


May 2010


Dear ______,

Welcome to Sheridan’s Peer Mentor Program. This letter confirms your offer of employment as a _________________________ for the academic year 2010 - 2011.  This role is designed to provide opportunities to enhance your leadership, organizational, and teamwork skills.  We are looking forward to working with you.

Paragraph Two: Please add details for your specific department.
As a _____ Peer Mentor, your role is to promote ____services, ____, and special events to fellow students…………………

As a _____Peer Mentor, you represent Sheridan. This role requires you to conduct yourself in a professional and appropriate manner at all times. Our expectations are as follows:

Peer Mentor Program Expectations  

a) Communication and Teamwork
· Honour your work schedule, your commitment to the team and our goals for the year. 
· Communicate in advance with your supervisor and team about any schedule changes.
· There is solid and ongoing communication with all team members through (weekly) meetings and individual consultation. 
· Bring promotional ideas to the team and your supervisor for approval.
· Sheridan E-mail, The Peer Mentor Website and SLATE will be utilized to communicate information about the program. All peer mentors must ensure they check their Sheridan email regularly and respond to email by deadlines and dates given.  

b) Training 
· Attend training sessions including the Peer Mentor Training Day – Saturday, August 28th, 2010, Online Training and at least one of two additional Training Days, (mandatory for all Peer Mentors). 
· Peer Mentors are required to work at Sheridan’s New Student Orientation days at student’s own campus.
· Leadership training will be provided. It is expected you will actively participate in the in- person or online training modules.     
· If you submit timesheets you must record your hours of work and submit biweekly timesheets (submit separate time sheets for each area worked). Submission must be according to the bi-weekly schedule. Do not save up and submit at the end of the year.  
· Complete reflective tasks and survey that highlight your learning 

c) Respect
· Maintain a positive demeanor with all students, staff and visitors.
· While on duty, personal cell phones are not to be used and no work other than assigned tasks and projects may be done. i.e., school work.
· Be aware of the Sheridan Code of Conduct, human rights legislation and all policies and procedures related to both responsibilities and rights in the Sheridan community.

Confidentiality   

As a Peer Mentor I may receive information directly or indirectly, including information I may overhear, be informed of, or that a student may tell me.  In all cases, I am required to keep this information confidential. 

I will check with my supervisor if I have any questions or concerns regarding confidentiality.

Disciplinary Action

As a Sheridan Peer Mentor you are required to communicate with your supervisor regarding any absence, lateness or job performance related issues.  Failure to do so will result in disciplinary action which will include verbal and written warnings and possible dismissal from the Peer Mentor program.

Your continued employment is conditional upon fulfilling the role and expectations that are outlined above. Please sign and return one copy of this letter and retain the other for your records. 

We are looking forward to the new and creative ideas that you and your fellow Peer Mentors will bring, and to another successful year of Peer Mentoring.


__________________________					______________________________

Supervisor Signature                                                                           Peer Mentor   			Date
                                                           
………………………………………………………………………………………………………………………

*Communication:  Please provide your Sheridan username and Sheridan email address.


________________________________		___________________________________
Sheridan email address						Sheridan username

*Photo Release: I hereby give permission for my photograph (taken during Peer Mentor events and activities only) to be used for promotional/ advertising purposes outside the Peer Mentor organization. . (e.g.: Sheridan Sun, Sheridan calendar, Sheridan websites).

 __________________________________________                                      ____________________________
Signature                                                                                                                 date
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