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Supplemental Instruction Coordinator 
Job Description 

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

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

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

solutions. 
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Observations and Evaluations of            
SI Leaders 

 
 

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

 
 
 
 

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

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

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

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

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

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

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

will also be provided an electronic version of this template. 
 

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

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

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

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

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

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

improve this, if necessary.  
 
7. Ensure your discussion is conducted in a private location away from the students.   
 
8. Send a copy of the evaluation to the SI leader and SI Program Assistant for the 
leaderôs file, as well as keeping a copy for future discussions with your leader.   
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SI Informal Observation Form 
 

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

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Closing session 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 

 



 13 

EXAMPLE #1 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 
 

 

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

attending the session. 

Coordinator 
explicitly points out 
the training topics 
the leader 
incorporated into 

his/her session. 

Note the specific examples 

to document strengths.  

Suggestions are 
clear and focused 
on the session 
being observed. 

Effective way to note 

improvements needed. 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Coordinator explicitly points out the 
training topics the leader 

incorporated into his/her session. 

Attendance is 

recorded.   

Positive 
feedback as 
well as specific 
suggestions 
for 

improvement. 

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

it being driven solely by the Coordinator. 
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 EXAMPLE #3 
 

 

Coordinator 
comments on leaderôs 
implementation of 
improvements based 
on goals established 
after a previous 
observation. 

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

feedback. 


