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In order to be hired the following steps must be completed:

1. _____ Tutor Application: Provide a completed Tutor Application to the ASC
Tutor Manager (see next page).

2. _____ Two References: Provide two references as follows:
• One reference should be from a professor, advisor, or another

appropriate Springfield College professional who can speak to
your potential as a tutor, your abilities to help others, and your
communication skills.

• If you are a tutor candidate for Math Support Services or the
Content Tutorial Program, the second reference must be from
the professor of the course for which you have received an A-
or better.

• If you are a tutor candidate for Writing Support Services, 
the second reference should be from a faculty member who 
knows your writing well, such as your advisor or a Springfield 
College professor with whom you have previously taken a course.

3. _____ Cover Letter: Submit a cover letter explaining why you want to be 
a tutor, and what skills, experiences, and/or character strengths you
think you can bring to the role.

4. _____ WSS Writing Samples: Writing Support Services tutor candidates
should also provide two or more substantial writing samples with their
application. If possible, the writing sample should be from a course taken 
at Springfield College.

5. _____ Interview: Once the two references and additional required materials
are submitted — and if the tutor candidate’s application is accepted —
candidates need to interview with members of the ASC staff.

If hired, newly appointed tutors must do the following:

1. _____ Attend a Tutor Orientation & Training session.

2. _____ Fill out your W2 and I-9 forms in the Financial Aid Office (located in
the Administration Building on the second floor).

3. _____ If you are not currently listed as eligible for Work Study, please check
with the Financial Aid Office (x3108 or finaid@spfldcol.edu) to confirm your 
status. 

4. _____ If Financial Aid confirms that you are not Work Study eligible, you will 
need to fill out a Justification to Hire Form and be approved by the Academic 
Success Center’s director. Obtain a form from the Tutor Manager or the 
Director of the Academic Success Center, in Hickory Hall 109.

** For graduate students and transfer students who wish to tutor a class that was not 
taken at this campus: You will need to meet with the department chair of the subject area
that you would like to tutor. The department chair must be one of your two recommendations,
and then you must follow the steps above.

TUTOR CANDIDATE CHECKLIST
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Please print clearly.

Name: _________________________________________  SC ID#: __________________

E-mail:_________________________________________  SS#: ____________________

Expected graduation date:____________  Major: ________________________________

Are you an Undergraduate, Graduate, or Doctoral student? (circle one)

Phone or cell number: ____________________________________________________

What type of tutorial are you interested in? (Please check one of the boxes below.)
❑ Writing Support Services (tutoring in writing)
❑ Math Support Services (tutoring in courses of the MPCS Department)
❑ Content Tutorial Program (tutoring in all other courses)

Course name: ______________________________________________________________

Professor: __________________________________________________________________

Please CIRCLE answers to the following questions:

Have you tutored with the Academic Success Center before? Y N

Are you eligible for Work Study? Y N Not Sure

Are you currently working in another department?   Y        N
If Yes, where and how many hours are you working? ____________________________

Have you taken and passed the *MTEL? Y        N
(*Massachusetts Tests for Educator Licensure)

How many hours per week are you hoping to work as a tutor? ________________

The Academic Success Center’s Content Tutorial Program offers both individual and
group tutoring.  Please let us know your tutoring preferences:

How do you prefer to tutor students?  
Individually         Small Groups        Large Groups        Both Individual and Groups

If you prefer Individual Tutorials, how many students are you willing to tutor?               
1 2 3 4 5 6 more than 6

Please list times you are available to tutor:

Please bring this completed form to the Academic Success Center, Hickory Hall 109. If you 
have any questions, contact the Tutor Manager, x 3389 or ASCTutorManager@spfldcol.edu.

Date Received: ________________________
Approved by Professor:     Y N Date: ____________________
Justification to Hire Filled out: Y N Date: ____________________
Date Training Completed: _______________

TUTOR CANDIDATE APPLICATION
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