
How to Become a Tutor for 
Laureate Learning Center
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Part 1

n Go to 
http://www.laureatelearningcenter.com

n Click on contract opportunities
n Fill out an online application or 

download a hard copy and fax it back 
to:

n 866-719-3013
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E-mail

n If an identifiable match is determined, 
we will e-mail you a login for the tutors 
only link on the website.
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Documents

n Once you login under tutors only- go to 
Administrative Documents.

n You will find several documents that 
must be filled out correctly.
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Needed Documents

n Initial and sign Signed Assurances
n W-9
n Sign a subcontractor’s agreement
n Review and sign the contractor’s 

handbook
n Fill out and submit the pages included 

in the tutor workbook
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Signed Assurances

n Document scan here
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W-9

Download the W-9, fill it out and then 
submit it along with your other 
documents 

Form W-9 Request for Taxpayer
(Rev. November 2005) Identification Number and 
Certification
Department of the Treasury
Internal Revenue Service
Name (as shown on your income tax return)
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Contractor Agreement
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Contractor’s Handbook

n Be sure to go through the handbook 
n Sign and date the signature page.
n Fax back the signature page of the 

contractors handbook and all previously 
mentioned documents to 1-866-719-3013. 

n Remember to reference your name and all 
administrative documents on the fax 
transmittal sheet!
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Signature page of Handbook
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Tutor Workbook
n This should include the tutor weekly progress reports for each student 

that needs to be filled out and emailed to 
payroll_department@laureatelearningcenter.com timesheet for that 
week.

n Please remember to SAVE each form and email to the office 
weekly.
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Tutor workbook

Fill out the time
sheet for each

week
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Follow the instructions
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Documents cont.

n You can email your documents 
kathy_anderson@laureatelearningcenter.com

or
n Fax all signed documents to:

866-719-3013
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Sending Documents:

n Be sure to include your name and the 
names of the attached documents in 
the subject line of your email and in the 
message area if you choose to fax 
them.
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Part 2

n How to use Laureate’s Online 
Data bases
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Online Databases

n Go to
n http://www.laureatelearningcenter.com
n Under Tutors only complete the training 

for each database
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Training and Competency

n After you have completed the training, 
take the corresponding Competency 
Evaluation under Administrative 
documents.

n Remember: Scores less than 95% will 
not be considered.
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Training and Competency

n Email the completed tests with your 
name and the document names in the 
subject line to:

n kathy_anderson@laureatelearningcenter.com

n Or you can Fax them to:

866-719-3013
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Online Mandatory Trainings

n OaSES
n Brainchild
n EzSES
n Cayen
n Cultural Diversity
n Disadvantaged Youth
n Child Abuse
n Virtual Classroom
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FAQ’s

n Once you have completed the online 
training, review the FAQ’s 
(under the tutors only tab) and 
familiarize yourself with the databases 
and processes.

n Now you are ready to Tutor!!!
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The End
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