
 

 

Confidentiality, Paperwork, Policy and Procedures  

This section focuses on confidentiality, filling out and filing paperwork, as well as tutoring 

policies and procedures.   

 

Confidentiality  

According to FERPA, the Family Educational Rights and Privacy Act, student records are 

confidential and protected by Federal Law.  As a tutor, you will have access to student 

educational and personal information which you may not share with or disclose to any other 

party.  

 

Placement Cards 

The student learner placement card is a tutor’s first introduction to a student learner. The Tutor 

Coordinator will place the card in your tutoring folder, which is located in the black bookshelves 

in A-100.  

 



 

 

When you receive the placement card, the Tutor Coordinator will have already filled out 

information regarding the student learner’s name, contact information, your name, the course 

name and number, as well as the instructor’s name.  You will contact the student learner to 

schedule a date and time to meet and then fill in the appropriate information in the spaces 

provided on the placement card.  After completing this information, you will leave the placement 

card in the Tutor Coordinator’s blue folder, located in the black bookshelves in A-100.  

 

Progress Reports 

The weekly progress report is just one way to keep track of the developments and advancements 

made between you and your student learner.  

 



 

 

You will complete a weekly progress report for each student learner that you tutor.  At the end of 

each week, paperclip your progress report(s) to your time card and place in the Tutor 

Coordinator’s folder. 

 

Time Cards 

When filling out your time card, be sure to include: your name, the beginning date of the week, 

your job title (“tutor”), the hours you worked for each day of the week, rounded to the quarter 

hour and written in decimal form, your total hours for the week, your signature, and the ending 

date of the week.  

 



 

 

Time cards should be turned in to the Tutor Coordinator’s folder by noon on Friday of each 

week.  Failure to turn in a properly completed time card by Friday will delay your pay for up to 

two weeks.   

 

 

Policy and Procedures 

 
Policy 

 

Terra State Community College will provide free tutoring services to eligible students 

 

Procedures 

 

A. Students with documented special needs may request tutoring regardless of current class 

grade.  

 

B. Students who do not meet the above criteria must obtain instructor verification 

concerning the information below. 

 

1. Students must receive a course grade of “C” or below. 



2. Tutors will only be provided to those students who attend class regularly and 

whose attempts at class assignments are verified by their instructor.  

3. Students must meet required prerequisites and possess the required COMPASS 

assessment scores necessary for the course that tutoring is being requested.  

 

C. Students requesting tutoring services must agree to and sign the Student Learner 

Agreement and abide by the following rules: 

  

1. Provide one day advanced notification directly to the tutor of changes in 

scheduled tutoring sessions. 

2. In the event that 2 “no-call, no-show” events occur, tutoring services will be 

terminated for the remainder of the semester in the respective class. 

3. Two scheduled, or excused, absences from scheduled tutoring sessions will be 

permitted. 

4. Initial contact of a student learner must be reciprocated within 2 days or the 

student learner will be required to submit a new Tutor Request form and be placed 

at the bottom of the needs list. 

5. The student learner will accept responsibility for his/her own academic progress. 

6. The student learner must continue to attend class regularly while receiving 

tutoring. 

 

D.  Student learners are allotted a maximum of 10 tutoring sessions per class.  If the 

instructor verifies a need for further tutoring, a second Tutor Request form may be 

submitted. 

 


