Parent Handbook Hope Tutoring Center

Hope Tutoring Center Parent Handbook and Parent-Guardian Agreement

This Parent Handbook and Parent-Guardian Agreement establish the expectations,
responsibilities, policies, and acknowledgments that apply to participation in tutoring
services provided by Hope Tutoring Center. By enrolling a student in Hope Tutoring Center,
the parent or legal guardian acknowledges receipt of this handbook and agrees to comply
with the policies described below.

Welcome and Mission

Welcome to Hope Tutoring Center. Hope Tutoring Center is honored to support each
student's academic growth and educational development.

Hope Tutoring Center's mission is to empower students to achieve their academic
potential through customized tutoring and a collaborative partnership among students,
parents or guardians, tutors, and site staff.
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Program Overview

Hope Tutoring Center was established in 1996 as an outreach program by members of
Aldersgate UMC and serves students in Arlington through partnerships with churches,
nonprofit organizations, Arlington Public Library, and Arlington Independent School
District.

Tutoring services are generally provided to students in grades 2 through 8 through one-hour
sessions during the fall and spring semesters, including virtual and in-person sessions that
may occur during the school day or after school at designated locations.

Participation in tutoring is subject to space availability, tutor availability, student needs,
site procedures, and continued compliance with this handbook.
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Parent or Guardian Agreement

By signing or initialing any related enrollment or acknowledgment form, the parent or legal
guardian agrees to the following:

e To provide accurate and complete registration, medical, school, emergency, and
contact information.

e To promptly update Hope Tutoring Center regarding changes to addresses,
telephone numbers, emergency contacts, school placement, custody
arrangements, medical needs, or authorized pick-up persons.

e To support regular student attendance, timely arrival, respectful behavior, and
participation in assigned learning activities.

o To work cooperatively with Hope Tutoring Center staff regarding student support,
scheduling, behavior concerns, and program expectations.

¢ To comply with all safety, confidentiality, communication, and release policies in
this handbook.

Attendance and Participation

Regular attendance is essential to student progress and to the responsible use of volunteer
time.

Parents or guardians must notify the Site Manager by phone or text as soon as possibleif a
student misses a tutoring session. An absence will generally be considered excused only
when the Site Manager is notified at least two hours before the scheduled tutoring session.

Students who miss two tutoring sessions in a semester without valid excuse or reasonable
notice may be removed from the program.

Students are expected to arrive prepared, participate fully, follow tutor and staff directions,
and behave in a respectful and non-disruptive manner during all tutoring activities.

Arrival, Dismissal, and Student Release

For in-person tutoring, the parent, guardian, or other authorized adult must sign the
studentin and sign the student out unless Hope Tutoring Center has received written
authorization allowing a student to walk to or from the tutoring site.

Students may be released only to a parent, legal guardian, or other person specifically
authorized by the parent or guardian in writing. Photo identification may be required when
needed for student safety.
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Parents or guardians must pick up students on time. Repeated late pick-up may resultin
suspension or removal from the program.

Hope Tutoring Center is not responsible for a student before sign-in or after sign-out,
except as required by law.

Communication Requirements

Site Managers will communicate with parents or guardians regarding schedules, absences,
student needs, concerns, and important program updates.

Parents or guardians are responsible for maintaining a working phone number and other
reliable contact information and for responding to program communications in a timely
mannetr.

When a family becomes difficult to reach or fails to respond to repeated communications,
Hope Tutoring Center may pause or discontinue services untilcommunication is re-
established.

Parent Responsibilities for Academic Support
To help tutoring be effective, parents or guardians should:
e Ensure the student attends sessions consistently and arrives on time.

e Encourage the student to bring homework, class assignments, textbooks, school-
issued devices, and other learning materials needed for tutoring.

e Share relevant academic concerns, teacher feedback, testing information, learning
needs, and school updates that may help the tutor support the student.

¢ Reinforce at home the value of respectful behavior, effort, and practice between
tutoring sessions.

e Review progress updates and communicate questions or concerns promptly with
the Site Manager.

Hope Tutoring Center provides supplemental academic support and does not guarantee
specific grades, test scores, promotion, admission, or other educational outcomes.

Conduct and Behavior Standards

Students must behave in a respectful and safe manner toward tutors, staff, volunteers,
other students, and host-site personnel. Disruptive, threatening, bullying, abusive, or
unsafe conduct is prohibited.
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A parent or guardian may be required to pick up a student early if behavior interferes with
safety or instruction. Repeated or serious misconduct may result in suspension or
dismissal from Hope Tutoring Center.

Parents and guardians are expected to interact respectfully with tutors, staff, volunteers,
and host-site representatives at all times. Harassment, threats, intimidation, or abusive
language may result in immediate review of the family's participation status.

Health, Safety, and Emergencies

Parents or guardians must disclose any significant medical conditions, allergies,
behavioral concerns, or other health or safety information that may affect a student's
participation.

If a student becomesiill, injured, or experiences an emergency during tutoring, Hope
Tutoring Center will make reasonable efforts to contact the parent or guardian and any
listed emergency contacts. In an emergency, Hope Tutoring Center may contact
emergency responders or seek appropriate medical assistance when a parent or guardian
cannot be reached in time.

Hope Tutoring Center staff, volunteers, host sites, and partner organizations are not
responsible for undisclosed health conditions or inaccurate emergency information
provided by the family.

Confidentiality, Privacy, and Information Sharing

Hope Tutoring Center will maintain participant information with reasonable confidentiality
and will limit disclosure of student information except as needed for program operations,
safety, reporting requirements, legal compliance, or with parent or guardian authorization.

Student demographic information may be shared with the City of Arlington or other funding
sources when required for grant compliance and reporting.

Parents, guardians, and students must not share personal contact information, home
addresses, phone numbers, or email addresses directly with tutors unless specifically
authorized by Hope Tutoring Center. This policy helps protect both students and
volunteers.

Electronic communications, records, virtual sessions, and related program data may be
monitored, stored, or reviewed for safety, training, quality assurance, program
administration, or compliance purposes.
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Virtual Tutoring Expectations
Virtual tutoring sessions may be monitored or recorded for safety and training purposes.

For virtual sessions, parents or guardians are responsible for providing appropriate
technology access when required, helping the student log in on time, and ensuring the
student participates in a quiet and appropriate setting to the extent reasonably possible.

The student must use school-appropriate language, dress, screen names, and online
behavior during virtual tutoring. Unauthorized recording, photographing, sharing of session
links, or distribution of tutoring materials or participant information is prohibited.

Materials, Devices, and Property

Students should bring homework, textbooks, notebooks, school-issued devices, login
information, and other requested materials to each session to support tutoring
effectiveness.

Hope Tutoring Center, its staff, volunteers, and host sites are not responsible for lost,
stolen, or damaged personal property unless required by law.

Any books, supplies, equipment, hotspots, or devices loaned by Hope Tutoring Center
must be used appropriately and returned in the condition required by the program, ordinary
wear excepted.

Photography, Media, and Student Work

Hope Tutoring Center may request separate written permission for photographs, video,
audio, student quotes, or samples of student work for educational, promotional, reporting,
fundraising, or training purposes.

Unless the parent or guardian has signed an applicable media release, Hope Tutoring
Center will not knowingly use a student's name, image, likeness, voice, or work for public-
facing promotional purposes beyond lawful internal or operational use.

Weather, Closures, and Schedule Changes

Tutoring sessions may be canceled, moved online, rescheduled, or relocated because of
weather, facility issues, staffing limitations, public health concerns, school closures, or
other operational reasons.

Hope Tutoring Center will make reasonable efforts to notify families of schedule changes
as early as practicable but cannot guarantee that every cancellation or change will be
communicated through every available channel.
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Grievances and Problem Resolution

Parents or guardians who have concerns about tutoring services, staff conduct, volunteer
conduct, student safety, or program policies should first contact the Site Manager.

If the issue is not resolved, the concern should be submitted in writing to Hope Tutoring
Center leadership for review. Hope Tutoring Center may investigate complaints, interview
relevant individuals, review records, and take action considered appropriate under the
circumstances.

Retaliation against a student, parent, guardian, tutor, staff member, or volunteer for raising
a good-faith concern is prohibited.

Suspension, Withdrawal, and Dismissal

Hope Tutoring Center reserves the right to suspend, withdraw, deny, or terminate a
student's participation at any time when it determines that doing so is in the best interest of
the student, other participants, volunteers, staff, host sites, or the program.

Reasons may include, but are not limited to, repeated absences, chronic tardiness, unsafe
behavior, disruptive behavior, lack of parent responsiveness, repeated late pick-up,
violation of confidentiality or virtual session rules, inaccurate registration information, or
failure to follow program policies.

Parents or guardians may withdraw a student from the program at any time by notifying the
Site Manager or Hope Tutoring Center office as soon as possible.

No Guarantee and Limitation of Services

Hope Tutoring Center provides supplemental tutoring support and is not a school,
childcare provider, mental health provider, medical provider, or legal service provider.

Tutoring services are offered based on available resources, volunteer capacity, and
program needs. Hope Tutoring Center does not guarantee uninterrupted services, a
specific tutor match, or any specific academic result.

Policy Changes

Hope Tutoring Center may revise, update, interpret, or discontinue handbook provisions,
procedures, or program requirements at any time, with or without prior notice, unless
otherwise required by law.

The most current version of the handbook or related enrollment materials will govern
continued participation in the program.
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Parent or Guardian Acknowledgment

By signing the related enrollment or acknowledgment form, the parent or legal guardian
confirms that:

e This handbook has been received and reviewed.
e The parent or guardian understands the program expectations and policies.

e The parent or guardian agrees to support the student's participation in accordance
with these terms.

e Theinformation provided to Hope Tutoring Center is accurate to the best of the
parent or guardian's knowledge.

e The parent or guardian understands that failure to follow these policies may resultin
changes to or termination of tutoring services.

Student Name:

Parent/Guardian Name:

Parent/Guardian Signature:

Date:

Emergency Contact Name and Number:

Authorized Pick-Up Persons (if applicable):

Permission for Student to Walk To/From Site, if applicable: Yes/ No

Preferred Communication Method:

Email:

Phone Number:
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