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Guidelines for Prospective Tutors

1.  Complete the application card, including the availability schedule on the back.

2.  Take the card to the instructor. Ask him/her to initial the card indicating the course(s) that you qualified to tutor.

3.   Enroll in EDU 500 Tutoring Methods. This is a zero unit course (see current class schedule).

4.   Arrange an interview with Margaret Sanchez, Director of the Learning Center. Call 468-3046 for an appointment.

5.   See the Career Center for payroll papers. Allow 15-20 minutes for this process. You will need two pieces of identification; usually a driver’s license and a social security card.

6.      Stop by the Learning Center regularly to pick up the names and phone numbers of the assigned tutees. Please phone immediately to welcome new tutees to your group.  If you can not tutor the person, notify Margaret Sanchez.

7.   Meet tutees at the Learning Center. Hours are 8:00am to 8:30pm Monday thru Thursday, and 8:00am to 3:30pm on Friday. No tutor will be paid for tutoring outside of the Learning Center unless special arrangements have been made with Margaret Sanchez.

8.   Always sign in and out of the Learning Center computer when you tutor. Your tutees must also sign in and out.

9.   Most tutoring is done in small groups; however, EOPS and disabled students may be eligible for individual tutoring. See Margaret Sanchez.

10. Tutors are paid by the hour, regardless of the number of tutees.

11. Time sheets must be handed in at the Learning Center by the 19th of each month. Payment is made on the 10th of the following month at the Business Office. 

12. Important! Please arrange to meet with the tutees instructor at least once a month to discuss progress. Failure to do this may result is dismissal from the tutoring program.

13. Volunteer hours do not count toward CRLA tutoring certificates. Keep track of volunteer hours on a time sheet labeled “volunteer.”







Thank You.

 
