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Preface
The DePaul University Writing Center has been a part of DePaul University for over
thirty years, helping thousands of writers and offering support to programs and classes across the
curriculum. In August 2006, we expanded our reach and became part of the new University
Center for Writing-based Learning (UCWbL). The UCWbL has three interrelated but distinct
“wings”: Writing Center, Faculty Services, and Undergraduate Writing Fellows. Despite these
changes, our fundamental mission remains the same: to assist the University’s writers who seek
our help.
The Writing Center Handbook for Tutors is designed to provide information and
support for our new and returning tutors. Our handbook has grown and changed along with our
program, but our twenty-ninth edition retains the fundamental features of the first. The
handbook is designed to help new tutors understand how our program works, to clarify for all
tutors our philosophy and our key policies, and to offer guidance for consulting. The first two
chapters introduce our program, administrative structure, and the many kinds of work that we do.
The next chapter provides an overview of some of the academic programs and writers we work
with. The following chapter provides an important introduction to and guidelines for working
with writers. The fifth chapter provides detailed information about our policies and procedures.
We end the handbook with very important appendices covering your Writing Center Portfolio,
our online appointment book WCOnline, and instructions for conducting IM/Webcam
conferences, Feedback by Email, and Quick Questions. This handbook is the official document
of our program. Please read it carefully and give us your suggestions for improving it.
We would like to express our appreciation to everyone who has been a part of and
contributed to the UCWbL, starting with former directors Peter Vandenberg and Darsie Bowden
and continuing with our graduate assistants, writing tutors, and office managers. As the original
author of the Writing Center handbooks and principle author of all subsequent editions, I am
grateful for the many contributors over the years, particularly this year’s edition, which was a
especially collaborative venture: Lauri Dietz, UCWbL Director; Paul Blom, Zac Brenner,
Rachel Hedrick, Michael McNamara, and Ana Ribero.

Elizabeth Coughlin, Assistant Director for the Writing Center
The DePaul University UCWbL
August 2009

A Special Note to EVERYONE on Staff
We do some of the most important, vital work of the University, and our mission of help
with and support for the writing and learning undertaken by students, faculty, and staff extends
to our support for and assessment of ourselves and our efforts. Towards those ends, your
responsibilities to the Writing Center and to the constituencies we serve involve – in equal
measure – working with writers as well as examining, assessing, and enriching your methods and
knowledge.
Your work shifts will include tutorials and professional development activities. Those
activities will include tasks designed to extend your knowledge of genres and writing strategies,
to encourage reflectiveness about your work with writers, and to promote your professional
development. Almost every aspect of our program will provide opportunities for growth and for
enriching your communication, problem-solving, and technology abilities. Because we work
with writers, our interactions with people are of primary importance. Although you are in the
position of being the “writing tutor” and have been so designated because of your high level of
experience with writing, you can expect to learn as much (maybe more) about writing from the
writers who come to you for feedback as they learn from you. Your interactions should be
positive, confidence-building, and collaborative exchanges between you and the writers you
work with.
Our Center is an intellectual center. We strive to help each other grow intellectually in an
academic environment. Tutorial sessions include a broad range of issues and discussions,
including writing, reading, thinking, discussing, arguing, persuading, acting, role-playing,
practicing, doing, and creating.
Finally, the success of the UCWbL depends upon the people who pass through its doors.
Because you, as writing tutors, have the most consistent presence, responsibility falls to you to
make the Center a welcoming and stimulating environment. You must be able to help resolve
problems, tackle issues, make suggestions for changes, and ensure that things run smoothly and
in keeping with our desired goals.
As an intellectual center, the UCWbL constantly re-evaluates its mission, the
appropriateness of its goals, and the effectiveness with which these goals are met. Change is a
regular feature of the Center. Please feel free to share your comments, suggestions, or issues
with the directorship at any time during the year.
Welcome – and to our returning staff, welcome back – to the University Center for
Writing-based Learning! We hope your experience here will be inspiring and rewarding.
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I. Who We Are: The University Center for
Writing-based Learning
The DePaul University Center for Writing-based Learning (UCWbL), one of DePaul
University’s largest academic programs outside its colleges, operates under the auspices of the
Office of Academic Affairs. The UCWbL is among the University’s Centers and Institutes, as
well as its many academic resources, and includes the Writing Center, Writing Center Suburban
Campus Groups, the Undergraduate Writing Fellows Program, and other faculty services.

A. Our Mission
The foundational assumptions, principles, and purpose of the UCWbL are best articulated by our
mission statement:
Grounded in the belief that language in general, and writing specifically, shapes and sustains
democratic processes, the members of the University Center for Writing-based Learning
community believe writing is fundamental to an individual's participation in democracy in that
writing promotes learning, critical inquiry, self-development, and reflection through continual
revision. We are committed to both DePaul's shared vision to enhance "academic rigor" and
DePaul's mission to promote personalism through appreciation of the "dignity of each
individual." As such, we collaborate with writers from all disciplines, backgrounds, levels of
expertise, and roles within the University community. Our goal is to help develop better writers
along with better writing. Because we recognize the diversity of our community in terms of not
only location but learning styles, we use all media of communication for collaboration. As we
interact with individuals within the University Center for Writing-based Learning, the
University, academic professions, and our global community, we aim to foster a commitment to
teaching, service, and scholarly and creative activities.
We put our mission to work in the UCWbL’s Writing Center by the assistance we offer in person
and online to writers throughout DePaul University. Our services include the following:









Face-to-Face (f2f) consulting offered in our Loop and LPC offices as well as our Library
Outposts
Real-time conferencing online using IM with or without a webcam
Feedback by email (FBE)
Quick Questions service on our website
Writing consultation and support at DePaul’s suburban campuses
New outreach events (round-tables, writing groups, workshops) for special constituencies
such as graduate students and others
Resources and links for writers offered on our website
Informational presentations for classes and other DePaul groups (faculty meetings,
1

orientations, etc.)
Our Writing Center has two full-time offices on the Lincoln Park and Loop campuses. We are
open Monday through Saturday in autumn, winter, and spring quarters, and we operate on a
scaled-back basis throughout the summer.
Our offices and services are open and free of charge to all members of the DePaul community –
students, faculty, staff, and alumni – who would like help with their writing, and we offer
support to faculty who teach writing or use writing in their classes. We work with writers on
many kinds of projects, from research papers to lab reports to Master’s theses. We offer
assistance with such tasks as focusing and developing ideas; evaluating and summarizing
sources; and editing and revising documents. Most of our work with writers involves a face-toface meeting, but we work with an increasing number of students online. Our online services
include feedback by email and several online conversation options, including IM and webcam.
Any DePaul writer may schedule an appointment online, and any visitor to our website may use
our “Quick Question” service. Our website (http://www.depaul.edu/writing) also offers
guidelines on a variety of writing topics and links to other sources, as well as information about
our program, staff, and services.
People throughout the University visit us, but the largest group, especially during fall quarter, is
made up of writers in the First-Year Programs. Most visitors schedule appointments in advance,
and they may sign up for standing weekly appointments or see us on an as-needed basis. Some
writers are required to come to the UCWbL; others are referred; but most writers seek assistance
on their own. Our offices maintain records of and support files for all appointments –(f2f) and
online – as well as tutoring materials, UCWbL forms, professional publications, and copies of
useful textbooks.

B. Administrative Structure
1. The Director
The Director of the UCWbL, Lauri Dietz, reports to Dr. Caryn Chaden, Associate Vice President
for Academic Affairs. The Director works along with two Assistant Directors in the continuing
development of a university-wide writing initiative characterized by writing intensive courses in
the disciplines and liberal studies; an emerging electronic portfolio project; and our large, multicampus writing center. Dr. Dietz also teaches for the Department of Writing, Rhetoric and
Discourse (WRD) as well as the English Department. Her office is in Room 200 McGaw Hall
on DePaul’s Lincoln Park campus.
2. The Assistant Director for the Writing Center
The Assistant Director for the Writing Center, Elizabeth Coughlin, is a professional staff
member of Academic Affairs who has administrative and faculty responsibilities. The Assistant
Director works with the UCWbL Director to develop program policies and initiatives, and is
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responsible for overseeing the operation of the program and its web site, and for implementing
Writing Center policies. The Assistant Director is the immediate supervisor of all UCWbL
graduate assistants, tutors, and support staff. The Assistant Director also teaches in the
undergraduate Minor in Professional Writing. Finally, the Assistant Director is Coordinator of
Writing placement for the Department of Writing, Rhetoric and Discourse and First-Year
Writing Program, and oversees all aspects of the on-site and online placement essay and
assessment programs for new first-year and new transfer undergraduate students. Elizabeth
Coughlin maintains offices in both the Loop and Lincoln Park campus Writing Center locations
(250-A McGaw, Lincoln Park Campus, and 1604 Lewis Center, Loop Campus), and serves on
other university and department committees as needed.
3. The Assistant Director for Faculty Services
The Assistant Director for Faculty Services, Matthew Pearson, is a professional staff member of
Academic Affairs who has administrative and faculty responsibilities. He works with the
UCWbL Director to develop program policies and initiatives, and collaborates with the Director
on the design and delivery of workshops, seminars, and pedagogical materials centered on
creating writing assignments, providing feedback to student writers, and developing writingrelated assessment projects for faculty, programs, and departments. The Assistant Director for
Faculty Services also oversees DePaul’s Undergraduate Writing Fellows program. Matthew
Pearson’s office is in Room 200 McGaw Hall on DePaul’s Lincoln Park campus.
4. The Business Manager
The Business Manager of the UCWbL is responsible for ensuring that all aspects of the
administrative structure comply with university guidelines. In addition to these responsibilities,
the Business Manager conducts payroll audits for all student employees and resolves payroll
discrepancies in conjunction with University Payroll Department, ensures proper documentation
of all tutorials, monitors trends in Writing Center related issues, and promotes a greater
understanding of the UCWbL’s mission within DePaul and the arena of higher education. The
Business Manager schedules and coordinates presentations for students at DePaul, corresponding
with faculty and staff concerning inquiries, and administers WCOnline (the web-based
scheduling and recordkeeping application).
6. Suburban Campus Writing Group Coordinator
The Suburban Campus Writing Group Coordinator, Tom McNamara, directs Suburban Campus
Writing Group leaders in facilitating workshop-style writing discussions at DePaul’s O’Hare,
Oak Forest, and Naperville campuses.
7. Office Managers
The Office Managers (OMs), Paul Blom, Rachel Hedrick, and Mike McNamara, are Writing
Center employees who work with the Directorship to oversee a wide array of Writing Center
operations ranging from the basic opening/closing of the office, working the reception desk,
checking Writing Center email/voicemail, and assigning FBEs/Quick Questions to more
complex undertakings such as staff scheduling, WC Online and Blackboard administration, and
In-Service scheduling.
3

8. Writing Center Graduate Assistants
The Writing Center Graduate Assistants (GAs), Javaria Afghani, Jessica Block, Paul Blom, Zac
Brenner, Christine Hunter, Mike McNamara, Jamie Somerville, and Kathleen Wesolek, are
graduate student tutors selected by the English and WRD Departments to receive Graduate
Assistantship awards. These awards are granted on the condition that GAs work 20 hours per
week, so the GAs are present in the Writing Center more frequently than most tutors. As a
result, GAs assume leadership positions within the Writing Center, helping to coordinate
initiatives in areas such as Library Outposts, Knowledge Areas, In-Services, UCWbL News, the
UCWbL Website, Outreach, Marketing, Tutor Portfolios, and Technology.
9. Tutors
Our tutors, including undergraduates, graduate students, OMs, GAs, and some alumni, represent
a wide range of writing experience and a broad cross-section of the DePaul community. All,
however, receive training through the WRD 395/582 Writing Center Theory and Pedagogy
course, providing the common foundation from which to develop as tutors. The primary goal of
every tutor is to assist visiting writers with their projects, which in turn supports their efforts to
develop a reflective, recursive writing process and promotes writing as a form of learning.

4
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II. What We Do
A. Tutoring
The DePaul Writing Center, as a wing of the University Center for Writing-based Learning
(UCWbL), supports and encourages all writers of all levels and provides free assistance to all
DePaul students, faculty, staff, and alumni with any kind of writing and at any stage of the
writer’s process. First and foremost, our staff works with writers on an individual basis to
collaborate and discuss writing, either in the context of a specific writing project or in the form
of a more generalized conversation about writing. While specific pieces of writing often serve as
a focal point of these sessions, the ultimate goal is to help the writer improve, and the true focus
remains on the individual writer and his or her process rather than any draft or final product. The
Writing Center, then, provides all members of the DePaul community with the opportunity to
meet with a trained, objective, and interested peer reader who will provide helpful feedback
through a variety of tutoring strategies, always encouraging the writer’s development of his or
her unique voice and always reaffirming the writer’s ownership of and investment in his or her
writing.
For this reason, we do not proofread, edit, correct, or in any other way do the writers’ work for
them; instead, we share proofreading strategies or collaborate with the writer to help him or her
edit the writing in question. We also may point out patterns of error and explain various rules of
grammar or style to the writer, but our main focus is often on global or large-scale concerns first,
such as content, thesis, support, structure, and organization. We hope that writers can take what
they learn during one session and apply it to their future drafts and future writing projects.
These tutorial sessions take many forms including face-to-face meetings at one of our offices or
at our library outpost, instant messaging (IM) or webcam tutorial sessions, papers submitted for
feedback by email, quick questions submitted via a form on our website, and tutorial sessions or
group workshops through one of our Suburban Campus Writing Groups.
All of our interactions with writers are based on a few basic principles to which we adhere:
•
•
•
•
•

Everybody is a writer of some kind.
No two human beings are the same, and so no two human beings will have the
exact same writing process or the exact same style, tone, or voice.
Many different types of writing exist, and different types of writing require
different writing processes.
No human being is perfect; we all have room for improvement.
Writing is crucial for expression, communication, and learning.
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1. Face-to-Face Tutorials
Face-to-face tutorials take place either on an appointment or a walk-in basis at one of our offices.
In order to reach out to the larger DePaul community and make these tutorial experiences
accessible to as many writers as possible, we have an outpost at the Richardson Library on the
Lincoln Park Campus where tutors conduct individual face-to-face tutorials on a walk-in basis
only. Meanwhile, various members of our staff function as Suburban Campus Writing Group
Leaders, and these staff members travel to DePaul’s suburban campuses to lead writing groups
with writers at those campuses who could not otherwise work with our staff.
2. IM/Webcam Tutorials
We use an online tutoring module (OTM) in order to make available tutorial sessions using
instant messaging (IM) or webcams. These synchronous chat sessions allow the writer and the
tutor to engage in an online conversation while viewing the same document and sometimes
viewing each other via webcams or speaking with each other via microphones and headphones.
The goal of such sessions is to reproduce a face-to-face session as closely as possible while
allowing the writer the convenience of experiencing the tutorial from any location where he or
she can access the internet.
3. Feedback by Email and Quick Questions
We ensure that all DePaul writers can receive feedback from our staff through two asynchronous
online features: feedback by email and quick questions. Any DePaul writer may submit a piece
of writing through a form on our website in order to receive feedback by email from one of our
tutors. Our tutors treat these electronically submitted pieces of writing with the same respect they
treat writing brought in for a face-to-face session, which means that no tutor will insert his or her
own voice into the writer’s text. In a manner similar to any synchronous tutorial session, our
tutors carefully read the writing and offer feedback concerning both global and local issues,
prompt the writer to explore various ideas or issues, and suggest possible options for revision.
Meanwhile, tutors also respond to Quick Questions, which are submitted via a form on our
website. These questions can be submitted by any writer in the world who chooses to visit our
website, and they function as a way to provide rapid assistance to writers who have a specific
inquiry or need generalized advice.

B. Professional Development
As an office dedicated to mentoring all avenues of scholarship, we focus not only on the
development of our tutees but also on the development of our staff members during their
employment at the Writing Center. The DePaul Writing Center trains its staff so that our center
can provide an optimal tutoring experience for the DePaul community. We maintain and enhance
the effects of this training by providing constant opportunities for staff and professional
development for every single Writing Center employee.
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While all activities in which our employees participate serve to encourage our staff members’
professional development, we emphasize particular activities that will increase the likelihood of
our staff members’ attaining, retaining, and excelling in a job or career after leaving the writing
center. We offer extensive opportunities to continue the conversations begun during tutor
training, to explore new areas of thought and scholarship, to discuss current concerns, and to
reflect on our work with writers. Staff development is designed to promote reflectiveness,
advance knowledge and professionalism, increase our awareness of and appreciation for
difference, and provide a space where we can motivate and support each other. This development
begins with training, but it also comes in many forms, such as encouraging our staff members to
submit their writing for publication and to participate in or present at conferences. Some of the
most common forms of staff development, however, include leading or participating in a
knowledge area group, leading or attending in-services or workshops, and compiling and
reviewing a tutoring portfolio. For more details, please refer to the Writing Center Portfolio
Appendix.
1. Training and WRD 395/582
We mentor all new staff members in a variety of ways, including training and opportunities for
continued professional development. One of the major initiatives for training is the buddy system
in which experienced tutors teach new tutors about office policies and procedures as well as
general tutoring tips and strategies. New tutors also shadow a variety of experienced tutors
during actual tutorial sessions before ever conducting a tutorial session individually. During this
training, new tutors are encouraged to discuss the practices and theories of tutoring with the staff,
allowing all staff members to constantly reflect upon and evaluate current practices. Training
continues in the form of staff meetings, in-services, and regular discussions among staff
members during downtime.
Along with this shadowing system and a continued process of reflection, training takes place in
the form of a course that all tutors take, WRD 395/582: Writing Center Theory and Pedagogy.
The Department of Writing, Rhetoric & Discourse (WRD) is the curricular home of all
coursework in writing center tutoring, writing program administration, writing across the
curriculum, and writing in the disciplines. Since 1991, when the “tutor training class” was
reconceptualized as Writing Center Theory and Pedagogy by then-director Darsie Bowden and
was elevated by the University to a full-credit graduate-level as well as undergraduate course, the
Department of English and now the WRD Department has been the departmental home for
coursework in tutor training—one that is firmly connected to the larger discipline that informs
writing center work and houses DePaul’s large body of faculty expertise and experience in
writing instruction and writing program administration.
While the curricular home for this coursework is in the WRD Department, it is important to
remember that the Writing Center is a wing of the University Center for Writing-based Learning,
a distinct program and home for scholarship and writing in disciplines across the University. The
training received in this course is reinforced and maintained through continued efforts to enhance
the development of our staff members throughout their tenure at the DePaul Writing Center.
8

2. Knowledge Area Groups
All staff members are encouraged to join or lead a knowledge area group throughout the
academic year. The purpose of the Knowledge Areas Initiative is to enhance our resources and
our tutors’ knowledge, and, in so doing, support our mentoring, staff development, outreach, and
technology efforts. The phrase “knowledge area” refers to a range of topics of concern: writing
“concerns” such as grammar and style, genres and “types” of writing, manuscript and
documentation format, audience awareness, document design, tutor-training concerns, “kinds of
writers,” technology, and others. The goal of the Knowledge Areas Initiative is to strengthen
what we have, add to our collections, and share what we’ve learned with each other as well as
with the writers who seek our help by updating as many of our resources for writing and working
with writers as possible in a wide variety of areas.
Leaders and members of knowledge area groups will be responsible for becoming as much of a
subject matter expert in the area as possible and feasible; for developing support materials for
both writers who encounter and have questions about the “knowledge area” and the tutors who
must help the writer negotiate the knowledge area; for sharing their knowledge and developing
and delivering staff development events, such as in-services, that enable everyone else on staff to
learn and work with those areas; for reporting on their work to the Assistant Director; and for
preparing a collection of print and online materials and resources for current and future staff and
writers.
3. In-Services
In-services are designed to enhance staff effectiveness for tutorial sessions and are led by staff
members who volunteer to do so. The leaders of these in-services focus on a specific topic on
which they wish to educate the rest of the staff. The possible topics have a wide range and
include Writing Center procedures, tutoring scenarios, working with particular constituents, and
writing or tutoring in a particular discipline. While knowledge areas are often the topic of such
meetings, the possible topics extend far beyond specific knowledge areas. These meetings often
function as workshops rather than lectures, involving collaborative learning and brainstorming
strategies among the entire staff. In-service leaders choose their own topic, coordinate dates with
the Office Managers, research for and prepare for their in-service, and lead the meeting. In this
way, the leaders of these in-services enhance their own skills and gain professional development
opportunities while educating other members of the staff.
4. Staff Portfolios
Along with tutorial documentation, all of the various staff and professional development
activities can be documented or at least mentioned in staff portfolios, completed over the course
of each academic year. The portfolio process allows for a holistic examination of each staff
member’s tenure at the Writing Center within both a practical and theoretical context.
Throughout each academic year, staff members reflect on and document various aspects of their
9

experiences working at the Writing Center in order to compile this material into an annual
portfolio. The focus of the portfolio project is on the process of compiling the portfolio, a process
that allows staff members to observe and discuss each other’s individual tutoring approaches,
document their professional development activities, and reflect upon their own tutoring
experiences. Staff members then reflect on the finished product in conjunction with the
directorship of the Writing Center. The final portfolio also serves as documentation for staff
member accomplishments, documentation that can then be used by individual staff members in
attaining future employment or educational opportunities.
5. The Annual Penny Awards Banquet
Near the conclusion of each academic year, we participate in the annual awards banquet of the
University Center for Writing-based Learning at which the Writing Fellows and the staff of the
Writing Center gather together to celebrate the UCWbL’s collective achievements and to
recognize individual accomplishments among UCWbL staff members. Named after Penny the
Pencil, the official mascot of the UCWbL, the Pennys represent a chance for the entire UCWbL
staff to socialize and celebrate each other’s achievements. Staff members choose the winners of a
variety of awards while others are chosen by the directorship, and the event is interspersed with
staff members who volunteer to perform for everyone’s enjoyment, maintaining a sense of
community among the staff.

C. Outreach
1. Support and Encourage All Writing
We support and encourage all forms of writing, at all levels, and in all disciplines. In this spirit,
we advertise all DePaul writing events of which we are aware, and we attempt to show our
support by maintaining a staff presence at such events regularly, including the annual First Year
Writing Showcase, the annual awards banquets of the English Department and the Writing,
Rhetoric and Discourse Department, and various conferences and lectures throughout the
University.
In order to enhance our own office and the overall writing center community, we maintain
relationships with writing centers in the region by sharing our scholarship and research through
conference presentations, academic and creative publications, and our celebration of
International Writing Centers Week during the second week of February. In the coming
academic year, we will also host the 2010 Chicagoland Writing Centers Conference during
which we will welcome various local writing centers to the DePaul campus to exchange ideas
and research and enter into productive conversations and workshops that focus on writing center
theory and pedagogy.
2. Workshops and Other Activities
In order to educate the DePaul Community on various aspects of writing, writing processes, and
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different types or genres of writing, we host a variety of workshops throughout the year either at
one of our offices or at some other campus location. These events not only allow us to share our
knowledge and advice with the DePaul community, but they also provide an opportunity for our
staff members to develop their own professional and academic experience. Past workshops
topics include lesson plans, résumés, revision, and brainstorming. These workshops are
conducted either by our office individually or in coordination with other DePaul offices or
organizations.
Along with creating events, we also often coordinate with various DePaul organizations and
offices for joint events, including workshops with the Career Center, the English Language
Academy, Residence Life, and various Greek organizations. However, we also coordinate other
activities such as conversation groups between our staff members and the staff of the English
Language Academy, small group tutoring for high school students through DePaul’s GEAR UP
program, and a staff presence at information fairs held by the Office of Academic Enhancement,
a Division of the Office of Student Affairs.
3. Marketing
While it is important to disseminate information about writing, it is also important to educate the
DePaul Community and the general public about our office and writing centers in general. Such
marketing or promotional activities include the distribution of flyers, banners, brochures,
bookmarks, pencils, pens, and other Writing Center merchandise as well as the maintenance of
our social networking sites, such as our Facebook fan page, our Twitter page, and our podcast,
“Hot Topics in Writing.” The center also markets itself through videos, photographs, songs, and
ad campaigns in such mediums as the DePaulia and mass emails as well as regular updates of
our website content. Most marketing campaigns implement a reference to our official mascot,
Penny the Pencil, who is not to be confused with the character from the book series by Eileen
O’Hely. Finally, the center advertises and explains its activities through providing in-class
presentations at the request of faculty. During these presentations, a staff member visits a class to
distribute promotional materials and to discuss the Writing Center with DePaul students. All of
these marketing efforts increase campus awareness of our activities, increase the number of visits
we receive, and increase understanding of the purpose and philosophy behind our work and the
work of all writing centers.
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III. Who We Work With
The Writing Center works with writers from all disciplines at all levels. These writers are
students, faculty, staff, and alumni who come from a variety of majors and programs at DePaul.
Additionally, we work with a range of different offices to promote collaboration across the
university community and support all writers from all domains. This section provides an
overview of the DePaul programs and offices we work with and the universal writing objectives
we share.
The undergraduate majors and graduate programs at DePaul are specific to each college or
school, such as the College of Liberal Arts and Sciences (LA&S) or School of Education (SOE).
As well, DePaul classifies all majors and programs by category or discipline. Business,
Education, Fine Arts, Humanities, Pre-Professional and Law, Social Sciences, Technology, the
Sciences are DePaul’s distinct fields of study for undergraduates and graduates. We collaborate
with writers from all of these categories, on any and all projects. All the tutors at the Writing
Center have diverse majors and can often provide extra feedback for discipline specific papers.
However, tutors are not expected to be content experts.

A. Programs & Offices
1. Liberal Studies Program
DePaul strives to improve the standards of collegiate writing in all courses as well as enhance
critical thinking, reading, and math skills. The Liberal Studies Program provides undergraduates
with a core curriculum of interdisciplinary seminars and discipline specific Learning Domains.
Upon completing First-Year Writing requirements, each writer regardless of his or her major
(aside from those in the Honors Program, who follow a separate LSP program) must complete a
Focal Point Seminar, Sophomore Seminar, Junior Experiential Learning, and Senior Capstone.
Because these courses are interdisciplinary, they are writing intensive and require students to
think from a multi-perspective approach. There are also six Learning Domains comprised of Arts
and Literature, Philosophical Inquiry, Religious Dimensions, Scientific Inquiry, Self-Society and
the Modern World, and Understanding the Past. Some writers taking courses in the LSP
program are unfamiliar or uncomfortable writing in a discipline different than their own. These
writers sometimes come to the Writing Center looking for guidance or just an outside listener on
a topic that may be difficult for them to explain.
2. First-Year Program
The First-Year Program transitions new undergraduates into the college classroom and
encourages them to take a broader, more inquisitive approach to learning. The program is
comprised of the First-Year Writing Program, a Focal Point Seminar, a Chicago immersion
course(Explore or Discover Chicago), and two Math and Technical Literacy courses. All courses
promote stronger analytical and critical thinking skills to prepare students for future classes and
provide a basic academic foundation for the whole university.
12

a. The First-Year Writing Program: A sector of the LSP program, the First-Year Writing
Program (http://las.depaul.edu/wrd/Programs/firstYearWritingProgram/index.asp) offers
courses from the department of Writing, Rhetoric and Discourse. All students, whether new
or transfer undergraduates, must complete a placement essay to determine which courses best
suit their writing skill level. An extra preparatory course on the basic conventions of writing
may be required for some, but DePaul’s First-Year Writing requirement consists of two
developmental writing and reading courses. As well, students who have transferred to DePaul
may take WRD 200: Writing Across the Disciplines to improve their writing skills upon
entering the university. However, many students begin with one of the following three
courses, which are detailed further below and on the First-Year Writing webpage:
http://las.depaul.edu/wrd/Programs/firstYearWritingProgram/Courses.asp.
•

•

•

WRD 102: Basic Writing is a preparatory course required for some first-year writers.
Based on their placement essay, writers are placed into this course to prepare them for
rhetorical analysis in subsequent courses and promote confidence in their writing. Each
instructor determines the specific writing assignments for the course, but usually WRD
102 focuses on writing pieces such as personal narratives or reflections. This course is
also not taken for credit, which means it is not considered a course taken toward
obtaining a degree, and many writers elect to take it during the summer because it is free
of charge.
WRD 103: Composition and Rhetoric I “introduces students to the forms, methods,
expectations, and conventions of college-level academic writing”
(http://las.depaul.edu/wrd/Programs/firstYearWritingProgram/WRD_102/WRD_103.asp)
. First-year writers gain a broader understanding of rhetorical approaches to analyzing
not just literature, but also historical and social events. WRD 103 focuses on developing
theses and presenting evidence to support an argument. Also, the course introduces
further the concept of the audience and the importance of avoiding generalizations. The
assignments in this course are fewer (about four major assignments) compared to WRD
102, but they are longer, more extensive papers.
WRD 104: Composition and Rhetoric II is generally taken last in the first-year writing
sequence because it builds from the argumentation skills writers acquired in WRD 103
and requires them to write a research paper. The research paper is typically their only
assignment all quarter and writers will be asked to produce around 12-15 pages. This
course builds on the concepts introduced in WRD 103, such as supporting evidence for
an argument, by focusing at length on research. Instructors normally take their class to
the library during this course to meet with the research librarians and discuss what
resources are available to them for their projects. First-year writers also learn the
importance of summarization and paraphrasing and strategies for avoiding plagiarism in
their papers.

The First-Year Program and the Writing Center also recognize excellent writers at the end of
the school year with the First-Year Writing Showcase. “The Writing Showcase honors the
work of students and faculty in First Year Program courses. A panel of judges from across
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the university invites authors of the outstanding entries to display their work. Beyond the
honor of being featured in the Showcase, student authors will also be eligible for a range of
cash prizes funded by many of DePaul’s colleges”
(http://condor.depaul.edu/~writing/html/news/fyw.html).
b. Discover/Explore Chicago and Focal Point Seminar: In addition to the English
Composition and Math and Technical Literacy requirements, first-year writers must complete
a Discover/Explore Chicago course and a Focal Point Seminar. Discover/Explore Chicago
courses are offered in the fall quarter and introduce writers to different historical, cultural, or
political aspects of Chicago. These courses also help transition undergraduates into their new
urban environment and encourage them to experience all the city has to offer. The Focal
Point Seminar is generally offered in the winter or spring and builds upon the writing and
critical thinking skills writers are developing in their WRD courses. “The course is taught
with a multi-perspectival approach on the assumption that understanding is deepened when
the perspectives of various disciplines are brought to bear upon the same issue”
(http://liberalstudies.depaul.edu/About/CommonCore/). As the name eludes, the course is
taught in a seminar style format that engages writers with their instructors and fellow
classmates through extensive class discussions. The Focal Point also introduces writers to the
difference between primary and secondary texts, with an emphasis on using former to
explore and support an argument.
3. Honors Program
DePaul’s Honors Program is a more demanding alternative to the main Liberal Studies Program
for undergraduates. Writers in the Honors Program are accepted based on their GPA and
standardized test scores, as well as the strength of their reading and writing skills. While the
Honors Program has the same number of core courses as the LSP, there are fewer categories of
learning domains to fulfill. Additionally, most honors classes are taught in a seminar-style
format. These courses emphasize a writing-intensive curriculum that further challenges these
writers to articulate themselves in different disciplines.
4. School for New Learning
“The School for New Learning (SNL) provides a unique approach to learning for adults, with
customized programs that build upon abilities and experiences, add knowledge, and develop
skills to help achieve personal and professional goals”
(http://www.snl.depaul.edu/about/index.asp). The SNL is a separate college that offers both
undergraduate and graduate degrees for adult students. Their curriculum and writing assignments
are geared toward a more independent learning approach that allows SNL writers to work at their
own pace. Being a school for adult education, the SNL also recognizes that its students may have
careers, families, or have not been in school for many years. SNL Writing Coordinator, Michelle
Navarre Cleary, developed a website specifically for SNL writers, the SNL Writing Guide
(http://snl.depaul.edu/writing/index.html), which offers sample assignments, grading rubrics,
writing strategies, and more. The SNL and Writing Center work closely to re-introduce these
writers to the conventions of college writing and offer assistance with their projects, which many
are working on independently. Many of the assignments in these programs, such as the
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Independent Learning Pursuit, are unique in their requirements and the Writing Center tries to
inform tutors of these differences through sample assignments, in-services and a link to the
SNL’s writing page on our website under disciplines.
5. PLuS Program
The Productive Learning Strategies (PLuS) Program offers diagnosis, counseling, and tutoring
for students who have learning disabilities and/or attention deficit disorder. Some of those
students visit the Writing Center as well, and our Assistant Director facilitates the scheduling of
standing appointments for them. The Assistant Director also consults with tutors about the
writers coming from the PLuS program and what to expect with their particular learning style.
Tutors are encouraged to inform themselves on approaches to collaborating with PLuS writers
and share tips with their fellow tutors. The Writing Center also invites representatives from the
PluS Program to conduct in-service meetings on strategies for working with these writers and
information about various learning disabilities
6. English Language Academy
“The English Language Academy (ELA) offers English courses and activities that meet the
personal and professional goals of our international students. The ELA is a full-time intensive
language program focused on the language and academic skills used in university degree
programs” (http://ela.depaul.edu). Programs and courses in the ELA are designed to prepare
international writers to take the TOEFL (Test of English as a Foreign Language) exam, or go
into a degree program. While the Writing Center is not allowed to help writers from the ELA
prepare for the TOEFL exam itself, we do assist many of the writers with understanding
grammatical and language differences in English. The ELA is located in the Loop campus, on
the 17th floor, so many English as a Second Language (ESL) writers come to our Loop office
seeking feedback. The Writing Center and the ELA also work very closely to plan and conduct
workshops and develop new strategies for tutoring ESL writers.
7. Library
On Tuesdays, Wednesdays, and Thursdays from 12-5, the Writing Center has a walk-up only
outpost in the John T. Richardson Library. We schedule two tutors a shift to the outpost and they
are available for regular tutoring services, but on a non-appointment basis. Many writers visit
the outpost when we are unable to accommodate them in our offices due to a full schedule. The
head librarians at the Richardson Library recognize the work the Writing Center does and refer
writers needing assistance with citations and other issues to our offices. Similarly, tutors are able
to help writers with research, but the Writing Center encourages them to also speak with research
librarians for further help. The librarians have also conducted in-services in the library for our
tutors to better understand their services and explain the resources they have available.
8. Career Center
DePaul’s Career Center assists current students and alumni who are looking to explore career
possibilities and find available job opportunities. They host events and workshops on topics such
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as interviewing skills and financial fitness. In addition, the Career Center offers help with
building résumés and crafting cover letters through individual meetings with career advisors and
numerous workshops. As well, the Writing Center and the Career Center have fostered a working
relationship that allows both offices to offer their specialized expertise in the area of résumé and
cover letter writing.

B. A Snapshot of the University’s Colleges
Because we see writers who are students in the graduate and undergraduate programs of all of
DePaul’s colleges, we offer this brief overview of DePaul’s colleges and programs. Take the
time to learn more about the University’s colleges and academic programs on the website:
http://www.depaul.edu/academics/index.asp .
1. The College of Commerce (http://commerce.depaul.edu/) is located in DePaul’s Loop
campus and includes courses in Accounting, Marketing, Management, Finance and Economics.
The College of Commerce also includes the Kellstadt Graduate School of Business (MBA
Program). Students in this college must understand how to write effectively and concisely in
business environments. Assignments often include corporate reviews, memos, resumes,
proposals, and case studies.
2. The College of Communication (http://communication.depaul.edu/) is DePaul’s newest
college, and writers from this college ask our feedback on writing in journalism, advertising,
public relations, media, organizational communication, and applications for the College’s many
internship programs. The College is headquartered at the Loop campus. Many Communication
courses carry credit in more than one program.
3. The College of Computing and Digital Media
(http://www.cdm.depaul.edu/Pages/default2.aspx) is headquartered on DePaul’s Loop campus
and offers an extensive array of courses online. CDM students bring assignments such as website
and software analyses, Wikipedia entries, and gaming storyboards for tutors to review.
4. The School of Education (http://education.depaul.edu/) is located on the Lincoln Park
campus and offers undergraduate and graduate courses in teaching and education administration.
Students from the School of Ed. bring assignments such as field notes, teaching portfolios, and
lesson plans to the UCWbL.
5. The College of Law (http://www.law.depaul.edu/) students visit our Loop office with legal
writing and case study assignments. It’s particularly important when working with Law students,
who may have be dealing with sensitive information, that all tutorials are confidential, unless the
writer has given express permission to give information to a third party. Since College of Law
students must keep many of their assignments confidential, the UCWbL has agreed to keep
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tutoring sessions confidential as well. We see many students who request help with their
admission essay for their law school applications. FYI: The Political Science Department offers
Pre-Law Study resources to DePaul students
(http://condor.depaul.edu/~psc/academic/Pre_Law_Study.htm), including an online handbook on
applying to law school (http://condor.depaul.edu/~psc/general_info/Going2LawSchl_52407.pdf).
6. The College of Liberal Arts and Sciences (http://condor.depaul.edu/~dpulas/) offers
undergraduate and graduate courses in the Loop and Lincoln Park campuses. It provides students
with core liberal studies courses as well as courses for those who have a major or minor in one of
the many LA&S disciplines. Students continue to develop a variety of writing skills specific to
their discipline and often come to us for help with research papers, essays, and presentations.
7. The School of Music (http://music.depaul.edu/) is located on DePaul’s Lincoln Park
campus. Students from this School usually visit us when they take writing-intensive music
history and theory courses. We often get visitors from the Music Research course as well.
8. The School for New Learning (http://www.snl.depaul.edu/) is dedicated to the needs of
adult students 25 years and older. The hallmarks of SNL’s undergraduate and graduate programs
are learning from experience, competence in the development of problem-solving knowledge,
and individualized learning. Many SNL writers seek our help with their Independent Learning
Pursuit (ILP), Foundations class assignment, Research Seminar projects, and the Advanced
Project. SNL’s courses are offered at the Loop, the suburban campuses, and online, and SNL
writers are among the most frequent users of our online services. Learn about SNL’s Writing
Guide: http://snl.depaul.edu/writing/index.html.
9. The Theatre School (http://theatreschool.depaul.edu/) is located on DePaul’s Lincoln Park
campus. Theatre students have an intense program and schedules, so they sometimes come to the
Writing Center to manage their assignments. They also come for help with script writing and
theatre review.
10. The School of Public Service (http://las.depaul.edu/sps/), the largest graduate program in
LA&S, was established in 1970 and became its own school in the summer of 2007. Faculty
members teach leaders of nonprofit and government organizations critical thinking and policy
analysis as well as practical management skills valued in the public and nonprofit sectors.

C. Writers who are DePaul Employees
Because the Writing Center is available free of charge to all members of the DePaul community,
we also work with DePaul employees. Some employees also are students from the University’s
undergraduate or graduate programs; others are taking classes in DePaul’s Continuing and
Professional Education program. The Continuing and Professional Education Program
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(https://www.learning.depaul.edu/standard/content_areas/continuity_pages/default.asp) offers
professionals and other individuals additional career certification, seminars, and workshops
beyond or in addition to their existing education. Though there are not always writing
assignments for the seminars and workshops, the UCWbL occasionally has a visitor from the
program. Other employees seek our help and feedback not with academic assignments but with
work-related or personal projects such as manuals, instructions, reports, or résumés. Finally,
faculty occasionally seek us out for feedback on a project they are preparing for publication or
other work. Faculty who ask us for help with writing they are preparing for their courses should
be referred to Matthew Pearson, Assistant Director for Faculty Services.

D. Writers who are DePaul Alumni
We welcome the opportunity to work with DePaul graduates. Occasionally we are contacted by
alumni seeking help with work-related or personal writing. Alumni seeking help with
application documents also can be referred to DePaul’s Career Center. If you have questions
about working with alumni, ask the directorship for advice and guidance.
We must restrict our services to current and past members of the DePaul community. However,
our Quick Questions service (http://condor.depaul.edu/~writing/html/sched/qq.html) is open to
any writer.
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IV. Working with Writers and Writing
Tutor Tips
[T]utoring can be simultaneously so draining and so stimulating; within a session you are trying
to very swiftly acquire as much knowledge as possible about another human being and react
accordingly. Few things require quite as much attentiveness, but few things garner quite as
exhilarating a reward, since the vested attention enhances your comprehensive understanding of
people, their nuances, and the way they function within the world. —Catherine

A. Working with Writers Face to Face and Online in Real Time
1. Preliminaries
a. Preparing for the Tutorial: Before your shift begins, it’s a good idea to come at least ten
minutes early, especially if you have an appointment the first hour of your shift. You should be
completely settled and ready to work when your writers arrive.
Before each appointment begins, always check WCOnline to review the writer’s appointment
form and, when applicable, previous tutoring logs to glean any pertinent background
information. Arriving a few minutes before your shift begins will ensure you have time to
complete these important tasks on a busy day. For example, if the writer indicates on the
appointment form that he or she wants help on a topic you are not very familiar or comfortable
with (e.g. writing a literature review), then use that extra time to read more about that topic or to
talk about it with a tutor who is familiar so that you are prepared for the tutorial.
b. Meeting the Writer: When you meet with a writer for the first time, introduce yourself and
make sure you know the writer’s name too. Take time to get acquainted. Briefly talk about
teachers or courses in common, previous writing experiences, extra-curricular activities of
common interest, or anything to help “break the ice.” The point is we want writers to feel
comfortable and to understand that we are peer tutors.
If this is a writer’s first time in the Writing Center for the academic year, explain the role of the
tutor while getting to know the writer. It’s important that we let the writer know the difference
between a peer tutor and a teacher: tutors don’t judge or give out grades. Tutors are engaged
readers who give feedback from that vantage point. This is a good opportunity to answer any
questions about why we use the methods we do, such as reading aloud.
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c. Setting the Agenda: Next, review with the writer the appointment form he or she filled out.
Use the writer’s responses to set an agenda for the session. If the writer’s comments are unclear
or vague, ask questions to help the writer find a focus. This is also a good time to fill in any
missing information from the appointment form, such as the instructor’s name or the course
number.
If applicable, ask to see the assignment or directions and inquire into what steps the writer has
taken before meeting with you. What stage of the writing process has the writer reached?
If the writer is unsure about what kind of help he or she wants, encourage the writer to focus on
“global” issues first before moving to “local” concerns. The logic behind moving from “global”
to “local” is that individual sentences or whole paragraphs may not even remain in a paper once
topics like argument and organization are addressed. It would be a waste of time for both the
writer and the tutor to address sentence-level problems before knowing the fate of those
sentences in the larger paper. Aim for writers to set their own agendas in their meetings with
you, and use your tutoring skills to help your writers realize what that agenda is. Work with the
writer to decide on one to two specific goals for that session—if you have time for more, then
that will feel like a bonus. The writer is always welcome to come back to address other concerns
and questions.
Note: Never start a session with a negative response to a writer’s request or questions. For
example, if a writer asks that you proofread the paper, do not tell the writer, “We don’t
proofread.” Instead, suggest that you start by checking to see if there are any “global” concerns
in the paper before you move to “local” ones; or, tell the writer you would be happy to help him
or her learn how to identify and correct patterns of sentence-level errors.

Shaping the Consultation
Getting Started:
 Review the assignment handout. The paper may be flawless but off topic.
 Find out about the paper. Is it a draft? Final version? Rewrite? When is it due?
 Check the course syllabus for grading, rewrite, and deadline-extension policies.
 Consider asking the writer to show you a few other papers to help you place the current
composition in a larger context.
 If sources are included, consult the appropriate style and formatting guide.
 Talk to the writer about the class, the assignment, and any notes or helpful materials
they may have.
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2. Working with the Writer and the Writing
a. Invention: Generating and Focusing Ideas:
Some writers come to us for help generating ideas for a paper. Most simply need a little
guidance or coaching to get them started with an assignment, but some writers need more than a
little help. Some do not understand their assignment. Others feel either that they have nothing to
say or that, having written a page or so of text, they have nothing more to say. Or you may
discover that the draft a writer has does not seem to follow the guidelines in the assignment.
Whatever the situation, we can help writers develop their own ideas and move forward to the
next stage of the writing process. Some techniques to try are:


Talk about both the assignment and its context (the class, readings, other assignments,
etc.). Find out if there is anything about the assignment or project that makes it a “first”
for your writers. For example, is the assignment their first university-level (or graduatelevel) essay, their first application letter, their first Political Science paper using primary
sources? If your writer seems especially nervous about the newness of it all, consider
talking a little about your own writing projects.



Carefully review the assignment handout and ALL of its requirements. Ask your writers
to explain everything about it in their own words.



Draw on the “pre-writing” strategies (such as playing devil’s advocate, free writing, or
clustering) that you and your writers have learned, and try some out. Consult our
“Planning your Writing” section on our website for specific pre-writing strategies:
http://condor.depaul.edu/~writing/html/stud/planning.html.



If writers are struggling to generate ideas, remind your writers that the composing process
can be different, not only for every writer, but also for different writing projects. Some
writers are surprised when a tried-and-true method fails. Encourage your writers to be
open to as many strategies as they can and not to feel that there is only one way to write.

Note: During a brainstorming session, frequently refer back to the assignment handout to make
sure that you are headed in the right direction.
b. Works in Progress
Some people come to us for help with a draft or revision. Before you can help them, you will
need to learn a few things about the assignment and the work in progress. Some writers are so
anxious about their work, however, that they launch immediately into their list of questions
before you finish introducing yourself. Others will seem to have nothing to say beyond asking
you to “fix the thesis” or telling them whether or not you think the paper is “good.” Use the first
few moments of your conferences effectively to articulate a specific and realistic plan of action.
Follow these steps as you work through a draft with a writer:
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• Summarize: Start by asking the writer to summarize the paper briefly. What is the
paper about? If it is an argumentative paper, ask the writer what the thesis is (without
looking at the paper). You can use this summary to test against what is actually
written in the paper.
• Read Aloud (face to face and webcam only): Ask the writer to read the paper or
portion of the paper aloud. Make sure the writer reads slowly and with meaning.
Reading aloud keeps the writer involved and often allows the writer to catch errors in
grammar, punctuation, or usage. Do not stop the writer until he or she has finished
reading the predetermined section. If the writer is uncomfortable with reading aloud,
then you should read the draft aloud. If you are working from a paper copy, feel free
to make a photocopy so that you each have a draft to look at.
Some writers will want to stop reading after each sentence, paragraph, or error.
Encourage the writer to keep reading and mark places they want to return to for
further discussion. It’s important to get a sense of the big picture before you dive in
and start addressing specifics so that you don’t waste anyone’s time fixing a sentence
that may not be relevant to the paragraph/paper.

Tutor Tips
It’s difficult, but I try to let writers read through their entire papers before making any
comments. This gives me a chance to gauge what writers need to work on the most and how
they may have structured their papers. It also ensures that we’ll be able to read over the
whole thing. If you stop every time you see a mistake it may take you two hours to read a
five page paper, which can be frustrating for you and the writer.—Tom
Note: In an IM appointment, you will not have the luxury of the reading-aloud stage
to give you time to absorb the writer’s draft. In these sessions, you can inform the
writer that you need a few moments to read the draft. Try to give the writer a task to
work on while you read, based on the initial agenda, such as reviewing a web resource
or highlighting all “to be” verbs.
• Revisit the Agenda: After the writer has finished reading aloud, begin by pointing out
any strengths. Positive feedback helps writers to build confidence and to enjoy the
writing process. Also ask writers their perceptions of their own strengths and
weaknesses.
If you think that the agenda you set with the writer at the onset reflects the main
problems with the paper, then proceed to give the writer feedback on those areas.
However, if after hearing the draft you think the agenda needs to be reprioritized,
inform the writer that you think you should address the issues you noticed before
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moving onto the pre-established agenda. For example, you can recommend, “Before
we address transition sentences, I want to make sure I understand your thesis.”
Focus on only a couple of problems. Organizational and developmental problems are
generally more important in the early stages of the writing process than those of
grammar and mechanics. If you notice a pervasive sentence-level error pattern, you
might want to discuss one organizational problem and one grammatical problem.
When you have decided what to work on, clarify the goals with your writer and set
some plans with the writer for achieving them.
Remember that you will have to keep short-term goals (completion of assignments
that are due this week) in mind as well as long-term goals (the gradual overcoming of
patterns of error). Be careful not to overload the writer. At the same time, however,
beware of promising more than you can deliver.
• Discuss the Draft: As you address the issues on your agenda

Ask questions to keep the writer involved and thinking. “Reporters’ questions”
(who, what, when, where, why, and how) are a good way to start. Using questions
will help the writer from becoming overly dependent on the tutor. For example,
“Why did you start your paper with this paragraph?” or “How does idea x connect
to idea y?”

Paraphrase or ask writers to paraphrase parts of the paper that you find
problematic or confusing: “When I read this paragraph, I hear you saying x. Is that
what you intend to say?”

Offer at least two options for addressing any problem. Encouraging and
allowing the writer to decide what is best for her or his paper keeps the writer in an
active role. For example, “To fix this run-on sentence, you can split it into two
sentences, use a coordinating conjunction, or use a semi-colon/colon. What is your
preference?”

Model problem-solving for the writer. Show the writer how you use reference
books, sources on the Writing Center webpage, or other writers to answer
questions about writing, such as formatting, commas, word choice, etc.

Making the Most of Online Conferences
 Since you are both online, instant messenger conversations are the perfect place to refer
writers to links to online resources: definitions, citation pages, explanations of rules, etc.
Don’t hesitate to let a good web site explain something for you.
 Additionally, you and the writer can use tools such as highlighting and boldfacing while
working with the document to focus your discussion.
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3. A Special Note on Grammar and Mechanics
Sentence-level problems have many causes: an inadequate understanding of sentence structure;
unsuccessful proofreading and editing; a lingering confusion with an idea that shows up in the
form of a confused or vague sentence. Whatever their cause, sentence-level errors stand out,
they inhibit understanding, and they damage the document’s overall effectiveness. In many
cases, we are the only people to whom our writers can turn for one-on-one help with grammar.
Make sure that YOU can explain sentence structure, verb usage, punctuation, and rules for
modifiers—and can use The St. Martin’s Handbook comfortably. NEVER feel reluctant to
admit that you do not know, cannot remember, or are otherwise unsure of a rule of grammar,
spelling, or mechanics. ‘Fess up! Then together, you and your writer can look up the rule. Your
forthrightness and your overall example will do far more good than any claim of omniscience.
When you see many grammar problems in a paper, you should spend some time setting goals for
correction and review. Identify a couple of recurring errors to focus the session on, such as fused
sentences, articles, or fragments. Use the session to find out why the problem exists and how the
writer can correct it. Remember, in helping a writer make corrections, always give the writer
choices.
See if writers know why they make particular errors. When you review grammar, try to keep
your explanations as simple as possible, and make sure that your writers understand even the
basic terminology (“phrase” versus “clause,” for example). Explain any basic rule or pattern that
your writers do not understand, but ask them to come up with their own examples (if they can
“personalize” their model sentences, they will remember things better). As much as possible,
have your writers use their own writing to understand sentence-level issues, which helps them
recognize and make confident decisions about sentence-level matters on their own.
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Quick Reference List for working with Grammar and Punctuation

 Just as you do when you talk with writers about their “writing histories,” talk with your
writers about their experiences with grammar, punctuation, and format issues:
 What do they mean when they use the term “grammar”?
 How and when did they learn grammar, punctuation, mechanics, and what documentation
formats have they used (if any)?
 What sorts of sentence-level comments and feedback have they received from teachers
and other readers?
 Do they know what such terms as “phrase,” “clause,” “fragment,” “agreement,” “verb,”
“syntax,” “modifier,” and “parallelism” mean?
 How do they go about proofreading or otherwise “checking” their work?
 What (if any) mistakes do they feel they tend to make?
 What do they think are their strong points when it comes to grammar and mechanics?
 Do they allow enough time in their process for attending to revision and editing?

 Engage your writers’ participation as you review their papers. See if they “auto-correct”
mistakes when they read their work aloud.

 Explain both the context and the rule. Punctuation and grammar rules usually make more
sense to writers when they work with their own writing—if, for no other reason, because
they see (or can be shown) the consequences of a mistake in their documents. When you
explain a rule, have your writers explain it back to you, give you an example in their own
words, and then explain to you an example of the rule employed correctly in their paper.

 Use a handbook or web resource to look things up with your writers. Many writers guess
rather than look up a rule because they do not know how to use a handbook.

 Caution your writers about computer grammar checkers! They are not always helpful.
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4. Final Steps
a. Closing the Tutorial: When the time limit (25 or 50 minutes) draws near or if you have
finished discussing the pre-established agenda, start to wrap up with the writer.
Ask the writer if you have covered his or her main concerns and if he or she has any other
questions. If the writer raises concerns or questions that can be addressed briefly, then answer
them. If the writer asks a question that would require another tutoring session, then encourage
the writer to start the next visit with that question.
Review with the writer what was covered in the session and what his or her “next step” will be.
Encourage writers to take notes. Note-taking will help the writer retain the information and
strategies he or she acquired during the session.
Confirm whether or not the writer would like a verification form or a Tutor Log forwarded to
someone. If the writer requests a Tutor Log, double-check that the writer has entered an email
address in the appropriate field on the Appointment Form.
Thank the writer for coming in and wish him or her luck on the paper/project. Note: Do not
assign or anticipate grades!
b. After a Tutorial Ends: Before you begin work with the next writer, you need to take some
time to fill out a Tutor Log about the session that just ended. The extra 5 or 10 minutes built in
at the end of a tutorial are so you can complete your Tutor Log immediately after the session
while it is still fresh in your head.
Tutor Logs have multiple audiences: other tutors (for tutoring and research), outside readers (if
the writer has requested such), and the directorship. Therefore, it is crucial that you complete
each Tutor Log thoughtfully and coherently. Follow these steps as you complete a tutor log.
 Check the topic boxes you covered in the session. These issues may be different than
what the writer originally checked in the appointment form. You can explain any
discrepancies in your notes.
 Give a detailed narrative about what specifically was covered in relation to the
checked items. Make sure to include the next step you recommended for the writer
(i.e. to talk to the professor about his or her position on using first person, to return to
the Writing Center after revising the thesis, or to continue creating strong transition
sentences like the ones you worked on in the first few paragraphs). Including the
“next step” will help other tutors pick up from where you left off if the writer returns
with the same paper. These comments should be descriptive rather than evaluative.
Note: Remember that the writer and writer’s professor may see his or her tutor log.
Don't write anything in it that you would not want either to read.
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Sample Tutor Log
Student:

Joe

Writing
Consultant:

Laura

Appt. Date:

10/06/2008

Scheduled Start: 4:00pm
Scheduled End:

4:30pm

Actual Length:

30 minutes

Instructor:

Weiner, Deborah

Course:
: Narrowing a topic
: Forming a thesis statement
: Writing introductions and conclusions
: Developing my ideas/paragraphs
: Citing sources and using quotations
: Revising my paper
: Cover letter/resume/application form
Topics Discussed:

: Analyzing
: Summarizing
: Studying for exams
: Taking better notes
: Managing my time
: MLA style
: APA style
: Grammar

Summary

Joe came in with a draft of his paper on youth culture. He had a draft with his
instructor's comments. He pointed out that his instructor wants him to define a specific
youth culture more explicitly and to create more focus to his discussion about that
culture. Joe decided to focus on the youth culture's influence on the modern green
movement and how it reflects 1970s youth culture values.
I had Joe talk me through his paper so he could emphasize the main points he wanted
to make. I also asked him questions about his teacher's comments and how to
determine where he should prioritize his revisions. We looked at the paragraph he
already had on the green movement and identified the sub-topics within it. When Joe
read that paragraph, I listed all the topics he mentions in it and then he selected which
ones he was interested expanding.
We also discussed how he might bring in specific examples from his own life because
that was one of the requirements of the assignment. Joe left with a new focus and a new
outline for his paper. He plans to revise his draft based on that outline.
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• If the writer has requested a verification form or that a Tutor Log be forward to
someone, inform the person working at the front desk.

B. Providing Feedback to Writers via Email
Our Feedback-by-Email service offers support to writers who are unable to visit us in person or
online in real time. In some ways, your online conversations and feedback to writers will
resemble your face-to-face work: you will introduce yourself and find out information about the
assignment requirements, the work-in-progress, and the nature of the writer’s needs. You will
read the paper carefully, and more often than not, you will respond to global features and then
point out local patterns of error and address citation questions. You’ll end by summing up your
advice and inviting writers to return.
Work proceeds quite differently in an online environment, obviously, and you will need to be
aware of and sensitive to the ways that your messages will appear onscreen. The challenges of
online tutoring are many, and they include finding ways to craft thought-provoking feedback
rather than teacher-like notes or a dauntingly-long list of comments, and to encourage the writer
to participate in the discussion. Email is not the best format suitable to a discussion of grammar
or mechanics, but you can – and should – alert the writer if you see recurring sentence-level
errors. Below are some general guidelines that are followed by more detailed advice.
•

•

•

•

Take special care writing your opening messages to writers online. These “firstcontact” moments will set the tone for your messages, and you’ll want to begin
establishing an atmosphere that encourages dialogue with your first words. Introduce
yourself and tell your writers how you have crafted your feedback, tell them that
you’ll be asking some questions, and invite them to reply.
Whenever you offer feedback to writers electronically, do your best to be specific
and insightful but also concise and kind. Remember that we might never meet
these writers in person, so the tone of your writing will be crucial. For the most part,
you will be working from the perspective of an interested reader who is not in the
writer’s class. As a result, you can let a writer know where his or her paper might
need more detail or a fuller explanation from that perspective, especially if you sense
by the writing that the writer has not thought about the document’s intended audience.
In your remarks, regularly refer to the assignment and the feedback the writer
requested. Our e-mail submission forms include fields asking writers to describe
their assignment and the kinds of help they seek. Those descriptions can reveal how
well the writer appears to understand their assignment’s requirements and can help
you set priorities in your feedback and suggestions. Your response to their
descriptions will show your writers that we work carefully with that information.
Read through the writer’s document before you write feedback, and take some
time to think about and craft what you will say. Chances are, you’ll focus on such
global issues as organization and coherence, but also point out patterns of local error.
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•

•
•

Avoid overwhelming your writers with a long list of issues, however. Instead, point
out the most prominent (or damaging) problems and advise them to read their work
aloud, to write back if they have more questions, and/or schedule a face-to-face
appointment with you, if possible. You also can refer writers to online resources to
help them with grammar and citation questions and insert hyperlinks into your posts.
• Write clearly and completely, but balance declarative statements with questions,
and try to sound friendly. Craft some good questions that can help writers think
more fully about a problem area in their paper. Avoid humor, figures of speech, and
other devices that don’t “travel” well, but do consider adopting a conversational style,
for example, “Hmm, Alice . . . I’m not quite sure what you mean here. In the last
paragraph, you described the field as growing, but the details you’ve put into this
paragraph suggest that the picture isn’t so rosy. Do you see what I mean?” Here are
some useful phrases:
“I have found it helpful to…”
“You might want to try…”
“Here are some options…”
“I think…”
“Maybe…”
“As your reader…”
If it would be appropriate, relevant, and helpful, feel free to refer to your own
struggles. A message like the following can lend a personal touch that is very important:
“I’ve had to write these case studies, as well, Joe, and I had trouble with transitions, too.
A strategy that helped me was to . . . .” Remember, many of these writers balance heavy
work, school, and family responsibilities, and they can feel very isolated. Learning that
you’ve struggled, too, can help them feel less alone.
Balance constructive criticism with praise. Just as you do in person, point out the
paper’s strengths to your writers.
Write a comprehensive closing message. At the end of your feedback, sum up your
assessments and suggestions. This will help your writers remember the key points of
your feedback. Be sure to repeat your encouragement and to invite the writer to reply. If
the writer sent you an earlier version of the paper, refer to it as you close.

Tutor Tips
Be careful when responding to E-mailed papers. I think it’s easy to sound too harsh when
commenting on e-mailed papers. I try to be abnormally aware of word choice and tone,
since I can’t rely on my demeanor to soften the blow of some observations…E-mailed
papers often take longer than normal sessions anyway, since you can’t merely articulate your
thoughts, but instead have to reformat them into understandable written language….It’s a
difficult issue to navigate, I think, and I don’t have many concrete suggestions. But e-mailed
papers are a fantastic tutorial option because they’re so accessible.—Catherine
See Appendix D, “Feedback-by-Email” for further instructions on sending FBEs.
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C. Follow-up Emails:
We send follow-up emails to writers to check in with them and to see if we’ve been helpful.
Quite a few write back to us with their thanks for our interest and concern, and many of them
will request future appointments. One of your tasks between appointments will be to write these
emails to your former writers. Although you will address your note to your former writer, you
will email your follow-up to the Writing Center email, and the OMs/receptionts will forward
your message on to its recipient. Below are the steps:
1. Review your tutoring logs and select one or two people to contact.
2. Retrieve their email addresses from their appointment information.
3. Open your DePaul staff email and address an email to the Writing Center:
wcenter@depaul.edu. In the first line of your message, copy your former tutee’s email
address.
4. Write your follow-up email to the writer – again, be sure to copy and paste the writer’s email
address in the very first line of your message.
5. Write the following phrase in your email’s Subject Line: “Greetings and Follow-up from
[Your First Name] in the Writing Center.”
6. Email the follow-up to the Writing Center, and let the OM or Receptionist know. Once they
see your follow-up in the Writing Center email, they will forward your message to the
recipient (they will delete any information that identifies your DePaul staff email address).
Your follow-up emails correspondence must be clear, specific, and well written. A sample email
appears below.
To: Stu_Dent@students.depaul.edu
From: wcenter@depaul.ed
CC: wcenter @depaul.edu
Subject: Greetings and Follow-up from Nancy at the Writing Center
Hello Stu,
This is Nancy, the tutor who met with you in the Writing Center last week. I’m writing to say hello and to see
how your Philosophy paper worked out. I enjoyed reading your draft and talking about the ways that you
analyzed the text. Did you have a chance to ask your professor about the questions we brainstormed
together? I hope you did and that everything went well.
If you have any more questions, or if you would like to meet with me or anyone else in the Writing Center
again, please let us know. Also please feel free to send us any feedback you might have.
Best wishes,
Nancy

Save your outgoing follow-ups and any replies to your individual Network drive (your U: drive)
for use in your Writing Center Portfolio.
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D. Acceptable Forms of Assistance
In the Writing Center, we encourage writers to take charge of their writing. We understand that
writers respond to an array of consulting methods, and that some writers will need more or less
help with a writing issue or project than others. It is our policy to encourage tutors to develop
an array of strategies for helping writers and to adapt those strategies to an individual’s
needs when appropriate. Sometimes giving examples, suggesting ideas, or helping a writer
practice grammar-related or summary skills will be both appropriate and helpful. At other times,
a more hands-off, or “minimalist” approach, will be called for.
On the other hand, thinking about acceptable forms of assistance raises questions about how
much assistance can be given to a writer without raising concerns about unethical collaboration
or plagiarism. Everyone on staff is responsible for knowing and abiding by the University’s
Academic Integrity Policy as outlined in the Writer Handbook and on the University’s
Academic Integrity website (http://academicintegrity.depaul.edu/).
Concerns about “assistance levels” often arise when a writer is extremely nervous, is working
against a tight deadline, or is unfamiliar with American university writing conventions.
Sometimes the pressure will be on for fast or radical changes, and the line between the writer’s
and the tutor’s contributions may become blurred. Some writers who have trouble
understanding, summarizing, or paraphrasing texts may have some confusion about acceptable
degrees of assistance. Other writers might carry expectations over from their culture of origin.
Thus, it is important to carefully ascertain the writer’s assumptions and to clearly—but
sensitively—explain what we can and cannot do.
Fortunately, most writers who come to the Writing Center are looking for someone to help them,
not do their work for them.

E. Quick Tips for a Successful Tutoring Session:
Do's
•
•

Don'ts
Do greet everyone who enters the Writing
Center.
Do introduce yourself before you begin a
session with a writer. Talk with your
writers about their reading or writing
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•
•

Don't automatically judge a writer.
Don't immediately read a draft
without first trying to establish the
focus of the session. By asking a few
well-directed questions first, you

•

•
•
•
•

•

•

•
•

•
•

assignments, their classes, and their
professors' expectations. Break the ice to
get the session going.
Do approach each writer as an individual
with different ways of inventing, drafting,
and revising. Help writers discover which
writing habits work best for them.
Do ask for handouts, copies of the
assignment, and anything else the
instructor has given the writer.
Do find out when the assignment is
due.
Do help writers articulate what they want
out of the session and to establish
priorities.
Do emphasize that writing assignments
are do-able. Consider sharing a few of
your own experiences with college work
to help convey your support for your
writers’ efforts and to remind them that all
of us have struggled with writing.
Do find your writers’ strengths as well as
weaknesses. Pointing out their strengths
will help writers gain the confidence to
overcome their weaknesses.
Do focus on global issues first.
Many times sentence-level errors
will diminish as the writer gains
better control over the larger
issues, such as argument and
organization.
Do encourage the writer to write
down his or her ideas, comments
from the tutor, and so forth.
Do make sure your writers understand the
terminology that you use. Don’t assume
that the two of you have the same
definitions, even for familiar terms like
“thesis” or “summary.”
Do be patient. Defuse angry, frustrated
writers by setting a positive and
productive tone for the session.
Do be firm in keeping the session under
your control.
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•

•
•

•

•
•
•

•
•

might discover that the introduction
or conclusion is of primary concern
as opposed to the whole paper.
Don’t feel obligated to read the entire paper.
Especially with longer papers, ask for a
verbal outline: what the paper is about, what
the writer wants it to do, where he or she
wants it to go, etc.
Don’t evaluate or prescribe solutions.
Instead, raise questions, offer choices, and
encourage.
Don't rush to fill silences. Allow the
writers to think during the
consultations. Rephrase the question
if necessary, but show your
confidence in their ability to be
creative, reasoning individuals.
Remember that excessive interruption
will usually guarantee silence, so let
them talk!
Don’t let your writers get away with
a simple “I understand,” or “I can't
think of anything to say.” Ask why!
Take the time to show your writers
that they have something worthwhile
to contribute and that you are
interested in their ideas.
Don't write the paper for the writer.
Don't criticize an instructor's
assignment or approach and don't
make promises regarding a grade.
Don’t be afraid to ask for help. Do
acknowledge when you don’t know the
answer to someone’s question. Model
effective problem solving by consulting
other resources or tutors.
Don't be distracted by concerns other
than the primary focus of the session.
Don’t let a writer make you feel guilty. If a
writer is upset by a grade on a paper with
which you helped him or her, direct the
writer to talk to the instructor. Help the
writer understand the margin and end
comments.

•

•

Do encourage the writer to return
to the Writing Center.

Don't prolong a session when the
writer is obviously finished.

Tutor Tips
The best way to become a better tutor is to throw yourself into it. Like almost everything in life,
tutoring becomes easier the more you do it….Use your experiences to learn from your mistakes. Good
luck and happy tutoring! –Ben
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F. Frequently-Asked Questions about Working with Writers
While you will experience a wide range of situations in your work with other writers and with
your fellow tutors, some questions are timeless.
What if a writer’s first language is not English? As a new tutor, I feel especially
anxious about my ability to help ESL writers – help!
ESL writers are just as diverse as any other group of writers and will require you to adapt to each
individual session. The fear of working with ESL writers that some tutors feel is usually based
on the assumption that the main problems with ESL writing will be at the sentence-level and that
the tutor does not have enough formal knowledge of English grammar rules to help the writer
adequately. While many writers, including ESL writers, come to us asking for help with
grammar, it is our job to determine if that is the best place to start. ESL writers are just as likely
as any other writer to need help with global issues. If you do not know the answer to an ESL
writer’s questions, grammar-related or otherwise, model good problem-solving by looking up the
answer or asking other tutors. The bottom line is that you should approach a session with an
ESL writer as you would any other tutorial.
I’m working on an FBE request, and discover that the essay is so full of sentencelevel “issues” that it’s hard to follow. Where do I begin?
Focus on choosing one or two reoccurring grammar concerns. Instead of pointing to each
offense in the paper, spend your time explaining the rules well at the top of the email. Provide
resources for the writer, pages in The St. Martin’s Handbook to consult, or helpful online guides
to practicing these rules. Invite the writer to set up an appointment in the UCWbL if s/he wishes
to work more on a particular rule.
I’ve never worked with SNL writers before and do not understand their
assignments – help!
A School for New Learning writer (http://www.snl.depaul.edu/) is an adult returning writer. SNL
writers are regularly asked to describe, reflect upon, and analyze their experience. As part of this
analysis, they are asked to put their experiences in conversation with the experiences and ideas of
others. They are also asked to reflect upon what and how they learn. SNL writers are evaluated
based on their ability to show certain competencies through their writing, so make sure you
understand what competency they are trying to prove. Consult SNL’s Writing Guide:
http://snl.depaul.edu/writing/index.html.
What if a writer is particularly nervous or even upset about an assignment?
Listen. Most writers have questions; many feel somewhat anxious; but a few will tell you they
feel hopelessly confused or upset. Let them talk. Then go over the assignment carefully and
break the remainder of the job into small, specific blocks that can be checked off as completed.
If there is a serious problem, urge the writer to see the instructor. Some writers are afraid to talk
to their instructors: if necessary, rehearse with the writer what to say.
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What if I’m not familiar with the subject or the type of writing that a writer
asks for help with?
Remember that we act as interested readers of a writer’s work, not subject matter experts. Ask
the writer to give you as much information as possible about the assignment’s audience as well
as its other requirements. Be upfront—tell writers you are not an expert in the subject area, but
you can use your lack of expertise to help the writer identify points that might need fuller
explanations and terms that might need to be defined for the readers.
If you are not familiar with the type of writing or the documentation format that a writer asks you
about, use your knowledge of our resources—see “Between Appointments” section above!—to
help locate authoritative guidelines for the work. Never guess an answer to a question by
assuming that your base of knowledge will apply to a new content area (for example, if you say
that a business report should be structured like an essay, you’re giving the wrong advice!).
Always feel free to ask another tutor for help.
What if a writer disagrees with me?
This doesn’t happen very often, but sometimes a writer will disagree with you or indicate that
what the instructor has said conflicts with what you are saying. In this situation, ask for some
more information about the class or the assignment (you might have missed a requirement).
Make sure that you and your writers really understand each other. The difficulty may lie in a
single misunderstood term. If the question has to do with format, grammar, or mechanics,
consult a textbook or a more experienced staff person. If necessary, let the question hang for a
few days while the writer double checks with the instructor. Also remember, however, there are
many gray areas in academic work and many ways to approach and construct a document.
Writers’ decisions can turn on a number of factors, from their reader’s needs to their personal
preferences. Remind the writer that you are responding to their writing as one single reader. The
choice to take your advice or not is ultimately theirs.
If you discover that you and a regularly scheduled writer seem to disagree on everything, or if
the two of you just don’t work well together, do not hesitate to discuss the situation with the
supervisory staff. The problem may be that there is simply a personality conflict. It may be
necessary for the writer to work with a different tutor.

What if there is a conflict between the writer and the instructor?
First, remember that you are hearing only half the story. Be diplomatic and avoid taking sides.
Never make a negative remark about an instructor. Instead, encourage the writer to make an
appointment with the instructor to work out the difficulties. If there is a serious problem, bring it
to the Director’s attention. Many times, getting the writer to meet with an instructor will clear up
the problem. Second, if the instructor has asked the writer to see us for help with a specific part
of the paper, but the writer wants your opinion of the paper’s thesis or organization, you must
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remind the writer of the instructor’s request and clearly communicate your desire to honor that
request. You can offer the writer a longer or an additional conference.
In the rare event that you feel that you are being dragged into the middle of a real conflict, tell
your writer that you cannot mediate a conflict with an instructor. Consult the Director or
Assistant Director for the Writing Center and document your concerns in the consulting log.
What if a writer doesn’t understand what I am talking about?
Once in a while you will find yourself tutoring writers who don’t seem to understand what you
are saying. Many writers who come to college with academic deficiencies have been told, either
directly or indirectly, that they are stupid. They may be defensive, anxious, and reluctant to
answer or ask questions. Yet these writers do have abilities, and often you – a peer – are the only
one who can help them tap these abilities. When you tutor such a writer, it’s a good idea to
spend more time than usual getting acquainted. Be realistic with the writer in discussing the
amount of time and effort that will be necessary. At the same time, emphasize the writer’s
strengths and give plenty of encouragement.
Occasionally, a writer will seem to have special problems which lead you to suspect a learning
disability. If so, discuss the matter with the Director and Assistant Director. It may be that we
will want to contact Productive Learning Strategies (PLuS) (http://condor.depaul.edu/~plus/).
The program helps writers with special learning disabilities or attention deficit disorders.
Another resource is the University Counseling Office (http://writeraffairs.depaul.edu/ucs/).
What if a writer asks me to predict a grade?
You cannot assign grades. Never tell a writer what grade you think a paper will merit. If you
ever are asked to guess a grade, tell the writer that it is neither your job nor UCWbL policy to
predict grades. Instead, suggest that the writer go over his or her work with the instructor. You
also might ask the writer what grade s/he would assign—and why. The writer’s answers may
reveal some unanswered – or even unasked – questions about the assignment, as well as his or
her sense of strengths and weaknesses. You might describe some strategies for clarifying
instructors’ expectations and for developing confidence in your writing that have worked for you
in the past. Use this opportunity to help the writer analyze the work on his or her own.
What if I don’t know the answer?
Be honest. Ask another tutor for help. There are many talented tutors at the UCWbL with
expertise in various areas. Never make up an answer or give an answer you’re not fully
confident is correct. We do not expect you to know everything, but it is your responsibility to
use every opportunity to understand English grammar, to think carefully about different writing
contexts and expectations for writers, to strengthen your ability to ask good questions, and to
learn about helpful resources where you and writers can find the answers to their questions.
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Tutor Tips
As a new tutor, it can be overwhelming when a writer comes in with a paper on a subject
that the tutor knows nothing about. But you can still be helpful just by listening to your
writer. Sometimes an “uninformed” ear can help the writer see confusing passages in the
paper. And we all know that when a person has to explain something to someone else, it
becomes a lot clearer to them in the process. – Cecelia Hall, former Writing Center Tutor
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V. Policies and Procedures: Your
Responsibilities as a University and UCWbL
Writing Center Employee
Your appointment as a member of the UCWbL staff means that you also are an employee of the
University, and with this appointment and opportunity come expectations and requirements,
some of them from the University, others derived from the needs and mission of our program.
This chapter will begin with our Center’s Bill of Rights, followed by a more detailed explanation
of our policies and procedures.

A. Writing Center Staff and Visitors’ Bill of Rights
Tutors’ Responsibilities to our Visitors












Tutors’ chief responsibilities are to the writers who come to the Writing Center. They
must be willing to develop an array of tutoring strategies so that they will be able to offer
writers the most helpful and appropriate assistance they can.
Tutors are responsible for working the shifts they have been assigned. If they must miss
work due to illness or an emergency, notify the Centers as soon as possible. If they are
going to miss work, you are responsible for arranging a “shift swap” and for letting the
office staff know about the arrangement. If you need help, please let us know.
Repeated lateness and/or absences may be grounds for dismissal or other
disciplinary actions.
Tutors are responsible for becoming active members of the UCWbL community by
working smoothly and productively with fellow staff on day-to-day operations and by
helping the Director and Assistant Directors identify ways to strengthen the program.
Tutors are encouraged to use joint UCWbL-faculty meetings to get to know the faculty
and to coordinate consulting and other activities.
Tutors are responsible for helping faculty help their students. Some instructors refer
students to us for help with grammar. In their writing, however, you may see serious
global problems that you want to address. While you certainly may address the global
issues, remember: If an instructor asks you to help a student with a specific aspect of a
draft, you are responsible for doing your best to honor that request.
Tutors are responsible for helping writers understand our mission and methods – and for
making sure that writers leave with a clear sense of the “next step” in their writing,
whether it be a plan of action for finishing their current project, or a longer term
understanding of their writing processes.
Tutors are responsible for keeping confidential conversations and information
confidential.
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Tutors have the following rights:
 Tutors have the right to be treated with professionalism and respect.
 Tutors have the right to a short break when they work 5 hours or more, as outlined in the
University’s Employee Handbook.
 Tutors have the right to contact the Directors about any issues.
 Tutors have the right to be notified if they might be dismissed.
 Tutors have a right to privacy: We will not give your staff or personal email, phone
number, or any other contact information to visitors. Writers who wish to send you a
message must go through the Writing Center channels; we will forward messages to you.
Visitors’ Rights and Responsibilities
Visitors are entitled to:

A courteous reception and the best possible assistance and feedback on their projects.

Up to 3 appointments per week and up to 2 appointments per day.

Notification if their tutor is unable to meet with them, in which case they will be offered
a substitute tutor or an alternate meeting.

Confidentiality, although they are entitled to a copy of their tutoring log for themselves
or a third party if they request it in writing.
Visitors are expected to:

Abide by University codes of conduct and academic honesty.

Call or email the office if they expect to be late. If they must cancel their appointment,
they should do so through WCOnline. If they do not have access to WCOnline, they
should call the office where they have scheduled their appointment (LPC: 773.325.4272,
Loop: 312.362.6726). Writers who miss more than 3 appointments in a quarter without
notifying us will have their WCOnline access restricted and must use the Writing Center
on a drop-in basis only.

UCWbL policies encourage open, honest, and courteous discussions. The
UCWbL reserves the right to dismiss any person, tutor, or student who treats our
staff or visitors in a disrespectful manner.
DePaul Writing Center conferences and other business may not be filmed,
photographed, recorded, or otherwise reproduced without the explicit
permission of the UCWbL Director and all participants filmed, videotaped, or
recorded.

39

B. “Citizenship” Requirements and Support
Your responsibilities as a member of the Writing Center staff and as a University employee
encompass the following areas:
1. As DePaul Employees
As a University employee, you are responsible for working your assigned shifts, for meeting the
Writing Center responsibilities asked of you, and for abiding by the University’s regulations for
student and staff employees. Many of those responsibilities are based on federal and state
regulations, and though some of them might seem cumbersome, they generally are designed to
protect you as a student and employee, as well as to protect the writers who seek our help. The
Director and Assistant Director will explain the details to you, but as you begin your first term or
return to the Center after time away, you should familiarize yourself with those regulations and
materials.

ALL-IMPORTANT FIRST MESSAGE
The University has extremely strict rules for employment and payment, and is vigilant about
compliance with federal regulations. The following apply to all Writing Center staff:
1. All Writing Center employees are now paid by a stipend. Except for Graduate
Assistants, whose payment follows a different cycle, stipends run from weeks 2
through 10 each quarter.
2. Your stipend will pay your salary for working 5 hours (1st quarter tutors), 10 hours
(returning tutors), or 20 hours (GAs) per week during a quarter. You will not need
to enter your Payroll hours for your work shift in order to be paid.
3. Except for GAs, whose work shifts may include a variety of tasks, your stipend
covers your weekly tutoring shift – that is, the time that you will be available to
meet with the writers who request our help.
4. You will be paid additionally for your attendance at meetings (including InServices) scheduled outside of your stipend shift, as well as for any shifts that you
work during Final Exam Week. In fact, the only hours you will be able to work
beyond your stipend will be by attending our All-Staff Meetings and our In-Services,
and by working during final exam week. You will be paid for that time by means of
payable hours that you enter on your Campus Connection time sheet (“For
Employees” > View “My Timesheet”).
5. You must work every single hour for which you are paid.
6. If you are unable to work a stipend shift, you must swap shifts with another staff
member in order to meet your obligations.
7. It will not be possible to “make up” missed shifts by working a collection of extra
“makeup hours” throughout the quarter except in extenuating circumstances
approved by the Directorship.
8. If you fail to work the hours that your stipend covers, you can be charged by the
University with fraud.
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The “Attendance and Absentee Policy” section provide details on nonattendance and tardiness
protocols and guidelines for handling emergencies. If you are unable to meet the obligations of
the stipend, you must notify the Director immediately.
According to the University’s official Policies and Procedures, everyone on staff must be
familiar with the regulations and must follow the procedures listed below:
1. Know the University’s Codes of Conduct, as outlined by the following:
 Compliance Office (http://compliance.depaul.edu/_downloads/Code_of_Conduct.pdf)
 Policy Office (http://policies.depaul.edu/)
 Student Handbook (Undergraduate:
http://sr.depaul.edu/catalog/catalogfiles/Current/Undergraduate%20Student%20Handbook/
ch1.html; Graduate Student:
http://sr.depaul.edu/catalog/catalogfiles/Current/Graduate%20Student%20Handbook/ch1.h
tml)
2. Complete the annual University Compliance training when instructed to do so by the
Directors (http://compliance.depaul.edu/training/index.asp).
3. Abide by all Payroll requirements: Enter all payable time on your Campus Connection
timesheet as directed by the Center Director and Assistant Director. Time reported for time
not worked, and outstanding stipend hours are considered fraud – and therefore grounds for
dismissal and even, possibly, prosecution.
2. Grounds for Dismissal
The University’s Handbook for Employees outlines grounds for dismissal. Because this
handbook functions as an “official” document, we include the most relevant of those grounds for
the record here. Grounds for dismissal from the Writing Center include the following:









Chronic absences and/or tardiness
Chronic negligence of employee responsibilities
Abusive behavior
Defamation
Fraud
Taping or other recording of Writing Center activities without explicit permission
Serious ethical offenses as outlined in the DePaul Employee Handbook as well as here.
Public discussion of confidential matters – this includes tutorials, especially when such
discussion would identify the writer – particularly and especially in the presence of other
visitors or when the writers have just walked out the door.

3. As Writing Center Employees: Behaviors and Decorum
Our first priority is our work with writers. Because we do such concentrated work, we need to
minimize distractions. In addition, the reality of work life is that appearances do matter
sometimes, and our behavior should convey to visitors that our Center is a substantive academic
enterprise. In the ways that we greet students and faculty, answer telephone and personal
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inquiries, interact with each other, and conduct “business,” we always must show that we respect
the writers who seek our help, the faculty, our program, and each other.
Behavior: “Behavior” refers to the ways that we interact with others. Whether we are aware of

it or not, our behavior clearly conveys both our professionalism and our respect for each other as
well as for our visitors.
 Always treat our visitors with respect and from a helpful frame of reference. Responding
to any visitor’s inquiry with an “I have no idea” is UNACCEPTABLE.
 Never engage in negative conversation with students or fellow staff about any student,
professor, or other University employee. If a problem develops between you and someone
else that you cannot resolve, or if you are not sure how to handle a sensitive situation, tell
the Director or Assistant Director before approaching any other member of the faculty or
University employee. Information about students and faculty that you learn during your
writing center practice is strictly confidential and must not be repeated elsewhere.
 Writing Center Staff should always be on time for work, and must always call the office if
an emergency will delay or prevent their attendance. Staff members are not free to
permanently adjust their work schedules without consulting with the Director or Assistant
Director. In the event that you must miss a shift, you must arrange a replacement in
advance or reschedule your appointments. See the “Attendance and Absentee Policy”
section for details.
Decorum: “Decorum” refers to how we carry ourselves as professionals.

 All electronic devices must be silenced except in the case of emergency in the Writing
Center offices. Reserve personal calls for downtime or times between shifts. If you need
to make a personal call, please tell the OMs or Receptionists. Please keep your call as
short as possible, and step outside the office to make your call.
 Like any place of employment, the Writing Center expects that while you are on the
clock you will do your job or will at least be prepared to do your job. We realize that
there will be stretches of downtime, and are willing to allow staff to use their downtime
to attend to personal tasks in the Writing Center. However, those tasks must be
absolutely interruptible, and you must be ready to close what you’re doing in order to
return to your Writing Center responsibilities. You may not use your downtime to leave
the office to visit your professor, for example. All staff should make productive use of
downtime. The next section includes a checklist of tasks that you should complete during
your downtime. Only after those tasks have been completed may you attend to personal
tasks during your work shifts – but please, no headphones, unless you are conducting a
conference over the webcam.
 Staff members may “de-compress” between appointments in a reasonable way that will
not disrupt others’ work. Keep our limited space in mind: conversations among staff
should never be louder than consultations; during peak-use hours, non-working staff
members should make sure that their presence is not an impediment to consulting. Feel
free to talk and enjoy the company and conversations, but be aware of the presence of
visitors and tutoring conferences and the need for discretion, and keep your voices down!
 Staff who work long shifts may schedule a short break (coordinate the details with the
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OMs). If you spend your break in the Writing Center office, however, please situate
yourself away from ongoing tutoring conferences, and make sure that your break
activities do not disrupt or interfere in any way with tutoring conferences.
 No eating is permitted while conducting tutorials. Staff members may eat their lunch or
snack, but must do so away from the tutoring stations.

C. Staff Evaluations: Your Writing Center Portfolio
All University employees, including student employees, must participate in an evaluation
process, which the Directors will use to make determinations about continued employment,
salaries (when applicable), recognition, and awards. Because we view evaluation holistically
and see this requirement in the context of professional development and mentoring, we use
portfolios for staff evaluation. Your Writing Center Portfolio will document your development
as a Writing Center citizen, your work with writers, and your participation in and contributions
to our program’s goals and initiatives.
A sizable number of your fellow tutors worked with the Director and Assistant Director to
develop a plan for evaluating staff that will be appropriate and helpful to all. Your employee
evaluation will include quantitative and qualitative measure of your citizenship in terms of your
attendance and contributions to our program development efforts. Your evaluation portfolio will
enable you to assemble qualitative evidence of your efforts and accomplishments. Except in
special circumstances, your continued employment is conditional upon your successful
completion of your Portfolio Meeting with the Directorship.
Equally important to our evaluations and assessment are opportunities to identify
accomplishments and award our staff. The goal is to examine our work, to identify areas of
improvement and ways that we can further support everyone on staff, and to provide evidence
for the university at large of the quality of our work.
See Appendix A for a detailed description of the Writing Center Portfolio.

D. Network Resources and Policies
1. Email
You will be assigned a DePaul staff email account (your user ID @depaul.edu) – Note: this is
DIFFERENT from an @students.depaul.edu email. DePaul uses Microsoft Outlook; to access
your DePaul staff email, go to https://outlook.depaul.edu, and log in with your Campus
Connection user name and ID. Our email policies begin with the following three rules:
1. Use your DePaul staff email to send and receive messages from fellow Writing Center
staff (https://outlook.depaul.edu > Campus Connection user name and ID).
2. Do NOT use your DePaul staff email to correspond with the writers you work with in the
Writing Center. Instead, you must use the Writing Center’s email. Make arrangements
with the OMs or Receptionists to have them – not you – send your Writing Center-related
messages (such as Feedback by Email, Quick Question replies, Follow-up emails, and so
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forth) through the Writing Center’s email. Of course, you never should use your own
personal email to contact the writers we work with, either. The Writing Center’s email is
wcenter@depaul.edu.
3. Check your DePaul staff email at least once every day.
A great deal of staff-related business is conducted by email, so the Directors assume that you
will check your DePaul staff email several times a day. When you send email through the
Writing Center, remember that you are an ambassador for our Writing Center in everything you
write. If you have questions or concerns about email, let the Directors or Office Managers know
right away.
2. Network Drives
You also will be granted limited access to two of the University’s networks: You will be given a
folder on the University’s “U” drive (think of “you”), where you may store your own materials.
And you will be granted access to the Writing Center’s folder on the University’s “W” drive
(think “workgroup”), which functions as a virtual hard drive for our program. Our w:// drive
folder contains our most important records, forms, and other materials. You can access the w:
drive through the “For Employees” > “File and Print” > “Group Folder” > “LAS” > “Writing”
pages of your Campus Connection site. Further information about our w:// drive will be
provided later in this handbook and throughout the year (which is yet another reason to check
your DePaul staff email and Blackboard regularly [see next section]!).
The University has policies regulating use of its email and networks, which are in place to
safeguard personal information as well as network security (for example:
http://policies.depaul.edu/policy/policy.aspx?pid=116). If you have questions about the
University’s network drives or about the folders you have access to, contact the Assistant
Director. Always contact the Assistant Director if you have any questions or concerns about our
network folders.
3. Writing Center Blackboard site
DePaul uses Blackboard as its course management system, and the Writing Center has a
Blackboard site (https://oll.depaul.edu). We use our Blackboard site to post important
announcements, share important resources and training materials, and use the Discussion Board
and other features to undertake a variety of staff development and professional development
activities such as research projects, Knowledge-Area work, In-Service followup, etc. Everyone
on staff will be enrolled in our Blackboard site, so check Blackboard regularly during every
work shift.

E. Attendance and Absentee Policy Steps
You are expected to meet all attendance requirements, to arrive at work on time, and to work
your full shift. The 24/7 availability of our online appointment book WCOnline, which enables
writers to schedule appointments at any time, also makes it all the more difficult to deal with
last-minute staffing changes. Chronic absenteeism and tardiness are considered grounds for
dismissal. Your attendance is defined not only by your physical presence, but also your attention
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to the work that you have been hired to do – both your work with writers, and the work that you
must accomplish during your non-tutoring hours. We do not demand false enthusiasm, but we
do expect willingness and an open mind.
You must work every hour for which you are paid. The same rule applies whether you miss all
or part of your shift. There are two ways to make up your shift:
 If you are unable to meet a work shift obligation, you must swap shifts with another tutor
in order to meet your obligations. Remember, unless you are a GA (whose shift may
include both tutoring and non-tutoring work), your stipend covers your weekly tutoring
shift. Your attendance at meetings and in-services is paid separately.
 It will not be possible to “make up” missed stipend shifts by working a collection of extra,
“makeup hours” throughout the quarter except in extenuating circumstances approved by
the Directors.

Absentee/Tardy Checklist
When you KNOW IN ADVANCE that you will be absent or late …
Step 1:
 Immediately email the OMs (addresses are listed under “Staff Information” on the
Blackboard site) and copy the Writing Center email on your message. Let them know that
you will miss a shift and that you will be seeking someone to swap shifts. This is the first
step because the OMs need to block your shift out on WCOnline as soon as possible to
prevent writers from scheduling appointments with you when you won’t be present!
Step 2:
 Send out an All-Staff email requesting a shift swap (addresses are listed under “Staff
Information” on Blackboard). As soon as you have arranged a swap shift, notify the OMs
and the Writing Center to let them know which tutor will be subbing for you, so that they
will be able to update WCOnline accordingly.
Step 3:
 To be courteous, be sure to confirm that your shift swap has been taken care of during
the shifts before your absence, or at least through email with the OMs.

When your absence is UNANTICIPATED …
Step 1:
 If the office is open, then IMMEDIATELY call the office where your shift was
scheduled BEFORE your shift is scheduled to begin. Tell the OM or Receptionist at the
desk of your situation so they can take the necessary steps to remove you from the
schedule. Last minute absences can be difficult for staff to cover and may also
inconvenience tutees if the OMs are unable to switch appointments, so the sooner you alert
the staff to your situation the better.
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 If you have been scheduled to conduct any outreach work such as delivering a presentation

or workshop, alert the OM immediately, and ask the OM to contact the parties involved to
let them know of your emergency. Follow up with those people as applicable – and as soon
as possible.
Step 2:
 If the offices are not open, then email the OMs and the Writing Center and leave a voice
message at the office you were scheduled at (see list under “Staff Information” on
Blackboard) immediately to alert them of your absence. The sooner an OM is made aware
of your pending absence, the sooner s/he can get you off the schedule and attempt to
reschedule any appointments you had.
 Again, if you have been scheduled to conduct any outreach work such as delivering a

presentation or workshop, alert the OM immediately, and ask the OM to contact the parties
involved to let them know of your emergency. Follow up with those people as applicable
– and as soon as possible.
Step 3:
 If you are able, attempt to find some one to swap shifts with you. Use the contact lists
on our Blackboard site to do this: Consult our “Substitutes” list and call people, and use
our All-Staff list to email everyone. If this is a dire emergency, you must contact the
Directors. In extenuating circumstances, the Directors may grant you the opportunity to
work extra make-up hours or to attend in-services “for free” to cover your missed stipend
shift (otherwise, you are paid for attending meetings outside of your work shifts). A print
record will track extenuating circumstances and changes.
Note: Last minute absences are unavoidable in the cases of urgent illness or family emergency.
However, finishing a paper, getting last minute concert tickets, or other examples of the like are
not excusable for last minute absences. Remember that your work shift is never optional, and
once your schedule is on WCOnline your commitment to that time will be immediately and
publicly announced.
Tardiness
The Directors have directed the OMs to track tardies. If you are forced to be late for work,
contact the office immediately. Leave messages with the Directors as well as the offices. If your
delayed arrival prevents you from meeting a student, faculty, or class, contact those parties
immediately or ask the OM for help. After 3 tardies, you will be required to meet with the
Directors to discuss your continued employment.

F. Appointment Policies
Writing Center appointments are defined as scheduled time slots where tutors conduct face-toface conferences, IM/webcam conversations, or Feedback by Email.
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We have crafted our Appointment Policies based on our need to be available to as many of the
University’s writers as possible and our commitment to supporting writers as effectively and
appropriately as possible. Experience as well as research shows that too much advice and
feedback, especially in the space of a single week, can be far more confusing than helpful. In
addition, some faculty quickly become concerned that their students will receive too much help,
which they fear will blur the lines between the writer’s authorship of the assignment and the
tutor’s contributions to its development. For those reasons, we limit the number and duration of
appointments.
1. Except for extenuating circumstances (a publication deadline or an emergency PLuS
Program referral, for example):
 Writers may schedule up to 3 appointments per week regardless of the campus or the
appointment medium.
 Writers may schedule more than 1 appointment but no more than 2 hours in a single
day.
We encourage separate appointments for separate projects. Of course, if the writer has
only a short question about a second project, handle it during your conference.
Otherwise, ask the writer to schedule a separate appointment.
2. Appointments are limited to one hour (actually, 50 minutes) at a time unless there are
extenuating circumstances.
3. If a writer schedules back to back appointments with the same tutor, the tutor is entitled
to ask for a short break during that time frame.
4. Writers who are more than 15 minutes late without notice forfeit their appointment.
5. Writers who miss more than three appointments per quarter without notifying us in
advance may visit us for the remainder of the quarter on a drop-in basis only.

Procedures for Missed Appointments

 Tutors are responsible for checking the box beside “Was this appointment missed?” on
WCOnline if a writer fails to keep his or her appointment and is more than 15 minutes late.
This type of missed appointment is referred to as a No-Call, No-Show, or NCNS. The Office
managers track NCNSs collectively. Work with the OMs if you have any questions or
concerns identifying writers who routinely miss appointments.

 After a writer misses an appointment, notify the Office Managers. If you know your writer,
you may work with the OM to email the writer to ask about the missed appointment. This is
important since misunderstandings can develop in the absence of direct communication.

47

Make sure that the writer is clear about the time and place of the appointment.

G. Working with Instructors
Many faculty members are supportive of our work with writers, and a number of them call or
stop by to request information or assistance. Faculty who have questions about their writers
should be referred to the Director or Assistant Director. When faculty stop by with general
questions, you should feel free to welcome them and talk about our services. Most instructors
appreciate the chance to learn about who we are and what we do. Many will even send us their
syllabi and class assignments, which we keep on file.
Many instructors ask writers to visit the Writing Centers for help with grammar because they do
not have time to address grammar in class and because the writers' papers indicate a real need for
one-on-one review. The paper may, however, have serious global weaknesses as well as
mechanical problems. If an instructor has indicated that the writer should work with a tutor on
grammar--or any other feature--you must try your best to honor that request. Focus on grammar
in that meeting, and then offer the writer an additional meeting to work on the other weaknesses.

H. Confidentiality
All UCWbL staff members are encouraged to discuss issues that arise in our program.
Occasionally it will be necessary to discuss an individual when that person’s history or behavior
in the Centers warrants it. In fact, all staff must let the Director and Assistant Director for the
Writing Center know of serious problems. Otherwise, it is UCWbL policy that each member of
its staff must respect the privacy of those who visit the Center. The program’s integrity rests to a
great extent on its reputation for respecting the feelings, the intelligence, and the privacy of the
University’s writers.
The same policy applies to faculty. Tutors who are concerned about a faculty member’s
teaching effectiveness or fairness should discuss their concerns with the Director —never with
their writers, and never with each other. This policy also applies to the UCWbL staff. If you
have any concerns about another tutor, discuss them privately with the Director.

I. Security
It is absolutely essential that everyone maintain an awareness of security. We have expensive
equipment in our offices, and DePaul has its share of crime. Even more important, your safety,
and the safety of our visitors, is paramount. Each quarter, the Assistant Director sends an Access
List to the University’s Office of Public Safety. This list grants everyone on staff access to our
offices. Graduate Assistants, Office Managers, and certain other staff will be assigned a key to
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our offices, but if they are delayed arriving in time to open the office, you should call Public
Safety, identify yourself as a Writing Center tutor, and ask for an officer to unlock the office for
you. As a DePaul employee, you should have a DePaul ID card and carry it with you at all
times.

SECURITY POLICIES
1. If the office is locked when you arrive for work (on the rare occasion when an OM or
Receptionist is delayed), call Public Safety and ask to be let in: LPC 773.325.7777,
Loop 312.362.8400. Be prepared to show the Security Guard your DePaul ID.
2. NEVER leave the office unattended, especially after hours, and NEVER leave the
front reception desk unattended.
3. Keep your belongings with you at all times. See to it that your writers keep their
things with them when they meet with you.
4. Anyone who wishes to work after regular business hours must ask permission of the
Director and/or Assistant Director for the Writing Center. Security will open locked
offices for authorized personnel only. No one is allowed to use the UCWbL offices
after business hours unless special arrangements have been made with the Director.
If granted, we will ask you to let Public Safety know where you will be working so
that they will be able to locate you if needed (See Public Safety’s Safety Tips at:
http://publicsafety.depaul.edu/services/safety_tips.asp).
5. The last person in the office is responsible for making sure everything has been shut
off and that the offices are locked. If you are unable to lock the doors behind you, ask
Security for assistance.
6. No UCWbL staff member is ever to meet appointments alone in any Writing Center
location. In an emergency, we close the offices.
7. ALWAYS inform the Director and the Assistant Director for the Writing Center of
any security problems.

Security officers make regular rounds of all campus offices each day. You can call Security 24
hours a day (ext. 5-7777 Lincoln Park; ext. 2-8400 Loop). Never feel reluctant to question the
presence of anyone hanging around the office who has no reason for being there.
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J. Computers, Telephones, Supplies, & Books
The Writing Center has a number of resources that we are happy to share; however, due to the
limits of funding and space, we must restrict their use. Everyone must adhere to the following
policies on computers, telephones, supplies, and books:
1. Computers
The Writing Center has computers available for tutors to use for Writing Center-related work
including tutoring sessions. Writers are welcome to use these computers during regular office
hours only as part of their tutoring conferences. The Writing Center should not be used as a
computer lab, however. The University's Technology Department (Information Services)
maintains a number of computer labs for writers and staff. Their locations and hours are posted
throughout all campuses. Additional policies concerning the use of UCWbL computers are
included below.
 Priority use of Writing Center computers goes to those with work-related tasks. 
 All work must be saved on a removable disk, such as a USB memory device or a
tutor’s individual U: drive. Work may NOT be saved on the Writing Center computer’s
hard drive, except for the UCWbL website files and important program documents,
which are stored either on the reception desk computer or the computers dedicated to
internet research. 
 Use the Internet and open attachments very carefully. We run regular virus scans, but
problems do arise from time to time. Report any technology problems
IMMEDIATELY to an Office Manager. 
2. Telephones
An enormous amount of Writing Center business takes place over the phone. Although both
offices have voice mail, people must be able to reach us directly whenever possible. The Writing
Center telephone lines must be kept open and available for Writing Center BUSINESS ONLY.
The use of cell phones is prohibited in the Writing Center offices. Both tutors and writers should
make sure to silence their phones before beginning work.
3. Supplies and Books
Both Writing Center offices are stocked with useful books and other materials. Everyone is
encouraged to study and use these resources; however, they are for IN-OFFICE USE ONLY.
They are not to be removed from the premises, but tutors may photocopy a handout from the
Center's files for a writer's use. Please let the office managers know when copies of key forms
and materials, as well as important office supplies, run low. All use of materials and sources
prepared by others must follow fair use guidelines. Consult the Academic Integrity website
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(http://academicintegrity.depaul.edu/) as well as the Directors for guidelines on fair use.

K. Procedures
In your work as a University Center for Writing-based Learning (UCWbL) tutor, you will find
that every day will be different. There are certain important routines, however, and they are
summarized below.
Every academic year, the Director and Assistant Directors hold two all-day, all-staff meetings:
the All-Staff Orientation, which is held immediately before fall quarter classes begin, and the
Winter Quarter Retreat, which takes place on the first Saturday of the winter term. New staff
members are introduced to the program; returning staff members are provided important updates
on Writing Center services and strategies; and the directorship discusses with everyone the goals
and plans for the year.
At the beginning of every academic quarter, the Director, Assistant Directors, Office Mangers,
and Graduate Assistants prepare for the term. They use the first week of classes to get the
offices and online services ready for writers. The offices open for consulting during the second
week of the quarter. Regular hours end with the last day of classes. Services are usually offered
on a limited basis during final exam week, and the offices are staffed during that time by
available tutors.
New staff will be eased into tutoring during the first 2-3 weeks of their shifts. They will be
“shielded” from tutoring right away; instead their work shifts will be scheduled in WCOnline as
“shadow” appointments, during which they will be paired with an experienced tutor who can
help introduce them to the work that we do. The new tutors will observe and discuss tutoring
appointments handled by their experienced buddy. All members of the staff must work regularly
together on mentoring and professional development activities. Those events offer both further
training and opportunities to discuss such topics as helping writers with grammar, working with
resumes, tutoring writers online, locating helpful resources, and dealing with tricky interpersonal
issues. Work shifts will include time allocated for mentoring.
1. The Appointment Books: WCOnline



Most of your working life in the Writing Center will be reflected in WCOnline, our online
appointment book. Writers schedule appointments using our online scheduler WCOnline, which
is accessible from the Appointments page of our website. WCOnline has separate schedules for
each office. Staff work shifts, writer appointments, outreach activities, and online work are
recorded there. Appointments can be scheduled, modified, and cancelled in real time. Writers
can sign up for a waiting list when the calendar is full. First-time users are prompted to register
and provide some demographic information. Returning users must re-register at the beginning of
every new academic year. When writers schedule appointments, they are prompted to provide
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information about their assignment, course, and the nature of the help they seek. WCOnline
offers several calendar views, including Lincoln Park and Loop office hours, and IM/webcam
calendars. Writers who seek a particular “type” of tutor, such as a graduate writer or History
major, can follow the tutor links to the staff information pages of our website.
As tutors, you will be given a certain amount of administrative access in order to view your
writer’s demographic information and to fill out tutoring logs. The Assistant Director and Office
Managers will schedule Feedback-by-Email work as well as mentoring appointments, meetings,
and other events on WCOnline, which might show up as “blacked-out” time (though viewable on
your end when you hover your mouse over the slot), so it is imperative that you look at
WCOnline throughout your work shift. Because WCOnline is accessible 24/7, you can view
your schedule in advance from home. The appointment books are updated regularly. When you
report for work, check the book to see what appointments you will have that day.
2. Your Work Shift
Your work for the Writing Center will consist of two types of “tasks”:
 Your work with writers, in one-to-one conferences, in groups, and/or in workshops
 Professional/Staff Development tasks, which show up as Blackout Time on
WCOnline (but viewable when you hover the mouse over the slot)
In other words, organic to our work with writers is our reflection on this work and ongoing
efforts to enrich our own knowledge. Every quarter, you will be assigned a regular work shift
based on your availability and the offices’ staffing needs. You will work along side other tutors.
During your work shifts, you will either be working in one-to-one tutorials, with writers who
have set up appointments in advance—including those who have requested online help—or you
will be available and “on call” to help people who request immediate help with their papers.
While you are “on call” for drop-in writers who request help right away, you also will be
working on projects related to your work in the Writing Center.
Below is a checklist of tasks that you must accomplish every day of your shift:
√ Check our online scheduler WCOnline to view and track your appointments and other
work. Open each appointment – your conference might not be face-to-face but online.
Check WCOnline throughout the day! Writers can add or change their appointment up to
the last minute.
√ To prepare for your work with writers, always look at the demographic information they
have provided, along with details about their assignment, class, and needs. Check this
information throughout the day so that you’ll know in advance if a writer seeks help with
something you’re not familiar with, which will give you time to prepare or ask for help.
√ Complete your tutor logs at the end of every appointment, while your memory is still fresh.
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Logs and their readership are covered in the Recordkeeping section of the “Procedures”
chapter.
√ Check the Writing Center Blackboard site , especially the “Announcement” page and the
“Discussion Board.”
√ Check your Outlook email.
√ If you have time leftover after attending to tasks between appointments, you may check
your own email, etc., but remember that priority use of computers must be given to those
with work-related tasks.
If you have any question or foresee challenges completing these tasks during each work shift,
please let us know.
The Scheduling of Your Work Shifts
All Writing Center staff members have regular work shifts that run from the second through the
last week of classes every quarter. Each quarter, you will be asked to give the Office Managers a
schedule of your available time for the coming term. They will schedule work shift assignments
by the middle of the first week of classes. You will be responsible for finding out your
assignment before the second week when the centers open for business. The list in the box
below outlines the procedure for the scheduling of your work shifts.
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Tutor Work Shifts
•

All new tutors must work 5 hours per week in the Writing Center to fulfill their
practicum requirement for WRD 395/582 Writing Center Theory and Pedagogy. All
returning staff must work 10 hours per week.

•

The Directorship reserves the right to ask you to work an early or late shift or a
Saturday shift in accordance with your staff schedule form.

•

All staff should expect to work at least one quarterly shift at each campus office over
the course of the academic year. We will of course work with you to make that
possible.

•

Before each quarter, you will be sent a Staff Schedule Form by email. The form
allows you to give your availability for schedule, times, campus(es), etc. Fill out the
form completely and return it as an email attachment to wcenter@depaul.edu.

•

In addition to your schedule form, be sure to let the GA Office Coordinators know
about your areas of expertise. These areas of expertise—such as English, history,
science, ESL, journalism, and resumes—will be linked to WCOnline to help writers
make informed choices when scheduling appointments.

• Contact the Office Managers immediately if your availability changes.
•

Look for an email or stop by or call the office near the end of the first week of class to
find out your work shift assignment. Remember, your UCWbL work shift begins the
second week of the quarter and ends with the end of classes.

•

Note that our exam week schedule differs from our regular hours and services.
Regular work shifts end on the last day of class. Look for the Exam Week work shift
sign-up schedule during week 8 or 9 to sign up for a shift during finals.

3. Your Work between Appointments
In general, you can expect your work shifts to include both tutoring and non-tutoring times. You
are responsible for participating in Writing Center work (such as working on a Knowledge Area,
planning an In-Service, or preparing for a University-wide workshop) during the non-tutoring
portions of your work shift. In addition, when you don’t have an appointment scheduled, you
will be “on call” to meet with walk-in writers and to take care of other Writing Center business.
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Remember, while you are at the Writing Center, you will be working on Writing Center tasks.
Below is a list of important activities to accomplish in between appointments.
Remember: You must not use time between appointments to work on your own work unless
you have worked through the tasks listed below.
• Look up your next appointment. Read over the writer’s registration information and
any past tutor logs to get a sense of what he or she has worked on. Also make sure
you know if your appointment is in person or online. Use this time to prepare.
• If you are not familiar with the type of writing the writer is working on (an SNL
ILP, for example) or with the citation format he or she has to follow (such as ASA
or CSE), use your downtime to get up to speed!
• Send follow-up emails to writers that you’ve met with in the past week (see the
section on “Follow-up Emails” for details).
• Work on your Professional Development activities: Knowledge Area, In-Service,
University-wide Presentation, etc.
• Work on your Writing Center Portfolio. See Appendix A for details.
• Study our online and print resources. You should be able to locate resources for
writers who ask for assistance with all kinds of writing projects, even a type of
writing you have not done yourself.
• Study our website (http://www.depaul.edu/writing). Many writers ask about online
writing resources, and quite a few of your appointments will include some work at
a computer. You should be thoroughly familiar with our site’s contents and links.
We don’t have everything, so please suggest new content!

Tutor Tips
There is inevitably downtime, and there should be because tutoring is rigorous. It is the
perfect opportunity to consult our resources. Being comfortable with the material in the
books and files helps me relax when a tutee asks a question. The resources are a tutor’s best
ally behind fellow tutors.
. . . And get to know your fellow tutors. Talking about one another’s experiences helps
immensely.Sarah, former Writing Center Tutor
4. Getting Paid
Before you can begin work in the UCWbL, you must complete a number of federal hiring forms
in the Office of Writer Employment in the Career Center. Only then can you be entered onto the
University’s payroll system. You cannot legally work before these forms have been submitted.
All tutor work shift hours will be paid on a stipend that will cover a weekly work shift of either 5
or 10 hours per week. Additional hours will include your attendance at In-Service meetings and
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at the Writing Center All-Staff meetings at the beginning of fall and winter quarters. You also
may be given the opportunity to earn additional hours handling additional responsibilities
approved by the Director and Assistant Director.
In order to receive your paycheck on schedule, you need to follow the steps outlined below.

$ PAYROLL GUIDELINES $
$ Complete all hiring documents as instructed by the directorship. Make sure that your
demographic information is up to date on Campus Connection. DePaul’s time recordkeeping system is now entirely online, and the University pays all employees by means of
Direct Deposit. If you have questions about Payroll, contact the directorship first before
contacting any other office.
$ Access your Payroll pages as follows:
1. Go to Campus Connection and Log in.
2. Follow the link that says “For Employees.”
3. To access your paystub, select “View My Paycheck.”
4. To access your Employee Timesheet, select “View My Timesheet.”
$ If you have additional hours, follow these procedures: Tutors will be paid for additional
hours that conform to the following 3 categories:
 In-Services
 All-Staff meetings at the beginning of fall and winter quarters
 Any hours approved ahead of time by the Director and/or Assistant Director
Work in those categories will be assigned at the discretion of the Directorship. Enter those
hours within 24 hours of the event.
$ If you work in another department at DePaul, you are fully responsible for abiding by
University and Federal regulations that limit your working hours to no more than 25 hours
per week or 20 hours per week if you are an international writer. You must notify the
Directors and Office Managers of your other job, and monitor your total work hours every
week. In addition, when you enter any payroll hours on your Campus Connection time
sheet, make absolutely sure that you are entering them on the correct timesheet.
Remember, if you record hours that you do not work, this is considered fraud.
$ Every payday, access your paycheck and check to make sure that it is accurate. If you
detect a payroll error, notify the Assistant Director for the Writing Center. If you work in
another office at DePaul in addition to the UCWbL, you will receive only one paycheck.
Your check should include itemized lists of each office’s hours. If you have any questions
about your check, contact the Directors.

56

5. Recordkeeping
The size and scope of this program, with its two offices, online services, and ebb and flow of
appointments, requires consistent and careful recordkeeping. Recordkeeping serves a number of
important functions: It helps tutors monitor both their appointments and their writers’ progress.
It helps track a writer’s history in the Writing Center. Finally, records are crucial for accurate
data collection.
The list that follows describes the important records and files that the Writing Center maintains.
These records can be found in either office, online, or on the w:// drive.

Writing Center Forms
Staff Forms: These include: (1) the Staff Schedule Forms, which we use to schedule
everyone’s work shifts. You must fill one out and submit it before the beginning of
every quarter you work. (2) Expertise Lists, which we post on our website to facilitate
the scheduling of appointments for writers with special requests (such as business
writing experience). (3) Substitute List, on Blackboard, which you can use to swap
shifts.
Tutor Timesheets: Your payroll timesheets are housed on your Campus Connection site.
Follow all instructions for completing them. If you have payable time in addition to
any stipend you might receive from the Writing Center, you must fill in those payroll
hours every day you work those hours. If you have additional approved payroll time,
you must enter that time within 24 hours. The University has very strict guidelines for
Payroll, to comply with State and Federal regulations, and will consider your failure to
comply as fraud. Consult the Director or Assistant Director if you have questions
about your timesheets or payroll, or if you need any help.
WCOnline: Our appointment books are housed entirely online at
http://condor.depaul.edu/~writing/html/sched/index.html. First-time users are
prompted to register by providing an email address, choosing a password, and
providing preliminary demographic information. Thereafter, users simply log in. All
staff will be trained to use WCOnline to view their appointments, access their writers’
tutoring logs, and record new logs. You can draw on this information to help you get
acquainted with the writer and to encourage future appointments. We also use
WCOnline information to help us glean quick statistics and other information about
our populations. See Appendix B for full instructions.
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Tutor Log Forms: Tutor logs are housed in WCOnline, and are used to summarize your
conferences and to help future tutors work with the writer. Logs should be considered fairly
“public” writing: The Director and Assistant Director look at logs when faculty have
questions, and Writing Center staff may consult our logs for their research projects. You’re
writing for posterity, in a way, so complete these forms very carefully at the end of each
appointment.
Every person on staff is required to finish all tutoring logs at the end of each session.
The logs offer writers the option to select a checkbox requesting us to send a report of
your meeting to their instructor. If checked, you must notify the Office Managers
immediately. Remember, your logs will have at least one reader besides you: another
tutor, who will consult your log to prepare for a subsequent appointment with the
writer; the Directors, who will peruse your logs as part of the Staff Evaluation and
Mentoring process; and the writer’s instructor, if that writer elected the “report” option.
You will use your logs in your Portfolio to reflect on your tutoring process.

Verification Forms: These forms confirm the date, time, campus, and tutor of an appointment
for faculty who require this documentation. Writers can select a checkbox on
WCOnline to request a Verification Form. Refer those who ask to the front desk.
We will review these important records in In-Services and Staff Development forums.

L. Policies and Procedures Frequently-Asked Questions
Policies: How do I respond when . . .? What do I do when…?
Writers ask why they can’t have more than 3 hours of consultations per week.
This comes down to an issue of fairness. One of our goals is to be available to as many writers
in the DePaul community as possible. Without a limitation for the number of appointments, we
would not be able to reach out to as many writers. This is particularly true of peak times (i.e.
during midterms and finals). Similarly, this guideline is beneficial to a writer seeking more than
three hours of appointments. Because we want to help writers become better writers, it is our job
to help writers see themselves as the main component in this process. In other words, though
Writer Center tutors can offer feedback, it is up to the individual writers to work that feedback
into their own practice.
Chad P., Writing Center Tutor, 2009
Writers ask if our Library outposts, FBE help, and IM/Webcam conversations are
included as appointments toward the limit of 3 per week.
Yes: 3 hours of consultations include any combination of appointment types. For instance, one
week’s worth of appointments could include a visit to the Library Outpost, a face-to-face
appointment, and an FBE or an IM/Webcam appointment and two FBEs or three 50 minute faceto-face appointments, etc.
Chad, Writing Center Tutor, 2009
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Writers ask why we offer 50, not 60, and 25, not 30 minute appointments.
Writers often expect their appointments to last a full half hour or hour rather than the actual 25 or
50 minutes provided. Explain to the writer that as a tutor, you have to provide documentation of
the session, so the remaining 5 or 10 minutes of the half hour or hour that they were expecting is
reserved to document what was accomplished during the session. You may also tell them that
this will help the tutors to better assist them in future sessions.
Laura B., Writing Center Tutor, 2009
Writers ask to meet, email, or IM/webcam chat with their tutor after hours.
Any tutorials that take place outside of Writing Center hours are not documented as Writing
Center tutorials and must be considered private tutorials. Therefore, the tutor is responsible for
all aspects of these private tutorials. Private tutorials cannot be billed as Writing Center hours
and cannot take place in the Writing Center.
Mike M., Writing Center GA & Tutor, 2009
Writers ask if we work with Alumni (or if all of our services are available to alums in same
way).
We are happy to work with Alumni. WCOnline asks for a DePaul ID number, but because many
alumni do not have access to a DePaul ID, alumni may enter 6 zeros in that field.
Writers want to hang out in the offices after their appointments.
Due to the limited amount of space in the Writing Center, we cannot allow writers to linger after
their appointments are over. Please refer the writer to the closest computer lab. Though we at the
Writing Center love to foster a sense of community among our fellow students at DePaul, our
primary objective is to assist writers during their appointments. Once the appointment is
completed, the tutee should exit the office within a reasonable amount of time. If the tutee wants
an explanation as to why they cannot hang out in the office, remind them that our space is
limited, and that we try to minimize possible distractions to the appointments. What’s more,
tutors may have ten minutes or less in between appointments, during which they must complete
the tutor log form while prepping for the impending appointment and handling any personal
business. Don’t forget to take this as an opportunity to suggest that the student schedule another
appointment for later in the week!
Don G., Writing Center Tutor, 2009
Writers ask why we canceled their appointment(s).
There are several reasons as to why we might cancel an appointment: (1.) The tutee is more than
fifteen minutes late for his or her appointment AND has not called the office to notify the desk
receptionist. (2.) The tutor scheduled for the appointment has not made it to the office that day,
and no substitute tutor is available at that particular time. Most of the time we should be able to
provide either a substitute tutor or an alternate time slot. (3.) The tutee has scheduled more than
the maximum of three appointments for the week.
Don G., Writing Center Tutor, 2009
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Writers ask if their friend or classmate, or writing group partner can join their
appointment.
This is entirely up to the tutor and the writer (the person who made the appointment). If both
tutor and writer feel that they can work well in a group situation, then collaboration is
encouraged as long as everyone contributes to the session.
Generally we ask that the appointment be relegated to only the most immediate participants, i.e.
the tutee and the tutor. However, at times students are required to collaborate together on writing
projects. Exceptions will be made in these cases. If a friend or classmate has no investment in
the writing project at hand, we will respectfully ask that they wait outside of the office. But be
sure to always ask if they would like to schedule their own appointment at the Writing Center!
Don G., Writing Center Tutor, 2009
A Faculty member calls about a writer.
We cannot give any information to faculty beyond anything mentioned in a tutor log. It is a
violation of the writer’s privacy. If you are contacted by a faculty member, please forward all
inquiries and issues to the Director, Assistant Director, etc.
Writing Center tutors are prohibited from sharing information they have learned about writers
they have worked with. Any such disclosure would violate the university’s privacy policies and
the codes of conduct that we, as university employees, are expected to follow. Such actions also
risk damaging the student body’s trust in the tutors, which is essential to our continued success.
If a faculty member calls about a student, refer the call to the Assistant Director of the Writing
Center or the Director. If you are unable to locate either of your superiors, inform the faculty
member that you are not allowed to share such information and obtain their information so that
the Assistant Director can contact them at a later time.
Don G., Writing Center Tutor 2009
A visitor is behaving inappropriately at the Writing Center.
If you feel uncomfortable at any point during the tutorial, you are by no means required to
continue. You may either tell the writer that he/she is making you uncomfortable and that it
would be better for them to work with another tutor, or you may simply get up and notify the
OM. In the case of verbal abuse, end the appointment immediately, and ask the writer to leave.
If the situation gets uncomfortable, make an excuse to walk to the desk and inform the
OM of the situation. If the visitor continues with the behavior, inform them that verbal abuse is
neither welcome nor appropriate in the Writing Center, and politely ask that they exit the office.
If the visitor does not cooperate with the request to leave the office or escalates the abuse,
contact Campus Security.
Don G., Writing Center Tutor 2009
Is it possible to work as a tutor in other DePaul programs?
DePaul has a number of academic departments and writer programs that offer tutoring, and
qualified undergraduate and graduate writers are eligible to apply to work in those programs.
Those programs include the Math and History departments, Special Writer Services, Athletic
Academic Advising, the Productive Learning Strategies (PLuS) Program, and the Bridge
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Program (among others). Each of those programs is run in its own way and has its own
employment policies, budget, and resources. UCWbL staff is free to pursue any of these other
tutoring opportunities. However, UCWbL resources must never be used for work sponsored by
other programs.
What do I do when someone outside of DePaul asks for our help?
The UCWbL regularly receives requests from people outside of DePaul for consulting,
proofreading, tutoring, and editorial assistance. Our program cannot offer help to people outside
of DePaul, but we can post “help wanted” requests in our offices for outside callers. We handle
these requests in the following manner: We tell “outside callers” that, although our program is
not able to work with people outside of the University, we will post their request, if they wish.
We will identify the caller, the type of work needed, payment and other terms of employment,
and contact information. We do not offer or promise anything beyond that, and we tell the
callers that any arrangements and terms of employment they make with a UCWbL staff member
will be entirely between them and entirely separate from our program. Interested UCWbL staff
may contact the callers on their own. Under absolutely no circumstances are Writing Center
offices, computers or other equipment, or print materials to be used for any non-UCWbL
work, or are any UCWbL staff permitted to recruit “for-fee” customers.
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Appendix A: Writing Center Portfolios
Learning Objective
The portfolio process is designed to help tutors develop a more concrete understanding of their
distinct tutoring philosophies and styles within a theoretical and collaborative context. This
process will help synthesize theory and practice and facilitate effective collaboration on a
number of levels, among the tutors and writers, among fellow tutors, and within the larger
Writing Center community. While compiling portfolios throughout the year, tutors will reflect
on their own tutoring practices, learn and describe new strategies through staff development
opportunities, and contribute to future academics or professional development.
June 2009
Each year you work in the Writing Center, you will be required to complete a portfolio that
documents your development as an employee of the University Center for Writing-based
Learning and as a member of a larger scholarly, professional writing center community.
Writing studies scholars have long championed the portfolio for evaluation and assessment
because portfolios allow for a more holistic and comprehensive look at an individual’s
performance over time. Portfolios also honor the importance of process to anyone’s growth and
progress. It is in the process that we challenge ourselves to take risks, to experiment, to reassess,
and to revise. And perhaps most importantly, portfolios require the individual to take time for
self-reflection. Research shows that people who take time to reflect formally on their habits,
patterns, and processes demonstrate more growth and improvement in the long run. While
portfolios do not require “perfection” or “success” in every element, they do require
accountability for “weaker” components.
Your final portfolio will be in an electronic format. You can find your portfolio e-folder on the
W: drive: W:\las\writing\UCWbL 2009-2010\2009-2010 Writing Center Portfolios. There are
scanners in both Writing Centers so that you can upload any paper documentation to your efolder as well. It is your responsibility to back up files on other drives or as paper copies.
Each Spring Quarter, Liz and Lauri will meet with each of you to discuss your portfolios,
provide you feedback, and to plan your next step. Throughout the year there will be workshops
and other events devoted to working on portfolio components. Additionally, all tutors will meet
with Lauri or Liz during Fall or Winter Quarter to discuss portfolios in progress. You will
receive an email about when and how to sign up for a meeting.
• New Fall Quarter tutors will receive feedback as a part of class.
• Returning Fall Quarter tutors will conference with Liz or Lauri the last few weeks
of Fall Quarter.
• New Winter Quarter tutors and returning tutors starting back Winter Quarter will
conference with Liz or Lauri the last few weeks of Winter Quarter.
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Depending on which quarter you begin working in the Writing Center each academic year and
whether or not you are also a Writing Fellow, you will have slightly different requirements for
your portfolio. Please use the appropriate check list as your guide for completing your portfolio.
All portfolios must be completed by the end of the second week of Spring Quarter classes.
Checklists
If you start at the Writing Center Fall Quarter, your portfolio must include the following items:
1. Portfolio Cover Letter
2. Tutoring Philosophy
3. Shadowing Journal (New Tutors Only)
4. Two Peer Observation Reflections
5. Two Professional Development Activities
6. Tutorial Documentation (Fall and Winter)
7. Tutor Evaluations
8. Curriculum Vita or Resume
If you start at the Writing Center Winter Quarter, your portfolio must include the following
items:
1. Portfolio Cover Letter
2. Tutoring Philosophy
3. Shadowing Journal (New Tutors Only)
4. One Peer Observation Reflection
5. One Professional Development Activity
6. Tutorial Documentation (Winter Only)
7. Tutor Evaluations
8. Curriculum Vita or Resume
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If you are both a Writing Center Tutor and a Writing Fellow, your portfolio will include the
following:
1. Portfolio Cover Letter
2. Tutoring Philosophy
3. Shadowing Journal (New Writing Center Tutors Only)
4. One Peer Observation Reflection
5. Two Professional Development Activities
6. Sample Comments from One Fellows Course
7. Tutorial Documentation (Either Fall or Winter)
8. Tutor and Fellow Evaluations
9. Curriculum Vita or Resume

Portfolio Component Guidelines
1. Portfolio Cover Letter (min. 2 pages, single-spaced): The portfolio cover letter is an
opportunity for you to reflect on the component parts of your portfolio individually and
holistically. It also allows you to look back at your patterns and practices over the year
and to self-assess your growth and progress. Your Portfolio Cover Letter should be
addressed to the directorship. Here are some questions to consider as you compose your
portfolio cover letter:
• The beginning: What goals did you set out for yourself at the beginning of the
year? What were your expectations? In what areas did you already feel
confident? Where were you less confident?
• The tutorials: What were some memorable tutorials? Why were they
memorable? What did you learn from them? Discuss a tutorial that went
exceptionally well and/or poorly. Why do you think that was the case? What new
techniques did you try throughout the year?
• Portfolio components: Which components are you especially proud of? Why?
Which would you have spent more time on if you could? How would they have
been different? What is your response to the tutor evaluations? Did they surprise
you? What did you learn about yourself as you created and compiled your various
portfolio components?
• Employee performance: Beyond your work tutoring, how would you assess your
performance as a Writing Center employee? What do you see as your strengths?
Are there areas that need improvement? Of which policies and procedures were
you most and least mindful? Would you rehire yourself?
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•
•

Future goals: What are your specific goals for next year?
Other comments: Anything else you want your reader to know about your
experience this year? You can also use the letter to ask questions about your
tutoring and the Writing Center.
Note: You may be required to write a cover letter as a part of the Writing Center Theory
and Pedagogy course or to apply for a mid-year opportunity within the UCWbL;
however, the cover letter you submit as part of final Spring Quarter portfolio must be
newly revised and updated to reflect your experiences throughout the year.
2. Tutoring Philosophy (1 page, single-spaced): Your tutoring philosophy should contain
your personal definition of what it means to be a tutor (at the Writing Center and/or as a
Writing Fellow); you should also address some of the major issues involved in peer
tutoring and persuasively present how you have come to understand them as a writing
tutor. If you wish, you might also suggest ways in which you hope the program will
change in the future to reflect the views you have come to hold. Consider any issues that
you find compelling. Examples of what you might cover include:
•
•
•
•
•
•
•

how tutors should navigate the line between ‘peer’ and ‘tutor’
types of comments that are most effective (encouraging comments, direct comments . . .
and what do these terms mean)
attitudes that tutors must hold (or avoid) to be successful
factors or behaviors most important for writers to profit from their interaction with tutors
the most important things that tutors should focus on while working with writers
the kinds of training tutors need to be able to continue to grow in competence
ways in which tutors can assess what a writer most needs from them

As you write, remember that you are not only giving your take on these issues—you are also
supporting your point of view with personal experience and outside scholarship.
3. Shadowing Journal (New Tutors Only): Include a copy of your shadowing journal. See
Lauri for details.
4. Peer Observation Reflection (1 page, single-spaced each): Once each quarter (Fall and
Winter), you will observe a tutorial conducted by another tutor and then write a reflection
about that observation. You may not observe the same tutor more than once a year. Be
sure to include the date, time, and location of the tutorial as well as the name of the
person you are observing. You should avoid writing an evaluation of the tutorial; instead,
you should focus on the larger theoretical questions that were raised in the practices of
the tutorial and relate them to your own tutoring theories and practices. Here are some
questions to consider when composing your reflection:
a. How does the tutorial you observed engage with the larger scholarly debates on
writing center theory and practice?
b. What did you see as the goal of the tutorial? How was that goal reached?
c. What wouldn’t you have thought of that the tutor did?
d. How would you have approached the tutorial differently?
e. How did the writer seem to respond throughout the tutorial? What insights about
the tutoring process did you gain by observing the writer’s body language and
responses?
f. How does this observation affect your overall tutoring philosophy and practices?
5. Professional Development Activity (1 page, single-spaced plus relevant supporting
materials for each): Each quarter, you should participate in at least one Professional
Development Activity. Professional Development Activities allow for you to further
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your own development as a tutor, writer, and scholar as well as to contribute to the ongoing training and resource-building for the UCWbL as a whole. For each professional
development activity, write a minimum one-page, single-spaced summary/response.
Summarize the activity (Who? What? Where? When? Why? How?), and then write about
your response to that experience (What did you like/not like? What worked/didn’t work?
How can you connect it to your own tutoring philosophy and practice?). Additionally,
include any relevant supporting materials (e.g. in-service PowerPoint, conference paper,
link to webpage, etc.). You are welcome to write about an activity you will be
participating in during the Spring Quarter. Instead of writing a summary/response, you
should focus more on discussing your goals for the activity and how you plan on
achieving those goals. For at least one of your Professional Development Activities, you
must be a leader, organizer, or creator. Here are some examples of what counts as a
Professional Development Activity:
a. Plan and lead a UCWbL in-service.
b. Attend a University-sponsored event (lecture, conference panel, etc.).
c. Read a scholarly article or chapter on a topic related to writing center theory and
practice.
d. Create or design a resource for the UCWbL website.
e. Present a paper at a conference or publish an academic article/creative piece.
f. Another idea? Run it by Liz or Lauri.
6. Tutorial Documentation (1 paragraph + 5 examples per quarter): For each quarter
(Autumn and Winter), select five examples of Tutorial Documentation (tutor reports,
feedback-by-email drafts with comments, and/or IM/Webcam transcripts. You should
establish your own criteria for selecting the five examples per quarter. For example, you
may want to divide them between the beginning and end of the quarter to document
development; or, you may only want to focus on a particular type of tutorial (frustrating,
ESL writers, creative writers, FBE, etc.). Each quarter’s selections should be
accompanied by one paragraph that explains your criteria for selection and what your
selections reveal about you as a tutor. For example, how will you continue/change your
practices based on what you have learned through your tutorial documentation?
7. Tutor Evaluations: After each tutorial, ask the writer to complete a satisfaction survey.
Make sure to write your name at the top of the survey. If more than one tutor shares your
first name, please also include the first initial of your last name. Your surveys will be
returned to you at the start of following quarter.
8. Curriculum Vita/Resume: Include an updated copy of your c.v. or resume. Select the
genre most appropriate for your post-graduation plans.
Note: You are encouraged to use all or part of your Writing Center Portfolio when seeking
other educational and employment opportunities. However, when preparing your portfolio for
outside or public viewing, please make sure to take appropriate steps to maintain the privacy of
the tutors and writers you reference in your portfolio. You can either change all the names or
block them out.
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Portfolio Timeline Guidelines
Reminder: We encourage you to use your downtime to work on tasks related to your portfolio.
Autumn Quarter
All:
•
•
•
•
•
•

Think about your goals for the year.
Complete one Peer Observation.
Complete one Professional Development Activity.
Create a draft of your Curriculum Vita or Résumé.
Start drafting your Tutoring Philosophy.
Identify potential examples of Autumn Quarter Tutorial Documentation

New Tutors:
• Complete your Shadowing Journal.
Returning Tutors:
• Conference with Lauri or Liz about your portfolio-in-progress.
Winter Quarter
All:
•
•
•
•
•
•

Complete one Peer Observation.
Complete one Professional Development Activity.
Update your Curriculum Vita or Résumé.
Continue drafting/revising your Tutoring Philosophy
Identify potential examples of Winter Quarter Tutorial Documentation.
Compile and upload Fall Quarter Tutor Evaluations.

New Tutors:
• Complete Shadowing Journal.
• Conference with Lauri or Liz about your portfolio-in-progress.
Returning Tutors Starting Back Winter Quarter:
• Conference with Lauri or Liz about your portfolio-in-progress.
Spring Quarter (Portfolios are due by the end of the second week of classes)
All:
•
•
•
•

Compile and upload Winter Quarter Tutor Evaluations.
Select Tutorial Documentation for portfolio.
Finalize your Curriculum Vita/ Résumé and Tutoring Philosophy.
Write or update your portfolio Cover Letter.
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•
•

Make sure all documents from the appropriate portfolio checklist are in your e-portfolio
on the W: drive by the end of the second week of classes.
Meet with directorship for portfolio review meeting.
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Appendix B: WCOnline
WCOnline is a web-based scheduling service that allows writers to view tutors’ availability and
schedule appointments online in real time. As an administrative program, WCOnline allows us
to view a daily schedule and manage tutors’ time as well as collect statistics and record tutor
reports, which chronicle interactions with writers in the Writing Center. As a tutor, you will be
expected to create an account and become familiar with the basic functions of WCOnline.
Tutors are granted basic administrator access, which means that you will be able to view writers’
profiles and demographic information as well as past tutor logs written after prior consultations.
This information should be treated with the utmost care and should never be left onscreen for
another writer to view. As a Writing Center staff member, you are responsible for ensuring that
sensitive information (email addresses, phone numbers, demographic information, etc.) is not
visible to anyone other than Writing Center staff. IF YOU LEAVE YOUR WORK STATION
FOR ANY REASON, ALWAYS LOG OFF OF WCONLINE AND THE COMPUTER.

The Login Page and Registration Page
The Login page offers writers the option of selecting which campus they would like to schedule
their appointment at as well as a password reminder feature.
The announcements section contains
information pertinent to each quarter’s
operations.
This link directs users to the Registration
page
These buttons allow writers to go
directly to the scheduler page for their
preferred location
The View Schedule link allows writers to
quickly view available time slots without
logging in.
Writers may click on this link to have an
email sent to their account with a temporary
password. This feature is for writer use
only. OM/Receptionists also have the
ability to reset passwords.

Both writers and tutors register for WC Online using the registration page. Please be sure to
register using your staff email account: [your Campus Connection login]@depaul.edu. If you
must initially register with a personal email account because you do not have a staff account,
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please re-register after you have received your staff account. After registering each time, inform
an office manager or receptionist so that we can add you to the list of basic administrators.

Users must complete all fields with
asterisks in order to successfully
register (an error message will
appear if these fields are not
completed). You can change this
information at any time after you
register through the control panel.
Click on “Register” when you have
completed the form.
Once you register you will be
prompted to login. Whenever you
access WCOnline in the future,
simply log in.

The Scheduler Page
Immediately after logging in you will be directed to the scheduler page:
Click this link to access
your control panel (see
section seven).

Use this dropdown
menu to select the
campus displayed.
Scheduled
appointments appear in
light blue and display
the writer’s name when
you roll the cursor over
them (click on the time
slot to bring up the
appointment screen).

Unavailable time
appears in dark blue.

Available time appears
white. Click on an
available time slot to
bring up the
appointment screen.

The navigation bar at the bottom of the page allows you to move through dates in the schedule
that is currently displayed. If you change schedules, you will be directed back to the current
week.
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Use Prev Week
to move back
seven days.

This link will direct you
to the current week’s
schedule from any other
week.

Use Next Week
to move ahead
seven days.

This link will bring up the
calendar window:

Use the calendar feature to jump to
any date in the schedule (Note: you
may be automatically directed back
to the LPC schedule when doing
this).

Blackout Times
The dark blue time that denotes a tutor’s unavailability in known as “blackout time.” Tutors will
obviously be blocked off with blackout times outside of their shifts, but there are other reasons
for OMs and Receptionist to block off tutors as well. Tutors will be marked with blackout time
during their breaks (for shifts longer than 5 hours), if they need to leave the office for a preapproved Writing Center task, etc. Only OMs and Receptionist are able to create and modify
blackout times.
Appointment Aliases
Certain types of appointments are scheduled using appointment aliases instead of writers’ names.
So, for example, you may see that you have an appointment with “001 Writer, Writer,” instead of
with “Joe Smith.” You never have to complete tutor logs for an alias. Here is a list of
appointment aliases and their meanings:
• “001 Writer, Writer”This alias is used when OMs/Receptionists schedule an
appointment for someone who is not registered in the system yet. The writer’s name and
phone number will appear in the bottom section of the appointment window (see below).
When you have a “001 Writer, Writer” appointment, you must have the writer register in
WCOnline when they first come in. An OM/Receptionist will then remake the
appointment under the writer’s name so you can fill out your log afterward.
• “001 FBE, FBE”This alias is used when a tutor is assigned to provide feedback by
email. The writer’s name will be written in the bottom field of the appointment window.
• “001 Quick, Question”This alias is used when a tutor is assigned to respond to a Quick
Question. The writer’s name will be written in the bottom field of the appointment
window.
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The Appointment Window
To schedule an appointment, click on an available time slot on the scheduler page to bring up the
appointment window:
An asterisk after a tutor’s name indicates
that the tutor is available for online
consultations.

Use these dropdowns to change
the start and end time of an
appointment. The default start
time corresponds to the time
selected on the scheduler page.
To change the duration of the
appointment from 30 minutes to
an hour (and vice versa), adjust
the start and end times
accordingly.

Use this section to schedule standing
appointments. Select “1” and
“Weeks” from the top dropdowns,
pick a day from the checklist, then
select a termination date using the
calendar box:

Use this dropdown to
view a list of all WC
Online users. Your
name will appear by
default.

This checkbox reserves an online
appointment. This feature option
only appears for consultants who
are authorized to conduct online
consultations.

Writers may check these boxes to
request a paper verification form
or emailed tutor report.

If the writer has not responded to a
field in this section, please remind
him or her to do so before the end of
the appointment.
In many cases (as when a writer
requests an appointment
confirmation or verification form)
we need the information in these
fields in order to better serve the
writers who visit us. This
information also helps us better tailor
our services to the university
community, so it is very important
that we make every attempt to
encourage writers to fill these
sections out.

72

Both writers and tutors
can enter information
in this space. Writers
will often give
additional information
about what they hope
to accomplish during a
session. Also, an
OM/R may put
information in this
space concerning the
appointment.

Be certain to click “Save”
when making an
appointment, and “Modify”
when altering an
appointment.

After clicking “Save” on the appointment window, the appointment will be visible on the
scheduler page. Once you have scheduled an appointment, you may return to the appointment
window by clicking on the appointment on the scheduler page. You may then add additional
information about the appointment; you will notice that the appointment window has changed
and there are new sections, including a section viewable only to Writing Center staff
(“Administrator-Only”).
Missed Appointments (No Call/No Shows)

In the event that a writer does not come to his
or her appointment, indicate that the
appointment was missed by checking the box
in the appointment window next to “Was this
appointment missed?” and then clicking
“Modify” at the bottom of the appointment
window. You must click “Modify,” otherwise
your changes to the appointment will not be
saved. It is not necessary to mark “001 Writer,
Writer” appointments as missed; instead,
simply ask the OM/R to cancel it if the writer
does not show up.
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Tutor Logs
After each appointment you will be expected to fill out a tutor log. You may also view a writer’s
past log entries and profile. You can do all of these through the appointment window:
Click this link to
add a tutoring
log.

Click this link to bring up
the writer profile window.

To view past log
entries click this link.

Use this dropdown
menu to indicate the
actual duration of a
tutoring appointment.
The default setting is
the amount of time that
the appointment was
scheduled to last.

Click “View” to see
each individual log
entry. A new
window will not
open, but the
corresponding entry
will appear below
the list each time
you click “View.”
Be sure to fill these
fields out with the
corresponding
information from
the appointment
screen.

The “Summary”
section should
contain information
on what you worked
on in the tutorial,
what approaches
you used, what the
writers’ next step is,
and so on. Since
this information can
be sent to faculty,
please review the
guidelines for what
content should be
added to these
fields.
Don’t forget to
save your report!
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Control Panel (Basic Administrator)
The control panel allows you to change
information in your profile (including
your password), change email
preferences, initiate online
appointments, and return to the online
scheduler or logout. The email
administrator link does not email
Writing Center staff, so please direct
questions to office personnel.
Once you have a DePaul University staff email account ([campus connection
login]@depaul.edu), you can change the email address associated with your WCOnline account
by clicking on “Change My Profile Information/Password” and updating your profile. Be sure to
notify an Office Manager so that we can add your new email address to the list of basic
administrators. Note: Changing your email address will change your login. You must then log
in to WCOnline using your updated email address (your password will not change).
Questions?
If you have questions or problems when it comes to actually using WCOnline, then any Office
Manager or Receptionist on staff can either address your question or obtain an answer for you in
short order. When it comes to technical difficulties or suggested customizations, all questions or
comments should be directed to Zac (zbrenner@depaul.edu).
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Appendix C: Online Tutoring Module
The Online Tutoring Module (OTM) is an application within WCOnline that tutors use to
conduct all synchronous online appointments (i.e. IM or IM/Webcam sessions). Below you will
find detailed instructions for conducting these appointments. New tutors will not be available for
IM/Webcam sessions until after they have been trained in the Writing Center Theory &
Pedagogy class. You can also find a version of these instructions with detailed screenshots on
our website under “Resources for Tutors.” If you experience any technical difficulties with the
OTM or have feedback regarding its use, please contact Zac (zbrenner@depaul.edu). You should
complete a tutor log for every online consultation exactly as you would for a face-to-face
session.
Initiating Appointments and Instant Messaging
1) When it’s time for your scheduled appointment to begin, visit the Control Panel in
WCOnline. To initiate the Online Tutoring Module and begin your appointment, simply
click the red link that says “Meet Student Online.” This will launch the OTM window,
which contains everything you will need.
Please note:
• Once you have initiated your appointment and opened the OTM window, it
is very important that you do not close the OTM window unless you
absolutely must. If this happens, report it to the Receptionist and he or she
will contact the writer with instructions.
• If you want to conduct a test appointment with another tutor during
downtime (which we encourage), one of you must log in using the “Writer,
Writer” alias—the OTM won’t function properly if you are both
administrators. The “Writer, Writer” login and password are the same as
the Writing Center Outlook email account. Please be sure to check with the
receptionist before scheduling your test appointment.
• You must use Internet Explorer to conduct online consultations, not Firefox.
2) To begin the tutorial, contact the writer via IM to introduce yourself and ask if he or she
will be using a webcam. The IM box appears in the lower right corner of the OTM
window. To respond and converse via IM, just click in the bottom section of the IM box
and click “Send” or Enter when you are done typing.
Uploading a Document
1) If the writer has already written something and would like to discuss it, she or he can
upload it directly into the OTM window as a Microsoft Word file. Familiarize yourself
with this sequence so that you can respond to any questions and guide he or she through
the process (these steps are provided in the language writers will see to ensure that you
understand how they are being instructed).
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2) First, click “Shared Docs” above the IM box. Click “OK” when the Shared Documents
box appears.
3) Next, click “Upload.” A new box will appear—click “Browse” to find and select your
file. When you’ve done this, press “Upload.”
4) Click “Refresh Buffer,” then “Shared Docs.” Your file should now appear in the Shared
Documents box. Select it and click “Share.” Your document will now appear in the
white space in the lower left portion of the OTM window.
5) To edit the paper, click the yellow “Edit” button in the top left corner. You will now be
able to make changes to the document as you would in Microsoft Word. When you are
done making changes, click on the Save icon above the paper, then “Continue” in the
dialogue box that appears. Then click the yellow “Stop Editing” button and “Continue”
in the box that appears.
When you finish the session your paper will automatically be sent to you as an
attachment, along with a transcript of your IM conversation. However, it is strongly
recommended that you also save the document to your computer during the session when
you’ve made changes. To do this, follow Step 5 above, but instead of clicking the Save
icon use the Save As icon to save it to your machine.
Using a Webcam
1) If the writer indicates that she or he would like to use a webcam when you initially
contact him or her, follow these simple steps to set up the audio and video. Be sure to
follow the A/V configuration below if you have not already done so before the
session (you should be in the habit of running through those steps before every
online consultation).
2) When your webcam and headset/microphone are connected properly, click on the
“Preview Mode” button in the top right corner of the OTM window. This will bring up a
dialogue box asking you to give the OTM access to your camera—click “Allow.”
3) Make sure that the image appears correctly (you should see the image from your own
webcam). If it looks OK, click on “Broadcast Mode.” This will allow the writer to see
you and talk with you.
4) When the writer has also clicked “Broadcast Mode” (use IM to verify this), click on his
or her email address below the camera box and select “View Cam.” You should now be
able to see and talk with the writer.
Configuring and Troubleshooting A/V Settings for IM/Webcam Appointments
Tutors should use these technology instructions before an IM/Webcam appointment to doublecheck the computer’s settings, and they should keep them on hand during the appointment for
troubleshooting purposes.
1)

Double-click the speaker in the taskbar to bring up the volume control panel (or select
Start Settings Control Panel Sounds and Audio Devices).
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2)
3)
4)
5)
6)
7)

8)

9)

10)

Make sure that all of the volume bars are set at the top level and none of the “Mute”
boxes are checked.
Under “Options” select “Properties.”
Select “Recording” and press OK. Make sure that the volume is set about ¼ of the
way up from the bottom and the “Mute all” box is not checked. Close the window.
Open the Logitech QuickCam software by double clicking the webcam icon on the
desktop or in the taskbar.
If you are asked to perform the Audio Tuning Wizard, click Cancel and Finish.
On the thin vertical menu bar, make sure that the round microphone picture on the
bottom does not have a red line through it. If it does, click it and the line will go
away.
Now click the image of two gears to open the Settings menu. Click on the
microphone tab on the left, and at the bottom of this window click Audio Tuning
Wizard.
Follow the instructions to proceed through this setup wizard. On the second screen
you will be asked to select the Communications Microphone, Communications
Speakers, and Media Speaker Device—make sure that “C-Media USB Headphone
Set” is selected for all three.
After you have proceeded through the wizard, leave the vertical menu bar open and
minimized during your appointment.
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Appendix D: Feedback-by-Email
Below you will find instructions on how to handle feedback-by-email (FBE) papers. You will
know that you have been assigned an FBE paper because you will have an appointment under
“001 FBE, FBE” in WCOnline. If you have any questions about providing feedback or
following these instructions, please ask an OM or Receptionist.
1. OPEN THE WRITER’S PAPER AND READ THE COURSE/ASSIGNMENT
INFORMATION: Open the paper from the ASSIGNED PAPERS folder on the W:
drive. Look at the information the OM/Receptionist has copied into the paper about the
writer’s assignment and due date. REMEMBER to continue saving the file as you make
your comments. The paper will already be saved under the correct name (Writer’s Last
Name, First Name; Your Name; Date, Time as in “Doe, Jane; Liz; 04-08-09, 10 am.”).
2. COMMENT: Print out the writer’s paper and prepare your feedback carefully. ALL
feedback must be delivered using the Insert Comments function in Microsoft Word.
Prepare YOUR comments FIRST – then prepare the final paragraph summary. Make
sure that your comments provide an introduction as well as global and summative
feedback:
At the top of the first page:
 Insert a comment after the paper title or first line. State the necessary disclaimer,
but reassure the writer about the helpful intent of our comments. Your text should
read as follows: “As I wrote in my email, you may use this feedback to help you
revise your work, but do not copy any of the language directly into your paper. Do
not submit this particular file to your Instructor, as the commentary code might be
misinterpreted as plagiarism. Instead, print out this page for your reference, but
revise your paper using your original file.”
 Refer explicitly to the Paper Assignment, Deadline, and Help Request. Your
references to that information, which we ask writers to provide in the website form,
will let the writer know that we work seriously with that information. If the writer
failed to provide this information (which happens when writers email us directly
instead of using our form), write back to the writer and ask for it. You may go ahead
and provide very general feedback, but along the way, openly lament the absence of
specific directions.
In your comments throughout the text:
 Tell writers that we respond to their work as readers and possible members of
their targeted audience. Do not rewrite passages for writers, though do provide
examples if necessary. Try to phrase feedback as suggestions or questions, and refer
to the paper’s readers and requirements along the way. Note patterns of error. If you
see substantial sentence-level errors, suggest a f2f meeting.

At the end of the last page:
 Write up well-developed closing comments at the end of the writer’s paper.
Provide your overall assessments and suggestions in a summative comment at the
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end, in the form of a final inserted comment or as a note written on a new last page
as needed – though alert the writer to this final new page! Beware of statements that
a writer might interpret as overly critical or positive. Refer to the paper directions
and to the writer’s help request. Your closing message should sum up your feedback
and invite the writer to reply, as well as to visit in person or schedule an IM
conversation.
3. NOTIFY THE OM/RECEPTIONIST when you are finished commenting, and have
saved and closed the file. They will then send the file back to the writer. Note: You do
not have to complete a tutor log for an FBE.
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Appendix E: Quick Questions
Below you will find instructions on how to handle Quick Questions. You will know that you
have been assigned a Quick Question because you will have an appointment under “001 Quick
Question” in WCOnline. If you have any questions about providing feedback or following these
instructions, please ask an OM or Receptionist.
1. OPEN THE QUICK QUESTION AND READ IT CAREFULLY: Open the Quick
Question from the ASSIGNED QUICK QUESTIONS folder on the W: drive. Look at the
question the OM/Receptionist has copied into the paper from the original email.
REMEMBER to continue saving the file as you craft your response. The document will
already be saved under the correct name (Writer’s Last Name, First Name; Your Name;
Date, Time as in “Doe, Jane; Liz; 04-08-09, 10 am.”).
2. RESPOND TO THE QUESTION: Remember to include a salutation with the writer’s
name, thank him or her for the question, provide further resources if they need more
information, encourage them to contact us or make an appointment if they have other
concerns, and close by thanking the writer once more and giving a farewell with your
name. Once you are finished, read and reread your response to check for local and global
errors.
3. NOTIFY THE OM/RECEPTIONIST when you are finished responding and
have saved and closed the file. They will then send the file back to the writer.
Note: You do not have to complete a tutor log for a Quick Question.
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