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      CONTACTING FLEET TUTORS 
 
 
 
Telephone Number :   0845 644 5452 
 
Fax Number:                01252 815559 
 
Web:      www.fleet-tutors.co.uk  
 
Email:                           accounts@fleet-tutors.co.uk  
                                   
                                      clientsupport@fleet-tutors.co.uk  
 
                                      tutorsupport@fleet-tutors.co.uk  
 
 
 
Head Office Address: 24 Northfield Road 
    Church Crookham 
    Hampshire  
    GU52 6ED 
 
 
Standards Opening Hours: 
 

Monday   09.00 – 20.00 
Tuesday   09.00 – 20.00 
Wednesday   09.00 – 20.00 
Thursday   09.00 – 20.00 
Friday   09.00 – 20.00 
Saturday   09.00 – 13.00 
Sunday   Closed 
 
 

Summer Holiday Hours: 
 
 Monday  09.00 – 20.00 
 Tuesday  09.00 – 20.00 
 Wednesday  09.00 – 20.00 
 Thursday  09.00 – 20.00 
 Friday   09.00 – 20.00 
 Saturday  Closed 
 Sunday  Closed 
  

  

 



 
 
 
 

 
 
 
 

YOUR FIRST ASSIGNMENT 
 
Our consultants work hard to ensure that students are matched with the perfect tutor for 
their needs.  Clients are asked for as much information as possible about their 
requirements before they are matched with potential tutors. 
 
Once you have been matched with a student, you will receive a telephone call or email 
from a consultant who will relay to you the requirements of the client. Whilst on the 
phone with the consultant, it is wise to fill in a client brief (sample enclosed) so you can 
be sure you have all the information you need.  Should you accept the assignment it 
is at this point that your contractual obligations  to Fleet Tutors and the client begin.   
(please refer to “terms and conditions for tutors“).  So what should you do next?   
 
Telephone the client within 24 hours of accepting t he assignment .     First 
impressions count, so it is important to conduct yourself in a professional manner on the 
telephone, remembering to speak clearly, be patient, and most importantly to listen to 
the student or their parents.  Make sure you confirm and obtain the following information:   
 
(a) When and where  your first tutorial is to take place.   
(b) Logistics - Is there parking?  Is the parent going to be in the house if you are 
tutoring a minor?   
(c) Client details – You will have already received  these details from our 
consultants but it is wise to confirm them:  the age of the student, the subject they 
need help with, the level they are working towards, and details of the relevant 
examination board so you can check the syllabus before your first lesson.  
(d) Client Goals - determine the goals of the client.  Are they aiming for an entrance 
examination to a specific school?  Do they need to improve their predicted grade in a 
subject?  Why do they feel they need a tutor?    
The aim of this initial conversation is for the cli ent to confirm that you are the right 
tutor for them and to schedule the first session. F rom this call you should have 
obtained enough information to prepare adequately f or your first lesson.  
 
You must now contact Fleet Tutors to confirm your f irst session with the student, 
so that contracts can be issued .                  
 You may do this by telephoning 0845 644 5452 and keying in the extension number of 
the consultant, or selecting option 3 for Client Services; or by emailing 
clientsupport@fleet-tutors.co.uk , with your name, student name and the date of the first 
session (e.g. David Jones, Beth Howard, 23/04/07).   A contract confirming the details of 
the assignment will be emailed or posted out to you along with a timesheet. 
 
******************************************************************************************** 
 
A tutor must decide whether to accept a job when first speaking with the Fleet Tutors 
consultant.   Only under exceptional circumstances can a tutor change their mind 
beyond this point (described in your Terms and Conditions) 
IMPORTANT - If you cannot get hold of a client within 24 hours  of being given the 
client details YOU MUST telephone our consultants to advise them of this.  The key to 
being an excellent tutor is communication. 
 



 
 
 
 

 
 
 
 

 
 
 
YOUR FIRST LESSON…… 
 
When you attend your initial tuition session it is first impressions that count so try to 
ensure you are prepared, professional and confident!  The following guidance could help 
you ensure the occasion runs as smoothly as possible: 
 
� Be professional and friendly  - remember you are working and being invited into 

somebody’s home. Observe the environment of the home (formal, informal etc), 
demeanor of parents and child (formal, informal) so that you can adjust your 
approach accordingly. 

� Dress respectfully  - you don’t need to go suited and booted, but smart/casual would 
be appropriate. 

� Be punctual . 
� Be prepared  - you need to show the student and their parents/guardians that you 

have done your prep and are familiar with the syllabus before turning up on the 
doorstep.  Useful resources can be found within this welcome pack. 

� Ask questions  - communicating with the student and their parents/guardian ensures 
that you are all working towards the same goals.  A casual conversation can reveal 
strengths and weaknesses in the subject, as well as personal information which may 
help you tailor your sessions for maximum enjoyment - for example, if you find out a 
student is football-mad, you can incorporate that into lessons (e.g. angles of a goal) 
and make even the more difficult topics come alive for the student! 

� Ask the parent/student  to show you an example of their school work and school 
report – it may be useful to ask for this BEFORE your first visit so the student/parents 
are prepared. 

� Complete an Individual Learning Plan  - this enables you, the student and their 
parent/guardian to monitor progress over the coming weeks and months. An IEP is 
sent to the client with their contract so please do ask them for this - a sample is 
included in this welcome pack. 

� Feedback  - tutoring can require a considerable investment for students and their 
parents/guardians so it is important that you give feedback to both the student and 
parent(s)/guardian on how you feel the student is improving, and also to ensure they 
are happy with the tuition you are giving.  If the parent(s) are not there when you 
tutor the child and a nanny/or child-carer is in charge, ask them the best way to 
communicate to the parent (mobile, e-mail etc) or leave a message for them to ring 
you. 

� Next session  - before you leave, confirm that both you and the student know when 
and where the next session is to be.  It is a good idea to give the student and/or their 
parents/guardians a contact telephone number should they need to call you. 

 
 
If you have any concerns at all after your first session, please contact our consultants.  It 
is important to us that both you and the client are happy with the outcome of the initial 
meeting and that a successful client/tutor match has been made.   
 
 



 
 
 
 

 
 
 
 

INDIVIDUAL EDUCATION PLANS (IEP ) 
 
IEP’s are designed to support both you and the client/student in planning your tuition and 
are an excellent tool for setting realistic goals and managing parental expectations.  An 
IEP will be sent to the client or student (if over aged 18) with their contract and you 
should request this at your first session. 
 
HOW TO USE IEPs. 
 
At your initial session ensure the client has completed the first section of the IEP, setting 
out their expectations of tutoring and the academic goals they are hoping the student will 
achieve.  At this point it is useful to have a look at school reports, coursework etc so you 
can identify with the client the student’s strengths, weaknesses and any specific subject 
matter the clients feels is needed. 
  
The next section of the form is for you and the student to fill in at your first session . By 
speaking to the student and/or their parents you should be able to determine how to plan 
your teaching to ensure the student reaches the goals desired. 
 
Your recommendations, in terms of the number of tuition hours you recommend for the 
student, will help Fleet Tutors ensure that we offer the client the most cost-effective 
tuition package.  This will also give you more financial security on the duration of the 
contract so that you can plan your future commitments.  Therefore please ensure you 
feed back to Fleet Tutors your recommendations for the number of sessions the student 
will require. 
 
Obviously goals and priorities may change as tuition proceeds; IEPs are not designed to 
be prescriptive, however, we feel they are a very useful tool in establishing mutually 
agreeable targets. 
 
 
CERTIFICATES AND STICKERS 
 
These have been designed essentially, though not exclusively, as a motivational tool for 
primary students, and certificates are available from tracy@fleet-tutors.co.uk .   The 
goals you have established with the client whilst completing the IEP should help you 
decide how to set your targets for reward.  When you are ready to award your bronze, 
silver or gold certificate please e-mail tracy@fleet-tutors.co.uk and she will post a 
certificate with the desired sticker to you. 
 
 
 
We recognise that a small number of tutors may have their own IEPs or rewards 
programmes; if this is the case and you prefer to use your own, please ensure we 
receive a copy of your IEP with your timesheet and advise us of any reward tools you 
are using. This enables us to ensure that any communications we have with the client 
are appropriate.  
 
 



 
 
 
 

 
 
 
 

 
 
 
LOOKED AFTER CHILDREN (LAC) ASSIGNMENTS 
 

In addition to our private clients, Fleet Tutors is a market leader in providing tuition to 
children in local authority  care.  Working with 'Looked-After Children' (LACs) can be 
incredibly rewarding for tutors, and is an area of considerable growth for Fleet Tutors. 
Our work with an increasing number of Local Authorities in the UK provides one-to-one 
tuition to a growing number of LACs with the aim of giving them the same educational 
opportunities as their peers. 

 

All tutors working with LAC students will receive an LAC Tutor Information pack which 
sets out guidelines for working on these assignments.  Further information on LAC 
assignments is available from the tutor area of the website.  Our Government Team are 
based in our Church Crookham office -  please email Jackie@fleet-tutors.co.uk if you are 
interested in working with LACs 

 

'LOOKED AFTER CHILDREN' WORKSHOPS  

Working with LACs can present the tutor with challenging situations and can also 
demand a different approach to their teaching, and in recognition of this Fleet Tutors 
runs workshops for tutors working with LACs.  It is our goal that all LAC tutors will take 
part in a LAC Workshop to ensure that they are trained and supported in all aspects of 
providing education for children in care. 

The workshops cover topics such as the differing categories of children in care, how to 
cope with challenging behaviour, and the role of the tutor with LACs, as well as looking 
at who and where to turn to when you need support with your LACs.  Workshops are 
FREE OF CHARGE; spaces are strictly limited and demand is always high so please 
email marys@fleet-tutors.co.uk to express your interest.  

All tutors who attend LAC workshops will be given priority for future LAC assignments, 
and certificates will be awarded at the end of each session. 

 

LAC REPORTING 

Tutors working with LACs are required to submit monthly reports on the progress of 
tuition along with their timesheets.  LAC tuition programmes are funded by the local 
authority and/or DCFS and Fleet Tutors are required to send your reports when we 
invoice the authority to enable them to assess the value of tuition and the progress of 
each student.  Failure to submit your reports on time means we are unable to invoice the 
local authority for the work you have done, and could result in a delay in your payment. 

 



 
 
 
 

 
 
 
 

 
 
 
 
ONLINE TUITION 
 
 
Live Remote tuition (a.k.a. online tuition) is when the tutor teaches a student who is not 
in the same location as the tutor.  The tutor communicates with the student using the 
Internet, and one or more of the following tools: e-mail, instant messaging (e.g. MSN 
messenger or Yahoo), Skype www.skype.com in order to see and/or hear the student 
remotely using headphones) and/or a webcam.  The decision of which tools to use (e.g. 
MSN messenger and/or webcam) is made between tutor and student in the introductory 
telephone phone call which precedes meeting online. Online tuition is chosen often 
when the student does not have access to a face to face tutor in their immediate area or 
prefers remote learning.  It requires equal knowledge, organisation and preparation as 
face-to-face tuition.  When a tutor is offered an online job, this will be explained on the 
phone by Fleet Tutors’ consultant.  Tutors should only accept online jobs when they are 
comfortable with the tools above to communicate with the pupil, and once they have 
worked out appropriate lesson plans for online use.  Online tuition is a growing area and 
tutors who are interested are advised to familiarise themselves with Skype and ideally 
webcams which are increasingly becoming standard features of family PC’s. The cost of 
these tools is negligible but it is important that the tutor practices and prepares before 
tutoring with them.    
 
Online tuition is not always a stand alone service.  Sometimes online tuition is used as a 
complement to face-to-face in order to accelerate progress between face-to-face 
sessions. If a tutor feels that online tuition would benefit the student as a supplement to 
face-to- face, the tutor can recommend this to the student but must request that the 
student arrange this through Fleet Tutors and not directly through the tutor.  Once 
arranged and a payment plan agreed, Fleet Tutors will notify the tutor that the online 
tuition can begin. This will insure that the tutor is fairly remunerated and the client 
correctly charged for online tutoring time. The tutor completes their time sheet and 
submits it to Fleet Tutors in the same manner as face-to-face sessions.  For information 
on rates of pay for online, tutors should contact Fleet Tutors. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 
 
 

 
 
GETTING PAID…. 
 
Our Tutors are not permitted to collect payment from the client.  All clients are invoiced 
on a monthly basis freeing you from the responsibility of having to ask for tuition fees at 
the end of each session.   
 
With each new assignment you undertake you will be sent a contract confirming the 
client details and your rate of pay, along with a timesheet.  It is strongly recommended 
that you ask the client to sign your timesheet on each visit.  This prevents the client 
disputing any hours you worked.  You MUST submit your timesheets by 4th of each 
month  at the latest.  If you prefer you may submit your timesheets on-line by visiting the 
tutor area on our website.  You can also download and print timesheets from the tutor 
area.  Only work under-taken during the closing calendar month may be included on 
your timesheet. 
 
On 20th of each month you will be paid by BACS directly into your bank account for the 
work confirmed on your timesheet.  Please ensure you advise our accounts department 
of any changes to your bank details.   
 
Submitting your timesheets by 4th of the month is imperative.  Late submission of 
timesheets means that we are unable to invoice our clients and could result in your pay 
being withheld until the client has paid their invoice.  Tutors who repeatedly fail to submit 
timesheets by 4th of each month may not be offered future assignments as it is important 
that we are able to invoice each client monthly, otherwise they complain when their bill 
has built up. 
 
For those tutors working with Looked After Children (LACs) through our Government 
team, you must ensure you submit your report forms along with your timesheets.  These 
reports enable the local authority to assess the value of tuition to, and progress of, each 
individual student.  Late submission of reports means we are unable to invoice the local 
authority for the work you have done. 
 
Should you have any queries on timesheets and payment matters please contact Tracy  
in our accounts department on 0845 644 5452  and select option 2, or email her at 
tracy@fleet-tutors.co.uk. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 
 
 

FLEET TUTORS COMMUNITY  
 
Fleet Tutors recognises that tutoring can sometimes be an isolated environment to work within 
and as such, we offer several ways for you to  benefit from the camaraderie and support of 
colleagues.  Our aim is to give you the networking and professional/social interaction you might 
experience if you were employed by a large company while enabling you to still enjoy the 
flexibility of your life as a self employed professional.  Our current tutor community services are 
as follows: 
 

• Our website (see below) has a special tutor area 
• Regional Development workshops – these are managed by Mary Swindale in our London 

office.  Enquiries regarding training should be emailed to marys@fleet-tutors.co.uk  
• Bi annual tutor open houses and parties 
• Tutor introduction service-  If you like, we will introduce you via e-mail to other tutors in 

your local area.  This is an opportunity to share advice, best practice and indeed stories 
• Dedicated tutor support-  Our tutor support team is responsible for all HR issues and 

pastoral care of tutors.  Any time you wish to seek advice, please contact them at 
tutorsupport@fleet-tutors.co.uk  

• Research Project with the Institute of Education-  This project has brought together 
several of our leading tutors who have been able to share and learn a lot from these 
forums. 

• Monthly ” In-Tuition” sent by email – please ensure we have your correct email address! 
• Termly newsletter from our managing director Mylene Curtis 
 

Fleet Tutors is always looking for ways to develop our services to ensure you truly feel a part of 
the Fleet Tutors Community.  We are open to your ideas both informally and formally through our 
tutor satisfaction survey. 
 
FLEET TUTORS HOME PAGE 
 
All Fleet Tutors are able to visit the exclusive Tutor home page at www.fleet-tutors.co.uk - please 
navigate to the bottom right-hand-side of the home page to access this area.  You will be asked 
for your tutor reference and password to gain entry to the tutor area where  you will find a wealth 
of information to assist you in your work; we encourage all of our tutors to log-in regularly.  In this 
area you will find the following sections: 
 
� New Jobs - this section is updated daily and shows current available jobs which you may 

wish to undertake. 
� Timesheets - submit your time-sheet on-line or download a printable version. 
� Resources - exam board links, ISEB information, national curriculum updates and a host of 

other web-links which you may find useful in your lesson-planning. 
� Newsletters - our regular tutor newsletters can also be viewed via our website. 
� Promotions - find out about special incentives for Fleet Tutors such as our “continuing tuition” 

bonuses, and our ‘Twenty Out of Ten’ client and tutor referral programmes. 
� Community pages - each summer and Christmas we host tutor parties giving you the chance 

to meet our team, and network with other tutors.  
� Looked After Children information for those tutors working with children living in the care of 

the local authority 
� Development and Training information  
� On-Line Tuition - if you are interested in tutoring on-line, details can be found here. 
� Tutor Forum – enabling you to network with other tutors to swap tips, ask for advice or 

arrange a social evening with other tutors in your area 
 



 
 
 
 

 
 
 
 

 

USEFUL RESOURCES FOR TUTORS 

The most successful tutors stay up to date on all a spects of the National Curriculum. 
These sites will help you tutor more effectively, a ccess exam boards and enable you to 
advise your clients on the changing world of educat ion.  

Exam Boards 

www.abrsm.org 

www.aqa.org.uk 

www.edexcel.org.uk 

www.iseb.co.uk 

www.ocr.org.uk 

www.sqa.org.uk 

Other Links  

www.afnpublishing.co.uk 
11+ exam resources 

www.bbc.co.uk/schools 
BBC learning resources for home and school 

www.dfes.org.uk 
Department for Education and Skills 

www.galorepark.co.uk 
Leading independent publisher of prep school textbooks for children aged 8-16 

www.learn.co.uk 
Guardian website provides materials for lesson plans and private study as well as support and 
advice for teachers and parents on all aspects of school life 

www.nc.uk.net 
National Curriculum Online. Programmes & guidelines for every subject! 

www.qca.org.uk 
Qualifications and Curriculum authority 

www.teachernet.org.uk 
One-stop gateway to all of a teacher's needs on the net 

 

This is just a small selection of the resources available for tutoring.  Further links can be found on 
our website. 

 

 



 
 
 
 

 
 
 
 

 
 

 
 

‘TWENTY OUT OF TEN’ TUTOR INCENTIVE 
 

 
To meet continued client growth, Fleet Tutors are actively recruiting new tutors nationwide.  We 
are particularly keen to recruit tutors able to teach maths, English or science at GCSE and A 
level, primary trained tutors and those with experience of entrance examinations.   
 
 
If you know of suitable candidates, we will reward you for each successful referral with our 
Twenty Out of Ten  incentive scheme; once your referred tutor has completed ten  tuition 
sessions for Fleet Tutors we will pay YOU £20.00.  Earning rewards doesn’t come much simpler 
than that! 
 
 
All of our tutors must possess a minimum of a UK bachelors degree (or overseas degree with 
NARIC conversion) and a current enhanced CRB disclosure.  Whilst a teaching qualification, 
such as a PGCE or Cert Ed is not essential, it is considered a plus by many clients.   
 
 
Similarly, if you know of a student who requires tuition in a subject you are not able to teach, refer 
them to Fleet Tutors and once they have completed ten tuition sessions with Fleet Tutors we will 
pay YOU £20.00.   If you meet a client independently of Fleet Tutors but who you would prefer to 
tutor through Fleet Tutors you will be similarly rewarded; many of our tutors refer their clients to 
us in order to benefit from Fleet Tutors managing all of their students. 
 
 
Referral forms for tutors and clients are enclosed.   Futher copies are available either from 
the tutor area on our website or by emailing tutors upport@fleet-tutors.co.uk  Please 
complete and return to us – don’t forget to include  your name and tutor reference so we 
can be sure to reward you!! 
 
 
 
 
 
 
 
 
 
 
 
This offer is only open to registered tutors with F leet Tutors.  Not to be used in conjunction with an y other offer.  Restrictions may apply.  All offers  are 
at Manager’s discretion.   

 
 
 
 
 

 



 
 
 
 

 
 
 
 

 
 

 
 
 
 

FLEET TUTORS – NEW CLIENT REFERRAL 
 
 
Please complete the following information on the client you have introduced to Fleet Tutors and 
return to Tutor Support, Fleet Tutors, 24 Northfield Road, Church Crookham, Hampshire GU52 
6ED. 
 
Name………………………………………………………………………………………. 
 
Address……………………………………………………………………………………. 
 
……………………………………………………………………………………………… 
 
Contact Numbers…………………………………………………………………………. 
 
Student Name………………………………………Age……………………………....... 
 
Subject Required….…………………………………………………………………….... 
 
Reason for requiring tuition………………………………………………….................. 
 
 
 
Our client services consultants will contact the client you have referred shortly.  You will receive 
your £20.00 referral fee once they have completed ten tuition session with Fleet Tutors.  To 
enable us to reward you, please complete your details below. 
 
Your Name………………………………………..Tutor Reference………………….. 

    
 
 
 
 
 



 
 
 
 

 
 
 
 

 

 

 
 
 
 

FLEET TUTORS – NEW TUTOR REFERRAL 
 
 
Please complete the following information on the person you have recommended as an ideal 
Fleet Tutor and return to Tutor Support, Fleet Tutors, 24 Northfield Road, Church Crookham, 
Hampshire GU52 6ED. 
 
Name………………………………………………………………………………………. 
 
Address……………………………………………………………………………………. 
 
……………………………………………………………………………………………… 
 
Contact Numbers…………………………………………………………………………. 
 
Qualifications…………………………………………………………………………….... 
 
Current employment…………………………………………………………………….... 
 
Subject they wish to tutor………………………………………………………………... 
 
 
 
Our tutor support team will contact the person you have referred shortly.  If their application to 
become a tutor is successful, you will receive your £20.00 referral fee once they have completed 
ten tuition sessions with Fleet Tutors.  To enable us to reward you, please complete your details 
below. 
 
Your Name………………………………………..Tutor Reference………………….. 
 

    
 



 
 
 
 

 
 
 
 

InInInIndividual Education Plandividual Education Plandividual Education Plandividual Education Plan    
 
Client Name:     Student Name: 

 

Tutor Name:     Subject & level: 

This form is to be filled in by the client before the first lesson and handed to the tutor who will then 
complete it and send copies to the client and Fleet Tutors. 
 
Client Priorities:  Please put here what you hope the student will achieve through tuition and 
what you expect from the tutor. 
 
 
 
 

Schools/universities applied/ applying to (if applicable): 
 
 Pupil’s view 

 
 
  
 
Tutor Assessment to be filled in by the tutor:  Please put here the outcomes of your 
assessment of the student taking into account the clients requirements. 
 
 
 

Targets: 
 
Please circle one only: 
Student performance :  High performer   above average   average     below average     
failing 
 
Student’s aims are : easily achievable    achieveable with hard work unrealistic 
 
Recommended number of hours of tuition for student to achieve goal.    
<15 Hours          15+ Hours          20+ Hours              30+ Hours/Full academic year        Other  
 
Any other comments 
 
 
 
 

 



 
 
 
 

 
 
 
 

 
 
 
 

FLEET TUTORS CLIENT BRIEF 
 
You should complete this form when Fleet Tutors call you with a new assignment.  This form is 
designed to ensure you have all the relevant client details BEFORE you contact the client.   
 
Client Name……………………………………..Student Name………………………. 
 
Client Address……………………………………………………………………………. 
 
Telephone Numbers…………………………………………………………………….. 
 
Subject………………………………Age……………………….Level………………… 
 
School attended…………………………..School Intended………………………….. 
 
Reason for tuition………………………………………………………………………... 
 
Other information………………………………………………………………………… 
 
Please remember that your contract with this client begins when you accept the above details 
from Fleet Tutors. 
 
 
………………………………………………………………………………………………. 
 
 
You should complete this form when Fleet Tutors call you with a new assignment.  This form is 
designed to ensure you have all the relevant client details BEFORE you contact the client.   
 
Client Name……………………………………..Student Name………………………. 
 
Client Address……………………………………………………………………………. 
 
Telephone Numbers…………………………………………………………………….. 
 
Subject………………………………Age……………………….Level………………… 
 
School attended…………………………..School Intended………………………….. 
 
Reason for tuition………………………………………………………………………... 
 
Other information………………………………………………………………………… 
 
Please remember that your contract with this client begins when you accept the above details 
from Fleet Tutors. 
 
 


