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Tutor Conduct Complaint Procedure

1. Be knowledgeable of district policies.  You are required to read the LSCS manual on acceptable conduct.

2. No hugging or deliberate touching.  You will refrain from physical contact with students as much as possible.

3. No personal information. You should never collect from students their address, phone number, or other personal information. You may display business cards for private tutoring but any such tutoring must take place outside your scheduled hours.


4. Focus on academics.  You are to avoid making comments of a personal nature. 


5. Tutor in the presence of another employee.  A program manager, another tutor, or a program assistant must be in the tutoring area while you are tutoring. 


6. Engage in professional tutoring activities during assigned hours. You may use personal cell phones and the Tutoring Program business phone only for short emergency messages. You should not use any personal laptop, PDA, video game device, MP3 player, etc. Any internet research should be limited to tutoring topics.

Important:

All tutors are required to observe the regulations listed above and to comply with the program’s “Tutor Policies and Procedures” and the “Tutor Code of Ethics and Conduct.” Any failure to do so may result in disciplinary action.

The Complaint Process:  

· First complaint - verbal counseling by a supervisor.

· Second complaint - conference with two supervisors and written recording of the complaint.

· Third complaint - dismissal.  







