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1. Purpose

The purpose of this policy is to establish a structured, high-quality peer tutoring program that enhances
student success, fosters collaborative learning, and maintains the professional standards of the college.

2. Scope

Applies to: All registered students, faculty, and academic administration participating in or
overseeing the peer tutoring program.

Applies in: All registered vocational diploma and certificate programs across all campuses
operated by Willis College.

3. Definitions

Peer Tutor: An academically qualified student in good standing selected to guide peers through
difficult concepts, clarify formatting/lab expectations, and share study strategies while
maintaining strict professional boundaries.

Tutee: A registered student receiving academic support who actively participates in the learning
process and adheres to scheduled appointments.

4. Policy Statement

Willis College is committed to providing accessible academic support. An applicant may be considered
for a peer tutoring role if they meet all of the following criteria:

Academic Standing: They maintain a minimum cumulative marks average of 92% and a
minimum 95% grade in the specific course being tutored (exceptions may apply contingent upon
the program and course).

Progress Status: They have completed at least three (3) months of study at the college to
demonstrate academic stability (exceptions may apply contingent upon the program and
course).

Good Standing: They have no history of academic probation, pending academic integrity
violations, or delayed or missed payments.

Professionalism: They have zero active disciplinary actions, maintain a 99% attendance record,
and demonstrate strong communication skills, patience, empathy, and cultural sensitivity.



Faculty Endorsement: They obtain at least one (1) formal recommendation from a faculty
member.

5. Procedures

To participate effectively in the program, participants must adhere to the following sequence:

a)

b)

Training Requirements: Selected tutors must fully review the Peer Tutor Guidelines covering
adult learning principles, tutoring techniques, de-escalation, and professional referral protocols
before beginning.

Session Logistics & Tracking: Tutoring sessions must occur exclusively in designated campus
areas (e.g., library, study labs, or approved virtual campus platforms)—never in private off-
campus settings. Tutors must log hours, topics, and progress utilizing the college's tracking
system. Recordings of Zoom sessions must be submitted to the College.

Compensation & Appointment Structure: Tutors will be compensated in alignment with
provincial minimum wage regulations, subject to the following structural limits:

Limits Standard

Daily Limit Maximum 2 hours of appointments per day

Weekly Limit Maximum 6 hours total appointments per week

Course Limit Maximum 10 hours per course (for courses over 40 hours)

6. Compliance and Enforcement

Performance Reviews: Periodic check-ins will be conducted by the Instructor to ensure
instructional and professional quality.

Academic Drop: Automatic suspension from the tutoring role will occur immediately if the
tutor's personal Marks Average drops below the required 92% threshold.

Breach of Professionalism: Immediate termination from the program will result from any
violations of academic integrity (e.g., ghostwriting, excessively editing work, or supporting a
breach of academic integrity), unprofessional behavior, or breach of confidentiality.

7. Documentation and Record Retention

All documentation relating to the evaluation, selection, and tracking of a peer tutor—including faculty
recommendation forms, completed training logs, signed tutoring logs, and hours submitted for payroll—
must be permanently retained within the student's academic file in compliance with institutional record
retention guidelines.



8. Related Documents
e Policies: Academic Integrity Policy, Attendance Policy, Admissions Policy.
e Procedures/Standards: Peer Tutor Guidelines, Payroll and Volunteer Tracking Standards.

e Forms/Templates: Faculty Recommendation Form, Peer Tutor Review Logs, Enrollment
Agreement.



