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ESQUIRE LEADERSHIP & MENTORING PROGRAM
ON-DEMAND TUTORING
SUPPORT NETWORK
Student & Tutor User Guide
How to Complete the Form • How Matching Works • What to Expect
	ONE FORM. TWO PATHS. SAFE MATCHING.

	ESQUIRES (PILOT)  •  Request academic support by subject or class, current need, urgency, and availability.

	TUTORS  •  Identify subject expertise, grade levels, qualifications, availability, and tutoring preferences.

	SAFETY  •  Tutor training, required screening, and reference checks are completed before tutor approval.


2026-2027 ELMP PILOT USER GUIDE
Developing Leaders. Building Character. Inspiring Service.
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	ACCESS THE TUTORING SUPPORT NETWORK


Scan the QR code or use the live form link. The same form is used for student requests and tutor applications.
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SCAN TO OPEN THE FORM
	ONE FORM. TWO PATHS.
Student Tutoring Request
Select Student / Esquire Request when the form opens.
Tutor Application
Select Tutor Application when the form opens.
Live Form Link
Open the ELMP On-Demand Tutoring Support Network


HOW TO USE THE FORM
	1
	Open
	Scan the QR code or select the live link.

	2
	Choose your path
	Select Student / Esquire Request if you need academic support, or Tutor Application if you want to volunteer.

	3
	Complete and submit
	Answer the questions for your path. ELMP Program Staff reviews the submission and manages all matching and approvals.


TUTORING COORDINATOR
	Matthew Coats
Tutoring Coordinator
	Phone: [CONTACT REDACTED]
Email: ██████████████████████████

	IMPORTANT
Submitting the form does not create an immediate student tutor connection. ELMP Program Staff verifies tutor eligibility and completes required parent/guardian notification before releasing an approved match.
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	HOW THE TUTORING NETWORK WORKS


The form collects the information needed to make a safe, practical academic match. "On-demand" means requests can be submitted when help is needed; it does not mean instant access to a tutor.
	1
	Request or Apply
	A student/Esquire requests help, or a prospective tutor submits an application.

	2
	Staff Review
	Program staff reviews the student request or tutor application and checks that the required information is complete.

	3
	Tutor Verification
	Before approving a tutor, staff verifies ELMP Mentor Training, the uploaded certificate, the National Sex Offender Public Website (NSOPW) screening, and all required references.

	4
	Match Review
	Staff compares the student's subject/class need, grade or course level, current topic, tutor expertise, availability, format, urgency, and capacity.

	5
	Pre-Connection Notice
	ELMP Program Staff and the student's parent/guardian are notified of the proposed match before releasing contact.

	6
	Approved Connection
	Only after verification and notification are complete does staff release the approved tutoring connection and next steps.

	7
	Active Support
	The student and tutor complete the agreed session(s). Staff can close the request or arrange a new match if needed.


WHAT STAFF CONSIDERS WHEN MATCHING
	ACADEMIC FIT
Subject, class, or academic area requested
Student grade level and course level, when applicable
Current topic, assignment, or skill needing support
Tutor subject knowledge, qualifications, and grade-level comfort
	PRACTICAL FIT
Shared availability
Online or approved in-person format
How quickly support is needed
Tutor capacity and requested frequency

	NO AUTOMATIC MATCH RELEASE
Even when a student and tutor appear to be a strong match, staff approval remains required. The system helps staff identify the right tutor without bypassing youth protection or parent/guardian notification.
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	STUDENT / ESQUIRE: HOW TO COMPLETE THE REQUEST


During the initial ELMP pilot, this path is for Esquires requesting tutoring, homework help, test preparation, writing support, study skills, or ongoing academic support.
BEFORE YOU START
Have your parent/guardian name, email, and phone number available.
Know the subject or class name, course level if applicable, and the current topic, assignment, or skill you need help with.
Know when you are available and how quickly you need help.
If useful, have a homework sheet, study guide, rubric, or class resource ready to upload.
WHAT YOU WILL COMPLETE
	WHAT YOU WILL ENTER
	WHY IT MATTERS

	Student information
	School, grade level, contact information, and whether you are currently an ELMP Esquire.

	Parent/guardian information
	Name, email, phone number, and confirmation that your parent/guardian knows tutoring support is being requested.

	Type of support
	Examples include homework, concept review, test/quiz preparation, projects, writing, study skills, AP/IB exam preparation, ACT/SAT, or ongoing course help.

	Subject/class information
	Enter the subject or class name, identify the course level when applicable, and describe the current topic or assignment. The form uses the information you enter rather than a fixed course list.

	Urgency and length
	Indicate how soon help is needed and whether you need one session, 2 to 4 sessions, ongoing weekly support, or help during an exam/project period.

	Session preferences
	Choose 30, 45, or 60 minutes and select online, approved in person, or either.

	Availability
	Select available days and times, earliest start date, and any scheduling notes.

	Optional upload
	You may attach a class resource that will help staff and the tutor understand the need. Do not upload sensitive records.

	BEST WAY TO GET A STRONG MATCH
Be specific. "Algebra II - quadratic equations - test Friday" is more useful than "I need math help." Enter the class or subject as it appears on the student's schedule and describe the current need.


AFTER YOU SUBMIT
You receive confirmation that the request was received.
ELMP Program Staff reviews your academic need, availability, and approved tutor options.
Your parent/guardian and program staff are notified before any tutor connection is released.
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	TUTOR: HOW TO COMPLETE THE APPLICATION


Use this path if you want to volunteer as a tutor. You do not have to be a member of Alpha Phi Alpha Fraternity, Inc. All tutor applicants must complete ELMP training and risk-management requirements before they can be approved for matching.
BEFORE YOU START
Complete the required ELMP Mentor Training Academy before applying.
Have your ELMP Mentor Training certificate ready to upload as a PDF, JPG, JPEG, or PNG.
Know the subject areas, specific classes or topics, and grade levels you are comfortable tutoring.
Know your availability and tutoring preferences, and have the information requested for your qualifications and references ready.
	MANDATORY TRAINING GATE
If you have not completed the ELMP Mentor Training Academy, you cannot continue the tutor application. Complete the training first, then return to the form. Uploading the certificate starts verification; approval also requires the NSOPW screening and completion of all required reference checks.


Mentor Training: www.a2ementortraining.org
WHAT YOU WILL COMPLETE
	WHAT YOU WILL ENTER
	WHY IT MATTERS

	Mentor training verification
	Confirm completion, enter the completion date, and upload the actual ELMP Mentor Training certificate.

	Risk management acknowledgments
	Acknowledge approved communication practices, confidentiality, program expectations, youth-protection boundaries, and the required verification process.

	Background and qualifications
	Provide your current role or occupation, education or relevant credentials, tutoring/teaching experience, and any additional academic expertise requested by the form.

	Subject expertise and tutoring capability
	Identify the subjects, classes, or academic topics you are prepared to tutor and the grade levels or course levels you can support. There is no fixed course list to select from.

	Grade levels and format
	Identify the student grade levels you can support and your preferred tutoring format, including online, approved in-person locations, or either when offered.

	Capacity and availability
	Provide your availability, earliest start date, scheduling notes, and the number of students you can reasonably support when requested by the form.

	Reference information
	Provide the reference information requested in the application. We will check all submitted references as part of tutor verification.

	AFTER SUBMISSION
Your application remains Pending Verification. ELMP Program Staff must verify your Mentor Training certificate, complete the NSOPW screening, and check all required references before your profile can become Approved / Active and eligible for matching.
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	WHAT HAPPENS AFTER YOU SUBMIT


Students and tutors receive confirmation, but ELMP Program Staff controls the actual match.
STUDENT REQUEST
	1
	Request received
	Program staff receives the student request and parent/guardian contact information.

	2
	Need reviewed
	Staff confirms the subject or class need, grade/course level when applicable, current topic, urgency, preferred format, and availability.

	3
	Approved tutors reviewed
	Only Approved/Active tutors are considered.

	4
	Proposed match
	Staff identifies the best available tutor and proposed schedule.

	5
	Parent and staff notified
	The parent/guardian and ELMP Program Staff are notified before releasing the connection.

	6
	Connection released
	After tutor verification and required parent/program notification are complete, the tutor and family receive approved next steps.


TUTOR APPLICATION
	1
	Application received
	Program staff receives the tutor application, Mentor Training certificate, qualifications, availability, and reference information provided through the form.

	2
	Training verified
	Staff verifies the ELMP Mentor Training completion record and uploaded certificate.

	3
	NSOPW screening completed
	Staff completes and documents the required NSOPW screening.

	4
	References checked
	Staff contacts and checks all required references before approval.

	5
	Tutor approved / eligible
	After completing all verification steps, staff may mark the tutor Approved / Active and consider the tutor for requests that fit the tutor's subject expertise and availability.

	COMMUNICATION RULE
For minor students, the tutoring process should not depend on private one-to-one student-tutor messaging. Parent/guardian and approved program communication channels remain involved as directed by ELMP Program Staff.
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	TUTORING SESSIONS AND TIME EXPECTATIONS


The form allows flexible support while still creating clear expectations for students, families, and tutors.
	SESSION OPTIONS
30-minute session
45-minute session
60-minute session
One-time / on-demand support
Short-term support: 2 to 4 sessions
Ongoing weekly support
	FORMAT OPTIONS
Online tutoring
In-person tutoring at an approved location
Either, when both parties and staff agree
Scheduling is based on overlapping availability
Any change should follow parent/program approved communication


STUDENT / ESQUIRE EXPECTATIONS
Arrive on time and bring the assignment, notes, textbook, or study guide needed for the session.
Tell the tutor what you understand, what is confusing, and what deadline or assessment is coming up.
Participate actively. Tutoring is learning support; the tutor should not complete graded work for you.
If you need to reschedule, notify your parent/guardian and use the approved communication process as early as possible.
TUTOR EXPECTATIONS
Review the student's subject/class, current topic, and stated need before the session and prepare an appropriate plan or examples.
Use the agreed session length and focus on understanding, problem solving, study habits, and academic confidence.
Stay within the subject areas, topics, and grade levels you identified in your application.
Follow all ELMP communication, confidentiality, youth protection, and approved scheduling expectations.
PARENT / GUARDIAN ROLE
Remain informed about the tutoring match and approved schedule.
Support access to the online session or transportation to an approved in-person location.
Contact the Tutoring Coordinator if the match, schedule, or support plan needs to change.
	FLEXIBLE DOES NOT MEAN UNSTRUCTURED
The network supports one-time help, short-term tutoring, and ongoing weekly support. The student's needs and tutor availability determine the most appropriate schedule.
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	QUICK REFERENCE AND FREQUENTLY ASKED QUESTIONS


Keep this page for the most common questions about using the tutoring network.
	QUESTION
	ANSWER

	How should a student identify the class or subject?
	Enter the subject or class name and describe the current topic, assignment, or skill that needs support. The form does not require you to select from a fixed course catalog.

	Do I have to be an Alpha to volunteer as a tutor?
	No. Tutors do not have to be members of Alpha Phi Alpha Fraternity, Inc. Every applicant must complete the same ELMP training, NSOPW screening, reference checks, and approval requirements.

	Can a tutor apply before completing ELMP Mentor Training?
	No. ELMP Mentor Training is a required gate. The tutor must complete training and upload the certificate before submitting the tutor application; staff verification continues after submission.

	Does uploading the certificate mean the tutor is approved?
	No. ELMP Program Staff must verify the Mentor Training certificate, complete the NSOPW screening, and check all required references before the tutor becomes Approved / Active.

	How quickly will a student be matched?
	There is no guaranteed instant match. Timing depends on the academic need, urgency, tutor expertise and availability, schedule fit, and completion of the required safety steps.

	Can a student or tutor make contact before staff releases the match?
	No. The parent/guardian and ELMP Program Staff are notified before staff releases the approved connection.

	What if the first match does not work?
	Contact the Tutoring Coordinator. Program staff can review the need and determine whether a schedule adjustment or new match is appropriate.


CONTACT & ACCESS
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	Matthew Coats
Tutoring Coordinator
[CONTACT REDACTED]
██████████████████████████
	STAFF NOTIFICATION
███████████████████████

Open Tutoring Form


Prepared for the 2026-2027 ELMP pilot program year.


Page 1
image1.png




image2.png




