TUTOR REMINDERS
1. Remember that you are representing Parkview and need to behave in such a manner to portray PHS in a positive light.

2. Always take your time log to your tutoring class.
3. On-campus tutors will clock in and out of the A+ Office or library.
4. Provide your own transportation (or walk) to your tutoring site.  (You may NOT share rides with another tutor).

5. Remember that you are NOT to make any additional stops (Gas Station, Starbucks, McDonald’s etc) if you are placed off-campus.
6. Clock in at the tutoring site each tutoring session using the Tutor Time Clock.  Failure to clock in will cause you to be counted absent. This system will also report tardies!  Your id # for punch clock is your student number.  If you forget to clock in should immediately call the A+ office to get it corrected. 523-9228
7. You MUST wear your ID badge at all times
8. Remember you are a role model – act appropriately in and out of classroom, follow class rules, etc. 

9. Introduce yourself to the cooperating teacher as their cadet teacher and then ask for instructions.  Find out what routine will work best for this teacher- getting oral directions or written directions in a folder.

10. Introduce yourself to the students and then get to know them – spend a little bit of time each session.

11. Be a self-starter and find ways to help/tutor if the teacher doesn’t always keep you busy. DON’T just sit in the corner and wait for instructions.  Look for ways to help!
12. Try to accomplish as much as possible during each session.

13. Remember to use “Build-up” statements with the students.

14. At the end of each session, touch base with the cooperating teacher to let him/her know what you accomplished.  Make sure he/she initials your tutoring log at the end of each session.

15. If there is an assembly, field trip etc. and you cannot tutor in your classroom, try to find another class to help.   It is essential that you either stay at your tutoring site for the whole time (whether you are able to earn tutoring hours or not) or return to PHS for attendance purposes.  You may NOT elect to go home.
16. Remember to watch your time so that you can return to PHS on time.  

17. No passes will be written if you are late returning to PHS.
18. Remember the district dress code and dress conservatively!

19. Repeated non-school related absences can result in removal from your placement or the class.
20. Turn in time logs and journals on the dates indicated on the log (you will lose 1 point per form for each day it is late).

21. Your grade is determined by your time logs and the cooperating teacher evaluation form that is completed at the end of each semester.
Remember to see me if you have questions or concerns!  And Have fun!!!






