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Smart Kids, Inc.’s Tutor Facilitator Application
Thank you for your interest in joining Smart Kids, Inc.’s organization to become a Tutor Facilitator.  So that we may give your application full consideration, please read and follow carefully the instructions below and complete the entire application in its entirety. Applications are reviewed as they are received, and interviews are on-going year out. 
All tutoring sessions associated with Smart Kids, Inc. will begin after: the applications are reviewed; candidates that meet our program requirements, interviewed and completed the Training Seminar will then be placed with a student. Candidates are encouraged to submit their application and all required materials as soon as possible.  Applications are only available for download on our website @ www.smartkidsinc.org.  Candidates applying for more than one subject areas should list all areas on their application. Please remember for your commitment to the program, college students can participate in the program in three ways: for an internship, as part of your Practicum, and/or through your Federal Work Study Program. 
Please be sure to review the last page of application for the G.P.A. Guidelines.
Step 1: Completing the Application

Read and complete this application for the subject area(s) to which you are applying for.  The applications will provide you with specific details about our program, should answer your questions about the training that all tutors will have to complete, and the commitment we will expect from them.  
SUBJECTS

	Math:

Elementary Math/ General Math: K-5 Beginners/ Basic Knowledge
Algebra I & II Microsoft Word/ 10- Key
Geometry I & II Computer Applications
Calculus/ Trigonometry I & II
	Computer Language:

Microsoft Programs: Excel & Power Point
Windows 10


	Reading:

General Reading: K-5
Reading Literacy: 6-12
	Communication Arts:

Language Arts: K-5
Communication Arts: 6-12

	Science:

Elementary Science: K-5

Biology: 9-12

Chemistry: 9-12

Physics I & II

Anatomy: 9-12
	Social Studies:

​ History: K-5

U.S. History: 9-12

World History: 9-12



	Health:
Elementary Health: K-5

Educational Health: 6-12
	Foreign Language:
English/Spanish: K-5
French: 6-12

Spanish: 6-12

German: 6-12


Step 2: Application Review

Smart Kids, Inc. will review all submitted applications and will schedule interviews with applicants who satisfy the minimum requirements, who appear to meet the demands of the position, or who appears to possess sufficient preparation for the tutoring sessions. 
Step 3: Interviewing, Selection and Notification

Candidates will be contacted by Smart Kids, Inc., regarding the status of their application.  Those who are selected for interviews will be contacted by phone or e-mail to schedule their interview time.

Requirements and Restrictions:

These requirements apply to all “Students Tutors” and “Tutor Facilitators.”
1.
Students must have received a grade of "C+" or better in the course(s) they will tutor (or comparable courses) and should have a cumulative GPA of at least a 2.5.
2.
Students cannot be failing any subjects and/or classes; must be in good academic standing (not on academic probation).
3.   Students must have patience, dedication, and understanding when tutoring future students. Must conduct yourself in a profession manner when in a tutor environment.
4.
Students agree to abide by all Smart Kids Policies, Procedures, Rules, and Regulations (please see employee handbook).
Additional information specific to paid positions and credit/service opportunities is given below:
Tutoring for Pay:

 
Smart Kids, Inc. partners with many colleges/universities, so please be sure to check with your Financial Aid Department first and then fill out their Work Study Application because they will have a number of paid positions available.  Paid positions are available, and successful candidates generally will have the opportunity to get paid or their position. Students who receive Finanical Aid must report their on hours on their timesheet to their Financial Aid Department. 
PLEASE REMEMBER TO KEEP PAGES 1-3, & 7-9 FOR YOUR OWN RECORDS
Smart Kids Tutor Facilitator Application
Date: ____________________



         

         Student ID #: ​​​​​​​​​​​​​​​​__________________D.O.B____________Age: _

Name (print): ______________________________________________________________________________​​​​​​​​​​​​​​​​​​___________________________ 
Current/Permanent address: ___________________________________________________________________________________________


                          Address



         

                City /State                                         Zip

Current Telephone (Home/Cell):  _________________________________________  E-mail address: ______________________________
Social Media Names: : Facebook:______________________________________IG:________________________Twitter:________________
Emergency Contact:

Name (print): _________________________________________________________________________________________________________ 
Relationship to you: ___________________________________________________________________________________________________
Current/Permanent address: ___________________________________________________________________________________________


                          Address



         

                City /State                                         Zip

Home Telephone:  (       )  __________________________  
Work/Cell Telephone:  (       )  __________________________  
E-mail address: _______________________________________________________________________________________________________
Failure to provide accurate answers to the next two questions will terminate your application from Smart Kids, Inc..

**Have you in the past or currently have any criminal case pending against you (excluding minor traffic violations): 

_____________________________________________________________________________________________________________________
**Do you or have you in the past have any child: abuse, neglect, endangerment or punishment cases against you:
_____________________________________________________________________________________________________________________
Education Background:

Highest Level of Education:




           




College:  Fr.    Soph.    Junior.    Sr. Grad. Student with (or expecting) ________ degree 

                    










      (type of college degree)
College/ University Name: ____________________________________________________________________________________________
Address: ____________________________________________________________________________________________________________
Phone Number: ______________________________________________________________________________________________________

School District that you currently live in: ________________________________________________________________________________
Are you Bilingual? Yes _________
No _______
Major/Minor:  ____________________________________​​​​​​​​​​ GPA :___________________  Cumulative GPA  _______________________
 Please select tutor days, no tutoring on Fridays:  Mon. ______ Tues. ______ Wed ______ Thurs ______ Fri ______  
Expected date of graduation (month/year)  _______________________________________________________________________________
Subject area(s) you wish to tutor:  _______________________________________________________________________________________
Additional Subject Area(s): _____________________________________________________________________________________________
Applying for: 
 Pay
          Academic credit or Community Service 
 Work Study; Practicum; Internship 
Complete this section only if you are applying for a paid position

How many semesters will you be available to work?  __________

Are you eligible for work-study funds? Yes  No      If yes, amount_________________
How many hours a week, on the average, can you work?   _______________________________

If we cannot offer you a paid position at this time, would you like to be considered: Volunteer    Service Hours 
Practicum     Work Study    Internship   for academic credit/auditor  Community Service no, applying for pay only
Ethnicity (for statistical purposes):  ______________________________________________________________________________________
How did you hear about the Smart Kids Program?  (Check all that apply.)

         Daily Cal       Flyer             Recruitment 



School Counselor: ____________________
         SK Tutor (name) __________________ Education Facility – Name of Facility: ________________________________ 
         Other ____________________________________________________________
Upon completion, please send all tutoring applications with all the attachments to:

Smart Kids, Inc.

10449 St. Charles Rock Road

Suite 523

St. Ann, MO 63074

If you should have any questions and/or comments, please feel free to email us at:

www.infor@smartkidsinc.org
Or give us a call at 314-884-1486.
PLEASE REMEMBER TO KEEP PAGES 1-3, & 7-9 FOR YOUR OWN RECORDS
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Smart Kids, Inc.’s G.P.A. Tutoring Guide Level:

*All students that are will have Student Tutor and Tutor Facilitators Titles will have to obey these GPA Guidelines at all times: 
G.P.A. Requirements:

Levels: Please see which level your G.P.A. fails under in order for your tutoring level.
I.
 2.5-2.799 – K-5

II.
2.8-2.999 – K-8

III.
3.0-4.999 – K-12

TUTOR FACILITATOR

Location: 
Different School Locations/Administration

Job Purpose: 

The Tutor Facilitator oversees the actual tutoring sessions at the designed school locations that they are assigned to. This position also acts as an immediate supervisor for the Student Tutors that you will be supervising. This position reports directly to the Program Executive Director for any and all problems or situations that are out of your immediate control. This position is only part time only Monday-Friday in the evening from 1pm – 8pm. Salary includes the following paid holidays only:  New Year’s, Martin Luther King, Independence Day, Labor Day, Thanksgiving, and Christmas. 

Job Responsibilities: 

· Be the direct line of communication for the Teachers Student Tutors, and Parents/Guardians. Speak to all parents/guardians about any discussions to the tutoring sessions. If possible, do not anyone disturb the actual tutoring sessions. 

· Tutor Facilitators must agree to abide b by all Smart Kids, Inc.’s Policies, Procedures, Rules, and Regulations (please see company handbook). Also, Tutor Facilitators must attend the two day training sessions that are usually held at Saint Louis University before tutoring assignments are issued.  

· You are considered the immediate contact person/onsite manager for the Student Tutors. Answer any and all questions to the best of your ability that they may have. Be there to assist them while the tutoring sessions take place. Try to resolve any issues that may arise or immediately contact the Program Executive Director for any issues that are beyond your control.

· Oversee, manage, and have direct communication with the Student Tutors before and after every tutoring session.

· See to it that the Student Tutor arrives on time. If there should be an emergency, example: if the Student Tutor is late or does not show up for the tutoring session, then it is your responsibility to step in and start the tutoring session on time. 

· Report all incidents that occur by reporting it to the Program Executive Director and filling out an Accident Form. 

· Be sure that all students leave on time.  You are not to leave until the student and Student Tutor has left for the session. If a parent/guardian picking up there child, please take six minutes after tutoring session is over with and then contact the Program Executive Director so that they can proceed with the investigation. Make sure that you fill out a Late Pick Up Form immediately. 

· You are responsible for filling out and signing the Student Tutor Community Services Hours / Internship/Practicum/ Work Study Program log sheets that session. 

· Students agree to abide by all Smart Kids, Inc.’s Policies, Procedures, Rules, and Regulations (please see company handbook). Also, students must attend the two day training sessions that are usually held at Saint Louis University before tutoring assignments are issued.  

Job Format:

· Before any tutoring sessions are to start, you will have to attend a manual Training Session that is held at Saint Louis University, complete a meeting with the Chief Executive Officer and the Program Executive Director, and finally do a  meet and greet with your Student Tutor that you will managing. 

· Be sure to have your Smart Kids, Inc. ID Badge on you at all times, especially on school grounds. 

· Sign in to the Principal’s Office or Administration to alert them that you are now on school grounds. 

· Report to the designated school thirty minutes before the tutoring sessions are to start. Make sure that the tutoring sessions start on time.

· Remain onsite until the entire tutoring session is complete for that day. 

Qualifications:

· Previous experience working with children; youth, or in a youth set environment. 

· All Tutor Facilitators must pass a drug test and have a background. 
· 30 hours of college course work.

· Must be able to pass a drug and background check.

Salary:   Service Hours, Volunteer Hours, Community Service Hours, and/or Internship, Practicum (Site/Field Work).

Rèsumès Accepted Until: Continuously

To apply for this position, please download an application via the web at www.smartkidsinc.org. Include your Rèsumè, Cover Letter, and copy of college degree. You may only send your information to our Administration Office at 10401 International Plaza Dr., #243, St. Ann, MO 63074.
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