
Program Coordinator’s Role and Expectations 

First and foremost, the role of the Program Coordinator (PC) is critical to each 
school’s program success! It’s important that any school’s PC have the support and 
capacity to complete the following expectations successfully:

1. Tutor at least 1 student: 
a. The PC is required to tutor at least one 

student every day. By being an active tutor, 
PC’s are more capable of assisting their 
tutor team with questions or concerns. 

2. Act as liaison to Literacy Trust  
  Program Manager:

a. Collect copies of tutoring logs on a weekly 
basis from tutors and upload the information 
into the Data and Attendance Tracker. [The Data 
and Attendance Tracker should be updated via 
the Window’s One Drive on a biweekly basis. 
Due dates for this document will always be 
sent in advance from the Program Manager 
(PM).] The PC should note why any tutors’ 
sessions are being missed, and proactively 
consult with tutors about unexplained or 
routine absences. The PC will communicate 
any of these concerns with his/her PM as well.

b. Meet with tutors on a regular basis, one-on-
one, to review tutoring materials, and keep 
log notes of these meetings. (Sample log 
templates are available via the “Coordinator 
Resources” tab on Tutor Dashboard of 
our website.) Materials the PC will review 
include the tutor’s Daily Tutoring Records, the 
student’s Writing Book and Letters and Words 
I Know Book. The PC will want to ensure 
Reading Rescue program fidelity is being 
upheld. (ie. Students are progressing through 
the leveled books, and catch any children 
who are “stuck” on levels for too long.)

3. Meet regularly with the Principal:
a. Confirm his/her support of regular, tutor 

team meetings. Make sure these meeting 
dates are on the principal’s/school calendar.

b. Discuss scheduling and other tutoring 
concerns regularly. Ensure that any 
final decisions in regard to scheduling 
changes and the like are handed down 
to staff via the principal, not the PC.

c. Discuss and share relevant tutoring 
information, such as the Data and 
Attendance Tracker, periodically.

4. Act as on the ground support  
  person for your tutor team: 

a. Share the meeting dates at the beginning 
of each semester, and that all meetings 
are mandatory for tutors to attend.

b. Meetings are held to answer tutors’ questions, 
go over programming logistics, but importantly 
to provide ongoing professional development 
that benefits your tutor team. (Suggestions 
for meeting topics and a group meeting log 
template are available via the “Coordinator 
Resources” tab on Tutor Dashboard of 
our website.) Occasionally, plan meetings 
as a social event to celebrate success.


