Center for Learning and Student Success: Tutor Contract

Policies and Expectations
I. Policies:
a)   As an employee of the Center for Learning and Student Success it is expected that you maintain an overall minimum GPA of 3.0 and that your most recent semester GPA must be 3.0 or better.  You must have earned a “B+” or better in the course(s) you wish to tutor. You must also obtain tutoring recommendations from appropriate course department chairs and/or instructors. After submitting your application, an interview may be scheduled based on need for tutors in your subject areas.  If you did not attend SU as an undergraduate, you must submit a transcript to CLASS in addition to getting approval from the department chair and/or instructor.
b)   Before you begin tutoring, you must attend the Center for Learning and Student Success Orientation(s), to review policies, procedures, and expectations.  After the orientation, we will place you on the Center for Learning and Student Success list of active tutors and you will input your availability on the online schedulers – MyTutor for the Center for Learning and Student Success.  More information on these schedulers will follow.  Every semester we initiate CRLA-certified tutor training. You become eligible for training after completing five (5) hours of actual tutoring; you must complete ten hours of this training within your first year.  Ask us about the next sessions.

c)   Maintaining academic integrity is of primary importance in all academics and is a fundamental principle that guides the Center for Learning and Student Success at Syracuse University. You are expected to conduct your tutoring sessions in a professional manner. Tutors must not do work for students or provide any level of help that is not within the boundaries of academic integrity. As an employee of the Center for Learning and Student Success you are expected to know, understand, and apply the guidelines of Syracuse University’s Academic Integrity Policy, [http://caa-dev.syr.edu/academic-integrity]. In addition, tutors should report to the Director or Tutoring Program Manager at the Center for Learning and Student Success for any student who asks for, or seems to expect, excessive or inappropriate assistance. 

d)   All tutors will abide by the Tutoring Code of Ethics, which may be found at    http://www.crla.net/ittpc/code_of_ethics.htm. 
e)   As a tutor, you serve as a support person for students. It is inappropriate for any student to expect you to assist him/her with an entire homework assignment or project/test preparation.  If this is the request, redirect the student by asking what s/he might like to work on in this hour.  

f)   All sessions must occur in a safe and public environment (e.g., Center for Learning and Student Success room, Bird Library, Carnegie reading room).  University policies and personal liability issues prohibit tutors providing transportation to students.  

II. Expectations:
a)   You must update your schedule of availability on a regular basis. 
b)   For Center for Learning and Student Success, you need to check your electronic schedule every evening after 11pm or in the early morning to be sure of any new or canceled appointments.   
c)   If you need to cancel a session, you must do so by 11pm the night before the session for Center for Learning and Student Success. We ask also you to send an email to the student to notify him/her of the cancellation. 
d)   For Center for Learning and Student Success, once a tutee is assigned to you, you enter into a contract. You may not provide private tutorial services to any assigned student outside the provision of this contract for the current academic year.
e)   Sessions must last no more than 2 hours.  Sessions of one hour are suggested from most with undergraduate courses.
f)   If a student does not arrive on time for a scheduled appointment, we ask that you wait 20 minutes. Indicate on the timesheet or appropriate report that the student is a “no show”.  You will be paid for the entire appointment unless you write, “Do not pay me for this session” on the timesheet.   

g)   It is necessary to complete each session report online following your appointment. The pay week for the Center for Learning and Student Success closes on Thursday at noon. In order to be paid in a timely manner, please submit your sheets by these times. 

h)   Your signature on this form indicates that you understand you will not complete any work for a student, which is his/her responsibility.  This includes but is not limited to exam questions, papers, class assignments, homework, laboratory experiments or computer projects, art or architecture projects, or any other work for which the student receives grades. 

i)   Your signature also indicates you understand that you are required to keep all matters pertaining to any session strictly confidential. You may not share the names of the students with whom you are working, nor anything about their work, with anyone except the Director or Tutoring Program Manager at the Center for Learning and Student Success.
You are not required to tutor during finals if you are a student. If you choose to do so, you may.
Failure to comply with these policies and regulations is grounds for immediate dismissal

from your position as a tutor for the Center for Learning and Student Success.
I have read and I understand the policies stated above.

I have received a copy of this document for my own records.

______________________________________________________________________________________

  Signature of Tutor
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Printed  Name of Tutor

































































































































































































































































>> See other side


