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Frequently Asked Questions from Tutors
· How do I sign up to be a peer tutor for the TLC?
Tutor application forms are available through my.sbu.edu or in the TLC, 26 Doyle Hall, directly below Health Services, Monday through Friday 8:30-5:00.  You must have achieved a final grade of B+ or higher in the courses you want to tutor.  The TLC will contact your professor for a referral.  You will be contacted via e-mail when/if the TLC receives a tutoring request that you can fill.
· How many hours per week will I work?

This depends upon the requests for tutors received by the TLC.  If you feel you cannot take on any additional hours as the semester goes on, just notify the TLC staff.

· How much will I be paid?  Do I get paid more if I tutor more than one student at the same time?
Tutors are paid minimum wage which is $7.25 per hour as of 7/24/09. This is an hourly wage regardless of whether you meet with one student or with a small group.  Tutoring experience looks great on your resume, and many students use the TLC as a reference when applying for internships and jobs.
· What do I have to do in order to get on the payroll?

Before a student is eligible for employment, he/she must go to the Financial Aid Office to fill out Federal I-9 Form, Federal W-4 Form, and New York State IT-2104 or IT-2104E.
Be prepared to show two forms of ID, one can be driver’s license or Bona ID, and the other can be your original social security card, birth certificate, or passport.
All non-US citizens may have additional requirements and should report to the Office of International Studies prior to obtaining employment.

All necessary forms must be on file with the Financial Aid Office before a paycheck will be processed.

Within 48 hours after you have completed your paperwork at the Financial Aid Office, you should have access to your online timesheet through my.sbu.edu.
· How do I submit my timesheet?

Instructions for completing your online timesheet will be sent to you via e-mail. If you have any questions when submitting your timesheet, please contact the TLC. 
· When do I submit my timesheet and pick up my paycheck?

Timesheets are due before noon every other Tuesday according to the schedule posted in the TLC.  You are encouraged to sign up for Direct Deposit of your paycheck at the payroll department on the second floor of Hopkins. You may pick up your Direct Deposit Notice or your paycheck in the Reilly Center Ticket Office after 12:30 p. m. every other Friday. If a timesheet is submitted after the deadline, or is incomplete, you will not receive a paycheck.  Late time must be submitted on a paper timesheet by the supervisor to the Payroll Department.  Paper timesheets must include both your signature and your supervisor’s signature.

· Where and when does tutoring take place? Is tutoring permitted outside of the TLC?

 All tutoring takes place in the TLC between 8:30-4:30 on weekdays.
· What do I do if my student needs more than one hour per week of tutoring?

Tutoring is normally restricted to one hour per week per course to ensure the student is doing work on his own. 
· What do I do if I or my student needs to cancel or reschedule our weekly tutoring appointment due to an unavoidable conflict?

Please inform TLC staff of the need to cancel or reschedule at least 24 hours prior to the normally scheduled appointment time, and inform the TLC of the details for the rescheduled appointment.  
· What do I do if my student is asking me to do his/her work without putting forth any effort on his own?

Please report this situation to the TLC staff.  Students should try to learn the material on their own and try to do their assignments on their own before asking their tutor for assistance.  The goal of tutoring is to assist the student to become an independent learner.
· What do I do if my student arrives unprepared or reports he/she has nothing to go over or if he/she  is more than ten minutes late?
This counts as a no show.  You should report this to the TLC staff and document the no show on your “Tutorial Evaluation” sheet.  You will be partially compensated for this tutorial; however, after two no shows, the student will lose his/her tutoring privileges for the remainder of the semester.
· How do I contact the TLC?
The phone number for the TLC is 716-375-2066.  After 5:00 p.m., you can leave a voice mail message which will be received the next morning after 8:30 a.m.   You can also send e-mail messages to tlc@sbu.edu or glarrabe@sbu.edu.  Please keep in mind that e-mail is checked during normal business hours of 8:30 a.m.-5:00 p.m.
