WRITING CENTER TUTOR CONTRACT, Fall 2011
Academic Support Center/Campus Tutorial Services

For this job a tutor is paid $8.50 per hour; the maximum number of hours worked per week is based on a shift assignment designated by the director of the Tutorial Center, unless the tutor is covering for another employee or has been given special permission by the director of the Tutorial Center.
To earn the pay, the following conditions have to be satisfied:
1. You sign in at the Tutorial Center office before the start of your shift and sign out at the end, and you are present and approachable in the Writing Center during your shift.
a. Pay will be docked according for arriving late and/or leaving early. 
2. You directly tutor clients.
a. Completing required paperwork and entering data into the web application in a thorough, clear and professional manner counts as direct tutoring.
3. You monitor clients while they work on homework and provide tutoring when requested.
a. Monitoring means being friendly and approachable for questions, moving around and checking on clients, reminding clients that you are there to help, etc. 
b. Completing required paperwork and entering data into the web application in a through, clear, and professional manner is necessary even for monitored clients who worked independently.
c. Acceptable, job-related activities to engage in while monitoring are communicating with English instructors (e-mail or D2L), studying materials that relates to the subjects tutored in the Center (i.e., grammar, style), creating handouts/worksheets for clients, engaging in peer tutor training, and reading and abstracting articles on the pedagogy of tutoring.
i. Note that there must be tangible evidence of these activities attached to your Dead Time Sheet (for example, printouts of e-mails sent to English instructors, activities/handouts you created, written summaries of concepts learned); it is not enough to merely write “Studied Grammar.”
4. When no clients are present, you remain within the Writing Center for your entire shift and are available to tutor any walk-ins.
a. During these dead times, in order to be paid, you must engage in acceptable, job-related activities noted in 3-c above.
i. Note that there must be tangible evidence of these activities attached to your Dead Time Sheet (for example, printouts of e-mails sent to English instructors, written summaries of concepts learned, activities/handouts you created); it is not enough to merely write “Studied Grammar.”


Engaging in activities other than those designated in the job description may result in a forfeit of pay for said shift and possible job termination, at the discretion of the director of the Tutorial Center.  Examples of inappropriate, non-job-related behavior include:
· working on personal homework
· leisure reading
· socializing with friends either in person or electronically (i.e., texting, Facebook)
· surfing the web at non-work-related sites
· listening to music, and
· sleeping  
All documentation (electronic & paper copy) must be properly completed and filed at the end of each shift.  Failure to do so may result in a forfeit of pay for said shift, at the discretion of the director of the Tutorial Center.
If you must miss a shift, or part of a shift, it is your responsibility to find a replacement tutor via the on-call list and notify both the Tutorial Center office staff (by phone at 472-1230) and the director of the Tutorial Center (by e-mail).
Lastly, the director of the Tutorial Center has the final say regarding what does and does not constitute working hours, visits, and tutorials for purposes of record keeping and payroll.  This contract is only for the fall 2011 semester, and renewal for future semesters is not implied.  In addition, the director of the Tutorial Center may alter shift hours or terminate this contract at any time during the semester. 
 BY SIGNING BELOW, I UNDERSTAND AND AGREE TO THE FOLLOWING WORK CONDITIONS:
___________________________________________________________________________

PRINT NAME  _____________________________________	DATE ________________
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