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TUTOR FORM PACKET

To become an Approved Immaculata University Tutor, you will need to complete the following forms and return them to the appropriate offices:

· Tutor Recommendation Form

· Have Instructor Return Form to Katherine Vojtko at the Tutoring Center
· Student will Return Form from the Instruction if Instructor Permits. 
· Tutor Contact Information Sheet 
· Return to Katherine Vojtko at the Tutoring Center
· IU Student Employment Request
· Return to the Office of Financial Aid
*Please make sure that ALL Required Fields are filled out BEFORE returning the forms*

Immaculata University

Academic Success Center

Tutor Recommendation Form

To the applicant:

Please complete the following information before presenting the recommendation form to your professor.

	Name



	School Address



	School/Campus Phone                                                               Cell Phone



	Email Address                                                                            Subject(s) interested in tutoring




To the professor:
This student has applied to be a peer tutor in the Academic Success Center and has given your name as a reference. Your candid evaluation of the applicant’s qualifications for the position is appreciated and will not be shared with anyone other than the student (if requested). Thank you for your time and prompt response. 

	Qualities                                                                              Poor                                                    Excellent

	Subject Knowledge
	

	           Ability to express and explain subject material clearly
	    1              2             3              4               5           N/A

	      Ability to analyze and discuss subject material
	    1              2             3              4               5           N/A

	Comments:



	Interpersonal Skills
	

	Patience
	    1              2             3              4               5           N/A

	Tact
	    1              2             3              4               5           N/A

	Friendliness
	    1              2             3              4               5           N/A

	Listening Skills
	    1              2             3              4               5           N/A

	Positive Attitude
	    1              2             3              4               5           N/A

	Comments:



	Employment Qualities
	    1              2             3              4               5           N/A

	Promptness
	    1              2             3              4               5           N/A

	Reliability
	    1              2             3              4               5           N/A

	Preparedness
	    1              2             3              4               5           N/A

	Self-motivation
	    1              2             3              4               5           N/A

	Initiative
	    1              2             3              4               5           N/A

	Comments:




Instructor: ______________________________________________ Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________

Thank you for your time. Please return this form to Katherine Vojtko, Academic Success Center, 18 Villa Maria.

Tutor Contact Information Sheet

Name: 







Email: 







College (circle one): Undergraduate
   Lifelong Learning
Graduate

Cell #: 






Class year: ___________________________
Tutoring Subject(s): 







Additional Comments/Scheduling Concerns:

2010/2011 IU Student Employment Request

Section 1 – Student Information (All information MUST be completed)
Student Name ______________________________



Student ID# ____________


Student SS# ______________


Student Phone # _________________
Student Email ________________________
College (Circle one):  Undergraduate       College of Lifelong Learning        Graduate 
Have you worked on Campus Previously?  
Yes / No

Section 2 – Employer Information (To be completed by your potential employer)
Department: Tutoring Services Department


Department Code: 5430
Supervisor’s Name:  Katherine Vojtko



Supervisor’s ext. 3729
Supervisor’s Email: Kvojtko@immaculata.edu
Position Title: Tutor


Approximate Number of Hours per Week: __________________

Section 3 – Signatures

Student’s Signature _________________________________
Date _____________

Supervisor’s Signature ______________________________
Date _____________
After completing this form, forward it to the Office of Financial Aid (200 Lourdes).  Students must meet with the Student Employment Coordinator to review their financial eligibility and complete the required Federal and State employment documentation.  
If the student has not received a pay check from Immaculata University previously, they should bring supporting documentation to complete the Federal I-9 Form.  The two most commonly used documents are the State Drivers License and Social Security Card.  
Once a student has satisfied all requirements they will receive their official Approval Card.  Students may not work, before they receive the Approval Card, nor before the assigned dates of the term.
