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Supervising Staff Agreement
Thank you for your interest in utilizing a Tutor in your classroom. The success of the program depends on the ability of the Tutors, Site Coordinator, Supervising Staff, and Tutor Coordinator to communicate effectively. The following is an outline of our contractual agreement with you.

1. Supervising Staff Role: 

The Supervising staff member is responsible for the direction and guidance of the Tutor while working in their classroom, maintaining ongoing communication with the Site Coordinator, Tutor, and Cal-SOAP Tutor Coordinator. Ongoing duties include:

· Initialing the Tutor time in-out sheets daily.

· Completing a Tutor Evaluation Form when needed throughout the school year. 

· Allowing classroom instruction time for tutor presentations about Cal-SOAP goals, programs and services.
· Providing Tutors with a class roster and class section number during the first week of work. If a roster is not available, please allow Tutors to keep a sign-in roster (Cal-SOAP is required to document Tutor-student interaction for data reporting purposes).

· Completing and administering student assessments as needed to evaluate impact of the Tutor Program.
2. Site Coordinator Role: 

The site coordinator is responsible for the supervision of Tutors while at the school site; maintaining ongoing communication with the Supervising Staff, Tutors, and Cal-SOAP Tutor Coordinator; acting as the liaison between Tutors and Supervising Staff. Ongoing duties include:
· Assigning Tutors to classrooms or tutorial labs.
· Initialing the sign-in sheet weekly (verifies with teachers that the Tutor is at work).
· Notifying the Tutor Coordinator if a Tutor does not come in to work, if there are excessive absences, tardies, and or questionable excuses.

3. Tutor Role: Duties: 
The Tutor is responsible for providing students with assistance in academic subjects. Where appropriate Tutors may provide mentoring to students in such areas as college preparation and financial aid. Ongoing duties include:

· Assisting students individually or in small groups in academic subjects. 
· Distributing and collecting Cal-SOAP Student Program Applications.
· Presenting information about Cal-SOAP goals, programs and services.
· Providing students with information about college, financial aid and careers.

· Assisting with college applications, competency exams, educational fieldtrips, study skills, and other areas as needed by teachers and/or Supervising Staff.

· Documenting work with students on the Electronic Daily Activity Sheet provided by Cal-SOAP.

Tutors may NOT do clerical work, run errands, or anything outside of assisting students with academic coursework. 
Tutors are expected to demonstrate good judgment, behave professionally and responsibly, and provide students with their best assistance. It is imperative for Tutors to act as positive role models to assist students in achieving academic success.

4. Tardies and Absences: 

Arrange a standard procedure for reporting absences with the Tutor at the beginning of their employment (i.e. call before the school day begins, leave a message in your box, email, call you the night before at your home, etc.).  
Tutors may miss one day of work per semester or quarter for education related purposes such as midterms, finals, and papers. It is the responsibility of the TPA to notify the Supervising Staff, Site Coordinator, and Cal-SOAP if they are unable to report to work. 

Tutors are expected to maintain consistent attendance. Midterms and finals are some of the exceptions allowed for absences. If at anytime you notice excessive absences, tardies, or questionable excuses, do not hesitate to contact the Site Coordinator or Tutor Coordinator. 

 Please print clearly and sign below.

___________________________
_________________________

__________    

Print Name: Site Coordinator


Signature



Date 

___________________________
_________________________

__________    

Print Name: Supervising Staff Member

Signature



Date
___________________________ 
_________________________ 
            __________   

Print Name: Tutor



Signature



Date

Supervising Staff- Please complete the following (where applicable): 

Name: _______________________________
School or Site: _____________

Class: ___________________________________
Room #: ______________

Email: ___________________________________
Phone #: (____)_________ x ___
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