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Section 7: Administrative Forms    

 
This section of the manual is designed to give you easy access to the forms and schedules 
that you and your students may need throughout the semester. Feel free to make copies of 
any of these forms and schedules. 
 

A Note on FERPA Policies30 

 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) 
is a Federal law that protects the privacy of student education records. The law applies to 
all schools that receive funds under an applicable program of the U.S. Department of 
Education. 
 
&%20! ÇÉÖÅÓ ÐÁÒÅÎÔÓ ÃÅÒÔÁÉÎ ÒÉÇÈÔÓ ×ÉÔÈ ÒÅÓÐÅÃÔ ÔÏ ÔÈÅÉÒ ÃÈÉÌÄÒÅÎȭs education records. 
These rights transfer to the student when he or she reaches the age of 18 or attends a 
school beyond the high school level. Students to whom the rights have transferred are 
ȰÅÌÉÇÉÂÌÅ ÓÔÕÄÅÎÔÓȢȱ 
 
Generally, schools must have written permission from the parent or eligible student in 
order to release any informatiÏÎ ÆÒÏÍ Á ÓÔÕÄÅÎÔȭs education record. However, FERPA 
allows schools to disclose those records, without consent, to the following parties or under 
the following conditions (34 CFR § 99.31): 
 
Ɇ School officials with legitimate educational interest; 

Ɇ Other schools to which a student is transferring; 

Ɇ Specified officials for audit or evaluation purposes; 

Ɇ Appropriate parties in connection with financial aid to a student; 

Ɇ Organizations conducting certain studies for or on behalf of the school; 

Ɇ Accrediting organizations; 

Ɇ To comply with a judicial order or lawfully issued subpoena; 

Ɇ Appropriate officials in cases of health and safety emergencies; and 

Ɇ State and local authorities, within a juvenile justice system, pursuant to specific 

State law. 

 

 

 

 

 

30 Taken from http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html  
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As an employee of the Peer Mentoring Program, I understand that I may have access to 

confidential information such as grades, student records, test results, student progress in 

class, and similar data. I am aware that I may receive verbal or written communication with 

my supervisor, course instructor, or other students concerning course grades which should be 

kept confidential. I also understand that employment with the Peer Mentoring Program 

means that I must accept responsibility to preserve the confidentiality of this information and 

that failure to adhere to these guidelines may result in the termination of 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       

 

     Date         

 

 

 

Peer Mentor Copy 
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As an employee of the Peer Mentoring Program, I understand that I may have access to 

confidential information such as grades, student records, test results, student progress in 

class, and similar data. I am aware that I may receive verbal or written communication with 

my supervisor, course instructor, or other students concerning course grades which should be 

kept confidential. I also understand that employment with the Peer Mentoring Program 

means that I must accept responsibility to preserve the confidentiality of this information and 

that failure to adhere to these guidelines may result in the termination of 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       

 

     Date         

 

 

 

Supervisor Copy 
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Contact Log 

The mentor should complete this log to record conversations, meetings, and all other 

activities in which the mentor provides support to the mentee. 

Mentor Name        

           Week Of       

 
 

Date 

 
 

Duration 

 
 

Mentee Name(s) 

 
 

Activities 

 
 

Issues Discussed 
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Peer Mentor Evaluation  

The Peer Mentor Evaluation is emailed to mentees at the end of each semester through 

4ÕÔÏÒ4ÒÁÃȢ 4ÈÅ ÓÕÒÖÅÙ ÁÓËÓ ÆÏÒ ÔÈÅ ÍÅÎÔÅÅȭÓ ÎÁÍÅ ÁÎÄ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅÉÒ ÐÅÅÒ ÍÅÎÔÏÒȢ The 

survey consists of the following questions and mentees are asked to answer the questions 

by choosing one of these responses - Strongly Agree, Agree, Neutral, Disagree, or Strongly 

Disagree to the following questions: 

1. My peer mentor responds in reasonable time when I express a concern. 

2. My peer mentor provides me with useful information. 

3. My peer mentor facilitates interactions among participants. 

4. I have regular interactions with my peer mentor. 

5. My peer mentor treated me with courtesy and respect. 

6. I have sought out my peer mentor for assistance and my mentor helped me resolve 

my problem/issue. 

7. I feel comfortable contacting my peer mentor when I need help. 

8. I have regular meetings with my peer mentor. 

9. My peer mentor made an effort to get to know me.   

10. I have made an effort to get to know my mentor. 

11. My peer mentor demonstrates concern about my academic success. 

12. My peer mentor is knowledgeable about university resources. 

13. My peer mentor is skilled at facilitating discussions. 

14. My peer mentor has kept me informed about upcoming university community 

activities. 

15. Overall my peer mentor has been helpful. 

16. I would recommend the peer mentoring program to other students. 

The remaining questions require a written response from the mentees: 

17. My peer mentor helps me personally by... 

18. My peer mentor could help me more by... 

19.  Overall my mentor... 

20. Please feel free to add any additional comments you have about your peer mentor. 
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Peer Mentor Observation Record  

 
Preparation 

 
Strength 

 
Satisfactory 

Needs 
Improvement 

 
Comments 

Arrives on time and gives 
advance notice of 
absences 
 

    

Makes productive use of 
slow times 

    

Maintains professional 
manner and appearance 

    

Demonstrates patience 
and understanding 

    

Establishes rapport with 
mentees 

    

Has a good attitude 
toward the job 

    

Shows active concern 
and positive regard for 
faculty, staff, and students 

    

 
Work Performance 

    

Addresses studentsô 
needs and questions 

    

Gives effective feedback 
and positive 
reinforcement and 
encouragement to 
students 

    

Is aware of all campus 
resources and directs 
students appropriately 

    

Maintains a professional 
manner with students 
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Preparation 

 
Strength 

 
Satisfactory 

Needs 
Improvement 

 
Comments 

Demonstrates effective 
communication skills 

    

Answers studentsô 
questions clearly 

    

 
Knowledge of Policies 
and Procedures 

    

Submits appropriate 
paperwork for students 

    

Appointment and 
scheduling procedure 

    

Phone etiquette and use     

Security and 
confidentiality issues 
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The Peer Mentor End of Term Self-Assessment is emailed to peer mentors at the end of 

each semester through TutorTrac. The survey consists of the following questions and 

mentors are asked to answer the questions by choosing one these responses - Strongly 

Agree, Agree, Neutral, Disagree, or Strongly Disagree to the following questions: 

1. I like being able to help others by being a peer mentor. 

2. Peer mentors provide a valuable service. 

3. The job of peer mentor is satisfying. 

4. Being a peer mentor is a valuable experience. 

5. Peer mentor services give valuable support to students who need it. 

 

The remaining questions require a written response from the mentors: 

 

6. Please tell me how peer mentors help students adjust to campus life and college in general. 

7. What was the most rewarding aspect of being a peer mentor? 

8. What did you find most difficult about being a peer mentor? 

9. What are three suggestions you can give future peer mentors? 

 

 

 

 

 

 

 

 

 

 

 




