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PASS Ambassador Training Manual
August 23, 24, 2010
Part I: Title III and PASS Information

· Handout on Title III and PASS Course 2010-2011

· PASS Ambassador Job Description

· Role of the PASS Ambassadors
· You will attend your assigned class of PASS 0900 and will be responsible for assisting the instructor in the class and interacting with the students. 

· You will lead class discussion and conduct activities with your students as outlined in the MW or TR course Schedule.

· You will serve as a peer mentor and a role model for your students.

· You will maintain consistent weekly contact with each student. Contact can be by phone, email, text, face-to-face, or group meeting.  This contact information will be turned in monthly to the Title III office through the Time and Effort Log.

· You will encourage your students toward success by emphasizing their strengths, helping them improve in areas which they are weak, and demonstrating to them effective ways to achieve academic goals.

· You may hold outside meeting for your students if you wish.

· You will attend monthly meetings of all PASS Ambassadors along with Ms. Haralson, and Ms. King to discuss progress, successes or problems related to your students or to the PASS Program.
· You will maintain a log of time and effort to be turned in monthly to Ms. Susan King, Title III Administrative Assistant. 

· You are encouraged to work together with other Ambassadors to create presentations, discussion questions or activities to be use in the class. Many heads are better than one. If at any time 2 or more of you would like to have a group meeting feel free to use the White House as a meeting location. 

· If at any time you have questions, concerns, or suggestions, please bring them to Ms. Haralson or Ms. King. We will do everything in our power to assist you.

· WE HOPE YOU WILL seize the opportunity to make a difference in the lives of students that might otherwise be unsuccessful in college.

· Challenges You May Face 
· Some of your students may be resentful that their participation in this program has been required. Your goal is to convince them of the benefits of participation and to motivate and encourage your students to participate in all activities. Focus on the positive outcomes. 
· Some of your students may be reluctant to attend class. You should encourage students to fully participate in the program, and make them aware of any potential consequences of their failure to complete the program.
· Students should be aware that you will notify the PASS Instructor if they are not maintaining regular contact with you.
· Since you have been very successful in college, you may have a difficult time realizing the many problems facing students who have not experienced success. You should try to get to know each student individually and lean about their problems and challenges.
· Students may begin to depend on you too much. You must maintain a balance between a personal and professional relationship.
Part II: Skills for Effective Ambassadors
Ambassadors must develop many skills in order to perform and serve their students effectively. In most cases you will deal with issues related to academics, but as your relationship grows with your students, they may come to you with issues of a more personal nature – these issues will often have an impact on their success as a student. The most important thing to remember in any situation is that you are not a counselor. 

Know your limits – sometimes the best way you can help others is by referring them to someone else with more experience. (See Appendix F for  resources contact information)

Keys to Success

· Understand the nature and background of your students:  The students in the PASS 0900 class you will be attending will mostly be freshmen that have been placed on probation. There may also be some students that are returning from suspension.  They have had significant academic problems. Our main goal is to help these students experience success this semester by achieving a GPA of 2.0 or above for the term and to begin to positively move forward in their college career. 
· Listen:  Pay close attention to what the student has to say even though you may have heard it before.  They have something to impart that is vital to them. Discuss with each individual student what they perceive is the basis of their academic problems.
· Ask  open-ended questions:  Any question that elicits a “yes/no” answer won’t be as helpful as a “what, when, how, who” question. “Why” questions seem like they would get more information, but keep in mind that they can sometimes imply criticism and cause defensiveness (i.e., “Well, why didn’t you go to all the study sessions?”).
· Attend and respond to both content and feeling: Often there are two things going on at once – there is an issue, and the person has some kind of feeling or reaction to that issue. You need to attend and respond to both. Consider this: “I’m so mad about my Chem test!” What is the content (performance on the Chem test)? What is the feeling (anger)? It’s important to attend to both. Remember that issues presented to you could have some underlying themes and might even be symptoms of a larger problem.
· Let the student solve the problem: It’s easy to want to try to solve things for people, but that’s not really as helpful as it might seem. Usually, the student knows the answer or knows how to solve the problem but just needs someone to ask the right questions and encourage their processing.
· Refer to/use your resources: You are not a trained counselor, don’t expect to be. But, know your available resources and help people make use of those individuals and services. It’s OK to say, “I don’t know” but we prefer, “I’ll get back to you with that answer” as long as you do.
· Self-disclosure: Use it as long as it’s helpful to the person and not just a story. “I was in a similar situation and I did this which helped,” vs. “I was in that situation, too, and it sucked and no one helped me and blah, blah, blah.” How helpful was that? Not at all!

Communication skills include:
· Listening - fully participate in a conversation by being an active listener and utilizing some simple communication skills such as reflecting, encouraging and asking questions. Be aware of how your body language can affect a conversation.
· Observing – be aware of how the student is presenting the message or ideas through body language and unspoken words.
· Communicating – be very clear in your presentation of facts and opinions.
· De-centering – try to understand what the student is saying, not by how you hear it, but in how they are approaching and thinking about what they are saying. Communicate with them in ways they will understand.

Personal skills include:
· Availability – even if a student does not need to seek you out, they see you as being a helpful mentor when you are present and available to them.
· Seeking – seek students out, especially at the beginning of the year. Students are less likely to seek you out initially, so waiting for them to come to you may be wasted time.
· Being an example – students will observe you closely, especially if they are first-year students who are new to campus. Your role is one of responsibility; make good decisions in what you say and how you act when you’re interacting with them. Remember that you are a role model.  Always be positive about APSU, the community, and the program.

Part III: Importance of Confidentiality
Fundamentals
· There must be a mutual understanding between the PASS Ambassador and student that conversations between the two of them are protected. A bond of trust is formed when a student comes to share something with you. It is important that you give them your attention and assure them, if possible, that what they tell you is kept in confidence.
· Information shared between a PASS Ambassador and student cannot always be confidential. In some specific instances, maintaining that bond of trust means that you need to share information with others. 
· If a student discusses with you a situation that could result in self-harm or harm to others, it is your responsibility to report that information immediately to the appropriate persons. 
· If the student has a condition that is beyond your ability to assist with (serious neurosis, alcohol, drug problems or depression), it is in the student’s best interest that you share that information as well.

People you can share information with
· Relevant professional staff (PASS class instructor, Title III staff,  Student Counseling Center, Dean of Students Office)
· Those that would already have access to confidential information without your assistance

People you cannot share information with

· Parents (because of privacy laws; refer parents to Director of New Student Programs)

· Significant others

· Friends

· Roommates

Part IV: Ethical Considerations for the PASS Ambassador
As you perform your duties as a PASS Ambassador, it is critical to understand and practice ethical behaviors. You were selected for this position because you possess the ability to establish strong rapport with students. The interpersonal skills that made you a prime candidate for the position can also place you in challenging situations. As you serve in your role, it is important to adhere to some guiding principles of the helping profession.

Ethical standards (Excerpted from Student Helping Students, Ender, S. and Newton, F., 2000, Jossey-Bass Publishers)
· PASS Ambassadors will have knowledge and act consistently with the standards that are appropriate to the agency in which they are employed.
· PASS Ambassadors will respect the autonomy and individual dignity of the students they serve.
· PASS Ambassadors will avoid acting beyond the scope of the service for which they were selected and trained and not attempt to offer professional services requiring more extensive qualifications and training.
Adhere to the following practices to ensure that you act in a way that benefits and serves the welfare of students.
· Consult with your Ambassador leader, Ms. Haralson, or the instructor of your PASS class when you face a situation that makes you uncomfortable or when you experience a conflict or dilemma.
· Act appropriately when working with persons for whom you feel attraction. Establishing intimate or strongly personal relationships with your students compromises your helping role.
· Remember that as an Ambassador you are a role model. You are obligated to maintain congruence between what you say to fellow students in your role and how you act in other facets of your life where you can be seen (or heard).
· Avoid over familiarity with your students by maintaining a degree of professional distance.

Part V: Common Issues You Will Assist Students With

Be sure to know and use the resources on campus that will help you assist your students.  Never be afraid to refer a student to someone else – there are many people on campus who are trained to assist students with just these issues listed below! (See Appendix F for resource list)
· Academic

· Scheduling/registering for classes
· Changing majors

· Grading policies/procedures

· Interacting with instructors

· What to do about missed classes or late assignments

· Questions about classes and what instructors to take, upcoming projects, class work, writing essays, and what to expect from instructors.

· Studying-related

· How to study

· Time management issues

· Test Taking

· Resources to utilize
· Personal/General

· Career questions
· Finding internships/work experience
· Finding the right major
· Roommate conflicts
· Weekend activities
· Time management
· Time management is one of the adjustment issues with which first-year students are confronted when they come to college. As a PASS Ambassador, you will provide the most beneficial advice to your students in explaining how you handled the task of balancing all of your activities.
· A few steps to make time management simple include:
· Set priorities along with major goals that need to be accomplished within the next month, the next few weeks and the very near future.
· Keep a log of how you currently spend your time – this helps you identify time wasted, time that may be better used in other ways, etc. It can be an eye-opening experience.
· Keep a master schedule that lists activities that occur every week (classes, work, meetings, etc.).
· Make a list of assignments due for each week and post it on your desk, near your computer or somewhere else prominent so you’ll see it many times during a day – check things off as they are completed.
· Get organized so you can easily find supplies and resources when you need them.
Part VI: Challenges You May Encounter as a PASS Ambassador
There is no “standard” method to use to address the challenges you may encounter. Be sure to talk with your Ambassador leaders about challenges that you’re facing in your PASS Ambassador role.  Other PASS Ambassadors may also be helpful to you as you address different issues. There are many resources available to assist you. Be sure to use them!

· Motivating/encouraging

· Getting students excited about school/activities
· Students not wanting to participate in planned activities

· Dealing with apathy

· Student not meeting expectations

· Role perceptions

· Being viewed as a teacher or parent
· Not being viewed as a peer
· Students wanting you to solve their problems
· Not being seen as an authority figure
· Time issues
· Getting students to show up for meetings
· Working with multiple schedules when trying to plan events

· Finding time to build relationships

· Balancing activities with mentoring

· Having consistent contact with individuals.
· Personal issues
· Giving advice without personal morals/values getting in the way
· Confrontation issues

· Possible language barriers

· Programming/activities

· Program planning

· Breaking the ice

· Being inclusive

· Getting everyone involved
· Addressing questions

· Helping others understand their major

· Not being able to answer certain questions

· Not giving too much advice but empowering the student

· Reaching out to those who need assistance but won’t ask for it

Part VII: Tracking Student Information

There will be times when it will be helpful to have a record of the interactions you’ve had with your students. This helps you discuss how your job is going with your Ambassador leader. An easy way of remembering your interactions with your students is by writing them down. You don’t need to record every interaction, as some interactions will be social, but when a student comes to you to discuss a problem they’re dealing with or something pertaining to your PASS Ambassador role/relationship with them, it’s a good idea to keep a record. There are many ways that this can be done; however, you are given examples of student contact record sheets within this manual. 

· Please maintain a contact sheet on each of your students which must be turned in monthly to Ms. King. This contact sheet should include face-to-face contact, email or telephone contact, or class meetings. These contact sheets can be sent to you electronically at your request. Other than sharing these contact sheets with the Title III Staff, they should remain confidential and be stored securely. 
· You are also required to submit “time and effort” logs documenting your time spent on Title III activities. You are expected to spend approximately 50 hours per semester on PASS responsibilities including contact with your students, attending class, preparing for your class presentations or activities, monthly meeting with Ms. Haralson, possible group meetings of Ambassadors. These logs must also be turned in monthly to Ms. King. This is a requirement of the Federal Government for all Title III Grant employees.
Part VIII: Ice-breakers/Energizers, Teambuilders, and Conversation Starters

Ice-breakers/energizers and teambuilders are a great way to start off any meeting in order to set the tone for the duration of the gathering. They allow participants to feel integrated within a group, break up already formed groups/cliques, and unify all individuals by participating in an activity that has a shared goal for the entire group.

· Conversation starter ideas. As a PASS Ambassador, you should be in constant communication with the students with whom you are working. Many times you will have specific reasons to approach them in conversation. Other times, you may need a “starter”, especially if the student is shy and not likely to approach you.
· The following are some ideas to use to start up conversations with students in your community:

· The most basic…introduce yourself as the PASS Ambassador and let the student know what your role is and how you’ll be available to them throughout the semester.
· Ask about the classes they are taking, how they’re going, etc. If you have a similar major, ask about their instructors – maybe you’ve had some of the same ones.

· See if they’ve gotten involved in any groups on campus. Learn about their interests so you can continue to ask them questions or pass on information related to the subjects they like.  Recording information on each student may help with this.

· Take information you’ve heard from others (maybe about where a person is from or activities they enjoy) and talk to them about it – “I heard that you played basketball in high school. Have you heard about APSU’s intramural program?” or “Someone told me you
were from Chicago. I am too – what area are you from?”

· Useful websites for Ice-breakers/Energizers:

· http://www.residentassistant.com/games/index.htm
· http://www.ideazone.com/IceBreakers_&_Warmups.html[image: image1.png]
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