
POLICY AND GUIDELINES 

ALL EMPLOYEES 

 

Non compliance of policy and guidelines 

 

1. Failure to adhere to these guidelines may result in immediate dismissal. 

2. The employer will attempt to give a written warning to the employee whenever the 

employer believes there has been a breach of the policy and guidelines. The employee 

can then respond with an explanation if necessary. 

3. No warning is to be given for a serious breach and it will result in immediate 

termination.  

 

Non compete  

 

1. During their period of employment, employees cannot engage in any activities that 

are not in the best interest of the employer. These include (but not limited to) 

a. Working for a competitor 

b. Setting up a competing business 

c. Sharing confidential information and trade practices with a third party without 

the written approval of the employer 

2. Employees cannot approach any of the existing clients for tutoring or existing 

employees for work even after the termination of their contract. 

 

Protection of Intellectual Property 

 

1. All intellectual property either developed or encountered during the period of 

employment is the property of the employer. 

2. An employee cannot disclose any of the intellectual property to a third party without a 

written approval from the employer.  

 

Professional behavior 

1. The employee is to dress and behave in a professional manner at all times. This 

includes (but is not limited to) 

a. Using appropriate language. Foul language will not be tolerated. 

b. Being patient and respectful with clients and students. 

c. Dressing in appropriate uniform if provided / specified by the employer. 

 

Staff events and rosters 

 

1. The weekly timetable / roster lists all mandatory hours an employee needs to fulfill.  

2. Any events not listed in the timetable / roster can be attended at the employees’ 

discretion.  

3. The employer may at times organize training courses, staff meetings, staff events etc.  

 

Initiative 

 

1. All employees are strongly encouraged to take initiative and suggest improvements to 

the business.  

 

  



TUTORS 

 

Punctuality 

 

1. All tutors need to be on time to take their classes. It is recommended that tutors get to 

the centre 10 minutes before the hour, so that they can organize any textbooks / other 

materials needed for the class.  

2. Classes are to finish 5 minutes before the hour.  

3. The employer should be informed as soon as a tutor is late or knows they are going to 

be late for a class. 

 

Cleanliness 

 

1. The tutor is expected to leave the room in a clean state. This includes, but is not 

limited to 

a. Clean whiteboards 

b. Clean tables 

c. No food to be allowed at the centre at any time 

d. Any drink bottles to be disposed off 

e. Lights / air conditioners / fans to be turned off (if applicable) 

f. Chairs and table to be returned to their original position (if applicable) 

 

Class management 

 

1. Attendance of students should be tracked using the tracking sheets 

2. For classes running over 1 hour, the tutor at their discretion may decide to give their 

class a break.  

3. For each additional hour, the maximum break allowed is 10 minutes. 

4. All tutors are required to keep a log of the content that has been taught in each class 

and the progress of each student. The tutor may use the break to record this. 

5. All tutors are expected to give at least one exam each term. 

6. For each exam the tutor needs to record the students’ results along with the areas of 

improvement for a student. 

7. All tutors are required to be able to provide feedback about a students’ progress 

through a term. 

8. The employer should be informed as soon as 

a. A tutor is unable to take a class for any reason 

b. A tutor encounters any issue in class that impacts the lesson quality in any 

manner 

 

Substitute tutors 

 

1. If a tutor is unable to take one of their designated classes the tutor should 

a. Give the employer sufficient notice. 

b. Inform the students that they will have a different tutor and / or an exam. 

c. Arrange for an exam and / or a substitute tutor with the tutor manager. 

2. If giving an exam 

a. Email a soft copy of the exam to the tutor manager  

b. Ensure the exam is of sufficient duration to cover the entire lesson 



3. If arranging a substitute tutor then provide sufficient information for a new tutor to be 

able to adequately take the class. This should include  

a. The homework has been given the previous week 

b. The content that should be taught this week, including any specific homework 

to be given to students 

c. Any specific issues that the substitute tutor should be aware of when taking 

the class. 

 

Additional non compete clause 

 

1. During the period of employment a tutor cannot do any tutoring outside, including 

private tutoring except 

a. Doing it as part of university / TAFE / other tertiary education institution 

course 

b. Tutoring immediate family members 

c. Doing it on a pro bona basis 

2. The tutor need to get a written approval of exemption from the employer before doing 

any pro bona tutoring as the employer might already have a similar service being 

offered. 

  

 

 

 

 

 


