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1.
Direct deposit payroll is issued bi-weekly from the Campus Employment Service from the SUCCI office. 

2. It is YOUR responsibility to record your tutoring hours accurately by the following procedure.

NOTE: A separate timesheet must be kept for each tutee or group that you are tutoring.
(a) Accurately record your employee ID number, your name, your tutee’s name & the course code.

(b) Record the date you submitted your timesheet.

(c) Use the sheet outlining the payroll submission dates to accurately complete the pay period number & the ending dates for both weeks of the pay period. If you did not tutor during one of the weeks, you must still note the week ending date & write “0” in the box for the total number of hours that week. DO NOT put hours for Week 2 into the Week 1 section.
(d) At the end of each tutoring session, accurately record the amount of time you have tutored.  Have the tutee use their full signature (no initials) to sign the timesheet every time you tutor him/her.  You will be paid for only “verified tutoring hours” (as signed by the tutee). 

(e) Should you change the recorded time, please have your tutee circle and initial the change 

(f) If a scheduled appointment has been missed, record the amount of time (up to 1 hour maximum) on the day of the appointment.  Then, write the word “missed” where the student’s signature would normally appear. Use the codes “LM” (left message) or “NM” (no message) to indicate whether the tutee left a message or not.

(g) At the end of each week, record the total number of hours tutored for the week.

(h) Fully complete the evaluation section at the bottom of the timesheet. Circle "Yes" or "No" for the 3 questions on each timesheet. Remember to include a brief description of the topics and/or Chapter # for each course tutored on every timesheet. Complete the "Comments" section at the bottom to let both the tutee and the Academic Success Centre know how they are doing. This comment can be very brief. You can also use this section to encourage your tutee or to make suggestions for improvement.
(i) After completing the evaluation, ensure that both you & the tutee sign the bottom of the sheet.
(j) Please follow sample timesheet completely.

3.
Submit your time sheets by 4:00 p.m., every second Friday to the Tutoring Officer. Timesheets should be placed in the Timesheet Basket in the Academic Success Centre. See the handout “Payroll Submission Dates” for the exact submission dates.

· LATE TIME SHEETS WILL NOT BE PROCESSED UNTIL THE NEXT SUBMISSION DATE. 

· INCOMPLETE AND/OR INCORRECT TIMESHEETS WILL NOT BE PROCESSED UNTIL THEY HAVE BEEN COMPLETED AND/OR CORRECTED. If there is a problem, you will have to come in to the Academic Success Centre to correct it before your timesheet will be processed.
4. Timesheets may be faxed to the Tutoring Officer [(807) 473-3744] to the attention of “Tutoring Officer”. The original timesheet should then be handed in to the Academic Success Centre or forwarded to the Tutoring Officer by interoffice mail before the next submission date. 
5. Notify the Tutoring Officer immediately if you have a change of address or phone number.

6. If you have any problems or questions, come to the Academic Success Centre or phone (807)473-3894.
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MAXIMUM TUTOR TIME


Each tutor is allowed a maximum number of tutoring hours per week (6).


2 hrs for one subject; 3 hrs for two or more subjects; 3 hrs for group tutoring 








NOTE: TUTORS ARE PAID BY THE HOUR AND NOT BY THE STUDENT.


Therefore, if tutoring two or more students together,


TUTOR STILL RECEIVES $ HOURLY RATE.
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TUTOR TIMESHEET REMINDERS








