Guidelines for Physics Tutor 

1. Wear your name badge of employment ID during your assigned schedule.

2. Sit at the front desk and walk around to ensure that you are available to help.

3. Maintain an academic atmosphere in the room by keeping the noise level to a minimum.

4. Remind students that “No food and no drink are allowed in the room”.
5. Remind students to log-in and log-out whenever they walk-in and walk-out to the room.

6. Notify Ms. Shang ahead if you can’t make your assigned schedule due to an emergency case, or a scheduled appointment. (Her contact: 789-2742 or yshang@sierracollege.edu)  

7. If your assigned schedule includes the last hour of the opening hours please logging out all remaining students in the log-in database, and cleaning up the room: erase the white boards, clean tables, and vacuum the carpet, etc.
8. Monitor what is being printed from the physics printers.  Only documents related to physics, homework and lab reports are allowed to print.  Any action of abusing our printers should be stopped right away, and be reported to Ms. Shang.
9. The priority of use the facility goes to physics students and physics related coursework. For those who are not current physics students or those who are not doing physics related coursework only be allowed to use the facility when it’s available.
10. Fill out your timesheet daily and leave it in the drawer of the front desk. Have your signature on the timesheet whenever you starting a new sheet. Timesheet will be collected by Ms. Shang each month on the date which is indicated on the “Student Time Sheets” (located in the drawer).
