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21.Write and submit the session repdoly the end of the hour
22.When working with trainees, have a brief conversation after the session to arniseier
guestions about the session.

Siinipb

Tutors are expected to submit a session report immediately after each session. Session reports
entered by tutors into the Writing Center Report System are used not only to document each
and every sessiowith clients but are also used to inform professors when their students have
come to the CentefThus, they play in important role in annual data fotl€ge statistics and
proof of course participationlhese reports are also used to record what eadntivorks on

in the Center so that before working with a returning client, tutors can inform themselves
aboutwhat the client may know and where they might be in the proc&hss helps tutors work
as a team, reinforcing concepts and helping the client progress rather than repeat steps.
Reports must be written factually, vimbut judgment; they must be written in formal academic
tone with clarity, concision, and grammatical correctneBlese reports demonstrate your
professionalism and thus the professalism and effectiveness of the Centerprofessors,

other tutors,and, on occasion, to clients.

Reports must follow this template:

1st sentence: What client brought to the appointment

2nd sentence: What types of appointmeut@nt had/'strategies cliehworked on in most recent Writing Center
sessions—or if client is new to the Center



and punctuationConsult the Writing Center Style Guide regularly. Consistently poor reports
will be remedied by recommendations for improvement from the Writing Center Coordinator.
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Tutors are expected to do more than simply edit papers for clighty are expected tengage
clients in the writing process. Developing a writing process issanes reflection and
resiliency For example, xperienced writerdave a growth mindsetthey are resilient in the
face of revision and actively look for ways to more effectively inform readers at the global
(argument, content) and local (grammar, word ©®) levels



Cirithy
Tutors are expectetb be committed to growth as writers, studentnd teahersin-progress.
Tutors should use their professional development time and the contract discussiea d
annual rehire meetings as a foundation for independently addressing their own development as
peer tutors. A tutor that is committed to growth will:
1. Continually reflect on tutoring strengths and weaknesses.
2. Set goals at each stage of tutor developmémt., trainee, second semester, lead, etc.).
3. Work towards achieving goals.
4. Gather and record evidence that supports goal achievement.
5. Communicate goals and growth during annual rehire meeting.

When tutors dedicate themselves to growth, they not onlyldbtheir ownresiliency skills but
also develop motivational techniques to use when coaching clients and trainees.
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Staff determines the level of an employee based on College and Writing Center guidelees
rate of pay is based on each tutor’s continued growth and value to the Center’s operations
programs The Writing Center Coordinator walhnually review each employee with the
college’sReHire Form and the Self-
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As tutors, we acknowledge that we are writénsprogress, and, as such, we are continuously
learning from our experiences with each other and from every appointment with our peers.
To learn from experience effectively, we needteone highly reflective, observant of our
clients’ reactions and responses, and metacognitive (thinking about our thinking) as we tutor
We need to articulate the choices we are making as well as reflect on our decisions and
suggestions made during each sessilWe mustrecognize that every writing assignment is a
learning opportunity for our clients to grow as critical thinkers, effective students, and as
communicators. In this way, we teauhth the paper in the foreground and the context of the
client in thebackground By remaining conscious of each, we structure our guidance and
feedbackto not only address the paper at hand but also the writer's needs in becoming able to
confidently and consistently meet colle¢gvel writing expectations

Learning howto think and teach in this way is challengiegpecially since it is not instinctual
and cannot be fulljearnedin just four weeks You should @nsider trainingasan opportunity
to discover your existing strengths as a writer and communicatompasdibde ways to buildn
thoseto help youdevelopa strong tutoringpractice You should also consider trainingaas
opportunity for us to learn from one another, to share ideas and practices, and to admit
confusion and mistakes. We will provide resources mtivationto one another as we work
to become resilient community members who commit to growth as tutors, students, and
employees in the service of Lake Forest College

Trainingwill go fast. Enjoy getting acquainted witie Writing Center and your colleagues. We
are all excited that you are here, not to mention happy to answer any questions you may have
Good luck with your training process, and, most importantly, have fun!

Conieo duin #nin,
Communication is important for both those mductingtraining and those being trained.
Expectations for communication are listed below.

Writing Center Coordinator
The Writing Center Coordinator must give approval for trainees to progress through the
stages of training. Trainees will be oriented to the training process and introduced to
the Training Team (TT) at the Orientation Meeting. Thereafter, trainees can expect
regular feedback from the Coordinator each week. Térslbackwill include 1)
performance feedback based on Observation Reports, Reflections, Client Feedback
Forms, TT feedback, etc., 2) progress made in each,stage3) goalto focus on to
reach the next stageOnce trainees are approved to WeekSeHlDirected
Development), they will meet with the Coordinator to determine thehestule.
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Lead Tutor
Recognized by the College as “Student Supervisor,” the Lead Tutor(s) (LT) is the highest
level student position in the Writing Center. An LT serves as a primary liaison between
the tutor staff and the Writing Center Coordinator, communicating and mediating
concerns of tutors and supervisors, anticipating problems in the Center, and seeking
solutions for them. An LT may also work with the Coordinator on the Center schedule,
Friday meetings, development ai$f, observations, assessment and evaluation of staff,
assignment of standing appointments, and special projects.

Training Assistarst
The Training Team (TT) serves as the primary resource to trainees throughout the
training processA member(s) of the TT will work at the same time &simee(s).
During training shifts, the TT member(s) will ask 1) if the trainee has any questions or
concerns, 2) how the trainee is adjusting to the Center, 3) if the trainee is comfortable
with the responsibilities of that trainingtage, and 4) if the trainee needs any further
support.If time constraints prohibit discussing the questions above, the trainee will
later receive an email from the TT and/or the Writing Center Coordinator to touch base
on these points.

Experienced Tutor
Experienced tutors, i.e. tutors that have worked in the Center for at least one semester,
will welcome trainees to the Center, make themselves available to answer any questions
that trainees may have, and, after working in a session with them, be ready to share
session details with the Coordinator as requested.

Trainee
The training process is an opportunity for trainees to display their communication skills
Questions arencouraged and should be directed to the Training Team, Lead or
Experienced Tutorsna the Writing Center Coordit@r. Upon receiving feedbadkom
the Coordinator, it is the trainee’s responsibility to confirm understanding of the
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to the Center; thus, trainees should budget five hours in the Center andttgide oftheir
training shifts for studyinghodules observation formsand training session notes

itinin tAR

When returning from abroad, tutors must completetedining refresher” programThis will
include a mock session, a policy and procedure review/orientation session, and at least one
week of observed tutoring bihe Coordinator and/or a Lead Tutor. The mock session and
review will be scheduled on the tutdrswn time. In other words, tut@will not be paid for

these sessiong.utorsmustsuccessfully follow session protocol and demonstrate effective
communication techniques including reflective listening; those tutors who do not will be
expected to do additional work atheir own timeto come up to speed. This work needs to be
completedeither before the semester begira during the first week the Center is open.

IV. REDUES
Dd
Ar  Eh &' B/ itSHud App
It is critical that you are not only on time for your sessions but also prepared to begin tutoring
Therefore, to show initiative, we encourage you to arrive ten minutes early to:

1. Read the Report SysteddewsPage—The Writing Center Coordinator and Lead Tutor(s)
will utilizethis page
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printer. Printing directions are on the whiteboard in the Center. If you would like to give your
client a handout from the Tutor Bindergceptionists camsethis copier to make a copy

[ 1]

Your timecard will be processed every two weeks; if you fail to complete it before the deadline,
you must email a list of dates and hours to be approved by¥hiéng Center Coordinator,

Center for Academic Suess Department Assistant, and the Business Office in order to be paid.
Completing your timecard should include notes detailing any shift changes or additional hours
and for what they were used&tephanie Edgar approves all timecards. All ADP questions
indudingsetting up an account or technical difficultjsfiould be directed to the Business
Office(contact Yang Choe).

iuimtEnin SHlb
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If there is no eceptionist follow these steps:
1. Check for flexibilityDoes the clienabsolutely “need” the appointment in the time
frame indicated?
Help the client log into the online scheduler arfteck for options.
Write the client’'sname, email, and preferredays/times.
Email this information to the Writing Center Coordinator, cc the client, and let the client
knowto look for a reply from the Coordinator.

Pwn

Wh Lintira

If a client is nineninutes late you can still work together. If the client is ten minutes ladbe
client loseghat appointment slot and, even the client arrives after the initial ten minutes, is
marked as a nshow. This rule also applies to clients wdall to say they will be ten or more
minutes late. If a client is upsdipth you and the client should contact the Writing Center
Coordinator Depending on tutor availability, walk demand, and the time the elt arrives,
you may be able to offer a fifteeminute walkin appointment. Use your judgment: under no
circumstances should the late arrival be seen if another cigealready in the Center waiting
for an appointment; Bso, if it is more than thirty mutes past the hour, consider how much
you can actually accomplish and still write a report and prepare for the next scheduled clients.
If you do work with the clientwrite a walkin style report beginning with: Qlient name]
brought X to a waHln appointment.”

Sty
If a client has an appointment and is ten minutes late or more (or calls to warn of a late arrival),
the client is considered a “no show,” and you will need to do the following three things:

1. Mark the client as a “no show” in the Online Scheduler mark the client as a no show,
click on the appointment in the Schedulé&n appointment window will appeamn the
window, use the scroll option and click the "save changes" box.

2. If the “no show” is a standing appointment, mark the client as a “no show” on the
Online Scheduler AN&Mail the Writing Center Coordinator that the client missed a

15



X A client schedules more than two sessions in one day

X A client schedules an appointment on the same day and time every week
In these cases, the Coordinator will contact the client and discuss more effective ways to use
the Center.

CintEeh
Tutors should not email clients, anddus should tell clients not to email thenif. you receive
email from a client, forward it to the Coordinator.

Wa -in

If you do not have a client during a shift and a walkomes to the Center hoping to receive
immediate tutoring, your acceptance or denial of this client's request depends entirely on what
time he or she arrives. We trust you to use your judgment hieréhe majority of—f not all—
casesijf you do not have at least a half hour to work with a cljehis not worth your nor the

clients time. Most of the time, a waklin is a new client, so in either case (if you do or do not

take the client), please be sure to orient the client to the Center, our appointment structure
(45/15), what types of appointments we offer, and how these typesppiointments can aid in
different stages of the writing process. Be sure to show them how to use the scheduling system
and our Student Resources webpage

Enin Wa -inar
Walkin hour demand fluctuates throughout the semester. While one tutor istibgignated
evening walkin tutor, all tutors must help as possible:

1.
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X so | suggested another, regular appointment to address this iSaesour Walin Session
Protocol Module for more information.

Expio tila -in Ciint

Faculty have been told (but clientsay need to be reminded) that we do not guarantee
required appointments during walik hours. 1the professor has required an appointment and
a client cannot be seen during walls, the client needs to conta¢che Writing Center
Coordinator directly. Take the client to a computer to send the Coordinator an email OR have
the client write a note and slip it under the Coordinator's dmrfollow up the next day.

All walkin clients need tesign in, and receptionistor evening shift leaders must keep to that
order when assigning walk clients to tutors. All available tutors should take wiallclients,

not only the tutor who has been assigned as such; this results in more efficient time use and
improves client atisfaction.If there is a high number of walk clients the assigned walin

tutor is overwhelmegandother tutors can endheir regular appointments at the half hour
mark with a reasonable/helpful amount of work done, then tither tutorsshouldtake a walk

in client for up to fifteen minutes before their next session begins.

When sigimmgin for a walkin session
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. Tutors and clients are unable to viewtea document at one time. For example,
they cannot simultaneously view an introduction and a body paragraph on a
later page.

. Tutors might struggle to instruct on laptops. Asking cBdot“press enter” or
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2. Address any attendance or progress issues from last semestak Ghe

often your client missed appointments last semester. Discuss this with your
client. Ask why this happened and what will be different this semester, Also
remindyour client of standing appointment policies on attendance and progress.
During this disussion, encourage change by asking client to remember how it

felt to make progress versus how it felt to fall behind deadlaed praise all

their efforts. Help clients recognize and get excited about any dedication and any
progress they experienced asiters.

3. Create a writing calendadn this calendar, show the client how to backwards
plan all writing assignments to plan for all stages of the writing prodéste

which stages of the process are especially difficult for your client and be sure to
leave adequate time for support in these phases of projddtsng these notes,
plan what the client will bring to upcoming appointments to make progress on
writing assignments over timé&eel free to encourage the client to ask

instructors to get assignnmeés ahead of time if your client’s particular challenges
and goals indicate this is necessdviake a copy of this calendar for yourself
Explain that the client should bring updated due dates or priorities to their
appointments.

4. Celebrate progress argkt new goalsReview the goals that were set at the
end of last semesteDiscuss these in terms of the courses, syllabi, and types of
writing challenges the writer will face this semester. For example, consider art
papers as opportunities to practice analysis skills and SOAN data reports a
chance to edit for concision. Note these on a Goal Log Form

22
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Staff meetings are MANDATORY. Only second semester seniors can miss staff nifegbings.
have any suggestions for a staff meeting topic or any announcengentsould like to make
please email the Writing Center Coordinattwefore Thursday at 9:00am.

iustn; T
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Excuse yourself from your client and check to see if there is an available tutor that can take the
appointment. If no tutor is available to take the appointment, check to see if the Writing Center
Coordinator or a Lead Tutor is on campus and available. If neither is, reschedule the client for
another day or time if possiblesingthe online schedulerlf not possible, apologize to the

client andexplain our dagtime and evening wakn options.Explain that you will make the

Center administrators aware of the situatidBendan emailwith details to the Writing Center
Coordinator. The email should be sent no matter if the tutor shows up later cambno

matter if the client finds another appointment.

Viign tCnt
When you have visitors (out of town guests, student guérst®m admissions, etc.), it is fine to
bring them with you to the Center these guests

x Do not

24



slavin@lakeforest.edu

hiiit
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The Writing Center Coordinator reserves the right to terminate an employee aftevdngng
stage if the policy infraction is a severe oifiis will be clearly communicated in writing to the
tutor in question.

irCohad Pdur

Rehire conferences take place at the end of the academic schoolBeang these

conferenes, individual tutors will meet with the Writing Center Coordinator to discuss job
performance. Tutors will complete the SAl§sessment Form on the Report Page before the
meeting; this form will guide the discussion. Possible topics to be covered indytigor

goals and progress made on those goals, 2) tutor performance, 3) the tutor’s role in the Center
in the following year, and 4) the tutor’s pay raise for the following year. Tutors are required to
prepare for these conferences per the instructiminthe Writing Center Coordinator.

Pb tiiPentyarCIPh

Save these numbers in your phone so that you can communicate quickly when situations occur
Do not use cell phones for personal reasons in the Center; however, if the Coordinator is not
available, you can use your cell phone to address Ceagtated issues.

Writing Center Coordinator15864.0476(cell) and 847.735.5233 (office)
Writing Center Front Desk847.735.5264
Public Safety847.735.5555

Pixidin Cin t
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All tutoring must be in the Writing Center. This is for both your and your client’s protection
should the need arise for the Coordinator to share what transpired in the sesoexample,

if a professor questions the work or the client includes the session during an academic appeal,
the Coordinator can verify the nature of the session. While sessions cannot be held in a
different location, they can be held at different timesr £xample, if the Center is closed on

the Sunday of Spring@&k anda Sundaylient wants a makeip

26



Tutors are obligated not to share with professors any information about a client beyond the
descriptivesessiorreport. Also,tutors are obligated not to discuss their clients with other
students, including other tutors, outside of2iilbf2iilborsexdenple, if clients share that they

have a learning disabilityell or emailonlytiilbinsoordinator. Do not incluidi@ the reportand
do not discus#
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x Send an email to the Coordinatthrat states:
¥ the client’s name
¥ the client’s advisor
¥% the assignment containing alleged plagiarism
¥ a brief description of the plagiarism
4. How to deal with obvious, unintentionplagiarism:
x Ask the client if they wrote the material ortifey found it in a source
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Please alert the Director of ting Programs and/or Writing Center Coordinator when you
encounter a clientvith substantive writing skill deficits (e.g. unable to write a complete
sentence, confused about simple sentence or paragraph structure).

CintAndadn Sadin Ap pnirt

B— itSiSadin Ap poit
The only requirement for maintaining these appointments is attending them. When first
semester standing appointmeutientsmiss an appointment, theseceive a warning from the
Writing Center Coordinator. If they miss a second appointntdeir standing appointment is
cancelled, andhey will have to make appointments using the online schedtdethe rest of
the semesterThey can request to be plagen the waitlist for another standing appointment.
Only he Writing Center Coordinator can reinstate cancelled standing appointments.

itinin Sadin Ap pontrt

Because we have a high volume of new clients in need of standing appointateéhésstart of

each semesterclients keepingtanding appointmentfor a second semester risk losing their
appointments if they are not making sufficient progress in their appointments OR if they do not
show up for a single appointmerfince they have already benefited from working closely with

a tutor for a full semeer on their skills, we expect to s@eogress on these skills every week
anda high level of commitmertb attend. Calling ahead is not sufficient reason for missing a
standing appointmentReturning standing appointment clientan request to be plackon the
waitlist for another standing appointment. Only the Writing Center Coordinator can reinstate
cancelled standing appointments.
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