


SUBJECT AREA TUTOR CONTRACT, Fall 2020, Campus Tutorial Services
BY SIGNING BELOW, I UNDERSTAND AND AGREE TO THE FOLLOWING WORK CONDITIONS OUTLINED BOTH IN THIS CONTRACT AND IN THE UW-WHITEWATER STUDENT EMPLOYEE HANDBOOK:

SIGNATURE ________________________________________________________	

PRINT NAME _______________________________     DATE ________________
For this job a tutor is paid $7.25 per hour (or current salary, if higher); the maximum number of hours worked per week is based on a work 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.  In any event, a student worker CANNOT exceed 25 hours per week, and this includes all University of Wisconsin-Whitewater student work positions.  It is the responsibility of the student worker to make sure weekly hours do not exceed 25, and exceeding 25 hours may result in disciplinary actions.
[bookmark: _GoBack]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 2020 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. 
All tutoring sessions must be held in the Tutorial Center located in the Success Center during the hours of operation, unless written permission is granted by the director.  Hours of operation typically are M-R 8 a.m. to 9 p.m. and F 8 a.m. to 3 p.m., but these hours may vary week to week; for an up-to-date schedule, contact the main office at tutorctr@uww.edu or 1-262-472-1230.
The following scenario represents how a tutor would be paid for an hour of work (i.e., a working hour):
1. You tutored either a single or multiple clients during a 50-minute session
· monitoring a student while he/she works through a problem counts as tutoring
· each tutorial session should last at minimum 20 minutes  
2. All documentation (electronic Tutorlog entries and corresponding paper copies) for the session(s) are properly completed (entered into Tutorlog and filled out and turned in) IMMEDIATELY FOLLOWING YOUR SESSION, and it takes you 10 minutes to do so.
Basically, this means if you start working with a client at 6 p.m. and finish tutoring at 6:50 p.m., and then you complete the paperwork from 6:50-7 p.m., that would be one hour of working time you would be paid for.  Note that not every session needs to be for 60 minutes; some may be less, some may be more.
NEW APPOINTMENT VERIFICATION & “NO-SHOW” PROCESS
When a client emails you AND includes a C/C to the office (tutorctr@uww.edu) requesting help, you must reply within 24 hours and include a C/C to the office (tutorctr@uww.edu).  You do not have to agree to work with a client, but you must at least respond with an apology (“Thank you for your email.  I’m sorry I can’t meet with you during the time you requested, as my schedule for this week is already filled.”) and a redirection (“Please contact other tutors on our website, or seek out your instructor during his or her office hours”).  Failure to respond to emails requests within 24 hours may result in termination of position, and failure to respond to three or more requests within a given semester will result in termination of position, unless a legitimate reason is provided to the director of Campus Tutorial Services in writing. 
When you and a client(s) set up an appointment, you will now verify said appointment with an email sent to the client.  In it, include the date, time, location, and purpose of the appointment, along with the telephone number of the client (which you will need to get beforehand).  You need to C/C the Office, too, at tutorctr@uww.edu.
If you send this verification email, you can then claim 15 minutes of work on your timesheet if a client is a “No-Show,” provided you also do the following:
1. If your client is not in the Center at the agreed-upon starting time, go to the Office and ask for whoever is on duty to call your client.  They will communicate to your client that he or she has 15 minutes to arrive.  If the client does not arrive in the 15 minutes, that client is considered a “No Show.”  The Office Staff will then email the client to explain that he or she has earned a “No Show” warning.  They will then print and file this email.  You can then claim 15 minutes on your timesheet with the code “Subject Area No Show.”
2. If a client earns three “No Shows” in a semester, he or she will no longer be able to make appointments and can only utilize the walk-in services.
Failure to follow this process means you cannot claim No Show on your timesheet.  You will be limited to four No Show claims per week (or 1 hour total) on your timesheet.
PAPERWORK & TUTORLOG REQUIREMENTS
1. All paper (i.e., paper sheets) and electronic (i.e., Tutorlog) documentation must be properly completed and filed at the end of each session.  Failure to do so may result in a forfeit of pay for said session, at the discretion of the director of the Tutorial Center.
2. All paper and electronic documentation must be done correctly and completely before submitting to office staff.  If errors are found, you will be required to make the corrections, but you will not be able to claim this as work time.  Failure to make these corrections promptly may result in delay of pay.
3. Entering the session data into the Tutorlog must be done by you, but if you need help, please ask the office staff to assist you.  
If any of these conditions are not satisfied, the pay will be docked according to the discretion of the director of the Tutorial Center, who has the final say regarding what does and does not constitute working hours, visits, tutorials and prep for purposes of record keeping and payroll.  
EMPLOYEE CONFIDENTIALITY STATEMENT
As an employee of Campus Tutorial Services, you may have access to confidential information such as grades, student records, test results, student progress in class, and similar data.  You may receive verbal or written communication from the director of Campus Tutorial Services, an instructor, or other students concerning course grades which should be kept confidential.  Understand that employment with Campus Tutorial Services means you must responsibly preserve the confidentiality of this privileged information and that failure to adhere to these guidelines may result in the termination of employment.  
NEW TIMESHEET REQUIREMENT
All timesheets, both paper (in office) and electronic (in My UW-System), will be processed daily.  It is your responsibility to make sure that before the Center closes both are updated and accurate for the day’s work.  Failure to have your timesheets updated daily before the Center closes could result in all work for that day being classified as volunteer (i.e., without pay).  
1. Exception--If you tutor in the Satellite locations in Anderson or a residence hall, a member of the Office staff will enter just those work hours onto your paper timesheet for you first thing the next morning and verify it has done so by responding to your emailed submission of the satellite paperwork.  You will still be responsible for entering your hours onto your electronic timesheet immediately following your tutoring session. 
SIGNING IN AND OUT AT THE MAIN OFFICE
You must sign in at the Tutorial Center office before the start of your session and sign out at the end, when all paperwork is completed.  If you fail to sign in or out, you will receive one warning per semester; following that, failure to sign in or out will result in forfeit of pay for said work session and the work will be recorded as volunteer.
MISSING A SESSION/SECURING COVERAGE
If you must miss a session, it is your responsibility to either find a replacement tutor or notify both the Tutorial Center office staff (by phone at 472-1230) and the director of the Tutorial Center (by e-mail) of the cancellation.  Failure to find a replacement and/or notify said parties may result in termination of position.
CANCELLATION OR TERMINATION OF EMPLOYMENT:
The following are reasons why a student employment position may be terminated, as outlined on pages 10-11 of the University of Wisconsin-Whitewater Student Employment Handbook:
· The job ends, either permanently or due to the end of the school year or summer session.
· There is no longer the budget to support the position.
· The student employee is no longer enrolled at the university.
· Unsatisfactory performance. The following are examples of unsatisfactory performance and do not constitute a full list of behavior that may result in termination:
· Falsifying time records.
· Stealing resources.
· Poor work performance.
· Consistently not following directions.
· Insubordination.
· Working at home without supervisor approval.
· No call, no show.
· Working while under the influence of alcohol or illegal drugs.
· Any other misconduct deemed inappropriate by the supervisor.
Please note that UW-Whitewater is an at-will employer and at any time the student employee may be terminated.  Unless the behavior is so egregious that immediate termination is the result, termination for unsatisfactory performance should not come as a surprise to the student. Supervisors should have a conversation with student employee making clear the behavioral expectations, thereby giving the student employee the opportunity to improve his/her performance in the role.  The decision of the supervisor is final, there is no appeal process for the student employee who is terminated.
Engaging in one of more of the forms of prohibited conduct by a student employee may result in disciplinary action ranging from a verbal or written reprimand to immediate termination from their role. Additionally, based upon the conduct, the student may also be subjected to University Non-Academic Disciplinary action and/or criminal charges, depending on the form of misconduct and/or number of infractions.  This could include paying back monies paid for work not performed.
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