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 Welcome to the Writing Clinic! All of us at the Academic Support Center are 

delighted you have decided to join our team. We also hope you will enjoy the position. 

Tutoring not only looks impressive on résumés and graduate school applications; many 

students also consider it the most rewarding job they have ever held.  

 As you begin your new position, we hope this handbook will prove useful. We’ve 

assembled all the materials you’ll need to report your hours, get paid for your time, and 

help students improve their writing. Because students may occasionally require more 

academic or emotional support than you can provide, we’ve included a list of resources 

– print, electronic, and human – for you and them.  

 Once again, thank you for agreeing to share your time and talents with our 

students. You will make a difference in others’ lives!  

Warm Wishes,  

 

Doe Dahm 

Writing Specialist 

802-468-1392 

dorothy.dahm@castleton.edu 

mailto:dorothy.dahm@castleton.edu
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Writing Clinic Hours  

 
Days: Monday – Friday 9 am – 2 pm 

Evenings: Monday – Thursday 5 – 9 pm 

 

Note: The Writing Clinic is closed during breaks, including the summer.  

 

 

Writing Clinic: Policies and Procedures 

 Here’s what you need to remember to keep your supervisor satisfied and get paid for your time.  

 

1.) Be visible! When you arrive for a shift in the Writing Clinic, place a Writing Clinic sign on your 

table. All your knowledge and good intentions will count for naught if students can’t find you.  

2.) Be punctual and present: Arrive for your shift on time, and apart from short breaks to use the 

bathroom or grab a snack, stay in the Academic Support Center (ASC) until your shift ends. If 

you cannot work your scheduled shift, you are responsible for finding a substitute. Call, text, 

and/or e-mail the other Writing Clinic tutors to see if any of them might be able to cover your 

shift. (Note: include your supervisor in these e-mails and hit Reply All when you respond to a 

request for coverage.) Once you find a sub, let your supervisor know as soon as possible. If you 

are unable to obtain coverage or an emergency arises at the last minute, notify your supervisor 

and, if possible, the ASC’s front desk (468-1347) immediately.  

3.) Enter each encounter in the Student Access database. Instructions appear on page 6.  

4.)  Keep track of paperwork. Complete a Writing Clinic session log for each tutoring session (See 

page 12.) At the beginning of a meeting, ask students to record their name, signature, and 

student ID number in the appropriate spot on the page. At the end of your shift, place all 

completed session logs in the Writing Specialist’s mailbox.  

5.) Use as much detail as possible when you complete the Writing Clinic Session logs. Be sure to 

document any topics you discussed during your sessions as well as any concerns about the 

student’s understanding, attitude, or behavior. For example, you should indicate if the student 

visited the Clinic just before the paper was due or seemed resistant to your suggestions. 

Although some tutors prefer to list the subjects they explore with students, complete sentences 

generally provide a better overview of the meeting’s direction.  
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6.) Report your hours on your electronic timesheet every other week. Generally, your supervisor 

will send you an e-mail to remind you when your timesheet is due. (See page 9 for information 

about submitting your electronic timesheet.) Be sure to complete your timesheet on time: if 

you do not report your hours, we cannot pay you!  

7.) The Writing and Math Clinics close at 9pm. If you are scheduled to close, be sure to lock the 

front door before you leave for the evening. (This means you will exit the building through the 

side or back door.) You should also turn off the computers, push in the chairs, throw away any 

trash, and put away clinic signs and sessions logs.  

8.) If you have any questions about any aspect of your position, get in touch with your supervisor.  
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Writing Clinic: Entering Encounters with Students 

1.) Before you begin the session, visit https://castleton-sss-

lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr. You can access this website 

from your phone, tablet, laptop, or a Learning Center computer.  

2.) In the field labeled “ID Number,” please enter the student’s ID number. You may prefer to have 
students enter this information themselves. Click Next.  

3.) In the next screen, find your own name in the field titled “Counselor.”  

4.) Under Reason, enter the class heading and number: “ENG 1010,” for example. If the student is 

visiting the Clinic for another reason, summarize it briefly. For instance, if the student wants 
help with a cover letter, write “cover letter.”  

5.) The next field is Advising Codes. If you are still an undergraduate student, choose Peer 

Tutoring. If you have at least a bachelor’s degree, select Professional Tutoring. Note that you 

should select only one option; this may entail “unchecking” one item.  

6.) Click Check In.  

7.) Conduct your session as usual and document your encounter on a Writing Clinic session log.  

8.) When you have finished your tutoring session, visit the link again: https://castleton-sss-
lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr.  

9.) Enter the student’s id number in the field labeled “Id Number.” Click Next.  

10.) You will return to the Check-In screen. Make sure all the information is accurate and 
click Check Out.  

11.) You are ready to begin your next tutoring session!  

https://castleton-sss-lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr
https://castleton-sss-lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr
https://castleton-sss-lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr
https://castleton-sss-lca.studentaccess.com/?wid=ViQlNiRdW2E9cDM0OVhDemgr
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Writing Clinic: Working with Students 
Here are some tips to keep sessions useful, enjoyable, and productive for you and your students. 

 

1.) Develop a rapport with students. Many people are insecure about their writing and, thus, 

anxious about visiting the Writing Clinic. Put them at their ease with some small talk and invite them 

to help themselves at the snack table.  

2.) Know your role. Many students believe the Writing Clinic offers proofreading and even drop-off 

editing services. If students express such assumptions, gently explain that while you cannot proofread 

or edit their work, you can help them improve their proofreading and editing skills.  

3.) Meet students where they are in the writing process. Some students may visit the Writing 

Clinic with specific questions about documentation, other may want help with outlining or 

brainstorming, and many may be worried about grammar or structure in an existing draft. Address 

students’ primary concerns first, but if you think another aspect of a student’s paper needs attention, 

mention it. For example, many students will say they want you to review their grammar and 

punctuation. When you read their essay, however, you may discover that their transitions and 

conclusion are weak. Integrate these topics into your conversation about comma splices and dangling 

modifiers. However, if a student declines your advice or does not want to discuss a particular subject, 

do not argue. Document the disagreement and move on. Ultimately, the paper belongs to the student.  

4.) Be mindful of time. Some students may only have a quick question that you can answer in a few 

minutes; others may benefit from a much longer session. At the start of every meeting, you might ask 

the student how much time they have. If the student needs more time than you can provide because 

they have a long paper, your shift is ending, the Clinic is closing, or a line is building, invite them to 

schedule an appointment with the Writing Specialist or return to the Clinic later.  

5.) Treat students as individuals. In the world of writing center theory, there is a great deal of 

dissent about how much and what kind of assistance to give students. Some scholars recommend 

reading students’ work out loud or having them read it. Some espouse minimal intervention, allowing 

students to identify and resolve problems in their papers, while others suggest providing some 

instruction and demonstrating how to correct certain errors. Although you should resist the urge to 

rewrite students’ essays, you should acknowledge that some students need more education about 

grammar, style, and academic writing conventions than their peers. Also, having their work read out 

loud in public may mortify some learners. Use your best judgement about how much direct 

instruction an individual requires, and always ask students how they feel about having their work read 

out loud.  



8 

 

 

6.) Be positive and practical. When people visit the Writing Clinic, they may be discouraged about 

their abilities after receiving a poor grade on a previous writing assignment. Others may be frustrated 

with a class, their professors, or the college as a whole. Offer students empathy and encouragement, 

but also concrete suggestions. Always find something – however small – to praise about a writer’s 

work. This will boast the person’s confidence and mitigate any dismay they feel when you identify 

parts of the paper that need attention. If a student complains about an assignment, instructor, or 

course, show understanding and gently redirect their attention to more productive channels. Here’s a 

sample dialogue:  

 

Student: My teacher is so picky! She expects us to explain every part of a theory in a paper. And she 

takes off ten points for every little grammatical error. And I don’t know why I have to take Sociology 

in the first place. It has nothing to do with my major or what I want to do with my life.  

Tutor: I’ve heard her classes are pretty challenging. Why don’t we go over your paper for content? 

Then, we can discuss ways you can go into more detail about the theory. Afterward, we can look at 

grammar and punctuation in more depth.   

 

The tutor acknowledges the truth behind the student’s diatribe (Yes, that professor has a reputation 

for toughness) and offers a practical solution to the student’s problem.   

7.) Maintain professionalism. As a Writing Clinic tutor, you represent the ASC.  Although we hope 

you will develop a relaxed, friendly relationship with students, you should only act and speak as you 

would if full-time ASC staff were present. That is, avoid discussing alcohol or drug use, your personal 

life, political beliefs, or other potentially controversial topics while you are on duty. If you know a 

student fairly well, and they insist on ranting or raving about the latest party or romantic 

development, gently redirect the student’s attention back to the task at hand. If that fails, explain that 

you are at work and you would prefer to talk about that subject later.  In some cases, it may be easier 

to maintain professionalism if you refer friends and significant others to another tutor for assistance. 

8.) Take care of yourself. Most of your encounters with students will be pleasant and mutually 

respectful. However, if any aspect of a session or a student’s behavior makes you uncomfortable, 

document the incident in your session log and report it to your supervisor. In the rare event that you 

find a student’s writing very offensive because of strong language or hateful or sexually explicit 

content, you may refuse, politely, to work with them and refer the writer to the Writing Specialist for 

further assistance. You should do the same with students whose behavior is threatening, abusive, or in 

any way unsettling. If you have immediate concerns about your safety or that of anyone else at the 

ASC, contact the front desk during the day and Public Safety (802-468-1215) in the evening.  
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9.)  Avail yourself of all the print, electronic, and human resources the ASC and the 

university offer. No one expects you to know every grammatical rule, memorize the spelling of 

every word in the Oxford English Dictionary, or internalize every aspect of documentation.  When 

you don’t know the answer to a question, admit it and look it up in a relevant print or electronic 

source with the student. This an excellent way to model college-level study skills and to introduce the 

student to various references. If a student needs help with something outside of your realm of 

expertise, refer them elsewhere. Students who have trouble understanding course content, for 

example, should speak with their professors or request a tutor for that particular class. If students 

need assistance with research, encourage them to meet with the reference librarian. See page 12 for a 

comprehensive list of writing, academic, and wellness resources.  

10.) When all else fails, ask the Writing Specialist. If you have questions or concerns about any 

aspect of your work, contact your supervisor.  
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Electronic Timesheet Instructions 

1.) Log in to the VSC Portal.  

2.) Click on Ultipro in the green bar at the top of the VSC homepage.  

3.) Once you are in the Ultipro screen, select “Menu” in the top left corner.  

4.) Options will appear at the top of the page. Click on “Myself.”  

5.) In the resulting menu, select “Time Management. 

6.) Near the bottom of the page, there will be a chart titled “Timesheet Detail.” Click on the “Add” 

button.  

7.) A yellow bar will appear in the chart. Click under “Date” on the left side of the bar. From the 

resulting dropdown menu, select the first date you worked during the pay period.  

8.) Next, click under “Pay Code” on the bar. Choose “Regular Hours” from the dropdown menu. 

However, if you are a student enrolled in six or more credits, please enter 4. 

9.) Under In and Out, enter your start and end time for your shift. Use four digits and am or pm to 

type the time. For example, if your shift began at 9am and concluded at 11am, your Time In would be 

09:00am and your Time Out would be 11:00am.  

10.) Click on the “Save” button.  

11.) Select the following options from these fields: Enty = 021; Project = 20000; 

Department = 11101; and Location = 000. Hit “Save.”  

12.) Repeat these steps for every shift you worked.  

13.) When your timesheet is complete, hit the “Submit” button.  

14.) A dialogue box will prompt you to confirm your submission. Select “Yes” to submit your 

timesheet.  
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Name (printed)    Signature   ID number 
 
Tutor       __________________________ _____________________ _____________   

Student       __________________________ _____________________ _____________ 

         Date   Start Time  Finish Time 
Session ____/____/____        _____:____AM PM      ____:____ AM PM 
 
Class: _____________________________________ 
 
Professor: _________________________________ 
 
What did you and the student discuss during the session? 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 

Topic(s) Covered in Session 
 

 Grammar/Punctuation/Style  Content/Organization  

 Pronoun-antecedent agreement errors  Thesis 

 Run-on sentences  Introduction  

 Comma splices  Elaboration  

 Verb tense shifts/problems  Conclusion  

 Sentence fragments  Instructor’s expectations  

 Subject-verb agreement errors  Arrangement/structure  

 Apostrophe errors/plural-possessive 
confusion 

 Transitions  

 Misplaced or dangling modifier  Research  

 Problems with sentence structure   Citation format (MLA, APA, CMS, etc.)  

 Spelling errors  Incorporating/using quotations  

 Unnecessary or missing capitalization   Paraphrasing  

 Other line-edits   Summarizing  

 Word choice/diction  Synthesizing sources 

 Tone  Outlining  

 Point-of-view  Brainstorming 

 
Tutor’s Notes 
___ assignment not met 
___ late paper 
___ paper due in ___ hours 
___ student resistant to suggestions 
___ recommended follow-up Writing Clinic visit(s) 
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Further Resources 

Writing, Grammar, and Style 

 The Bookshelf: The Academic Support Center contains a variety of dictionaries, thesauruses, 

and style guides, including multiple copies of The Little, Brown Essential Handbook.  Consult 

these when you cannot answer a student’s question about spelling, grammar, or citation 

format, and do not hesitate to photocopy any pages a student may find useful. The copier code 

for tutors is 1110. (Note: the copier is now located in the supply room in the hall.)  

 Handouts: Various handouts and worksheets about punctuation, proofreading, and citation 

format, including sample MLA and APA papers, are available in the wooden bins beside the 

Writing Specialist’s office. Distribute these to students as needed, and make photocopies of the 

original document (the one in the back) when supplies are running low.  

 The Purdue Online Writing Lab (OWL): Produced by composition graduate students and 

faculty at Purdue University, OWL is a highly reliable online source for questions about citation 

format, grammar, and punctuation. When you use a computer on campus, you can access this 

site for free. 

 The Pearson Writer: The Pearson Writer is a searchable, user-friendly database of writing-

related resources compiled by editors at Pearson Education.  In addition to content about 

grammar, punctuation, citation format, and research, The Pearson Writer allows writers to 

access databases of sources. You’ll need a login and password to access this resource; contact 

the Writing Specialist for details. 

 The Writing Specialist: If the Writing Clinic’s hours do not work for a particular student or the 

student would like to be able to schedule an appointment to discuss his or her writing, refer 

him or her the Academic Support Center’s Writing Specialist. Students should contact the 

ASC’s front desk (802-468-1347) to schedule an appointment.    

Other Resources at the Academic Support Center  

 

 Math Clinic: Free, drop-in help with math coursework. Available 11am- 2pm M-F and 5-9pm 

M-Th at the Academic Support Center.  

 Additional Tutoring/Academic Support: If your student would like more tutoring or other 

academic support than you can provide, refer them to your supervisor. You can also speak to 

your supervisor if you have any concerns about a student’s progress.  
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 The Academic Support Center’s Website: Offers an overview of the ASC’s programs and 

services as well as links to various academic resources.  

 

Other Academic Resources 

 

 Calvin Coolidge Library: Reference librarians can help students with academic research.  

 

 Faculty: If a student has a question about coursework or a professor’s expectations that you 

cannot answer, encourage them to meet with the faculty member directly.  

 

Health and Well-Being 

 

 The Wellness Center: Offers nursing care and psychological counseling in the Campus Center. 

If you believe a student could benefit from medical attention or counseling, don’t hesitate to 

refer them to the Wellness Center.  Call the Wellness Center’s front desk at 802-468-1346.  

 Public Safety: If you have real concerns about a student’s well-being or safety – that is, you 

think a student may be thinking of harming themselves – call Public Safety immediately at 

468-1215. You should also call Public Safety if a student’s behavior is abusive, threatening, or 

otherwise disturbing.  

 Note:  If you have any questions or concerns about your role or a student’s situation, share 

these with your supervisor.  

 


