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General Calendar for 2009-2010
Subject to change when necessary

*Writing Center Staff Meetings will take place twice per month on Fridays at 10:10am. An official meeting schedule will be sent out via email.
Fall 2009
Aug 31
Fall 2009 Orientation & Training Workshop
Sept 2
First Day of Classes for Fall Semester
2009
Sept 3
Writing Center Opens for the Fall 2009 Semester at 10 am

Oct 9
Fall Academic Holiday – Writing Center Closed

Nov 25
Thanksgiving Holiday Begins – Writing Center Closed

Nov 30
Classes Resume – Writing Center Reopens at 10 am

Dec ??
Staff Holiday Dinner – Location and Date TBA

Dec 14      Finals Week Begins – open Mon. to Thurs. by appointment only

Dec 17
Writing Center Closes at 6 pm for Winter Break
Spring 2010
Jan 20
First Day of Classes for Spring Semester 2010
Jan 25
Writing Center Opens for Spring 2009 Semester at 10 am
Feb 15
Presidents Day Holiday – Writing Center Closed

Mar 26
Spring Break Begins – Writing Center Closes at 4 pm

Apr 5        Travel Day: Classes Resume at 4:00 – Writing Center Closed

Apr 6
      Writing Center Reopens at 10 am


May ??      Honors Day Convocation/Banquet (Tutors Invited)


May ??      Staff End-of-the-Year Dinner – Location and Date TBA
May 10
Finals Week Begins – open Mon. to Thurs. by appointment only

May 13
Writing Center Closes at 6:00 pm for two-week May Recess
May 15
Commencement

Summer 2010

May ??      Writing Center Opens for Summer 2010


July 4         Independence Day- Writing Center Closed


Aug ??       Writing Center Closes at 6:00pm for two-week August Recess
Welcome to the Writing Center!
Welcome to the staff of the Writing Center at California Lutheran University. We know your work here as a campus leader in the CLU community will be rewarding both for you and for the students who use the Writing Center as a resource.

Purpose

The Writing Center helps CLU students become more effective and more confident thinkers and writers by providing them with one-on-one peer tutoring for any type and at any stage of a writing project. 

Philosophy

Tutors work with students enrolled in any course at CLU, assisting them with a wide range of writing needs, from constructing sentences to improving theses. The tutors of the Writing Center will assess the needs of the students who visit the Writing Center and will help each student based on his or her individual needs.

Tutors are equipped to help students who come in at the last minute by giving the paper a final read-through, and they are also prepared to help students who are at the beginning of a writing assignment, assisting them with their thesis and other global aspects of the assignment. Tutors are also able to assist students who are not currently working on a written assignment and only have questions about writing.

Choosing Tutors

Few CLU students are selected to tutor at the Writing Center. They are selected by a recommendation from a professor or through an application and are hired by the Student Director for Writing Center Tutors. He or she will choose students based on their ability in the following:
· Understanding (and preferably mastery) of the English language, including but not limited to: grammar, vocabulary, sentence structure, linguistics, style levels, and punctuation
· Understanding of and degree of comfort with their chosen academic subject and its accompanying writing style, so that they may be called upon as “experts” to tutor that specific subject area
· Working with sometimes difficult or disgruntled students, as well as international students who speak a language other than English as their primary linguistic basis
· Assessing a composition and finding areas for improvement

· Knowing how to write a well-organized and developed paper themselves

· Showing evidence of dependability, initiative, a drive to learn more, and honesty

The Student Director is responsible for hiring tutors from many different majors and with a variety of specialties. These tutors will provide the Writing Center with the resources to help as many diverse kinds of students as possible.
Tutors’ Responsibilities

In addition to assisting students, tutors are responsible for the following tasks:
· Completing Student Contact Records on the computers after EACH tutoring session
· Keeping the Writing Center clean and organized

· Notifying the Administrative Coordinator if something breaks or malfunctions, and then taking the proper steps to repair/replace it.
· Reviewing tutoring materials and handbooks to prepare for future tutoring sessions
· Keeping up-to-date with their chosen academic subject and any writing styles they are called upon to utilize
· Checking the phone messages and returning calls, and being comfortable conversing via telephone with faculty, colleagues, and other students
· Checking the Writing Center email and responding professionally to any inquiries

· Feeling comfortable with Genbook: making appointments for students, searching the schedule for errors, fixing the problems, and other features of the site 
· Checking their own CLUnet email at least daily, reading each email from the Director or Student Director, and responding promptly if necessary

Tutors’ Relationships with Students

The Writing Center tutors strive to uphold the highest standards of professionalism. Their relationship with students reflects these standards and the respect they have for the students and the students’ writing. Tutors are reflective, open-minded and emphasize the positive and negative qualities in students’ writing. 
A tutor who is successful at working with students will exhibit the following qualities:

· Respect for students

· Willingness to listen carefully to students’ concerns about writing and to find the best approach to helping each individual student
· Sensitivity to students’ difficulties in learning or reluctance to ask for help

· Encouragement of a positive attitude toward the classroom experience

· Understanding that many of the students who visit the Writing Center are stressed or disgruntled with their assignment and need to release their frustrations before they are ready to learn

· Dedication to help students want to do well with an assignment and not give up

Tutors’ Relationships with Faculty

Tutors do not criticize, evaluate or second-guess the faculty. By demonstrating respect toward faculty, their assignments and their expectations, the tutors help strengthen the communication between student writers and their instructors. Tutors are instructed as follows:

· Never comment on the nature or length of an assignment, acknowledge that professors have good reasons for their assignments.
· Never say or indicate anything negative about a specific instructor’s personality or methods. It is acceptable to listen to a student complain about a professor, but do not contribute to the complaining. Doing so may cause a student to give up, and what you say may get back to the professor.

· Never disagree with a student’s grade. There are probably more factors in the grading than you, as a third party, are aware of.

· Never estimate the grade an assignment might earn. If you are wrong, you will hurt the credibility of the Writing Center. In addition, if you suggest a high grade, the student may decide not to make further improvements.

· Never second-guess an instructor’s assignment or comments. If they are not clear to you, contact the instructor for clarification, making clear that the instructor understands that you are asking for information, not questioning methods or assignments. If you are unable to contact the instructor, make your best interpretation and encourage the student to seek out their instructor for further guidance as well. 

· Help students find validity in their assignments and help them learn what their professors seem to want.

Professional Conduct in the Writing Center

General

Tutors are unsupervised most of the time they are working at the Writing Center, but they should keep in mind that they are being watched periodically throughout the day by students, faculty and staff who visit the library. For this reason, even when they are alone in the Writing Center, they will behave appropriately. Friends or others should never use the Writing Center as a place to hang out or talk loudly while tutors are working with students. If discussion must take place amongst fellow tutors while a student is in the Writing Center, it should be done at a whispering level to minimize distraction.
We want our students to view the Writing Center and the Darling Collaboration Suite as pleasant, academic environments to visit and seek help and as a place where staff members take their obligation to assist students seriously. Tutors help to create a professional and welcoming environment when they are working with a student by giving him or her undivided attention. This means that when a student comes in to the Writing Center, a tutor will immediately greet him or her.
Phone Usage

The Writing Center phone should only be used for office purposes (scheduling appointments, reaching other CLU offices for information, contacting late appointments, etc.) Personal phone calls should be made via personal cell phones, and not while tutors are working with students. If a tutor receives a personal cell phone call or text message while working with a student, the tutor should NOT answer it unless it is deemed an emergency. 
Dress

Tutors should dress appropriately for a campus work environment; no formal clothing is required but simply looking “nice” will give off a professional image. Basically, just do not look like you rolled out of bed a few minutes prior to your shift at work, and do not wear pants or shirts with holes in them. Tutors’ nametags should be worn while at work, preferably on the right-side chest area. Remember, we’re professionals! 
Computer/Music/Downtime Policies

The two computers in the Writing Center are available for tutors to use for homework, research, chatting, social networking, etc. when they are not tutoring anyone. However, if you are not doing anything academic and another tutor has homework to do, please yield use of the computer to the other tutor. In addition, please limit printing on the Writing Center printer as we have to pay for our own supplies. Music may be played ONLY if there are no students currently being tutored in the Writing Center. If a student comes in, all other sounds should be turned off. Because there may be a lot of downtime during a tutor’s work shift, tutors are encouraged to bring homework or other reading materials to the Writing Center.
Food and Drinks

If your shift runs through lunchtime, you may bring your lunch to work and eat when you have downtime. However, if any students are present in the Writing Center, tutors should not be eating any food, but they may have drinks.
Tutor-to-Student Confidentiality Policies and FERPA
Many student employees of California Lutheran University operate under FERPA (Family Educational Rights and Privacy Act) which usually applies to faculty, Resident Assistants, and Peer Advisors. It guarantees under law that students’ academic records, health records, personal discipline issues, etc. cannot be shared with ANYONE, including family, without the student’s consent. As campus leaders who interact with other students, Writing Center tutors must take care never to gossip about students’ work or writing abilities, in or out of the Writing Center. For example, Psychology majors may bring you paperwork that contains information about other peoples’ mental conditions, or autobiographical work that contains sensitive information. Please do not share this information with ANYONE but the student you are working with. 

Tutoring Procedures
Introduction

Tutors greet students as soon as they walk in the door. At this point, the tutor will either schedule an appointment for the student or the tutor will have the student sign in and begin working with the student. Be sure that students fill in the sign-in sheet COMPLETELY.
If the student does not have an appointment with a specific tutor, and two tutors are working and neither has worked with a student that day, the tutor who has been working the longest will tutor the student. If, however, one has worked with a student and the other has not, the tutor who has not yet worked with a student that day will tutor the student. If both have worked with a student, the one with the longest time off from tutoring will work with the student. The only time this will not happen is if a tutor had a bad experience with a student. In this case, the other tutor will assist the student. This procedure will never be discussed in front of a student, and the tutor who is to work with the student will simply introduce him or herself to the student.

Most students do not ask about tutors’ qualifications, but a tutor may choose to tell the student his or her major and specialties. Usually, though, a tutor will just jump from the greeting to the assessment.

Prior to the appointment, tutors should check to see if the student has previous entries saved in the Excel “Student Contact Records” spreadsheets in the appropriate program. If he or she does, the tutor should look up previous writing issues and be prepared to address these same issues, as well as copy and paste their information to a new line to prepare for a new entry, using “Last Name, First Name” format. The student’s specific assignment information can be completed at the time of the appointment or after, using the sign-in sheet.  
Assessment of the Assignment
The assessment always comes after the introduction. During the assessment, the tutor will decide how to work with the student. The tutor should not only assess the student’s writing but should also assess the student’s individual situation and personality. As the tutor assesses the student’s writing, he or she will also be observant of the student’s emotional state. The tutor will use this information to try to help the student become a confident writer. The following are the steps (in order) to assess a student’s written assignment:  
First, the tutor will ask the student what the assignment is and ask to see the assignment. Most students who go to the Writing Center do not follow the assignment because they misread the prompt, did not understand it or never read it. If they did not follow the prompt, your session will involve helping the student answer the questions given by the professor by guiding him or her in a freewriting exercise and creating a sketch.

Second, if the student did follow the assignment, the tutor will ask the student what he or she wants help with. Before the tutor decides what is wrong with the student’s paper, he or she will answer the questions that the student may have. This actively involves him or her in the improvement of his or her own paper. If answering these questions takes all of the time allotted to the appointment, the session may stop here. If it does not, the tutor will move on to the next step.
Third, the tutor will read through the student’s paper or, at least, the first few paragraphs if it is long. At this time, the tutor will consider the assignment’s due date. If the student has little time to fix the paper, the tutor will only choose one or two of the most important problems to focus on. If the student has time to make more improvements, the first priority of the tutor is to search for global issues that can be detrimental to the entire assignment, such as:

· Assuring that the thesis matches the rest of the paper
· The paper makes a strong and coherent argument 

· Paragraph organization and flow
· Using an appropriate format or style for the particular assignment (as per the subject)
Tutors can often use a sketch or a freewriting exercise to help a student with global issues. When the tutor is certain that the paper contains no global errors, he or she will search for regional issues such as:

· One topic per paragraph

· Placing the paragraphs in the most effective and logical order

· Appropriate sentence organization within the paragraphs (topic stringing)
If the student does not have one topic per paragraph, the tutor can help the student with a topic string exercise. Once this is complete, a tutor will move on to search for local issues. When a tutor gets to this point, he or she must make it clear to the student that Writing Center tutors are not responsible for finding all of the errors in a student’s paper, and that students must utilize Spelling and Grammar Check on their computers and their own proofreading prior to their appointment and after. Tutors should highlight and explain recurring or blatant errors. Some of the possible and frequent errors include:
· Punctuation marks (Incorrect punctuation may change the message that the student wants to communicate.)

· Grammar and syntax (The order and tenses of the words)

· Articles and Prepositions (international students who have linguistics origins in Asiatic languages find these especially difficult)

· Diction and word choice (using the most appropriate words possible)

· Spelling and proper homonyms (Don’t assume that Spell Check will fix everything)

Tutoring Techniques

Freewriting
Freewriting helps students to think critically about the topic of the assignment. If a student is not enthusiastic about the topic, is not thinking critically about the topic or cannot come up with substantial arguments/sub points for the topic, the tutor should suggest that the student do a freewriting exercise. 
When assigning a freewriting exercise, the student will sit at one of the computers after a tutor has opened a blank Word document for him or her. Then, the tutor will time the student for about 10 minutes as they type continually on a topic or answering a question that the tutor gives. 
Sketch (Outline)
A sketch is helpful for students if their thesis does not match the rest of the paper, if they do not have a strong or coherent argument, if their paper is unorganized or if they do not know where to start.

A sketch starts with the thesis and is followed by at least three statements that prove the thesis. The thesis will be the topic of the introductory paragraph, and the statements will be the topics for the rest of the paper.

Topic String Exercise

The topic string exercise is helpful for students who have unorganized paragraphs or paragraphs that do not make grammatical sense. 
In a topic string exercise, the tutor helps the student to connect all of the agents of the sentences in a paragraph.

Conclusion

The tutor will conclude the tutoring session at the end of the allotted time (no more than an hour) or when all necessary issues have been discussed. If the tutor thinks that the student needs more help with the assignment, he or she will politely suggest that the student make another appointment to come in to the Writing Center. 

The tutor will finish filling out the “Student Contact Record,” listing all of the issues discussed without any subjective comments. Then, the tutor will ask the student if he or she would like a copy of the Student Contact Record for him or herself or the professor.  If so, a copy of the contact record can be printed out from the Writing Center’s computer.  We do not need to print out a copy for every appointment.
Operational Procedures
Hiring Tutors and Pay Rates
Each academic year, 12 to 16 tutors are employed at the Writing Center. Three to five are employed over summer. Tutors are chosen through recommendation by professors or through an application and interview process. Once hired, tutors must undergo Tutoring Training (either at Fall or Spring Orientation or individually with the Student Director) and sit in for one or more Shadow Appointments. During these, the new tutor will observe an experienced tutor during a session. Tutors are paid $8.00 to start, and the pay increases by $.25 each year. Tutors cannot be paid, however, until all of their paperwork is turned in to the Business Office. The Writing Center accepts Federal Work Study applicants as well as non-FWS applicants. However, status as a FWS student DOES NOT guarantee employment at the Writing Center.
Writing Center Leadership Roles and Responsibilities
Student Director for Writing Center Tutors

One tutor per academic year will be selected as the Student Director via an application process. The Student Director, in addition to his or her regular responsibilities as a tutor, is responsible for the following:

· Making the tutor schedule for each semester and the summer

· Creating agendas for and conducting staff meetings

· Being the representative voice for the Writing Center to the faculty, students, and external people

· Managing and being well-familiarized with Genbook
· Managing the Writing Center website via Macromedia Contribute.
· Regular communication with the Director regarding Writing Center business

· Sending regular update emails and reminders to the tutoring staff 

· Keeping all Writing Center materials (handbook, payment forms, schedules, etc.) up to date

· *Additional duties and responsibilities as they arise

Administrative Coordinator for Writing Center

One tutor per academic year will be selected as the Administrative Coordinator via an application process. The Administrative Coordinator, in addition to his or her regular responsibilities as a tutor, is responsible for the following:

· Maintaining inventory of the Writing Center supplies and hardware, and replacing/repairing all such supplies and hardware

· Scheduling and coordinating classroom presentations or visits for undergraduate classes
· Managing and being well-familiarized with Genbook

· Managing the Writing Center website

· Keeping all Writing Center materials (handbook, payment forms, schedules, etc.) up to date

· *Additional duties and responsibilities as they arise

Coordinator for Graduate and Adult Programs

Only a student currently enrolled as a graduate student at CLU can hold this position, and there may be more than one. Graduate Coordinators, in addition to their regular responsibilities as tutors, are responsible for the following:

· Being the liaison between the undergraduate Writing Center tutors and the graduate students and faculty who utilize the service

· Being degree-holding experts in their specific fields, and all considerations (and appointments whenever possible) in this department shall defer to their expertise

· Scheduling and coordinating classroom presentations or visits for graduate classes

· Managing and being well-familiarized with Genbook

· *Additional duties and responsibilities as they arise
Scheduling Appointments

The Writing Center will give priority to students with appointments. However, tutors are expected to work with walk-in students if they are not assisting anybody else. Appointments are made online at Genbook, a calendaring service that the Writing Center uses. They are either 30 minutes or one hour, depending on the length of the paper. A tutoring session should not last longer than one hour. If the student needs more help, he or she is welcome to make another appointment after he or she has revised his or her paper.
It is recommended that all tutors become familiar with operating Genbook and the features of the site so that appointment scheduling does not take too long.

Attendance and Punctuality

Tutors are expected to stick to the work schedule they request or are assigned at the beginning of the semester, up to 10 hours per week. If a tutor must change his or her shifts, he or she must discuss these changes with the Student Director. If the tutor needs to reschedule a single shift, he or she is responsible for finding a replacement by emailing the staff.
If the tutor has at least one week notice, he or she can put a request up on the bulletin board. If the tutor has less than one week notice, he or she must call or e-mail other tutors to try to find a replacement. If one or two days before, after communicating with all of the other tutors, the tutor is still unable to find a replacement, he or she should call the Administrative Coordinator and Student Director so that they can help find a replacement. 

Documenting Tutoring Sessions

Every tutoring session should be documented. This means that every student who is tutored must sign in and that tutors are expected to fill out a “Student Contact Record” for every student. When filling out the Student Contact Record, keep in mind that the student and his or her professor may read it, so be certain to be completely objective when filling it out. Do not write anything that will hurt the student’s feelings, or conversely, make him or her feel that they have a paper that is free of errors. “Great paper” or anything similar should not appear on the Student Contact Record.

If the Writing Center is close to running out of sign-in sheets, tutors are expected to print out more from the computer. The file for the sheets can be found in the Writing Center folder.
Office Supplies
If the Writing Center is low on office supplies, the first tutor who notices is to inform the Administrative Coordinator. Books, paper, pens, etc., should never leave the Writing Center unless approved by the Administrative Coordinator.

Staff Meetings

The staff will meet regularly throughout the school year from 10:10 to 10:50 a.m. on Fridays to share experiences, make announcements and continue training. At some of these sessions, professors or other experts will inform tutors of specific topics. The staff members will be paid for one hour of work for their attendance at the meetings. They are expected to attend all staff meetings unless previously arranged with the Student Director.

Opening and Closing the Writing Center
Because the Writing Center is located in the Darling Collaboration Suite, the door will not be locked during or after business hours, and there may be classes or other offices that utilize the space outside of our business hours. Therefore, when closing the Writing Center for the night, tutors must always turn off the computers and lock the storage cabinets. They will then turn in the cabinet keys to the library front desk. When opening the Writing Center in the morning, these keys may be checked out. When a tutor enters the Writing Center, he or she should turn on the computers and arrange the room to specifications. The tutor should also check the phone for messages, the email account for requests, and log in to the Genbook calendar.
If the Writing Center must close during regular business hours (which should never happen) call the Director or Student Director and any students whose appointments will have to be postponed. Then, leave a note on the door informing students of the time that the Writing Center will reopen. Turn off the computers, lock the storage cabinets, and turn in the keys to the library front desk. 
Concerns with Other Staff Members
If you find that another staff member is involved in questionable activity while working at the Writing Center, inform the Director or Student Director immediately. Any activity that will make students or other tutors feel uncomfortable at the Writing Center is prohibited. If you have a personal conflict with another tutor that cannot be settled between you and other tutor, the Student Director can be asked to mediate a discussion of the problem.  
Getting Paid

At the beginning of each year or when a tutor is hired, he or she is expected to go to the Student Employment Office and obtain the necessary paperwork, fill it out and turn it in. The tutor is also responsible for having the paperwork signed by the Director and Humanities Secretary.
After the initial paperwork, tutors are expected to fill out their bi-weekly timesheets which include the hours worked in the Writing Center and one hour for meeting attendance. Timesheets may be signed by the director or the Humanities secretary. Tutors are responsible for getting their timesheets signed by the appropriate person and turned in to the Business Office by 5:00pm on the due date.
Frequently Asked Questions

What if an appointment is late?
If a student is more than 10 minutes late for an appointment and a walk-in is waiting, then you should begin working with the walk-in. If the student with the appointment comes in after you have begun working with the walk-in, respectfully explain to them the Writing Center policy in this case and ask if they’d like to reschedule. If there is no walk-in waiting for an available tutor, you can wait up to 15 minutes for a late appointment, and beyond that they will have to reschedule. If the student has left a phone number, you may call them if you wish, but you are not required to do so.
What if I am alone in the Writing Center, working with a student, and another comes in/calls?

If you are alone in the Writing Center and you have to tend to administrative matters, respectfully say to the student you are working with “Excuse me for one moment” or something along those lines and attend to the other matter. Then return promptly to working with the student.

What if I am alone and I have to leave the Writing Center temporarily?

If you have to leave the Writing Center unattended for a BRIEF period of time, you may leave the computers on, but use the CTRL-ALT-DLT function and “Lock” both computers. Place the sign that says “We’ll be right back… Sorry for the inconvenience!” on the door. Lock the storage cabinets and return the keys to the library front desk (you may say that you’ll be right back and ask if they can simply hold them for you) and then get it back when you return. Check if there are messages when you return.
What if a student gets angry or frustrated with their assignment or the tutor?

It is understandable that if a student is having trouble with a paper assignment that they may feel some frustration. Remind them that you are here to help them. If a student becomes angry, causes a disturbance, or verbally assaults the tutor, you should respectfully ask them to leave the Writing Center. Never get into an argument with a student.
If I am not on Federal Work Study (FWS), can I work more than 10 hours per week?

While technically only FWS students are legally limited to 10 hours per week at a campus job, the duties of being a tutor can be tiring and academically taxing, on top of your responsibilities as a CLU student and other extracurricular involvements. While some reasonable exceptions can be made (special cases such as: presentations, meetings, projects, etc.), it is highly recommended that all Writing Center tutors only work 10 or fewer hours per week. We do not pay overtime.


Is it alright for me to tutor my friends?

Of course! In fact, tutors who have good relationships with the students they work with often produce more positive results than students and tutors who do not know each other. However, if you do choose to tutor your friends or students who regularly visit the Writing Center, make sure to keep the session professional.

Is it alright if I look at papers after-hours?

Being a Writing Center tutor sometimes means your friends may ask you to look over their papers when you are not working, such as late at night the day before it is due. How to handle this situation is entirely your decision, but know that we cannot pay you for any editing work you do outside of your shift at the Writing Center.

Can I, as a tutor, make an appointment with a fellow tutor to look over my own paper?

You are a CLU student, aren’t you? Although you work at the Writing Center, you may of course take advantage of its services for your own schoolwork. If you do wish to make an appointment with a fellow tutor, all we ask is that you schedule it outside of your normal work time so that you and the tutor you work with are not taken up during your shift.
What if I read something that could be considered threatening or dangerous to either another student, myself, the Writing Center, CLU, etc.?

The Writing Center operates under a de facto confidentiality policy for what tutors read, but if you encounter a direct threat to your personal safety or anyone else’s contained in any sort of writing assignment, we encourage you to notify the Director, Student Director, or Administrative Director so that they can contact the proper authorities. If it is after regular operational business hours, contact Campus Safety and Security (ext. 3911). 
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