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 Dear Learning Support Employees, 

 
 We are genuinely honored that you have joined the Learning Support 

staff.  Your presence will allow us to serve our stakeholders in earnest, while we 

continue to expand our program throughout the district. As many of you may 

know, we currently provide tutoring service to ten campus and site locations 

along with our online environment.  This has afforded us the opportunity to be 

readily available to all CAC students who are in need of our services. 

 Therefore, we have created this handbook to provide you with concise 

and up-to-date information of current practices of the Learning Support Depart-

ment.  It contains much of the information you will need to be successful in car-

rying out our policies and procedures effectively.  In addition, it reiterates some 

college policies and deadlines of which you should be mindful.  It is our sincere 

hope that you become familiar with this handbook as it does offer information 

that you may need during your tenure with the Learning Support Department. 

 

Welcome, 

 

Barrington Campbell 

Director of Learning Support  

520-494-5067 

barrington.campbell@centralaz.edu 
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Opportunities for Professional Development 
 

New Tutors  

 
 The first day of tutor training is usually scheduled for Thursday, prior 

to the first week of each semester. This session provides: 

 Four hours of formal tutor-training 

 Contracts will be completed 

 Level 1 Tutor Training topics will be discussed 

 The second day of tutor training is usually scheduled for Friday, prior 
to the first week of each semester: This session provides: 

 Four hours of formal employee training 

 The third day of tutor training is usually scheduled during the Faculty 
Development Day: 

 Four hours of formal tutor training at level 3 

 
Continuing Tutor Training 

 
 Level 1 

 Additional three hours of real-time tutor training  
 Minimum of 25 hours of supervised tutoring/training  
 Discussions 
 

 Level 2  
 Additional four hours of real-time tutor training 
 25 hours of supervised tutoring/training 
 Presentation and formal evaluation 
 

 Level 3 
 Additional five hours of real-time or online tutor training  
 Minimum of 25 hours of supervised tutoring 
 Presentation and formal evaluation 

 
New Reception Desk Employees 
 
Tutor Training is scheduled usually Friday, prior to the first week of 
each semester. The duration of the training is four hours. 

 
Continuous on-the-job training and evaluation will be available as 
needed. 
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Headphones  
 
Headphones are issued for academic purposes only. Please verify that 
the student is enrolled in a course that requires one of the following pro-
grams:  

 Plato  

 ELLIS  

 Nursing (Language of Medicine)  

 MHL (Music)  

 MyLabsPlus or Course Compass  
 
Emergency Phone Numbers  
 

 Location  Police/Fire/EMS  
 AVC   911    
 Casa Grande  911    
 Coolidge  911    
 Florence  911    
 San Tan  911    
 Maricopa  911    
 SMC   911    
 Corporate Center 911    
 SPC   9-836-9655   
 
Workshops  
 

 Math & Science—Devin Fraley (520-494-5979) 
 Reading—Diana Curtis (520-494-5447) 
 Writing—Pamela Johnston (520-494-5018)  
 Technology—Audrey Sexton (520-494-5978) 
 
Study Skills and Time Management Workshops — Learning Sup-
port Specialists or Learning Coordinators. 
 
Where do I find ... 
 

 Supplies—check the designated areas assigned  

             in each campus/center.  

 Staff schedules—Information Desk  

 Timesheets—created at the time-sheet computer 

 Payroll schedule—page 6 in this handbook  

 First Aid kit—Information Desk  

Learning Support Mission Statement 
 
The mission of The Learning Support is to provide students academic 
support through a myriad of platforms that afford students the opportunity 
to develop the strategies and competencies necessary for academic suc-
cess. The primary objective is to create a friendly environment that em-
braces diversity, builds self-confidence, and promotes independent, life-
long learners.  
 

Learning Support Vision Statement 
 
The vision of The Learning Support is to empower and inspire students to 
take an active role in their learning; provide resources that support all 
centers and campuses throughout Pinal County; and develop a communi-
ty of tutors with expertise in modalities that will accommodate all students. 
The Learning Center will value the diversity of each learner and collabo-
rate with internal and external learning organizations to provide the high-
est service possible to our stakeholders.  
 
 

                                  
 
 

Central Arizona College Vision Statement 
 
A dynamic partner… enriching your future through learning.  
 

Central Arizona College Mission Statement 
 
Central Arizona College provides a vibrant environment centered on 
learning and learner success.  
 
Our diverse college community values the power of innovation, continu-
ous quality improvement and the contribution of the individual.  
 
Our commitment is to act as a catalyst for economic and cultural vibrancy 
and to inspire individuals to pursue their unique goals. 
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Fall and Spring Hours of Operation  

Signal Peak Campus 

Monday—Thursday 7:30AM—9:00PM  

Friday 7:30AM—6:00PM  

Saturday 12:00PM—6:00PM  

Sunday and Holidays Closed  

 

Superstition Mountain Campus 

Monday—Thursday 8:00AM—7:00PM  

Friday— 8:00 AM— 6:00 PM 

Saturday 11:00 AM—2:00 PM 

Sunday and Holidays Closed  

 

Aravaipa Campus 

Monday—Friday 8:00AM—6:00PM  

Saturday 8:00 AM—1:00PM  

Sunday and Holidays Closed  

 

Online Tutoring 

www.centralaz.edu > BlackBoard >  

Writing:  
CAC_Online_Writing_Tutoring_And_Resources 
 
Math & Science: TBC 
CAC_Online_Math&Science_Tutoring_And_Resources 
 
ELL: 
CAC_Online_ELL_Tutoring_And_Resources 
 
Accounting: 
CAC_Online_Accounting_Tutoring_And_Resources 

Campus Safety 
 

The Reception Desk does not accept calls for students.  
 
If the caller says it is an emergency, please refer the caller to Cam-
pus Safety.  Campus/Safety Police will contact the student.  
 

 Location   Campus Safety  
 
 AVC    520-866-5111 
 Casa Grande   520-421-8711 
 Coolidge   520-723-5311 
 Florence   520-868-7681 
 San Tan   520-866-5111 
 Maricopa   520-866-5111 
 SMC    480-982-8260 
 Corporate Center  520-421-8711 
 SPC    5445/5446 
 
 

Messages for Staff 
 

Messages must be clearly written and include the date, time, mes-
sage, and caller’s name. In addition, include your name in case 
there are any questions regarding the message. Messages are to 
be placed in the employees’ mailbox.  
 

 
Personal use of the telephone should be kept to an absolute 

minimum, and long distance calls are not allowed.  
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Phone Etiquette 
 
The Information Desk receives the majority of phone calls that come to 
the Learning Center. We ask that you answer the Front Desk phone by 
the second ring and be sure to take a message when a staff member is 
unavailable. You may answer with the phrase, “Learning Center. This is 
______. How may I help you?” Remember, it is important that you speak 
clearly so the person on the other end can understand you.  
PICKUP—It is not necessary to answer the full-time staff phones located 
on their desks. The caller can leave a voice-mail. However, in the event 
that you need to pick up a call: pick up receiver > press More > press 
Pickup (this will transfer the call to your phone)  

 TRANSFER— To transfer a call: pick up receiver > press Transfer > dial 
the extension > press Transfer again. When the extension rings, hang 
up . 

Frequently Used Extensions and E-mails 
 

 
 

Barrington       
Campbell,           
Director 

5067 barrington.campbell@centralaz.edu 

Diana Curtis  
Reading 
 

 5447  diana.curtis@centralaz.edu 

Math and Science 
 

5979 temenoujka.fuller@centralaz.edu 

Pam Johnston 

Writing and 

Accounting 

 5018 pam.johnston@centralaz.edu 

Audrey Sexton 

Technology 

 

5978  audrey.sexton@centralaz.edu 

Temenoujka Fuller 

Associate Director 

SMC 

7740  temenoujka.fuller@centralaz.edu  

 

 

Loralee Wuertz  

Vocational 

5969 loralee.wuertz@centralaz.edu 

 
  

Timesheets  
Note: Timesheets are due usually twice per month on Thursday 
or Wednesday. E-mail reminders may be issued as a courtesy. 

In the event a reminder E-mail is not sent, it is your responsibil-
ity to place your timesheet in the designated box by noon of the 
due date.   
     This is the schedule for fall 2011 and spring 2012 semesters.   
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Due Date by 12:00 p.m.                                       Effective Payroll  Day 

Thursday—08/04/11 Friday—08/12/11 

Thursday—08/18/11 Friday—08/26/11 

Thursday—09/01/11 Friday—09/09/11 

Thursday—09/15/11 Friday—09/23/11 

Thursday—09/29/11 Friday—10/07/11 

Thursday—10/13/11 Friday—10/21/11 

Thursday—10/27/11 Friday—11/04/11 

Wednesday—11/09/11 Friday—08/12/11 

Tuesday—11/22/11 Friday—12/02/11 

Thursday—12/08/11 Friday—12/16/11 

Thursday—01/05/12 Friday—01/13/12 

Thursday—01/19/12 Friday—01/27/12 

Thursday—02/01/12 Friday—02/10/12 

Thursday—02/16/12 Friday—02/24/12 

Thursday—03/01/12 Friday—03/09/12 

Thursday—03/08/12 Friday—03/23/12 

Thursday—03/29/11 Friday—04/06/11 

Thursday—04/12/11 Friday—04/20/11 

Thursday—04/26/11 Friday—05/04/11 

Thursday—05/10/11 Friday—05/18/11 

mailto:barrington.campbell@centralaz.edu
mailto:diana.curtis@centralaz.edu
mailto:temenoujka.fuller@centralaz.edu
mailto:Pam.johnston@centralaz.edu
mailto:audrey.sexton@centralaz.edu
mailto:tamara.cochran@centralaz.edu
mailto:loralee.wuertz@centralaz.edu


 
Note: Please make note of any changes that have occurred since printing this hand-
book.  
 
 
 
 
 
Emergency Leave Requests 

 
If you are unable to work during the time for which you are sched-
uled, it is your responsibility to contact your immediate supervisor 
and the Information Desk.   
 

Please be sure to check your E-mail account as often as possible.  
Changes and Notes 
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________ 

Work-Place Hygiene 

 
1. Dress professionally.  

2. Do not use strong perfumes. 

3. Be aware of the noise level around your work-place. 

2. Turn off your cell phone. 

3. Personal conversations and visiting should not affect students’ academic 

work. 

4. When you are working with a student, minimize all unnecessary distrac-

tions. 

5. Use cleaning materials before and after tutoring as needed. 

6. If you are using computers for tutoring, consider cleaning the computer 

station when the tutoring session is completed. 

7. Please, keep your personal belongings away from the work-station. 

8. No food or drinks allowed around the computers. 

9. Use sanitizers frequently. 

Page 10                                                           Hygiene                                               

 
Reporting  Structure        Leave Request                                Page 7                                                   

Barrington Campbell 

Learning Support Director 

 
Temenoujka Fuller 

Associate Director, 

Learning Support 

Audrey Sexton 

Learning Support 

Specialist,  

Technology 

Diana Curtis 

Learning Support 

Specialist,  

Reading  

Pam Johnston 

Learning Support 

Specialist,  

Writing 

Devin Fraley 

Learning Support 

Specialist, Math 

and Science 

SMC Tutors Technology  

Tutors 

Reading Tutors 

and Information 

Desk Employees 

Writing Tutors Math and Science 

Tutors 
Maricopa and San 

Tan Tutors 



 

Emergencies 
 

The Central Arizona College Emergency Procedure Guide is posted 
throughout the Learning Center. It is the responsibility of the employee to 
become familiar with the contents and know where to find the guide in the 
event of an emergency.  
 

Confidentiality 
 

The Learning Center has access to confidential information related to 
both employees and students. Someone might call to inquire if a student 
is currently in the Learning Center. They might identify themselves as the 
student’s parent or another department needing information.  
It is against college policy to provide any information to a caller over the 
phone or to an individual who may inquire in person. Do not give out any 
information or even tell a caller whether or not a student is in the Learning 
Center at the time of the phone call. Transfer the call to the Manager on 
Duty (MOD) or another full-time staff member (College Policy 532).  
 

Emergency Door Use 
 

Students/Staff are prohibited from using the emergency door as a means 
of regularly entering and exiting the Learning Center. Please use the 
emergency doors to the Learning Center for emergency exit only.  

 
Breaks 

 
If you are working at the Information Desk and need to take a brief break, 
please ask a staff member to relieve you from your duties. If it is really 
urgent, do not be afraid to say so.  
 
If you live in Residence Life and are scheduled to work during the hours 
meals are served in the cafeteria, a lunch or dinner break should be 
scheduled.  
 
If you are working as a tutor, the Information Desk Personnel should be 
able to reach you any time you are officially on-the-clock.  
 
The Learning Support Department will afford meal breaks to any employ-
ees working 6 hours or more. 
 
 

 

Learning Services 

 

 One-on-one Tutoring with Appointments 

 Formal Study Groups with Appointments 

 Informal Study Groups 

 Tutoring via Interactive Television (ITv) 

 Synchronous (Live) Online Tutoring with Appointments 

 Asynchronous (via Discussion Board) Online Tutoring  

 Study Skills Workshops 

 Discipline Specific Workshops 

 Classroom Orientations to Tutoring 

 Project-based Learning 

 Supplemental Instruction 

 Structured Learning Assistance 
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