University of Minnesota                              
America Reads Tutor Application Instructions        


To be officially hired as an America Reads Tutor, you must complete the following steps, IN CONSECUTIVE ORDER.  You will not be paid for any hours worked prior to completing this process.

1. Verify that you have been awarded work-study

· Before you apply to be a tutor, please verify that you have a Work-Study award. All tutors must have Work-Study in order to be paid.

· To do this, you may check your financial aid statement online at One Stop (www.onestop.umn.edu)

· If you have questions, call Financial Aid at 612-624-1111. They will be able to assist you.

2. Arrange an interview


· Contact Jennifer at 612-626-6748 to set-up an interview.

· After scheduling an interview, all application materials will be e-mailed to you.

· Complete all application materials and bring them with you to your interview.

3. Await your hiring status letter

· Within one week of your interview, you will receive a letter, via e-mail, from Jennifer indicating whether or not you have been hired.

4. Get your Work-Study Referral

· If you have received an acceptance letter, you may pick up your Work-Study Referral from Jennifer’s office.
· The Work–Study Referral must be signed by Jennifer. 
5. Get on the America Reads Payroll

· Contact Harley Anderson at 612-626-8059 to fill out your tax forms and complete the hiring process.

· Bring the following four (4) items to your meeting with Harley:

1. drivers license or picture ID card 
2. social security card or birth certificate
3. your signed referral
4. this instruction sheet
· You cannot work until this final step has been completed and this form has been signed by Harley Anderson

Student’s Name __________________________________________________________________

Harley Anderson’s Signature ________________________________________________________

Please fax this signed sheet to Jennifer at 612-626-

