Six Institutional Governance and Policy, Section Seven Program Leadership, 
Section Nine Financial Resources, and Section Ten Technology.  

 
 
Outline: 
Essential Practices 
A. Internal Institutional Communications and Partnerships 
B. External Community Relationships 
 
Recommended Practices 
A. Internal Institutional Communications and Partnerships 
B. External Community Relationships 
 
 
ESSENTIAL PRACTICES: 
While not exhaustive, these practices are generally necessary for a sound program.  
However, some practices may be more appropriate than others for specific CLA 
programs and the academic content areas served than others. 
 
A. Internal Institutional Communications and Partnerships 
 
E. Develop and annually/biannually update an overall communication plan which targets 
all internal and external stakeholders. For each communication strategy: 
1. Identify the internal and external stakeholders to receive information (Examples: 

upper-level administrators who influence annual budget and personnel assignment, 
campus learning center, and academic advisors). 

2. Benchmark set for what success would look like with the communication (Example: 
submit annual CLA activities report to upper-level institution administrators). 

3. Timeline for each communication strategy (Example: CLA program administrator 
completes the report after spring data reports available and submit the annual CLA 
report by June 30).  

4. Identify budget requirements for communication strategies (Example: cost of display 
advertisements in the campus newspaper). 

5. Collect feedback from stakeholders regarding the CLA program (Example: what are 
new courses identified by faculty and administrators to expand the CLA program 
budget and CLA staff capacity to supervise). 
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6. Update the social media channels used to promote the CLA program and the 
guidelines for their use by CLA staff. As described elsewhere in this guide, survey 
students for the relevant social media that many are currently engaged. 

 
E. Maintain a publicly-accessible CLA website connected to the campus web site that 
provides information about the mission, goals, staff directory, courses supported with 
study group schedules and locations, and a contact phone and email address for 
additional information. 
 
E. Widely publicize the CLA program throughout the campus (Examples: student 
newspaper, CLA program website, campus and CLA specific social media, prominent 
links to the CLA website from the campus website, and new faculty and student 
orientation programs). 
 
E. Provide a report of courses served by the CLA program at the beginning of the term 
to the campus media outlets (Examples: student newspaper and campus media 
relations). This report provides information on the courses served as well as the 
previous academic term program report. 
 
E. CLA staff consider the full range of available digital technologies (including social 
media) to promote, share and connect across all CLA program stakeholders. Due to 
rapid changes in technology and student preferences, the use of social media may 
change often. Invite the facilitators to create appropriate content for messaging with 
other students. If possible, compensate them for extra work in this job function. 
Establish policies regarding content and posting authorizations. 
 
E. Compose annual report of the CLA program activities and reports and forward to the 
program’s immediate supervisor and other stakeholders such as a grant manager if they 
help fund the program. Examples of report contents is found in Section Two of these 
guides, “Assessment and Evaluation”. 
 
R. Compose an annual report of the program activities and reports and forward to the 
program’s immediate supervisor, CLA program advisory group (if it exists), academic 
department chairs and deans of academic units served by the CLA program, chief 
academic and chief student affairs officers. Publish to website and promote through 
other communication channels described earlier in this guide section. See Section Two, 
Assessment and Evaluation in this guide for examples of such reports. 

E. Follow the protocol for CLA program activity reports. In general, create a course 
report each academic term for an individual course at the end of the academic term and 
forward to the stakeholders (Example: CLA target course instructor). 
 
E. CLA staff maintain effective working relationships with campus academic 
departments, student affairs units, and community agencies whose operations are 
relevant to the CLA’s mission and make referrals on behalf of participants as needed 
(Examples: advising, orientation, admissions, counseling, disability services, early 
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support, financial aid, student-athlete academic assistance, and campus learning 
assistance). 
 
E. CLA administrator maintains regular communication with supervisor for operational 
updates and future needs. 
 
 
B. External community relationships 
 
E. CLA staff and facilitators make referrals for CLA participants as appropriate to 
community agencies such as social services, homeless shelters, and food banks. 
 
 
RECOMMENDED PRACTICES: 
While not exhaustive, these practices will enhance the program. However, some 
practices may be more appropriate than others for specific CLA programs and the 
academic content areas served than others. 
 
Note to reader: While the following are recommended, some are aspirational 
enhancements to the program that are not required. Other CLA program administrators 
have reported that these have been helpful with increasing student outcome 
effectiveness and efficiency of program operation. Constraints of budget, personnel, 
and time may limit or prohibit their implementation. 
 
A. Internal Institutional Communications and Partnerships 
 
R. Establish campus-wide advisory group for the CLA program including students and 
other stakeholders. (Example tasks for the group could include: (a) provide feedback 
about current services, (b) predict new areas that will require support in the near future, 
and (c) lobby for increased CLA budget to support services to more classes, higher 
salaries for facilitators, and additional staff support). 
 
R. Upon request, the CLA program provides consultation and assistance to faculty, 
staff, and administrators in recognizing the learning skill needs of students as time 
permits. 
 
R. Proactively collaborate and cooperate with other campus groups to increase CLA 
participant achievement and development (Examples: first-year experience, enrollment 
management, advising, admissions, library, and orientation). 
 
R. Upon request, the CLA program provides consultation and assistance to faculty, 
staff, and administrators in recognizing the learning skill needs of students as time 
permits. 
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R. Upon request by the course instructor, the CLA facilitator provides him or her with 
confidential feedback of the general comprehension level of the participating CLA 
students regarding specific course content without revealing students’ names. 
 
R. CLA professional staff are available to attend department or staff meetings when 
requested, offer suggestions to faculty, staff and administrators on how to help students 
develop appropriate learning skills and behaviors and apply them to academic course 
activities as time permits. 
 
R. Faculty, staff, and administrators around the campus (Examples: learning assistance 
program, disability services, counseling center, education department, office of 
research) due to their expertise (Examples: learning theory and strategies, training 
programs, research assistance, and referral) are invited to be involved in training and 
support of the program. 
 
R. If invited, a CLA representative may serve on Learning Assistance Program advisory 
group as time permits. 
 
R. CLA representative may serve on campus committees outside the Learning 
Assistance Program (Examples: admissions, student success, enrollment management, 
accreditation and new student orientation, and new faculty orientation) as time permits. 
 
R. Develop stronger relationships with faculty across the campus to improve existing 
and cultivate new opportunities for CLA programs. 
 
R. Maintain regular communication with the relevant campus units to encourage 
cooperation, the exchange of ideas, consultation, and referral of students (Examples: 
academic affairs, enrollment management, and student affairs). 
 
 
B. External Community Relationships 
 
R. CLA professional staff participate in outreach activities in the local community as time 
permits (Examples: meet with colleagues in education or community agencies, provide 
training services for teachers, and participating on curriculum articulation agreement 
teams). 
 
R. Make referrals for services to appropriate off-campus services (Examples: diagnostic 
services to determine cognitive and affective skill levels and counseling). 
 

Optional Professional Development Resources 

Communication is an important part of building awareness of the CLA program, 
providing professional development for the staff and facilitators, and disseminating the 
reports about the improved student grades and lower rate of DFWI. The following could 
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be valuable for the staff’s professional development. Consider reviewing one or more of 
the following optional resources.  

● Mansfield, H. (2012). Social media for social good: A how-to guide for nonprofits. 
New York, NY: McGraw Hill. Mansfield is an international expert in the use of social 
media to raise awareness, connect with stakeholders, and disseminate messages. 

● Mansfield’s Social Media Today Daily E-Newsletter and website, 
https://www.socialmediatoday.com/  

● Mansfield’s Nonprofit Tech for Good: A social and mobile media blog for nonprofits, 
http://www.nptechforgood.com/  

● Piven, I., Gandell, R., Lee, M., & Simpson, A. M. (2018). Global perspectives on 
social media in tertiary learning and teaching: Emerging research and opportunities. 
Hershey, PA: IBI Global. 

● Zimmerman, J., & Sahlin, D. (2010). Social media marketing: All-in-one. Hoboken, 
NY: John Wiley & Sons. 

● Arendale’s Digital Storytelling Resources, https://www.arendale.org/digital-story-
telling-resources  
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