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TWC&LEC TUTOR APPLICATION FORM 2017-2018
Date:                            ____________________________

Place to Apply:           English Lab at TWC _____ Arabic Lab at TWC _____ Learning Enhancement Center _____

First Name:                  ___________________________________________________________________

Last Name:                   ___________________________________________________________________

Date of Birth:              ____________________________________________________________________

Student ID:                  ___________________________________________________________________

Cell Phone No.:            ___________________________________________________________________

E-mail Address:            ___________________________________________________________________

Completion of Study (please select one):

___ (1st year)        ___ (2nd year)        ___ (3rd year)        ___ (4th year)     ___ (Graduated Student)
Major (if declared):_____________________________________________________________________

60 Hours Commitment:   _________Yes      _____________No

120 Hours Commitment: ________ Yes      _____________No

TOEFL Score:   _______________                                G.P.A.:______________________
   Student Signature: __________________________________

*************************************************************************************

TO BE COMPLETED BY THE ADMINISTRATION OF THE STUDENT SUPPORT FUND ONLY:

Date of Availability:    ___________________________________________________________________

Date of Completion:   ___________________________________________________________________

   Student Support Fund Signature:  ___________________________________

   Student Support Fund Stamp:
TWC&LEC Academic Tutor Internship

The Writing Center requires students with a high level of English proficiency to work at the Writing Center as peer-tutors to assist academic students that require assistance in their writing skills.

Responsibilities of a Peer Tutor:
1. To provide assistance to students in improving academic writing skills.

2. To be able to communicate effectively with students in English.

3. To participate in the continuous training program once a week at the Writing Center.
4. To be supportive and understanding to students needs as a mentor.

5. To be able to use the internet effectively in terms of assisting students with research.

6. To be committed to improving their own writing skills and maintain a daily journal.

7. To be able to uphold the policies and procedures of the Writing Center and Learning Enhancement Center
8. To be able to offer assistance to full-time TWC & LEC staff with planned activities.
Working hours of a Peer Tutor:
Peer Tutors will be required to fulfill the working obligations in regards to the following:

1. Committed to working at TWC&LEC for the duration of minimum of 1 semester. Peer Tutors will be given the option to renew their obligations at TWC&LEC after the completion of 1 semester based on performance and evaluation by TWC&LEC Director.
2. Tutors will be required to work at TWC&LEC in 3 hour or 6 hour blocked shifts that are conducive to TWC&LEC‘s needs.
3. Peer Tutors are required to attend at least 1 training workshop per week for the continuous professional development of educational instructional methods. In addition, every tutor is obligated to keep a daily writing journal for the expression of creative thought and the promotion of writing.

4. Peer Tutors will be obligated to work at TWC&LEC for a total of 60 hours per month, 15 hours per week. Graduating Students are obligated to work 120 hours per month, 30 hours per week. (Please note the following chart)
	
	Hrs. per Month
	Hrs. per Week
	Hrs. per Day
	Days per Week

	Student Enrolled in more than 4 Courses Per Semester
	60
	15
	3
	5

	Graduating/Graduate Students with limited enrolment, or conducting projects or research
	120
	30
	6
	5


Hiring Requirements for Peer Tutors:
Peer Tutors will be required to fulfill all criteria of the hiring process prior to being hired to work at TWC&LEC.

1. Peer Tutors must have a minimum G.P.A. of 3.0. The peer tutor must submit verification of their G.P.A. grade from their Academic Advisor to the Director of TWC&LEC. 
2. Peer Tutors must have a minimum score on the TOEFL examination of 480. The peer tutor must submit verification of their TOEFL score from the Department of Records and Registration to the Director of TWC&LEC.
3. Peer Tutors must write a 5 paragraph essay in proper format on the topic “Why I Want to Work at the Writing Center (Learning Enhancement Center)”. The essay must be typed using Microsoft Word, no hand written submissions will be accepted.
4. Peer Tutors must have a 15 minute interview with the Director of TWC&LEC to evaluate the peer tutor’s competence in English. Interviews will not be offered to prospective tutors until they have completed the first 3 steps of the hiring process.
Hiring Process of Peer Tutors:
1. Fill in the application form for the position to work as a peer tutor at TWC&LEC.  Applications can be obtained at the Student Support Fund Office or at the Writing Center front desk.
2. Obtain a letter of verification from the Department of Records of Registration indicating that your TOEFL score is 480 or above and that your G.P.A. is above 3.0.
3. Submit the application to the Director of the Student Support Fund to ensure that you qualify for the position. If approved, your application will be returned to you with a stamp, and you will be directed to go the Writing Center to finish the final stages of the process.
4. Write your 5 paragraph essay on “Why I Want to Work at the Writing Center (Learning Enhancement Center)”.  All essays must be typed; handwritten submission will not be accepted.
5. Submit your stamped application from the Student Support Fund Office, along with your essay to the administrative desk at the Writing Center. An appointment with the Director of TWC&LEC will be granted for a formal interview to further determine your English proficiency and ability to work at TWC&LEC. 
     Duration and Conditions of Terms of Employment for Peer Tutors:
1. Approved students will be permitted to work at TWC&LEC as a Peer Tutor on a continuing basis pending a semester review of performance, a formal observation and evaluation of tutorial effectiveness, attendance and peer tutorial records, and TWC&LEC staff and student feedback conducted through the collection of data related surveys.
The continuous assessment and evaluation of peer tutors of TWC&LEC ensures that the facility has the most competent individuals’ servicing the needs of students. Failure to accomplish above satisfactory results throughout the evaluation process at the end of each semester will disqualify applicants from the continuation and ability to serve in the capacity as a peer tutor for the following academic semester. 

     Assessment Criteria: 

a) Semester review of performance

b) Observation and evaluation of tutorial effectiveness

c) Attendance and peer tutorial records

d) TWC&LEC staff and student feedback

e) Maintain a G.P.A. above 3.0

Condition for Graduating Students:

2. Graduating Students are divided into two separate categories: 
A. Students that have graduated from their degree programs and have no other obligations or academic commitments with the UoN.
Students that have graduated from their degree programs and have no other obligations or academic commitments with the UoN will be permitted to work at TWC&LEC for the maximum period of one (1) complete academic semester. 
B. Students that have graduated from their degree programs but are working on projects, thesis, or are enrolled in graduate studies.
Students that have graduated from their degree programs but are working on projects, thesis, or are enrolled in graduate studies will be permitted to work at TWC&LEC for as long as he/she are active and enrolled students within their given degree programs and meet the standard of the assessment criteria.
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TWC & LEC PEER TUTOR INTERVIEW EVALUATION

Date: ___________________________________

Applicant’s Name: _______________________________________

Applicant’s I.D. #:  _______________________________________
WRITTEN COMPOSITION ASSESSMENT:

· Style & Format: __________________________

· Punctuation Errors: _______________________

· Capitalization Errors: ______________________

· Spelling Mistakes: ________________________

· Grammatical Errors: _______________________

· Sentence Structure: _______________________

· Vocabulary: _____________________________

· Topic & Concluding Sentences: ______________

Writer’s Ability to Express Ideas:

Writer’s Ability to Detect and Explain Errors:

Overall Impression of the Composition:


ORAL PROFICIENCY ASSESSMENT:

Pronunciation:      1      2      3      4      5      6      7      8      9      10      11      12      13      14      15      16      17      18      19       20

                                 Poor                Very Weak                  Needs Improvement               Average               Strong           Excellent

Fluency:                  1      2      3      4      5      6      7      8      9      10      11      12      13      14      15      16      17      18      19       20

                                Poor                Very Weak                   Needs Improvement               Average               Strong          Excellent

Intonation:             1      2      3      4      5      6      7      8      9      10      11      12      13      14      15      16      17      18       19       20

                                Poor                Very Weak                   Needs Improvement                Average               Strong           Excellent

Grammar:               1      2      3      4      5      6      7      8      9      10      11      12      13      14      15      16      17      18       19       20

                                  Poor                Very Weak                  Needs Improvement               Average               Strong           Excellent
Overall Impression:  1      2      3      4      5      6      7      8      9      10      11      12      13      14      15      16      17      18    19     20
                                  Poor                Very Weak                  Needs Improvement               Average                 Strong          Excellent

Ability to Answer Questions:

Ability to Explain Opinions and Ideas:

Overall Impression:

Notes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Recommendation to Work at TWC&LEC:        _______ YES      _______ NO      ______ MAYBE

Evaluation Conducted By the Director of TWC&LEC:

Derek M.N. O’Connell:   _____________________________
TOEFL SCORE: ____________


G.P.A.: ________
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Evaluations are considered to be confidential and to be filed at TWC&LEC  for record purposes and copies given to the Department of the Trusteeship Student Support Fund.








Writing Center         UoN


