












































GUIDE TO CAMPUS RESOURCES 

MTSU Campus Police 

1412 East Main Street
Murfreesboro, TN 37132 
Emergency Dial 9-1-1 
Phone: 615-898-2424 
http://www.mtsu.edu/police/

MTSU Crime Victim Assistance & Raider Patrol
1412 East Main Street
MTSU Box 141 
Murfreesboro, TN 37132 
Phone: 615-898-2424
http://www.mtsu.edu/police/victim-assistance.php
http://www.mtsu.edu/police/raider-escort.php

MTSU Counseling Services

Keathley University Center (KUC) 326-S 
Phone: 615-898-2670 
http://www.mtsu.edu/countest/counseling.php

MTSU Student Health Services 

Health, Wellness & Recreation Center 
1848 Blue Raider Drive
Murfreesboro, TN 37132
615-898-2988 
Student Health Services: http://www.mtsu.edu/healthservices/
Health Promotion: http://www.mtsu.edu/healthpro/ 

MTSU Disability & Access Center 
Keathley University Center (KUC) 107 
Phone: 615-898-2783
http://www.mtsu.edu/dac/
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SI LEADER CONTRACT 

Responsibilities of an SI Leader: 

I. Attend the entirety of the two-day SI Leader training meetings.
2. Attend all course lectures.
3. Conduct 3-5 SI sessions weekly. Leader must be regular and on time for sessions.

Leader should remain in the room the entire 50-minutes, even if no one shows up.
4. Prepare for SI sessions. This includes reading required texts, doing required

homework, planning and developing handouts for sessions, and filling out planning
sheets for each session.

5. Keep Mentor/Supervisor info1med of any changes to SI sessions, office hours, and
. . 

review sessions. 
6. Debrief with assigned Mentor after each scheduled SI Leader observation.
7. Observe at least one other Sl Leader during the course of the semester.
8. Attend all bi-weekly SI Team Meetings, and be prompt to those meetings.
9. Maintain a regularly scheduled office hour once per week, location TBD.
10. Check university e-mail at least every day.
11. Conduct extra SI sessions at least 3 days prior to exams.
12. Maintain accurate SI attendance records. Leader should record all sessions, even

when no one shows up. Leader should tum in Pai1icipation Logs and Planning Sheets
every week.

13. Meet regularly with the professor to share plans, handouts, and establish rappo11.
14. Any other duties as assigned by Supervisor.

As an SI Leader, I,-----------------' pledge to fulfill the 
responsibilities listed above. 

I understand that the entirety of my pay will be withheld if all paperwork is not completed and 
turned in by the last day of finals week. I understand the failure to fulfill above 
responsibilities will make my appointment subject to review and possible termination by 
the SI Coordinator and Academic Support and Mentoring. 

SI Leader Signature Date 

SI Supervisor Signature Date 
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EMPLOYEE CONFIDENTIALITY 

STATEMENT 

As m1 employee o_( the MTSU Supplefl/ental Instruction (Sf) Program, I am aware that 
students may choose to share gmde in.formation with me, and that as an Sf Leader, I am required 
to keep this information confidential. I also understand that I may becoflle aware in other ways 
of confidential information. such as grades. student records, test results, student progress in 
class. and similar information. I understand that employment with tire SJ Program means I must 
accept responsibility to preserve tire confidentiality of this information and that failure to 
adhere to these guidelines may result i11 the termination o_f111y e111ploy111e11t. 

I have read the above employee confidentiality statement and understand and accept the 

responsibility to preserve the confidentiality of privileged infonnation. 

Employee Signature _____________ _ 

Employer Signature _____________ _ 

Date 
--------------------

Leader Copy 
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EMPLOYEE CONFIDENTIALITY 

STATEMENT 

As an employee of the MTSU Supplemental J11structio11 (SJ) Program, 1 am aware that 
students may choose to share grade i,?formation with me, and that as an SJ Leader, I c1111 required 
to keep this i11formatio11 co,1flde11tial. I also understand that I may become aware in other 1rays o.f 
confidential i1,.for111ation, such as grades, student records, test results, student progress in class, 
and similar il!{ormation. J understand that employment ·with the SJ Program means I m11st accept 
responsibility to preserve the confidentiality of this information and that failure to adhere to 

these guidelines may result in the ter111inatio11 o.
f 
my employment.

I have read the above employee confidentiality statement and understand and accept the 
responsibility to preserve the confidentiality of privileged information. 

Employee Signature 
���������������

Employer Signature 
���������������

Supervisor Copy 
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ETIQUETTE FOR SI LEAD5RS 

It is impo11ant to remember that SI Leaders represent the SI Program and other Leaders. An SI 
Leader, therefore, needs to behave professionally and maintain open channels of communication 
with course instructors and Sl staff. 

Email Etiquette 

We will communicate primarily by email. We do not make phone calls to individual Leaders 
about every general announcement (we'd never be done!). so it is important that you check your 

email at least every day. You are responsible for any infornrntion that we send via email, so 
please confom that I have your correct email address. See below for information about emailing 
room requests. 

SI Room Etiquette 

Etiquette extends to the location in which an SI Leader holds his/her sessions. The room always 
should be left neat and tidy, with clean blackboards/whiteboards, and with the tables and chairs 
neatly put in order. SI sessions are technically 50 minutes in length, allowing IO minutes for 
your group to exit and the next class to some in. For example, if you have a IO a.m. session, 
please wrap up the session by I 0:50 a.m. as a courtesy to the 11 a.m. class. 

Attendance Etiquette 

Etiquette also extends to attendance in all lectures for the appointed SI class. Attendance is 
required for all lectures for the class for which SI Leaders are conducting sessions. Additionally, 
attendance is required for all SI sessions, team meetings, office hours, and scheduled 
appointments. In the event that an SI Leader is unable to attend any of the above, it is imperative 
that the appropriate people be notified prior to the absence: 

•:• Unable to attend lecture - Call the professor and your Mentor/Supervisor. 
•:• Unable to attend sessions or meetings - Talk to a live person! Call your 

Mentor/Supervisor first. If unable to reach her/him, then call the SI office. If you don· t 
reach a live person, your students will arrive with no clue as to where you are/why you 're 
absent. This lowers student morale and overall attendance patterns. 

•:• Unable to attend office hours: Notify your Mentor/Supervisor and the SI office. 
•:• Scheduled appointments: Notify the person with whom your appointment is scheduled. 

Regular or Extra Sessions/Time or Location Changes 

I) Keep your Mentor/Supervisor infonned of any and all changes to your SI times or locations,
including review sessions.

2) Schedule all sessions/changes by emailing the SI office. Room scheduling is a complicated
process, so to ensure that you receive exactly what you need, do not leave requests in a

note, phone message, or ask in person. These requests must arrive via email so there is

a record of each step. Do th.is well ahead of time. Rooms can take up to two business days
to schedule. Please include your name, your course, the times/days of week you would like
(dates if special sessions), and the building you prefer. We will do our best to get you what
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