
New Tutor Hiring Process

Drop In Tutor 
(General/subject specific tutor)

Gateway Tutor 
(Course assigned tutor)

Selected for Assignment by 
Instructor or Tutor Supervisor

Instructor/Tutor Supervisor directs prospective tutor to Tutorial Center website to begin the hiring process with 
completion of the Tutor Semester Assignment Form.

Prospective tutor visits Human Resources with identification documents (see next page) to complete hiring 
paperwork. It is recommended that the prospective tutor identifies themself to Human Resources staff as a 
tutor (ie- shows them the email confirmation of the completed Tutor Semester Assignment Form).

You will not be cleared to begin working until the 
process is complete: 

an EPAF is completed and a timesheet is created.

After the prospective tutor completes all paperwork with Human Resources (including a TB Assessment/Test 
and if a non-student a live-scan), Human Resources notifies the Tutorial Center of completion of the packet.

Peer Assisted Tutor

Gateway and Peer Lead Tutor only: 
The Tutorial Center Coordinator will email the 
supervisor and tutor to verify that the hiring 
process is complete and the tutor can begin 
working.

The Tutorial Center Coordinator contacts the prospective tutor with 
information on the available tutor training options.

The Tutorial Center Coordinator creates an EPAF.

The EPAF is completed and a timesheet is 
created. An auto generated email is sent to 

the tutor and the supervisor.

Once the Tutor attends the MTTW, the 
Tutorial Center Coordinator sends an email to 
the supervisor and tutor to verify that the 
hiring process is complete and the tutor 
can begin working.

The prospective tutor will submit the online Tutor Training Sign-Up Form.



New Tutor Hiring Process

Option 1: (One of the following items):

○ US Passport or US Passport Card
○ Permanent Resident Card or Alien Registration Receipt Card (Form I-551)
○ Employment Authorization Document Card (Form I-766)
○ Foreign Passport with Form I-94 or Form I-94A with Arrival-Departure 

Record and containing an endorsement to work. Or Form I-551 stamp (or 
printed notation)

Option 2: (Two items, one each from the following sections):

○ US Social Security Account. Number card
○ Birth Certificate (Form FS-240, FS-545, or DS-1350)
○ Original or certified copy of a birth certificate issued by a state, county, 

municipal authority or outlying territory of the US bearing an official seal
○ Native American tribal document (Form I-197)
○ Employment authorization document issued by Department of Homeland 

Security (DHS).

 AND

○ US or Canadian Driver's License or US ID Card
○ School ID card with photograph
○ US voter registration card
○ US military card or draft card
○ Military dependent’s ID card
○ US Coast Guard Merchant Mariner Document card
○ Native American Tribal document

Documents you should bring to Human Resources

Spring 2019
Hiring Deadline
Jan. 25, 2019


