Office of Academic Support

Undergraduate College Division
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: 
a. I will maintain a 3.0 GPA and be in good standing.
b. I have achieved a grade of B or higher in the course tutored.
c. I will uphold the Office of Academic Support and the Bryn Mawr College Honor Code regulations.
Training, Meetings, and Evaluations:

a. I will complete all the required training offered by the Office of Academic Support.

b. I will attend all required meetings with the Head Tutors and/or Assistant Dean/Director. I will notify my Head Tutor at least 24 hours in advance if I am unable to attend.

c. I will attend at least two workshops or programs administered by the OAS per semester.

d. Each year, I will complete an evaluation with a member of the Tutor Supervisory Committee.

Working with Tutees:

a. I may help a tutee work through concepts or model problems related to a tutee’s assignment, but I will not assist in completing the tutee’s homework or lab that will be turned in. 

b. While homework cannot be corrected before it is turned in, I can solve problems with previously graded homework. 

c. I will not tutor anyone who has not registered with or been assigned to me.

d. I will only tutor subjects listed on the Peer Tutoring website. 

e. I will tutor each tutee no more than 3 hours per week - this is to encourage tutees to seek out other course resources and support available to them.
Communication with the Program:

a. I will check my Bryn Mawr email address once a day for messages concerning tutoring. 
b. I will respond to my Head Tutor as soon as possible (within 24 hours).
c. I will keep my Head Tutor informed of any issues that may arise (i.e. being unable to reach a tutee).
d. I will communicate with my tutee to confirm our meeting time, location, and any meeting expectations.
Reporting:
a. I will submit a Student Meeting Notes report form for every one-on-one meeting I have with a student.

b. I will submit a Peer Academic Leader Payroll Report form to be compensated for my work, including administrative work.
Compensation and Hours Worked:
a. I will only be compensated for the items listed in the Peer Tutor Contract.

b. I will work approximately 1 to 6 hours per week. Exceptions may be made during busy times of the semester and based on the need for tutors for specific subjects.
a. 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.

b. I will wait no longer than 15 minutes for a no-show and email the tutee after.

c. I will be compensated only for tutoring that was requested through the Tutoring Request Form.

d. I will have my Student Meeting Notes and PAL Payroll Report Forms updated with all appointments and administrative work before I turn in my timesheet.  

· Timesheets will not be approved unless the PAL Payroll Report Form is up to date.

e. I will turn in my timesheet bi-weekly on the final day of the student payroll period (Tuesdays) by 12:00 pm (noon) EDT to the Peer Tutor folder outside of the OAS.

· When recording time, I will round up to the nearest quarter hour.

f. I will respond to any questions about my timesheet in a timely manner.
g. 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 the Training and Development Chair. 

Social Media: 

a. I will maintain an honorable and respectful social media presence.

Confidentiality: 

a. I will keep confidential any private information revealed to me by a student unless I am speaking with a supervisor in the Office of Academic Support. I will share appropriate information with my supervisors as needed. 

b. I understand that confidentiality may be waived for a student if they display or disclose something that is concerning or potentially harmful for themselves or others and will submit the Student of Concern Referral Form with or on behalf of the student. 

Reappointment Process:
a. I understand that I am subject to a yearly reappointment process that considers how I have performed in the aforementioned duties and may be asked to meet with a supervisor as part of the reapplication process. 
Termination

a. I understand that termination, by mutual agreement, may be affected at any time.

b. I understand that this appointment is subject to termination by the Office of Academic Support prior to its normal expiration if enrollment at Bryn Mawr College ceases.

c. I understand that the appointment may also be terminated for failure to satisfactorily meet position responsibilities and/or commitments, failure to meet academic or employment standards, conduct that violates College policies, or conduct that does not meet the standards of behavior set by the College or the Office of Academic Support.

d. I understand that upon termination of employment by the student employee, the College, or mutual agreement, renumeration will be pro-rated to cover only that period for which the individual was employed.
Should I fail to adhere to these expectations, I understand that I may be dismissed or asked not to return as a Peer Tutor. I understand and agree to abide by the above in my capacity as a Peer Tutor. 
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