 Academic Success Center (ASC)
Contract for Tutoring

The Coordinator for Tutorial Services is responsible for all policies and management of the tutor program.  Tutors hired by the Academic Success Center report to the Coordinator.

When a tutor is hired to tutor a given subject, the hours worked is contingent upon student participation.  If there is no student participation before the first test or for a two week period there after, tutoring will be cancelled for the course.

Tutor Responsibilities

· Tutor training is required. All tutors must successfully complete Ed 110, or the Tutor Training Program as outlined below if hired after the last day to add a class.

 2 hours – View tutor videos and write one page summary of each unit
 3 hours – attend three skills workshops approved in advance
 3 hours – observe three tutoring sessions
 1 hour – attend Student Disabilities Services presentation	
	 1 hour – attend Teaching Theory presentation

· Record all attendance on the tutee cards provided by the Academic Success Center. Submit the attendance data electronically in Blackboard (instructions will be provided).  Attendance must be submitted by noon on Friday of each week. The tutee cards must be returned to the ASC at the end of each semester.

· All tutors will meet with their faculty mentor every other week throughout the semester to provide feedback on the tutoring sessions. Email the Coordinator for Tutorial Services with a meeting summary after each faculty mentor meeting.

· The Academic Success Center staff will observe and evaluate tutors 3 to 4 times through-out the semester. Feedback will be provided after the observation via email or a one-on-one meeting with the Coordinator within 48 hours of an observation.

· Arrive on time for all tutoring sessions. Tutors are required to meet all scheduled tutoring sessions.  Only emergency situations can alter that work schedule.  If an emergency arises, please contact the Graduate Assistant (Carol Salge) 864 508-0154.  Please notify the Tutor Coordinator at your first convenience by emailing or calling 656-6216 (Cell 864-423-4452).

· Tutors are required to attend all scheduled meetings with the Tutor Coordinator                                                                                        throughout the term.  Only emergency situations can alter the meeting schedule.

· Prepare for tutoring sessions by reading required material, solving problems when applicable, and organizing course materials.  Do not complete class assignments for tutees.

· Involve the faculty teaching the tutoring course in the creation of worksheets and handouts for tutees.

Initials _________

	
· Tutee evaluations will be administered at mid-term and at the end of each semester to allow students to evaluate the tutoring program and the tutors.  Results will be discussed with tutors.
	
· Professional behavior and appropriate dress are expected of tutors at all times.

· Tutoring is not offered on the following dates for the rest of the Fall Semester 2009; 10/12/2009 through 10/13/2009; 11/25 through 11/27/2009 as well as when the University is closed due to inclement weather.  If the University is open and weather conditions prohibit safe travel to your tutoring session, contact the Coordinator immediately.

· A two-week notice is required prior to resigning as a tutor.

· Time sheets must be completed and turned in to the ASC office by Thursday at noon.  Failure to do so will result in not getting paid until the next pay period.

· Keys will be issued for the room that you are tutoring in.  A $5 fee is required for key if it is not returned at end of semester. Loss of a key may also result in termination.

As an employee of the Academic Success Center (ASC) tutoring program, you may have access to confidential information such as grades, student records, test results, student progress in class and similar data.  You may have verbal or written communication with Center staff, instructors, or academic advisors, which should be kept confidential. This means that this information can ONLY be discussed with the Director of ASC, the Associate Director of ASC, or the Tutor Coordinator.  Employment with the ASC’s tutoring program means that you must accept responsibility to preserve the confidentiality of this information. 

 I have read the above tutor policy agreement and confidentiality statement and understand and accept the responsibility assigned to me as an ASC tutor.  Failure to adhere to these guidelines may result in termination of employment.



			
Tutor Signature__________________________________

Tutor Coordinator Signature__________________________________

Date______________________________________________





   

		 
