
STUDENT SUPPORT SERVICES TRIO 

PROSPECTIVE PROFESSIONAL TUTOR INFORMATION 

 

 

Job Description: SSS TRIO Tutor 

A tutor assists students in academic success by meeting them on a regular basis to clarify material, offer 
encouragement, and develop study skills.  A tutor has demonstrated understanding of and experience in the 
content area that is tutored.  Hours vary according to the tutor’s availability and the number of students tutored.   

Starting pay is $10.00 per hour and is based on the degrees attained.  Tutors are paid for attending required 
training sessions. 

Responsibilities: 

• Contact assigned students and schedule mutually convenient tutoring sessions. 
• Notify students as soon as possible if scheduled meetings must be cancelled or changed. 
• Arrive punctually at scheduled tutoring session. 
• Assist students with study skill development and the ability to set goals for each study session. 
• Attend tutor training sessions and meetings with the Academic Coordinator. 
• Maintain records of tutoring activities. 
• Provide encouragement to students to help improve academic performance. 
• Check email and voicemail regularly and respond to students in a timely manner. 
• Communicate regularly with the Academic Coordinator about student’s progress. 
• Maintain confidentiality of information. 
• Demonstrate understanding and acceptance of student diversity. 
• Follow the highest standard of ethical conduct as outlined in the MSUB General Bulletin. 

Qualifications: 

A tutor must have the ability to provide one-on-one tutoring assistance; possess demonstrated knowledge of 
course material; possess good interpersonal communication skills; relate well with students from diverse 
educational, cultural and social backgrounds.  In addition, tutors must provide documentation verifying their 
degree or submit a reference from a former instructor or employer stating they are able to provide tutoring in the 
indicated courses. 

  



STUDENT SUPPORT SERVICES/TRIO 

TUTOR APPLICATION 

 

 

 
Name:   Campus ID #:   

Address:    

  Previous employment on campus: Y   N  

Phone Number:   Other campus job this semester?: Y   N   

E-mail:   If yes, name job:   

 

Degrees Earned: 

Associate’s in   Institution ___________________ 

Bachelor’s in   Institution ___________________ 

Master’s in   Institution ___________________ 

Other degrees:   Institution ___________________ 
 

Please provide unofficial transcripts from the degree awarding institutions. 
 

About how many hours per week would you be interested in tutoring?   
 
List the subjects that you are qualified to tutor:  

  

  

  

  
 

Why do you want to be a tutor? 

 

 

 

Have you ever tutored before?  If yes, please describe your experience. 

 

 

 

  



Student Support Services TRIO 

Employee Confidentiality Agreement 

In consideration of my employment and/or continued employment at Montana State 
University Billings, Student Support Services, I 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, I 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.  I 
understand that disclosure could be highly damaging to the University, its 
donors or others. 

 
3. I 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, I will return all such materials and copies thereof to the 
Student Support Services Program. 

 
4. I understand that if I violate this Agreement, I may be subject to disciplinary 

action, including termination, or legal action or both. 
 

IN WITNESS WHEREOF, and intending to be legal bound, I have hereunto set my 
hand on this   day of     , 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, full-time 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, I 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______________ 
 
 
 


