Cary Academy Tutor Agreement Form
	Name of Tutor:
	

	Tutor’s Email Address (required):
	

	Tutor’s Telephone Number (required):
	



The following guidelines have been established for external tutors working with Cary Academy students on the Cary Academy campus.  These guidelines are intended to ensure a productive tutoring environment while also supporting the operational and safety needs of the school. 

Hours:  The second floor of the library is available for tutoring during regular library hours: Mondays through Thursdays from 7:45am to 4:30pm and Fridays from 7:45am to 3:30pm.  Please note that the library is not available for tutoring on holidays and other days when classes are not in session.  Tutors may not work with students at any location on campus other than the second floor of the library unless otherwise directed by a librarian.

Parking:  Tutors are expected to use regular parking spaces on campus and should not use visitor or other reserved parking spaces.

Dress Code:   All adults working on the Cary Academy campus are expected to present themselves in clothing that is appropriate for an academic environment.  Modesty is required. 

Guests:  Tutors may only work with Cary Academy students while on the Cary Academy campus.  Tutors should not bring children, students from other schools or other guests to the library.

Sign In/Sign Out Procedures:  Tutors must sign in at the circulation desk upon arrival in the library and sign out when the tutoring session is over.  Students being tutored must also sign in as usual upon arrival and departure from the library.  Tutors should remind their students to follow this procedure. 

Access to Information and Confidentiality:  Cary Academy employees are not able to provide tutors with access to a student’s grades, schedule or other confidential student information or records.  This information may only be provided by the student or his/her parent.   All school information that a tutor may see in the course of providing services on campus is to remain fully confidential.

Usage of copiers, computers, and other school resources:  Copier codes and computer access are available to Cary Academy students via credentials issued from the Cary Academy Information Services Department.  Students are allowed to use these resources but are not allowed to share their confidential credentials with tutors.
Mobile phones:   Phones must be muted in the library and any phone conversations are to take place outside of the library.

Food and drink:  Food and drink (other than bottled water) are not permitted in the library.

Noise level:  Conversation should be held to a level that is not distracting to others working in the library.

Relationship to Cary Academy:  External tutors are granted permission to be on campus to provide services to individual families.  They are neither employees nor independent contractors of Cary Academy and have no business relationship with the school.   Accordingly, external tutors may not represent themselves as associated with Cary Academy at any time.   
Criminal Background Check:  External tutors must complete a criminal background check as instructed by the Safety and Security Director in order to receive approval to tutor students on the Cary Academy campus.  The cost of the background check must be paid for by either the tutor or the parent.   In addition, an external tutor is responsible for informing the Safety and Security Director immediately if he or she is arrested or brought under investigation for a crime for any reason.

Non-Discrimination and Respect:  Cary Academy does not tolerate discrimination or harassment based on a person’s gender, age, race, nationality, disability or sexual orientation.  In addition, Cary Academy does not tolerate words or actions that may not meet the criteria of unlawful discrimination or harassment but that a reasonable person would find either inappropriate or offensive in a work environment.  

Student Discipline:  Cary Academy is committed to disciplinary practices that preserve a climate conducive to learning and ensure the safety and dignity of all members of the community.  In keeping with that philosophy, Cary Academy prohibits the use of corporal punishment or any other disciplinary methods that are demeaning to students.

Marketing:  Tutors may hand out business cards to Cary Academy families upon request or respond to referrals by other Cary Academy families.  They may also advertise in Cary Academy publications or participate in sponsorship opportunities through the school.  Tutors may not actively solicit business by posting or distributing materials on campus or by sending mailings (paper or electronic) to Cary Academy families.

I have read and understood the guidelines above and agree to abide by them.   I understand that failure to abide by the guidelines may result in loss of approval to provide tutoring services on the Cary Academy campus.

	Signature of Tutor:
	

	Date:
	



Signed form must be submitted to the Safety and Security Director, who upon receipt of the form will provide the tutor with instructions for completing the required criminal background check.   The tutor will be notified of his or her approval to tutor on campus following successful completion of the background check.
Safety and Security Director:  Jeff Wacenske, 919-228-4646, jeff_wacenske@caryacademy.org
----------------------------------------------------------------------------------------------------------------------------------------------------------------
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