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Tutor Handbook: No Child Left Behind
1. Conditions of Employment: You cannot begin tutoring until you have been cleared through the Jessica Lunsford Act, and we have a copy of your driver’s license, Social Security card, W9 and proof of education level (copy of transcripts or diploma).
2. Student Confidentiality/Non-Compete: Forms must be signed and followed. If they are breeched in any way, termination will occur. The forms are to protect you and your students.

3. Responsibility of Materials:  Supplemental materials may be checked out from Smart Start. You are responsible for replacing any materials that are lost, stolen, or broken. We will provide all curriculum materials needed for your tutoring session. 

4. Security: Nametags must be worn at all times. You must have a picture ID with you at all times. You must have a copy of the student’s emergency card as well as each school’s emergency plan. You MUST have a copy of the student’s SLP. Please carry your cell phone with you while tutoring. Never leave a child unattended. Never walk a child home. Never drive a student in your car. If you are tutoring alone, keep the door open. 
5. Dress Code:  Professional, office casual dress is expected at all times. 

No provocative clothing is permitted. No casual jeans, t-shirts, tank tops, flip flops or halter tops. Shorts are permitted as long as they are dressy and paired with an appropriate top. No vulgarity on any type of clothing. Refrain from wearing ill fitting or tight clothing that is unflattering to your professional image. Sneakers are permitted but must be clean and appropriate. Please remember we want our appearance to reflect professionalism.
6. Smoking/Drugs: There is no smoking on the premises of the center or the schools. We are a drug free workplace. If drug or alcohol use is suspected, a drug test will be requested. If the drug test is positive, you will be terminated. 
7. Absences: In the event of an illness or emergency, please call your Smart Start coordinator, the front desk receptionist and the parent by 8am on the day you expect to be absent. Please do not call in at the last minute unless it is an extreme circumstance. If absenteeism is a problem, you will be terminated. If you “no call, no show”, this results in termination. If you know of a day you will be absent in advance, you must inform Smart Start, the parent and the school facilitator in writing.
8. School Holidays: We follow the county calendar. There will be no tutoring on school holidays or on teacher duty days. Be aware of early release school days. They fall on Wednesdays. Tutoring will take place an hour earlier on Early Release Wednesdays. Also, please watch the news for any cancellations due to weather.
9. Payday: You will be paid by the last day of the month for the previous month. You can pick up your check at Smart Start, or have it mailed. You will only be paid if your paperwork was in on time the month before. Keep accurate records to insure timely payment! 1099 Forms will be mailed at the end of the fiscal year. Please remember to keep all receipts pertaining to tutoring, for example, mileage, gas, automobile, cell phone, etc.
10. Contacting Smart Start: Email smartstartnclb@aol.com or 1-888-NO-FAIL-1. Please call your coordinator if there are any emergencies. Please have available your schools’ and parents’ phone numbers.
11. Responsibility in Schools: All school and county rules apply when you are on school campuses. We are unable to use anything in the classroom or work on a student’s homework. You will meet with each facilitator before you start tutoring to learn the procedures at each school. There will be a lead tutor at each school who will answer questions and keep attendance records. 
12. Tutor Evaluations: Everyone is on a 30 Day Probationary Period. Pop visits will be completed by Ivetha Witherspoon and Deborah Cooney. Evaluations will be done randomly and feedback will be given.
13. Child Abuse & Incident Reporting: If you suspect child abuse, molestation or cannot locate your student, you MUST inform Smart Start immediately (must be within 12 hours in writing).  We will then inform the school and district. If there is an accident or incident during tutoring, you must call Smart Start immediately to let us know. You must also produce a written statement to Smart Start within 12 hours of the accident/incident.
14. Tutor Record Keeping: All tutors are required to keep accurate records. 
a. Attendance Calendars- You must fill out a calendar for EACH student DAILY. You are responsible for making sure the times listed are the actual time that you tutored the student. You may not record for travel time or prep time. Times must be consistent with the student’s SLP.  You must make sure the adult who takes responsibility  of the child from you initials the calendar daily. Sign and date your calendar at the end of each month. We will not accept incomplete calendars. If your calendars are incomplete, you will not get paid. 
b. Tutor Log- You must fill out a tutor log daily with all information listed. In the notes section you can record anything noteworthy (example: behavior issues, if the parent was late picking the student up). The tutor log is also a way to keep track of hours. It is your responsibility to keep track of student hours. You will not be paid if you tutor a student more than their SLP contracted time. 
c. Lesson Plans- Make sure your lesson plans are visible during the tutoring session. Please record dates and assessment scores in your plans. You are responsible for making your own copies. A copy machine is available at Smart Start. Pacing guides will be provided. You should adjust the lesson plans and write in any additional supplemental curriculum as needed by your student.
d. Progress Reports- Each student must have a monthly progress report. See attached report.
15. Tutoring Sessions: At the first session, please send home the letter to the parent and the teacher. Before you tutor, you should review the material you will cover that session. Make sure you have any supplemental materials you need for each lesson. During tutoring, the first 5 minutes should be a review of previously covered material and the last 5 minutes should be a review of what was covered that session. Please refer to the SLP for the subjects you will tutor. Refer the SLP for accommodations for students with an IEP or 504 plan.  Make sure calendar is signed, times are accurate, and log is filled.  Follow schools’ sign in and out procedures.
