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PROGRAM-TUTOR CONTRACT








The goal of SSS is to assist low income and first generation college students and/or individuals with disabilities to successfully complete their course work and graduate from WSU. As a Tutorial Staff Member, your objective is to assist your students to successfully complete their course work, enabling them to move closer to their goal of graduation from Wichita State University.





To help ensure that this program objective is realized, we have hired you, ___________________________


________________________________________ to play an important role in the industrial process at SSS.








 Tutor responsibilities include: 


Attend and participate in Tutor Training and Orientation at the beginning of each semester.


Sign in daily and check mailbox in person or by telephoning the office.


Provide tutoring on a weekly basis in at least one subject to students matched and assigned to you by the tutor coordinator. 


Assist in the development of positive study habits, study skills, and learning styles of tutored students. 


Advise students regarding university and community services.


Provide regular feedback to Academic Advisors on student academic progress.


Complete documentation on each student and submit documentation to the office by noon, every Friday.


Attend mid-semester conference with all tutored students.


Meet with Tutor Coordinator every other Friday to complete time sheets according to the “Payroll Policies for Completing Tutor Time Sheets”.


Contribute to the continuous improvement of the quality of the tutorial process.








    If none of the above responsibilities are met, then your employment will be terminated.   


























 




















The basic policies, procedures and expectations of the Tutor will be explained to you during the tutor training and orientation at the beginning of each semester. We expect your competency and integrity to contribute to the success of this program. 





I hereby understand that I will work diligently and effectively in the Tutorial and Training Component of SSS, at Wichita State University.


  








      _____________________________                         ______________                       ____________________


       Assistant Director/coordinator of tutorial services                                                 Date                                                                Tutor Signature                                                                                                                                                                                                                                                     								    					          Rev 7/05








When students request a tutor, they are expecting services for the full semester. When you are assigned a student and have signed a contract with them, you are committing yourself to tutoring for the full semester. Most of the tutors are assigned as many students as they can handle, therefore, when you decide to leave tutoring in the middle of the semester, it puts the program in a bind. Please note that your signature indicates you will provide tutoring to Student Support Service Program students for the full semester. If for any unforeseen reason you must resign your position, you must provide the Coordinator of tutorial Services a written letter, a two-week notice, and find a replacement tutor who meets the same qualifications as you (subject to the Director’s approval).











