Returning Tutor Hiring Process

Whether a new or returning tutor, the prospective tutor is
directed to Tutorial Center website EACH SEMESTER to
complete online Tutor Semester Assignment Form. (If the
tutor has not worked on campus in the past two years, refer
to the new hire flowchart.)
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Instructor/Tutor Supervisor directs prospective tutor to Tutorial Center
website to begin the hiring process with completion of the Tutor
Semester Assignment Form.
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Gateway and PAL requires completion of the Tutor Training Seminar
or the PAL Tutor Training. A prospective tutor selected for one of
these assignments who does not have the required training, will be
asked to sign up for one of the applicable training sessions.

No additional training required.

The Tutorial Center Coordinator verifies the job
assignment and recent tutoring employment. (If the
tutor has not worked on campus in the past two
years, consult new hire flowchart.)
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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. The Tutorial
Center Coordinator will also send an email to confirm that the tutor
is hired and can begin working.

You will not be cleared to begin working until the
process is complete:
an EPAF is completed and a timesheet is created.




