Office of the Dean
The Undergraduate College
Bryn Mawr College
Bryn Mawr, PA  19010-2899
610-526-5375
B  R  Y  N     M  A  W  R
PEER TUTOR CONTRACT 


My duties as a Peer Tutor are as follows:

Academic: 
· Maintain a 3.0 GPA and be in good standing
· Have achieved a grade of B or higher in the course tutored
· Uphold the Dean's Office and BMC Honor Code regulations

Homework:
· Tutors can help a tutee to work through concepts or model problems related to a tutee’s assignment, but tutors will not assist in completing the tutee’s homework or lab that will be turned in. 
· While homework cannot be corrected before it is turned in, tutors can solve problems on already graded homework. 

Communication:
· Communication with Head Tutor:
· I will check my Bryn Mawr email address once a day for messages from my Head Tutor. 
· I will respond to my Head Tutor as soon as possible (within 24 hours) to let them know whether or not I can accept a particular tutee.  
· I will keep my Head Tutor informed of the status of each of the tutees delegated to me, including any issues that may arise (i.e. being unable to reach a tutee or working with a tutee longer than anticipated). 
· Communication with Tutee:
· I will communicate with my tutee to schedule a mutually convenient time for tutoring within 24 hours of the date of responding to my head tutor.
· Communication with Student Employment Office:
· I will fill out the form emailed to me after my interview to indicate the subjects I will tutor in order to be hired by the College.

Training:
· I will meet with my head tutor for a brief training when I begin tutoring each year. 
· This counts as on boarding and not group trainings
· I will attend at least two continuing education trainings per semester. These trainings will be with the group and the schedule will be announced via Moodle/email. This schedule will be announced at the beginning of the semester.
· There will not be any alternative trainings.
· Post Fall Break or Spring Break Hires must attend at least one group training session.

Evaluation:
· Each year, I will complete a yearly evaluation with a member of the Tutor Supervisory Committee in the spring semester.
· The tutor is still required to complete an evaluation even if the tutor takes the spring semester off from the Peer Tutoring program.



Hours Worked:
· I will not tutor anyone who has not been assigned to me by my head tutor.
· I will only tutor subjects listed on the Peer Tutoring website. 
· I will tutor each tutee no more than 3 hours per week. This is to encourage tutees to seek out other resources and support available to them.
· I will work between 1-6 hours per week.  
· Exceptions will be made based on need for tutors for specific subjects.
· I will prepare for my session, but my preparation time should be no more than half the time of the actual appointment.
· This preparation time includes communication with the tutee or professor
· On my timesheet, I will report preparation time + appointment time in one entry.
· I will wait no longer than 15 minutes for a no-show and email the tutee after.

Appointments Report:
· I will record all appointments in the Tutor Appointments Report (Wufoo) on the day of the appointment.

Compensation:
· I will receive compensation for the items listed within the Hours Worked section.
· I will turn in my timesheet biweekly on Tuesday at noon to the Tutor folder in the Campus Center. 
· I will record my hours worked on Tuesday after 12pm on the Wednesday of the following pay cycle. 
· If I have active tutees and fail to turn in my timesheet for 3 pay periods in a row, I may be required to meet with my head tutor. 
· I will have my Appointments Report updated with all appointments before I turn in my timesheet.
· I will be compensated only for tutoring that was requested through the Tutoring Request Form.
· When recording time, I will round up to the nearest quarter hour.

Confidentiality: 
· I will keep confidential any private information revealed to me in tutoring sessions unless I am speaking with the tutoring supervisor. 


If I fail to perform these duties responsibly, I understand that I may be dismissed as a tutor. 

Tutor Full Name (Printed) ______________________   Supervisor Full Name (Printed)___________________
Tutor Signature ______________________________    Supervisor Signature____________________________
Date __________________				      				 Date _________________         




