Supplemental Instruction (SI)
Student Worker Contract

___ Initial here, indicating that you have received a copy of your contract.  
I understand that as a Supplemental Instruction Leader, I am held accountable for a variety of responsibilities: 
I. Documentation:

___  * Turning in weekly sign-in attendance and session planning sheets, which are due by 4:00 p.m. on Friday each week.  The only exception is if you have a class or session late Friday afternoon, which is very rare.  In such case, bring your paperwork immediately afterward. 
___  * Responding promptly to email, texts, phone, and Remind messages.

___  * Posting updated SI schedules in classrooms and the SI office when necessary. 

___  * Turning in all required paperwork promptly.

___  * Understanding that failure to submit weekly documentation records and on time will result in all your preparation hours being deducted from that week’s payroll.  SI Leaders will not be paid for undocumented work.
II. SI Attendance:

In addition, I understand that I am responsible for increasing and maintaining attendance in my SI sessions, as trained.  I understand that any time I have one week with no attendance, the SI Coordinator will work with me to resurvey the class, contact the instructor, and/or brainstorm ideas to increase attendance. There is no need to pay an SI leader for sessions when students do not need to attend or have not attended.
___  * If no class members have participated in SI sessions for three weeks, the SI support will be terminated.

III. Rescheduling/Absenteeism:

I am responsible for contacting the SI office by phone at 235-4052 or 235-5113 or by emailing the SI Coordinator in advance to notify if I will be absent from my SI class or scheduled SI session.  I understand that if I am not able to hold an SI session in the room that I have turned in to the SI office, I will post a sign on that door (and also use Remind), letting students know where I am located.  If a change is needed in locations, I will contact the SI Coordinator beforehand.  In addition, SAU faculty has been asked to report if you are absent from sitting in his or her class.
___* Failure to follow the above procedures may result in my termination.

IV. Tardiness:

I understand that I am expected to sit in the class for which I am SI’ing before the class starts and stay the entire class period.  The same policy is expected of my SI sessions, realizing that some students may arrive just before the SI session is over.  SAU faculty has been asked to report tardiness and/or leaving classes early.
___* Tardiness or leaving classes or scheduled SI sessions early may result in termination.
V. Training:

If I miss my required SI group training, I must have given an extremely valid excuse (i.e. off campus field trip with notice from the instructor, sickness, or death in the immediate family) IN WRITING sent to the SI Coordinator by email. The training must be made up as soon as possible.  All SI Leaders are required to attend training session(s) before holding SI sessions.  If I have not attended in a previous semester, I am also required to attend Partner’s Training sponsored by the University.  Training is a university requirement for employment and is not optional. 

___ *Any week that you miss training meetings (without notice), you will be deducted the preparation hours from your paycheck.

VI. Returning Materials:

You must return all materials issued to you such as SI leader files, SI Student Manual, SI strategy cards, etc.

___ * At the end of the semester, grades and final paychecks will be held if materials are not returned on time. 

Student SI Leader__________________________________________________  Date_______________




    Print Name




    __________________________________________________




    Signature

