TRIO City College MSU Billings

ZITY COLLEGE

stupent sueport services — TRIO Student Support Services

ontana state university billings,

Job Description: City College TRIO Student Support Services Peer Mentor

Assist students by assessing needs and developing a course of action, academic counseling,
financial aid consultation, goal/motivation guidance, presentation preparation and delivery,
public speaking, assist with career exploration, recruit and track students, promotion of
services, telephone conferencing. Accurate, complete, and timely documentation/case notes
and data entry are mandatory. Confidentiality and sensitivity are required. Additionally,
successful candidate will work with a variety of students from diverse backgrounds and have a
working knowledge of campus and community resources. Other duties as assigned.

Paid or Unpaid: Starting pay is $9.00/hour (must have work study to be eligible for pay)

Responsibilities:

Academic Counseling

Financial Aid Consultation

Goal Setting

Workshops: Time Management, Note Taking, Budgeting, Study Skills, Structured
Study Schedules, etc.

Career Exploration

Knowledge of Campus and Community Resources

Accurate, Complete, and Timely documentation/Case Notes, and Data Entry are
MANDATORY

Confidentiality and Sensitivity are required

Contact assigned mentees and scheduling mutually convenient mentoring sessions
Notify mentees as soon as possible if scheduled meetings must be cancelled or
changed

Arrive punctually at scheduled work times

Provide encouragement to students to help improve academic performance
Check email and voicemail regularly and respond to mentees in a timely manner
Communicate regularly with the Academic Counselor about mentees’ progress
Demonstrate understanding and acceptance of student diversity

Follow the highest standard of ethical conduct as outlined in the MSUB General
Bulletin

Qualifications: A successful candidate will work with a variety of students from diverse
backgrounds. While a junior or senior status is preferred, students with other class standings
will be considered. Student must have a cumulative GPA of 3.0 or better. Students who
currently attend City College or MSU Billings University full-time are preferred. Student must
be eligible for work-study. Students who become Peer Mentors cannot be tutors.

STUDENT SUPPORT SERVICES/TRIO PEER MENTOR
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*If interviewed, please provide a cover letter, a resume, and 3 references.

Name: Campus ID#:

Phone Number: Email:

Have you had a previous job on campus: Y N

If yes, name job:

Major: Minor:
Estimated GPA:

Circle your current class status: Sophomore Junior  Senior Graduate

Number of credits enrolled in this semester:

About how many hours a week would you be interested in working?
Do you have Work Study Funds? Y N

Why do you want to be a mentor?

Have you ever been a mentor before? If yes, please describe your experience.



Please complete these two exercises. You may type up your answers on a separate

sheet of paper and attach it to the application.

1) Jennifer is your mentee. You have met with her once. She is about 30, single, and has 3

2)

children between the ages of 4 and 10. She is taking 13 credits and majoring in History.
You have sent 2 letters, 1 email, and phoned 3 times. Jennifer has not responded.

Compose a letter to Jennifer addressing your concerns and why she should come in to
see you.

We do not expect peer mentors to have exhaustive knowledge of all community/campus
resources. We do expect that peer mentors have the skills to research and identify
possible solutions. Also, professional staff is not always available to answer questions.
You may be required to help students find answers to their concerns.

Zach calls in a panic because his car broke down and he does not have the money to
fix it. Spend 15 minutes researching possible resources that could potentially assist the
student. Compose an email to Zach letting him know about the resources available.
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STUDENT SUPPORT SERVICES/TRIO City College PEER MENTOR
Name: Date:
Email: Phone Number:

YOUR CURRENT SCHEDULE: Please X-out all times you are NOT available to work.

Monday Tuesday Wednesday Thursday Friday Saturday

8am-
9am

9am-
10am

10am-
11am

11am-
12pm

12pm-
1pm

1pm-
2pm

2pm-
3pm

3pm-
4pm

4pm-
5pm




TRIO Student Support Services TRIO

Employee Confidentiality Agreement

STUDENT SUPPORT SERVICES

Billings, Student Support Services, | agree as follows:

1. For purposes of this Agreement, “confidential information” is defined as
information disclosed to me or known by me as a consequence of my
employment, and not generally known outside the Student Support Services
Program.

2. During my employment and after the termination of my employment, | will
hold the confidential information of the Student Support Services Program
in trust and confidence and will not use or disclose it or any embodiment
thereof, directly or indirectly, except as may be necessary in the
performance of my duties for the Student Support Services Program. |
understand that disclosure could be highly damaging to the University, its
donors or others.

3. | will not remove materials containing confidential information from the
Student Support Services Program, unless authorized to do so by my
supervisor. Any and all such materials are property of the Student Support
Services Program. Upon termination of any assignment or as requested by
my supervisor, | will return all such materials and copies thereof to the
Student Support Services Program.

4. | understand that if | violate this Agreement, | may be subject to disciplinary
action, including termination, or legal action or both.

IN WITNESS WHEREOF, and intending to be legal bound, | have hereunto set my
hand on this dayof _ , 20 .

Employee Signature Supervisor Signature

Printed Name Printed Name



Family Educational Rights and Privacy Act of 1974 (FERPA)

The Family Education Rights and Privacy Act of 1974, as amended, is a federal law which
states that following: a written institution policy must be established, and a statement of
adopted procedures covering the privacy rights of students must be made available. The law
provides that the institution maintain the confidentiality of student education records.

Montana State University Billings accords all the rights under the law to students who are
declared independent. No one outside the institution shall have access to nor will the
institution disclose any information from students’ educational records without the written
consent of the students except to personnel within the institution, to officials of other
institutions where students seek to enroll, to persons or organizations providing students with
financial aid, to accrediting agencies carrying out their accreditation function, to persons in
compliance with a judicial order, and to persons in an emergency in order to protect the
health or safety of students or other persons. All these exceptions are permitted under the
Act.

Within the Montana State University Billings community, only those members, individually or
collectively, acting in the student’s educational interest are allowed access to student
education records. These members include personnel in the Offices of Admissions/Records,
Controller, Financial Aid, and academic personnel within the limitations of their need to know.
At its discretion the institution may provide directory information in accordance with the
provisions of the Act to include the following: student name, local and permanent addresses,
local and permanent telephone numbers, date and place of birth, dates of attendance, class,
college, major, most recent school attended, fulltime or part-time status, honor roll,
participation in officially recognized activities and sports, weight and height of members of
athletic teams, degree(s) and honors conferred, and commencement program information.
Students may withhold directory information by notifying the Registrar in writing within two
weeks after the first day of class for the Fall Term.

Request for non-disclosure is honored by the institution for only one academic year;
therefore, authorization to withhold directory information must be filed annually in the Office
of Admissions/Records.

The law provides students with the rights to inspect and review information contained in their
educational records, to challenge the contents of their educational records, to have a hearing
if the outcome of the challenge is unsatisfactory, and to submit explanatory statements for
inclusion in their files if the decisions of the hearing panels are unacceptable. The Registrar
has been designated by the institution to coordinate the inspection and review procedures for
student education records, which include admissions, personal, academic, and financial files,
and academic cooperative education, and placement records. Students wishing to review
their education records must make written request to the Registrar listing the item of interest.
Only records covered by the Act will be made available within 45 days of the request.
Students may have copies made of their records with certain exceptions (e.g., a copy of the
academic record for which a financial “hold” exists, or a transcript of an original or source
document which exists elsewhere). These copies would be made at the student’s expense at
existing rates which are listed in the current catalog. Education records do not include
records of instructional administrative, and education personnel which are the sole



possession of the maker and are not accessible or revealed to any individual except a
temporary substitute, records of the law enforcement unit, student health records,
employment records or alumni records. Health records, however, may be reviewed by
physicians of the student’s choosing.

Students may not inspect and review the following as outlined by the Act: financial
information submitted by their parents, confidential letters and recommendations associated
with admissions, employment, job placement, or honors to which they have waived their right
of inspection and review; or education records containing information about more than one
student in which case the institution permits access only to that part of the record which
pertains to the inquiring student. The institution is not required to permit students to inspect
and review confidential letters and recommendations placed in their files prior to 1 January
1975, provided those letters were collected under established policies of confidentiality and
were used only for the purpose for which they were collected.

Students who believe that their education records contain information that is inaccurate,
misleading, in violation of their privacy or other rights may discuss their problems informally
with the Registrar. If the decisions are in agreement with the student’s request, the
appropriate records will be amended. If not, the student will be notified within a reasonable
period of time that the records will not be mended; and the student will be informed by the
Registrar to the right to a formal hearing. Student requests for a formal hearing must be
made in writing to the Vice Chancellor for Student Affairs, who, within a reasonable period of
time after receiving such requests, will inform students of the date, place, and time of the
hearings. Students may present evidence relevant to the issues raised and may be assisted
or represented at the hearing by one or more person of their choice, including attorneys, at
the students’ expense. The hearing panel, which adjudicates such challenges, will be the
Vice Chancellor for Student Affairs, representatives of that office and Dean of the student’s
College.

Decisions of the hearing panel will be final, will be based solely on the evidence presented at
the hearings, will consist of written statements summarizing the evidence and stating the
reasons for the decisions, and will be delivered to all parties concerned. The education
records will be corrected or amended in accordance with the decisions of the hearing panel if
the decisions are in favor of the student. If the decisions are unsatisfactory to the student, the
student may place with the education records statements commenting on the information in
the records, or statements setting forth any reasons for disagreeing with the decisions of the
hearing panel. The statements will be place in the education records, maintained as part of
the student’s records and released whenever the records in question are disclosed.

Students who believe that the adjudications of their challenges were unfair or not in keeping
with provisions of the Act may request, in writing, assistance from the chancellor of the
institution to aid them in filing complaints with the

Family Education Rights and Privacy Act Office (FERPA),
Department of Education, Room 4074,
Switzer Building, Washington, D.C. 20202.



Revisions and clarifications will be published as experience with the law and institution’s
policy warrants.

Penalties for Violating FERPA Regulations

The Family Policy Compliance Office reviews and investigates complaints of violations of
FERPA. If the Office finds that there has been a failure to comply with FERPA, it will notify
the institution about the corrections that need to be made to bring the institution into
compliance. The Office will establish a reasonable period of time for the institution to
voluntarily accomplish the specified changes.

If the Secretary of Education finds, after this reasonable period of time, that an institution has
failed to comply with FERPA and determines that compliance cannot be secured by any
means, the Secretary can, among other options, direct that no federal funds under his/her
administrative control (financial aid, educational grants, etc.) be made available to that
institution.

Although federal funding has never been withheld from any institution under these
regulations, civil cases have been brought for alleged violations of FERPA.

MSU-Billings Student Employee Agreement
After discussing what this means with my supervisor, | understand that a violation of
the Family Educational Rights and Privacy Act will subject me to the appropriate
action and would be a violation of federal law as well as grounds for dismissal from

this job.

Employee Signature Date

Employee’s Supervisor
Signature Date




General Guidelines and Boundaries when Working with Students

9.

Maintain professional boundaries with students at all times.

Meet each individual student where they are at that time. Strategies for one student may
not be appropriate for another.

Some of our students live with issues that you may not be aware of. Not all disabilities
are visible disabilities. Some invisible disabilities include Posttraumatic Stress Disorder,
learning disabilities, Traumatic Brain Injuries. These students may appear fine, but can
have strong, unexpected reactions to certain events. Always be aware that you may not
know the whole picture and act accordingly.

Some of our participants need gentle encouragement or redirection to work towards
positive outcomes. Scolding may not be the best method to effectively facilitate change.

SSS TRIO is a professional student-centered environment-watch your language.
Use positive verbal and non-verbal communication.

It is likely that you will have students who are gay, lesbian, same gender attraction,
transgender, or members of a non-mainstream religious group. Students may have
serious medical conditions. Also, some SSS TRIO students have served time in prison for
violence, DUIs, or drug use. Some of our students have struggled with drug or alcohol
problems. This diverse group has one thing in common: their vulnerability to a thoughtless
remark. Your job is to model the attitude of respect for each person.

One of the strengths of SSS TRIO is students, from different cultural backgrounds, can
interact in productive ways and learn from each other. Occasionally mentors and other
group members are puzzled by subtle differences in behavior that are probably culturally
based. We trust you to demonstrate sensitivity and respect.

As a mentor, you cannot be a buddy, best friend, parent, rescuer, or a romantic partner.

10. Always maintain confidentiality.
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