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Hi Team,   

  

Welcome to Cambridge Online Tutors. We’ve recently updated all our systems in order to facilitate 

our In the Community Donations mechanism. Now, every lesson that is booked can lead to up to £2 

in donations to our partnered charities, The Access Project & The Prince’s Trust. For more 

information on this, visit our In the Community Page. There are opportunities for everyone to 

participate.  

In this document, we will run through Your Portal, to help you navigate it smoothly.   

  

1. Dashboard  

When you log in, you will see something like the screenshot below. Under ‘Recent Orders’, you will 

see all the bookings that have been made during a particular time period which you can define using 

the ‘Start Date’ and ‘End Date’ fields at the top. We’ve had a few issues with the year field being 

difficult to change from the year ‘2121’. I would recommend setting the date range to something 

massive (e.g. a start date in 2020 and an end date in 2121 to capture all possible bookings). We’re 

working on this currently. Other than this, the Dashboard has a few nice metrics to show all your 

bookings/days and product/booking split, but nothing overly important.   
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2. Products   

  

  

In ‘Products’, you will see the subjects that you offer. There is one product per subject, so if you 

teach French, key stages 1-5, you will have one product for this (not five). If you have been moved 

over from the old system, all your products should have been transferred. If there are any missing, 

please notify us at info@cambridgeonlinetutors.co.uk and we will add these for you. If you are new 

to the team, we will have noted down your subjects/key stages during your interview and added 

these products while creating your profile.   

  

1. Adding New Products (Subjects)  

  

Ignore the duplicate button. You can add new products, by clicking ‘duplicate’ but we strongly advise 

against this. There is no capability to determine the key stages in your portal, so if you duplicate the 

French product and select the Maths filter to create a Maths product for yourself, you will appear 

under ‘Maths’ but on the booking form, if a customer tries to book you for Maths, they will not be 

able to select a key stage and you will not be able to be booked. Just creating hassle. Unfortunately, 

the WooCommerce platform does not allow us to hide this feature. The silver lining is it does allow 

us to keep overall track of how many tutors are signed up to what subjects/key stages. Effectively, if 

you want to change your subjects or key stage offerings, you will need to notify us.    

  

2. Deleting Products  

  

If you want to remove a product, you can do so by click ‘delete’. Please notify us of this if you are 

going to do it.   
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3. Editing Products  

Writing your bio/Product Description  

You no longer have a ‘profile’ as such. Customers will only see your products. You can now edit your 

profile for each product you offer, or if you prefer to just have a universal bio, you can just copy and 

paste the product description across all your products.   

You will need to write 200-500 words in the ‘Product Description’. This is what will be your ‘Bio’.   

If you are choosing to have a universal bio, please include all your subject offerings/key stages and 

qualifications at the top of your bio.   

If you decide you want a unique bio per product offering, please include your suitable subject 

offering/key stages and related qualifications at the top.   

Your ‘short description’ will be a sentence or two. E.g. ‘Maths wizard. 3 years experience. 1.1. degree 

Cambridge’   

The ‘category’ should be pre-populated with the correct subject. You should not need to do anything 

here.   

You can upload your image here (make sure it is a good quality image to avoid pixelation).   
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At this point, we would advise looking at your profile in the front end to see if you are happy with 

what customers will see. In order to do this, you will need to SAVE the product (at the bottom of the 

‘edit product’ page. Not ‘save as draft’. Then, if logged out, or in another browser, you can Browse 

Subjects on the website and find yourself. You will not appear if the product is saved as a draft.  

  

You should see something like this. You cannot alter your experience or your qualifications. We will 

prepopulate this during profile creation. If you would like to change what we put in these sections, 

please just let us know. You also cannot (obviously) alter your reviews.   
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Please notify us if you think you are entitled to an ‘In The Community’ Emblem. You can receive one 

of these on your profile if you take part in one of our charity initiatives (e.g. Future Steps) or, 

volunteer tutoring with The Access Project. Or, if you do your own charitable work outside of  

Cambridge Online Tutors, then please email us and we can go from there 

(info@cambridgeonlinetutors.co.uk)   

  

Availability   

  

Click on ‘Availability’ and you will be taken to the page (see screenshot below).  

The calendar at the bottom is very flexible. You can alter the ‘Range Type’ and ‘Range’ to help you 

set exact availability timings.  

The bookable column must be set to ‘Yes’.   

You can ignore the priority section.  

The ‘Minimum Block Bookable’ section allows you to have a minimum notice period for booking. So, 

if you don’t want any last minute bookings, you could set this to 24 hours, so the minimum notice 

period for a bookign will be 24 hours.  

The ‘Maximum’ is how far in advanced you can be booked.   

DO NOT change the ‘maximum bookings per block’ from ‘1’, or you might get double booked.   

If you do not want to do back to back lessons, you can ‘require a buffer between booking’. The 

default is ‘0’ and the units are hours.   

DO NOT change the ‘All Dates Are… not-available by default’ dropdown. If you do, this will supercede 

and make any calendar adjustments you have made irrelevant.   

DO NOT change the ‘Check Rules Agains… All blocks being booked’.   

DO NOT restrict start days.   

You can ignore the ‘First block starts at…’   

At the top, ‘Has Persons’ and ‘Has Resources’ should remain ticked and the Product Type should be a 

‘Bookable Product’.   

Once you are satisfied click ‘Save Changes’ at the bottom.   

 

***YOU WILL NEED TO DO THIS PROCESS FOR EACH OF YOUR PRODUCTS***  
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General  

Under General, please do not change any of the default settings. They should be as follows and are 

in line with Cambridge Online Tutors Terms & Conditions.   

   

Hiding Your Profile  

We understand you will have busy periods at university and you will need time off to focus on work. 

We want to be flexible and so you have the ability to hide your profile. Please send an email request 

to ‘info@taurho-transcribes.co.uk’ to notify us if you intend to do this. To hide your profile, simply 

save all of your products as Drafts. If your profile has been hidden longer than a month or two (i.e. a 

reasonable time for an exam/revision period), we will get in touch.   
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3. Bookings  

Here you will be able to see all your bookings. Just make sure you have set the date range on your 

dashboard to inclusive dates. This can be a fiddle (as mentioned earlier, sometimes thinks we’re in 

2121 rather than 2021; we’re looking into this).  

You can view all of these in the default view below, or go onto ‘calendar’ mode to view your bookings 

in a Calendar. ‘Add Product’ & ‘Manage Resources’ are features we have not added yet, so ignore 

these.  

When you receive a booking, you will also receive an email notification.   

  

4. Contact Admin  

This is a contact form for general queries.   

5. Invoice Uploads  

This is where you upload your invoices at the end of each month (See payment terms for details). 

You will also need to delete all your data per month (lesson recordings) and confirm this when 

uploading.   

6. Support Files   

Here you will find useful resources such as your invoice template, a guide to ICA Compliance and 

useful download links.   

7. Logout  

How you logout     
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Getting Lesson Time  

  

Firstly, the better your bio, the more likely it is you will attract pupils/parents. Tutors and 

pupils will approach us with their preferred tutor and we will marry up suitable tutoring slots 

based on the availability and subjects you have selected.   

  

Once we receive an enquiry from a pupil/parent, you will be assigned a lesson slot and 

receive an email notification of the booking which will confirm the information you need to 

know (Key Stage, Subject, time, one-to-one, small group). We also encourage pupils to 

include the exam board and preferred topics to ensure you are able to best prepare for the 

lesson.    

  

Lesson Planning   

  

Don’t worry. This might feel daunting the first time you do it but it will soon become a walk 

in the park. Hopefully, the experience of lesson planning for the interview process has 

improved your confidence here.   
  

Before you begin, review the materials sent to you during your application. There are some 

useful lesson plans provided here. A bunch of useful resources including a Twinkl Premium 

Login and access links can be found in your support file ‘Curriculum Access Links’. If you 

have any trouble accessing curricula, please contact the admin team.  

  

We will now run through with you a start to finish example of being assigned a lesson, to 

lesson completion. Here we go!   

  

Lesson Conduct  

  

Your interview feedback should have helped you in this regard also. There is nothing that will 

draw back tutees than a fun, enjoyable and engaging lesson!   

  

Recording of Lessons  

  

You have logged into your lesson a few minutes before start time. Please make sure you press 

record. If they ask about the recording of the lesson and their data, please point them towards 

the Privacy Policy and Terms and Conditions and notify them that all data is held for a 

maximum of on month before being deleted for GDPR.   

  
Ending a Lesson  

  

When reaching the end of your lesson, try and point the students towards transcription of the 

lesson audio. This opens up a £3 commission for you and if you have been onboarded as a 

transcriber, another revenue stream.   
   

Once you have ended a lesson, stop the recording and send it through to  

‘info@cambridgeonlinetutors.co.uk’. You will need to delete your local copy before 

invoicing that month.   
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Using Zoom  

All lessons will be conducted over Zoom. If you haven’t already, simply go to the download 

centre and download Zoom. Open up the app, click on ‘meetings’ in the top row:  

  

 
  

Clicking ‘Copy Invitation’ will give you your Personal Meeting ID. This will be linked to 

your bio and not visible to anyone but you or the admin. You MUST NOT change this and if 

you do, you must notify the admin immediately.   

Each time a prospective tutee books a lesson, in their confirmation email, they will receive 

instructions to join the lesson a few minutes before. They will also receive the same meeting 

link, meeting ID and Passcode every time, which you will have provided to us:  E.g.   

https://us04web.zoom.us/j/3501673500?pwd=S3J2QktEclfFDW81WVpqUS9KVkVLZz09  

Meeting ID: 314 167 3430  

Passcode: pf3DU0  

If you change this, without our knowledge you may have bookings which have received the wrong 

link, ID or Passcode and will not be able to join their lessons.   

You should also arrive at your Zoom a few minutes before and you will be able to see a little pop up at 

the bottom of your screen when your tutee accesses the link. Click ‘admit’ to let them in and away you 

go!   

A note on LMS Tutors – this has not been integrated to Zoom yet. It will be in due course and we will 

keep you updated.   

Lesson Attendance, Cancellation and Complaints  

If you are late and the tutee requests some form of compensation (e.g. 25%) you will incur a penalty 

equal to this sum from your lesson compensation.   

In the event a tutee does not arrive for the scheduled start time, you must wait for at least 15 minutes 

and then notify the admin via the message centre. You will receive compensation for the whole lesson.   

Details are provided in the Compensation Reduction Scheme section on your contractor agreement 

and in more detail below for lesson cancellations.  

Tutees are able to cancel lessons 24 hours or more in advance of the lesson without incurring any 

penalty. Bookings cancelled within 24 hours may be refundable. We allow you to decide whether the 

tutee receives a full or partial refund of 50% of the lesson fee. You need to consider your relationship 
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with the tutee. It may be wise to reschedule and provide a refund. Obviously, if the tutee decided to 

cancel 5 minutes before a lesson, it would seem mad not to insist on receiving full compensation and 

providing no refund. If we do not hear from you, cancellations prior to the scheduled start time may be 

fully refunded and compensation for these lessons will not be provided.    

Compensation, Progression and Payment Terms  

1. Tutors will receive a basic rate of £16 per one-to-one hour lesson provided, or £18 

per group (2-4) lesson provided. This includes lesson plan creation prior to each 

lesson. You will be able to keep these lesson plans and use them as you see fit. If 

they are requested by the student, you may wish to provide them or, you may wish 

to offer it with the transcription to receive the additional commission (explained 

below). It’s up to you. Lesson Plan guidance and templates will be provided for 

you and once you have done a few, this should become second nature.   

  

2. Once Tutors clock a certain number of hours of lessons, providing feedback 

averages greater than 4.5/5 stars, tutors will be able to progress to a ‘Senior Tutor’ 

and will be able to incrementally increase their hourly fee for their services as 

follows:  

- Having completed 50 hours of lessons: £18 an hour (£20 for groups)  

- Having completed 100 hours of lessons: £20 an hour (£22 for groups)  

  

3. An additional commission may be earned by pointing pupils/parents to our sister 

company TauRho Transcribes. Here we will provide a transcription of the Zoom 

tutorial at a 20% discount. We may also request the lesson plan you have created. 

Commission will be 10% of the value of the transcription. Each standard 60 

minute lesson you complete which is transcribed would equate to a £3 

commission. You can also do the transcription for the lesson if you want both 

income streams - £24 to transcribe the hours lesson + the £3 commission.   

So, at the very least, you might be looking at £16 for 30 mins lesson plan and 1 hour 

lesson, followed by £27 for 2-3 hours of transcription post lesson.   

Your expenses:  

Importantly, before you begin it is important to know that you will have a couple of small 

expenses.   

1. Firstly, if you have a valid enhanced DBS check that is great. You can update these 

on an annual basis for £13. It is your responsibility to ensure you have a valid DBS 

certificate. Before onboarding you we will verify this too. This will be visible on your 

profile and will attract parents to you over students with the basic DBS check. If you 

do not have a DBS certificate, we recommend the basic DBS check which can be 

bought through the government for about £20. This will be adequate. Currently, we 

do not fulfil the required quota for purchasing an organisational DBS Check. When 

we do, we will be able to purchase an enhanced certificate on your behalf.   
  

2. Secondly, you will need to pay for Zoom Pro (only after your first group lesson is 

booked). This is £11.99 per month, so you will cover the price of this with a lesson or 

two.   
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Reward Scheme  
  

COT run a biannual reward scheme.   
  

The scheme rewards those who have:  - 

Achieved the highest reviews  

- Been available for the most hours  

- Gone the extra mile when called upon in times of need.  

- Best newcomer  
  

The reward scheme ebbs and flows depending on how large the team is. There will be 

a first, second and third place for each category (£30, £20, £10) plus a mystery prize 

for one of the first placed team members chosen at random.   
  

This is our way of saying thank you to those who put a big shift in, whilst encouraging 

everyone to vie for the top spots.  
  

  

Invoicing Process and Payment Terms  

You will see the Invoice Template in the Support Files area. Please use this for all 

your invoices. Download and save it to make use of when you need to complete an 

invoice.  

Formatting your invoice:  

Below is a picture of the table you need to complete with each invoice you send us. A 

couple of things to remember: Your invoice must be titled correctly – this is your 

Admin ID followed by the invoice number e.g. SIMTAU005 for the fifth invoice of  

Simon TauRho. The document should be saved as ‘SIMTAU005’  
  

Secondly, you must upload your invoice AFTER the month is complete. I.e. your  

invoice for your work in the month of May would be uploaded at any time on or after 

June 1st.  
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  Completed Work   

Description  

  

Lesson Time  

  

Compensation  

  

CRS  

Bonus – 

(Transcription  
Commissioned)  

Total  

Lesson 1 (GCSE Biology, Tom)   
Lesson 2 (KS3 Chemistry, Ashley)  
Group Lesson 3 (KS2 Geography,  
Simon, Tim, Dominic)  
Lesson 4 (KS5 Chemistry, Geoff)  
Lesson 5 (KS5 Biology, Jessica)  
Group Lesson 6 (KS5 Biology,  
Jessica, Simon, Roger)  

12/09/2020 3pm  
12/09/2020 3pm  

  

13/09/2020 2pm  
14/09/2020 1pm  
15/09/2020 4pm  

  

16/09/2020 4pm  
  

£16  
£16   
  

£18  
£16  
£16  
  

£18  

N  
N  
  

N  
Y  
Y  
  

N  

Y  
  

  

  

£19  
£16  

  

£18  
£0  

£12.25  
  

£18  

 
  Sub-Total  £83.25  

  Deductions   

Lesson   
  

Reason for deduction  Deducti 

on value  
(£)  

Lesson 4 (KS5 Chemistry, Geoff)  
Lesson 5 (KS5 Biology, Jessica)  
  

Cancellation within 48 hours of scheduled lesson  
3 star review (25% off)  
  

-£16.00  
-£3.75  

  

  Grand Total     
 

£63.50  

  

Completed Work  

  

The first section of your invoice: ‘Description’ deals with all the work you have 

completed. Hopefully most of this is fairly self-explanatory.    
  

Next is ‘Lesson Time’. When the lesson occurred, date and time.   
  

Next is ‘Compensation’. This is the base compensation you received for the work.  
  

Next is ‘CRS’. This stands for Compensation Reduction Scheme which we introduced 

in the contractor agreement. We cover this in detail in the next few pages. Did you 

receive a CRS penalty? Put a (Y) or (N) for whether you did or didn’t respectively. 

When you receive a CRS penalty, we will inform you. We cover these reasons in 
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detail in the CRS section below. CRS will usually be a percentage. So, for example 

10% CRS on a lesson (£15) would be £1.50 deducted from your invoice.    
  

Next is ‘Bonus’. Did you receive a bonus for your work? This is commission for 

passing on a lesson for transcription and will add £3 to your compensation total.  
  

Finally you have the ‘Total’ for that particular. These are tallied to produce the 

‘SubTotal’ – simply add up the numbers in the right-hand column and you get to your 

subtotal.   
  

CRS (Compensation Reduction Scheme)  

  

Deductions are given for two reasons: Late cancellation or poor quality work.   

- Cancellation within 48 hours of a lesson - £15 deduction.  

- Cancellation within 24 hours of a lesson - £30 deduction.   

- Cancellation within 12 hours of a lesson, failure to notify of cancellation and failure to show 

at your lesson - £30 deduction and removal from the team until further notice, pending 

review in exceptional circumstances.  
  

- 3 star reviews result in a 25% CRS deduction.  

- 2 star reviews result in a 50% CRS deduction.  

- 1 star reviews result in a 75% CRS deduction.  

Grand Total  
  

More often than not, your Sub-Total will equal your Grand Total – when you don’t 

receive any deductions. If you do receive deductions, your Grand Total = Sub 

Total – Total Deductions.    
  

Your Grand Total will be what is paid into your bank account when your invoice is 

processed.   
  

Submitting your Invoice   
  

Submit your invoice via the invoice upload your portal.  
  

You will upload your completed invoice here where it says, ‘choose file’. If you are 

uploading for lessons completed in June, you should upload your invoice as soon as 

possible from July 1st. In uploading your invoice, you confirm you have complied with 

our data deletion policy, which can be found in our Terms and Conditions and our 

Privacy Policy.   
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Payment Terms   
  

Payment Date  

Invoices are processed 30 days end of month. So, for example, if you completed 10 

lessons in June, you would invoice for these all on July 1st and receive payment on 

August 1st .   
  

Submission Date  

Please try and submit all invoices between the 1st and the 7th of the month. So, for all 

work completed in November, you will submit your invoice between December 1st – 

7th. There is no penalty for not submitting it in this period. It just makes our lives 

easier. If you miss a payment run, you will also have to wait until the next payment 

run (e.g. if you upload your invoice for June work on August 2nd, it will not be paid 

until September 1st).   
  

Invoicing Deadlines  

All invoices must be submitted within 3 months of the completion month. After 3 

months all data related to that month is purged in accordance with new GDPR 

Guidelines. Invoices received after this period will not be processed.   
  

For example, for work completed in November (Submission Date: Dec 1st) - the 

invoice must be submitted at the latest by March 1st.  
  

Common Problems with Invoices  
  

1) They are not titled correctly: e.g. Simon Taurho’s fifth invoice would be titled 

and saved as a document called ‘SIMTAU005’. His first invoice would be 

‘SIMTAU001’. If this is not titled as such, it will not be auto-assigned into the 

corresponding invoice folder (SIMTAU) in the portal and therefore will not be 

visible for the payroll team. This is problematic as we have no way of knowing 

if you have uploaded without sifting through all the source uploads. You need 

to get this right in order to avoid wondering why you haven’t been paid.  
  

2) Incorrect Calculation of totals. We will be strict on this. If you are the odd 

pound over once in a while, this is not a big deal. If you are consistently a 

pound or pence over, we will call you up on it. It will only delay your payment 

further.   
  

3) Normal mistakes such as incorrect card number/sort-code/lack of date etc.  
  

It’s your money in these invoices, just like your lessons, take good care of them.   
  

Please make sure you follow all these instructions carefully. We are not responsible if 

you have invoiced incorrectly. It is up to you to make sure you have followed this 
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pack to ensure you receive compensation. If it is done correctly, you will receive your 

compensation like clockwork on the 1st of each month.   
  

Final Comments  
  

This is it! The last of the Support Documents. By now you should have thoroughly 

been through:  
  

1) ICA Compliance  

2) Working As Self-Employed and A Freelancer  

3) Tutor Guide – Lesson Planning, Portal Processes, Payment Terms  
  

We hope that you have found these Support Docs informative. Take on board the 

advice we give, and you shall be a lean, mean, tutoring machine in no time.   
  

For now, thank you very much. Get in touch with any queries, and we at COT look 

forward to seeing your name down for tuition in the near future!  
  

 

  

  

  

  

  


