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INTRODUCTION

As an English Language Specialist, I was tasked to
assist a university in Samara with creating a writing
center. A few months after opening the writing cen-
ter, I presented on writing centers at a conference
in Moscow. Recognizing the extraordinary value a
writing center provides an academic community,
my Russian colleagues from universities around
the country asked for guidelines and help with
creating a center for their academic environment.

I began writing this workbook to provide a guide
to assist others through the process of creating,
opening, and staffing a writing center. While this
publication was originally written for a Russian
audience, the material can be easily adapted and
used worldwide.

If you are interested in starting a writing center,
you have come to the right place. In this workbook,
we will be reviewing everything you need to devel-
op your first writing center. Detailed information
about the history and theory behind writing cen-

ters 1s not the focus of this workbook. Instead, we

Eve Smith

English Language Specialist, Russia, 2016

will be looking briefly at important discussions that
informed and changed writing center practice. Our
focus 1s to use these discussions to stimulate your
thoughts and goals towards developing your own
writing center. While you might be inclined to skip
the questions at the end of each section—don’t.

By answering these questions, you will be actively
creating your first writing center handbook.

I wish you the best in your endeavors and
hope that this workbook helps you to get off to a
great start. Unfortunately, we will not be able to
cover every element that you will encounter while
building your writing center. Not only will this be
an opportunity for you to problem solve, but this
will be a great opportunity for you to reach out to
others in your country or region to ask questions
and get advice. Hopefully, this will lead to a won-
derful partnership and to your development as a

member of the global writing center community.

Happy planning!
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How to Use This Workbook

Each section of this manual is divided into two parts:
background information and “Center Creation
Questions.” In the background information section,
you will find a discussion of writing center theory and
practice in the United States. You will learn a con-
densed version of the history of writing centers and
their purpose. The following section, entitled “Center
Creation Questions,” will help you analyze the back-

ground information and apply it to your own context.

All of the questions are also provided as printable and
modifiable handouts. The answers you provide will in
turn help you identify your center’s audience, needs,
purpose, and development strategy. By answering the
Center Creation Questions as you go through this
book, you will develop the core information for your
writing center handbook. Finally, a list of articles, vid-
eos, or books at the end of each section will guide you

to where you might find more information.
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WHAT IS A WRITING CENTER?

Traditional Functions of a Writing Center

Writing centers have been on college and university
campuses in the United States since the 1930s (Mur-
phy and Law 1995; Murphy and Sherwood 2011).
Originally created to assist writers who were strug-
gling to cope with academic writing, the writing center
has evolved over the past century in tandem with the
evolution of the idea of what it means to be a writer.
In the 1930s and 1940s, writing labs and centers were
used as a means to help those who could not commu-
nicate their ideas clearly and concisely through their
writing. In some cases, this was due to grammar and
spelling. In other cases, this was due to the student’s
inability to structure an argument within a paper.
During this time, students were sent to the writing lab
to sort out their academic issues.

As one can imagine, being sent to a writing lab
to work on the weakness in one’s writing so that a
test could be passed in order to graduate was not
inspiring. In his seminal essay, “One-On-One, lowa
City Style: Fifty Years of Individualized Writing
Instruction,” Lou Kelly (1980) describes the negative
emotional impact the writing labs originally had on
both the teachers and students who passed through
their doors. The obsession with writing for tests and
formulaic papers was creating the perception that
writing was a chore to labor through rather than a tool
for learning. In other words, writing was thought to be

only a skill to be mastered through rigorous practice

with grammar books and writing structures. However,
Kelly saw that students could and should “experience
writing as learning” (22). This was the beginning of a

shift in the understanding of the purpose of writing in
academia.

Murphy and Law (1995) and Murphy and
Sherwood (2011) outline the continual shift in our un-
derstanding of the place of writing in academia in their
books Landmark Essays on Writing Centers and The
St. Martin’s Sourcebook for Writing Tutors. Each book
highlights the path of exploration and understanding
researchers have taken to develop the structure of
the learning environment at a writing center. Read-
ers watch the arguments shifting from writing being
perceived as an individual act to being considered
a social act. Writing centers have evolved to match
this change in perception. The change in perception
towards social constructivism has placed a greater
influence on collaboration among peers (Murphy and
Law 1995). The impact is that consultations at writing
centers have become less hierarchical. The tutor was
no longer perceived as an authority, but as a peer. In
other words, when visiting a writing center today,
one will have a tutor who is a peer rather than a tutor
who 1s an expert in his field. This change in structure
can be culturally challenging for people coming from
outside the more individualistic cultures of the United

States and Europe.
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2 Writing Centers in Multilingual Settings: A Workbook

Writing centers in the United States and Europe
are exploring the challenges presented by cultural
differences in working with international students
who struggle to view the tutor as a peer rather than

an authority figure. There is a wide body of research

Center Creation Questions

1) What does it mean to be a writer in your
academic culture? Do students in your
institution write papers in English? If yes,
what kinds of papers, e.g., letters, summaries,
essays, etc.? Is this done alone? Is this done
with input from peers or the teacher?

2) Do you believe the tutor would be more

effective in the role of a peer, or as an author-

ity? Why?

that explores this issue. As an institution outside of the
United States, the elements that need to be discussed
In creating a writing center are the culturally embed-
ded notions of what it means to be a writer and what it

means to be a tutor.

3) Questions to ponder: If you do not have any-
one in a science department with an English
level high enough to be a subject authority on
a science topic, how will you train tutors to
work with researchers from different scien-
tific backgrounds? How will you train tutors
to work with the different genres of papers

(business, science, humanities)?

See Handout 1: Writing Center Creation Questions for worksheet.

Your answers to the above questions will help you to

define the role of the writing center and its tutors. For

a more extensive look at the body of literature sur-

rounding writing center development, read:

Kelly, L. 1980. One-on-one, Iowa City style: Fifty
years of individualized writing instruction. In

Landmark essays on writing centers. eds. C.

Murphy and J. Law, 11-25. Davis: Hermago-
ras Press.
Murphy, C.,and Law, J. eds. 1995. Landmark essays
on writing centers. Davis: Hermagoras Press.
Murphy, C., and Sherwood, S. eds. 2011. The St.
Martin’s sourcebook for writing tutors. 4th ed.

Boston: Bedford/St. Martin’s Press.
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What Is a Writing Center? 3

Writing Centers in the 21st Century: Multiliteracy Centers

The writing needs of the 21st century are much

more than the esoteric papers and essays required

of students in the 1990s. Simply looking at the

shift in marketing and social media needs over the
past decade shows the different types of discourses

in which academic institutions will need to teach
students how to work (Tapscott 2012; Hlavac 2014).
Writing now includes new methods of idea expression
and e-literacy. In other words, being a writer now

includes being able to integrate video or sound into a

document. In addition to simply integrating the video
or sound, writers will need to write the script of the
video or sound. This means that tutors will need to be
“producers who create sophisticated tools to support
students working on both digital and non-digital
projects” (Murphy and Hawkes 2011, 362). Tutors
will need to be fluent in the writing of the 21st century,
which includes working with images, video, sound,

and other technologies.

The Global Writing Center’s Expanded Role: WAC, WID, Language
Center, Research Center, Career Development Center

Writing Across the Curriculum (WAC)
The theoretical underpinnings of this program
began in the 1980s with the belief that writing 1s
learning (Kelly 1980). In WAC programs, undergrad-
uate students should have writing as a part of all their
coursework. For example, if a student is in a bioen-
gineering course, that student would be required to
write papers about bioengineering using the structure
of that specific discipline. In this case, the student
would most likely write lab reports, journal articles,
etc. The argument is that students learn best about
their discipline by writing for their discipline.
Universities and institutions that have WAC pro-
grams often use the approach called “Writing in the

Disciplines” (WID) as a means of implementing WAC.

The WID approach believes that each discipline has
a specific language and forms of expression. Because
of this, it is best for students to be trained in writing
within their discipline.

One of the opportunities that the WID approach
allows 1s for the professor to have a class tutor. The tu-
tor is typically a graduate student in the field. Having
a class tutor is ideal in that the tutor will know exactly
what has been covered in the class, what the profes-
sor expects from the students’ writing, and what the
assignments are that the students are supposed to be
working on. Students can visit the tutor at the writing

center to discuss their assignments.
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4 Writing Centers in Multilingual Settings: A Workbook

Career Development Center

Many institutions in the United States have shifted
to career development centers. These centers offer a
wide variety of programs including individual tuto-
rials, group classes, and tutorials on a wide variety of
topics. Some of these topics include CV and resume
writing, personal statements, giving presentations,
conducting research, language issues, etc. Career
development centers might also help students locate

internship programs or study abroad opportunities.

For more information on multiliteracy writing centers,

read:

Hlavac, R. 2014. Social IMC: Social strategies with
bottom-line ROI. Amazon: CreateSpace
Independent Publishing Platform.

Kelly, L. 1980. One-on-one, Iowa City style: Fifty
years of individualized writing instruction.
In Landmark essays on writing centers. eds.
C. Murphy and J. Law, 11-25. Davis:
Hermagoras Press.

Murphy, C., and Hawkes, L. 2011. The future of mul-
tiliteracy centers in the e-world: An explora-
tion of cultural narratives and cultural trans-
formation. In The St. Martin’s sourcebook for
writing tutors. 4th ed. eds. C. Murphy and
S. Sherwood, 361-374. Boston: Bedford/St.
Martin’s Press.

Tapscott, D. 2012. Four principles for the open world.
Talk presented at TEDGlobal. June 2012.
https://www.ted.com/talks/don_tapscott_
four_principles_for_the_open_world_

1Planguage=en (accessed February 23, 2016).

Center Creation Questions: Defining a Purpose for Your Writing Center

1) Which type of center seems most suitable to
use in or for your environment?

2) Poll the faculty in your institution and ask the
professors what types of assignments they
give. Do they have students create a podcast,
a video, and other forms of media as part of

an assignment?

3) Do any of the professors you work with have
to create videos or other forms of media for
professional conferences or their classes?

4) Which e-literacy skills will your center
include?

5) What training will your tutors need to master
e-literacy skills?

6) How will you ensure that your tutors contin-

ue to train in evolving e-literacy skills?
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Student Needs

1)

2)

Is there a need for students to write papers or
abstracts for subjects other than English?
Is having writing tutors for specific classes a

possibility at my institution? Why or why not?

Questions for a Language Center

1)

2)

Will your center offer language classes? If yes,
with what focus? To whom? How often?

Will your center offer workshops on common
academic writing mistakes in English? If yes,
to whom? How often? How will you choose

the topics for the workshops?

Questions for a Research Center

1)

2)

Will your center train students in research
methods? Why or why not?

Will your center have printers and computers
with access to online journals? If yes, will the

center allow students and researchers to print

3)

3)

4)

3)

What Is a Writing Center? 5

Could graduate students get extra credit or a
reduction in expenses by being a course-spe-

cific tutor if they have a good level of English?

Will your center offer handouts or online re-
sources that cover common academic writing
mistakes in English? If yes, who is going to
create | review [ pilot / post them?

Will your center offer speaking activities like
discussion clubs? Listening activities? If yes,

with what focus? To whom? How often?

online articles?
Will your center have a relationship with the
institution’s library and arrange library tours

or workshops on using library resources?

See Handout 2: Defining a Purpose for Your Writing Center for this worksheet.
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6 Writing Centers in Multilingual Settings: A Workbook

Student Oriented vs. Faculty Oriented

Who do you believe will be your primary clientele?
In the United States, writing centers are generally
student-oriented. Students from any of the institu-
tion’s programs are welcome to use the services of the
center. In most cases, the center is free for the students
to use as much as they would like during the semester.
The institution may pay for the center’s budget out of
its general administration fees, or they might charge
the student a fee as part of student services. Other
student services might include a health center, pool,
gymnasium, student council, club activities, etc.
Undergraduate and graduate students from a
wide variety of disciplines staff the centers, with a
faculty member acting as the manager. Each tutor
goes through an interview process, which includes a
writing sample, writing assessment, and face-to-face
interview component. After this process, the tutors
will frequently undergo extensive training in how to
talk to their peers and discuss the writing presented
to them. In some cases, students might take a semes-
ter-long course that teaches them about writing and
how to give feedback for course credit. At the end
of the course, or during the course as part of their
coursework, students may be required to be tutors in
the writing center. This allows the center to ensure
that there will always be tutors available. As the center
grows, center administration may find it difficult to
keep up with the consultation demand without a simi-

lar program in place.

In some cases, student tutors are not directly paid.
They may be given discounted or free tuition. In other
cases, working in the writing center is counted as an
internship. Alternatively, students might be hired as
part-time employees of the writing center.

Faculty-oriented centers have different needs.
Since the primary clientele will be researchers and
professors from the institution, it is unlikely they
would feel comfortable having a consultation with a
graduate student regardless of the student’s language
ability. In this case, the brunt of the consultations
will fall on the English Department or other foreign
language department with staff who have the ability
to consult on a research article for an international
publication. This will mean that the teachers must
be well trained in academic writing for research and
publication. This will also mean that the teachers will
be asked (or required) to work extra hours outside of
their regularly scheduled classes for free.

It is important that the faculty understand what a
writing center consultation means. Sometimes faculty
mistakenly believe that a writing center is a proof-
reading or translation service. Be sure to note in your
advertisements and on your website that the faculty
will be working with a peer who will help them to
more clearly express their arguments through a series
of questions. The center will want to make sure that
the tutors do not rewrite or translate documents for
faculty, and that all faculty are aware of international

copyright laws.
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What Is a Writing Center?

Center Creation Questions: Writing Center Orientation

1) Will you offer a student- or faculty-oriented writing center? Why?

Student-Oriented Center Creation Questions

1)

2)

3)

Faculty-Oriented Center Creation Questions

1) How many faculty do you believe will use the

2)

3)

What languages will your writing center sup-
port? Do you have English as the medium of
instruction? If so, how will the writing center
support students’ development in academic

writing in English?

Will your center offer writing center consulta-

tions for students?
Will your center offer writing workshops for

students?

writing center service?

Are there any faculty from different depart-

ments with a high level of English who would

be willing to consult?
How will you ensure that all faculty doing

consultations are able to give appropriate

feedback?

5)

6)
7)

4)

5)

6)

See Handout 3: Writing Center Orientation for this worksheet.

Who will provide the consultations for the
students? Other students or professors?
How will you train your tutors to work with
students?

Who will pay for the consultation services?
How will you advertise your services to

students?

How will you train your tutors to work with
faculty?

How will you advertise your services to
faculty?

How will you ensure faculty understand the
purpose of the writing center is to give feed-
back? How will you make sure they do not

expect a proofreading service?

americanenglish.state.gov
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STARTING AND SUSTAINING A WRITING CENTER

How to Get Administrative Support From Your University

Universities have a great challenge to communicate in-
ternationally. Establishing an English language writing
center 1s an effective and efficient strategy to help your
institution understand the criteria for global academ-
ic communication. The purpose of a writing center
is to serve the immediate needs of academics with
consultations on writing for international publication
and to provide workshops on academic writing skills
for students, faculty, and research staff. Additionally,
writing centers may be used to train faculty in best
practices for teaching writing courses, integrating
writing assignments into courses in different subject
areas, giving feedback on student writing, and learning
to teach the conventions of writing in English within
a specific discipline (1.e., Writing Across the Curricu-
lum [WAC] and Writing in the Disciplines [WID]).
The academic landscape 1s changing as universi-
ties compete with each other for the highest ranking
in order to become known as a “quality” institution.
One of the measurements of “quality” is the number
of English academic papers published in international
journals. A well-organized and managed writing cen-
ter is a key component of an administrative strategy
to establish oneself as an outstanding institution. In
addition, this system of new academic communication

methods for an institution’s language policy gives an

opportunity to create a communicative ideology to
support the internationalization process in education.

Administrative support is essential to establish a

writing center within the university structure. In order
to secure this vital support as a part of the educational
environment of educational and research institutions,
several steps of development need to be formally
addressed with institution officials.

Step One: Create a Strong Institutional Desire to Start
a Writing Center

For this step, the following questions need to be
answered:

1) Ifthe writing center receives funding, how
does this funding represent the institution’s
perception of writing centers in general?

2) What are the specific issues regarding writing
skill development that need to be addressed
(e.g., remediation of student writing skills,
improvement or development of academic
writing for publication within a specific
department, etc.)?

3) What are the goals of the writing center?
What are the institution’s language policy
goals? Where do the writing center’s goals

and the nstitution’s goals intersect?

(Cirillo-McCarthy 2014)
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10 Writing Centers in Multilingual Settings: A Workbook

Answering the questions in Step One helps define

the role of the writing center within the institution
and how this role supports and enhances the institu-
tion’s language policy. Through brainstorming

with key center developers and eliciting survey
responses to Question 1 and Question 2, the writing
center administrative leadership can develop an evi-
dence-based “story” to influence a variety of potential
funding sources and networks of support for the start-
up of the center (Cirillo-McCarthy 2014). Answers to
Question 3 are valuable for identifying specific ways
the writing center can support other departments’
programs to help the institution achieve its strategic
goals. For example, if one of the institution’s goals is to
increase publication of papers and abstracts in a spe-
cific department, the writing center can approach the
department’s administrative leadership and academic
staff to outline how the center can help the department
achieve its goal (Cirillo-McCarthy 2014). The same
idea applies to the university leadership. The short-
term and long-term plans of the writing center can be
presented to the institution’s administration to garner
support. This is especially helpful when special care
has to be used to convince university leadership that

they should fund the writing center.

Step Two: Complete a Needs Analysis
A needs analysis is a formal process of describing
problems and identifying possible solutions. It helps
to define writing center policy and create a business
plan. A needs analysis helps to identify the com-
ponents of the writing center by outlining what the
expected audience needs. Completing a needs analysis
1s a crucial step that should be done as part of the
planning process.
The following pre-planning questions need to be
answered as part of the needs analysis:
1) Whatis the writing center going to be called?
2) Where is the writing center going to be?
How big will it be?
3) How many tutors will you have? How many
hours will each tutor work?
4) How many administrators will you have?
How many hours will administrators work?
5) What will be the writing center’s hours of
operation?
6) What resources will you have access to?
7) What types of services will you offer (in the
short term, mid-term, and long term)?
8) What won’t the writing center do?

(Lee 2015)
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Starting and Sustaining a Writing Center 11

Below is a sample needs analysis created by the Samara Academic Consultancy Center.

Needs Analysis Questionnaire

Dear colleagues,
We would be grateful if you could answer the following questions. This will help us to offer

English courses that meet your needs and level of proficiency. Thank you.

1) Name, surname:
2) Circle a category: researcher, teacher, administrator
3) Department you work for:

4) Identify your needs. Please put a check (v') in the two columns, where appropriate.

| WOULD LIKE to

| CAN understand | A. Listening P —

1) general English in such situations as in the street, at the
airport, socializing with colleagues, etc.

2) lectures and presentations in my field of study
3) official discussions and negotiations

4) listening texts from electronic resources: audio and
video recordings, webinars, Skype conferencing, etc.

5) other (write down)

| CAN read B. Reading :Q/;/SULD LIKE to

1) business emails

2) personal correspondence

3) research articles and books in my field of study
4) magazines and newspapers

5) novels and stories

6) internet resources: blogs, forum posts, etc.
7) instructions, official orders

8) reports

9) manuals

10) curricula and syllabi

11) abstracts

12) reviews

13) official announcements

14) other (write down)
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| CAN C. Speaking | WOULD LIKE to

1) socialize, discuss everyday situations

2) discuss professional topics

3) give lectures in English

4) make conference presentations in my field of study
5) take part in formal discussions and negotiations

6) talk on the phone, Skype

7) other (write down)

| WOULD LIKE to
write

| CAN write D. Writing

1) formal letters

2) emails

3) CV/resume

4) reports

5) abstracts

6) summaries

7) reviews

8) research articles

9) media posts: blogs, forum posts, etc.
10) instructions, orders

11) research reports

12) manuals

13) syllabi

14) announcements

15) calls for papers / conference programs
16) texts for a public presentation / lecture
17) grant proposals

18) other (write down)

5) Circle how many hours per week you would like to spend studying English.

1 3 5 more

Thank you. We look forward to seeing you at our English workshops.

See Handout 4: Needs Analysis Questionnaire for this document in an editable format.
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Starting and Sustaining a Writing Center 13

Step Three: Create a Strategic Plan

A business plan includes the goals of the writing
center and a plan of action to reach those goals over

a specific period of time. The elements of a business
plan are: program goals; communication strategies;
action plan strategies; and required administrative and
financial (i.e., budget) support to achieve program
goals. The most effective plans are written by key staff
who are engaged in developing writing center work
and who are familiar with potential administrative
concerns or problems within the department and the
institution. Defining problems and giving potential
solutions as part of the business plan’s action strat-
egies may effectively answer administrative officials’
concerns and result in approval and support.

Clearly defining specific action steps or policies
related to financial issues is a very important step
toward getting the administrative support needed to
fund the start-up of a center and to sustain the center
once it is established. The business plan should
include financial information and an action plan
needed to achieve the overall goals of the writing
center. Issues to be addressed include the following;:
how many positions are going to be in the center; how
tutors will be paid; how the Center Director will be
paid; and how any administrative support staff will
be paid. For example, tutors may be paid for each
hour of consultation and workshop presentation and
for the preparation time required to perform these
duties. The Center Director may have a fixed monthly

salary for administrative work that includes managing

communications, administrative duties (e.g., commit-
tees, long-term planning, human resources manage-
ment, collaborations, etc.), and financial duties. An
Office Assistant may be paid a monthly stipend with
set hours to handle administrative duties (e.g., forms,
calendars, appointments, reports, copies, budget
requests, etc.). Support duties that can be divided be-
tween tutors and student assistants need to be defined,
including the time required to complete the responsi-
bilities. Other financial issues to be included are soft-
ware and computer requirements; publicity costs (e.g.,
flyers, videos, etc.); office and copy supplies; materials
and equipment; orientation and ongoing training; and
professional development costs.
Step Four: Develop a Staff Training Plan
At the start-up of a writing center, tutors may have
various levels of language and writing proficiency.
This information should be determined as part of a
tutor-specific needs analysis and should be used to
budget for training needs as part of the business plan.
For example, the teachers who volunteered to be
tutors at the Samara Academic Consultancy Center
wanted workshops on writing abstracts. A series of
workshops were created to help them master the
structure of an abstract and reading the guidelines of
ajournal to ensure the tutee was writing in the correct
style for the academic journal.

Start-up and subsequent budgets should include
expenses related to orientation for new staff and any

individualized training that is needed.
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14  Writing Centers in Multilingual Settings: A Workbook

Additional training and professional development
needs that should be included in budget preparation
are departmental, local, regional, national, and/or in-
ternational workshops (e.g., registration, presentation,
travel expenses) and ongoing staff training during the
semesters.

The following sections include needs-analysis
process information, forms and instructions, and

examples of administrative position descriptions.

Cirillo-McCarthy, E. 2014. Kairos & stasis in writing
center administration. Academic Exchange
Quarterly 18 (4): 1-6. http://rapidintellect.
com/AEQweb/5530z4.pdf (accessed March
20,2016).

Lee, A. 2015. Writing center administration. Presen-
tation for United States Speakers Program on
Writing Center Development at the National
University of Kyiv-Mohyla Academy, Kyiv,
Ukraine.

Defining Your Audience: Client Profiles, Client Needs

As you have worked through this workbook, you

have been actively defining your client profiles and
needs. In this section, you will work on putting all the
pieces together. One of the best ways to begin defining
your programming is by looking at the needs of your
expected audience. A simple needs analysis can serve
two purposes. First, it will define how your target au-
dience uses writing. This will allow you to choose the
best programming to support your audience. Second,

a needs analysis can be used as a tool for academic

Sample Needs Analysis: Faculty
The following is a sample letter explaining the pur-
pose of your needs analysis to the faculty that will be

participating in your survey. Again, feel free to change

community engagement. When you involve the com-
munity in the creation of the writing center, they are
more likely to use it. Firstly, this strategy helps inform
the community about the creation of the writing center
and what its intended purpose will be. Secondly, as
the community gives feedback, they feel that they are

a part of the creation process and may be more likely
to pay attention to the opening of the writing center so

that they can pay it a visit.

or alter the forms to suit the needs of your specific
institution. The actual needs analysis created follows

this statement of purpose.
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Please read the following information carefully.

Survey takers: The survey will be used to gather
information about the writing needs, both perceived
and actual, of the Kyiv-Mohyla academic community.

The English Writing Center (EWC) at the English

Department will use the information gathered to
define the goals and scope of the EWC. This writing
center will serve the needs of the academic community

by providing:

Students Faculty (All academic staff)

* one-on-one tutorials

* workshops in academic writing (including ESP)
* workshops in avoiding plagiarism

* workshops in creative writing

* workshops in application essentials

* workshops in business essentials

* workshops in research writing essentials

* other resources as determined by the survey

Signing this form implies that you have read and
understood the purpose of this survey and how the
results will be used, and it expresses your agreement
to allow your answers to be analyzed and included for

research purposes. We need you to sign your name

Surveyors:

e Make certain that the survey respondents
have read the information sheet about the
survey.

e Answer any questions they might have about

the survey itself or its outcome.

Printed Name Signature

Email and/or Mobile

* referrals for students to work on faculty-specified
issues in their writing

* exercises on writing and grammar

® resources on writing structure and grammar

* workshops on topics that include: plagiarism,
summary writing, integration of quotations, and
learning strategies

* workshops tailored to instructors’ needs

to prove that you actually took the survey so that it is
valid for data collection for research purposes. Once
you have signed the form, you will be given a survey
with a number, and your name will not appear on any

data analysis or reports.

*  When giving a survey, remember to write the
number of survey respondents next to their
names on the registration form. It is crucial that
you have correctly entered in this information

so that the results may be processed.

Can we contact you

with further ques-
tions? Circle Yes or No

Eve Smith Eve Smith

important@yahoo.com
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The following example is of a needs analysis that ~ pile the results yourself. I recommend using either

was developed at the National University of SurveyMonkey or Google Forms and sending the
Kyiv-Mohyla Academy by the members of the Writ- survey out by email. The responses will be automat-
ing Center Development Committee. While your ically recorded, and you will just need to analyze the
institution may have a different audience for the results and decide how to use the information. In
writing center than Kyiv-Mohyla, you may find that other words, email saves an extra step. However, your
adapting some of the questions will meet your needs.  faculty may not be used to email. Some may not even

Take into consideration how you will collect have an email account. In that case, you may wish to
this information. Will you have a printed form that ensure that all faculty are participating by sending out
the faculty can fill out? If yes, you will have to com- a paper survey.

Faculty Writing Center Questionnaire

Personal Information

Your native language: Years of teaching experience:

The name of the academic area in which you mainly teach:

Level of students you generally teach:

General Questions on Writing in English in Your Program

We invite you to give feedback in Question 9 if you feel that there was any writing item missing from the survey.

1) Do your students have to write assignments or papers in English (circle):

yes no
1A. Ifyes, estimate how many papers your 1B. Students have the choice to write
students wrote in English the previous in their first language or in English.
term._ (circle)

yes no
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2) Last semester, how many written assignments (letters, essays, papers) on average in English did

students submit for grading during a Bachelor study program in your field?

None 1-3
[] [1]

4-6
[]

7-9
[]

10 or more

[]

17

Not Applicable

[]

3) Last semester, how many written assignments (letters, essays, papers) on average in English did

students submit for grading during a Master’s study program in your field?

None 1-3
[] []

4-6
[]

7-9
[]

10 or more

[]

Not Applicable

[]

4) On average, how many hours a week do you think your students should dedicate to writing to succeed

in your course?

[] |

[]

[ Nome | 13 | 46
| [] |

5) Which of the following do your students write in your course?

1
Never
Notes during lectures [ ]
Seminar papers (on theoretical or empirical [ ]
topics)
Research papers

Personal reflection papers
Technical reports
Summaries

Paragraphs

Internship reports
Proposals

Essays

Narrative or expressive texts
Abstracts

Formal letters

Others (please list)

L T s B s T e T e T e s T s T e, T s B e B s B s B e B s B e |
—_ e e e e e e e e e e e e e

10 or more
[] | []
p 3 4 5
Occasionally | Sometimes | Often | Very Often

[] [] [] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [] [ ] [ ]
[] [] [] []
[] [ ] [ ] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [] [] []
[] [ ] [ ] []
[ ] [ ] [ ] []
[] [] [] []
[] [] [] []
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Importance of the Competencies in Academic Writing

6) What is most important to you when your students write a paper for a grade?

Rate the following from 1-9, with 1 being most important and 9 being least important.

Finding the relevant literature about a topic

Planning the writing process

Understanding and reflecting on research methods

Structuring a paper

Summarizing research sources

Writing process itself

Using the right terminology for English for Specific Purposes

Revising a text to make it grammatically correct

Revising a text for the right word choice

7) How competent are your students in the following?

P 3 4
fairly average competent
competent | competent | competence

Supporting one’s own point of [ ] [] [ ] [1]
view
Interpreting research findings [ ] [] [] []
Integrating research findings [ ] [] [] []
Referring to sources [ ] [] [ ] []
Dealing critically with a subject [ ] [] [] []
Expressing one’s views precisely [ ] [] [ ] []
Inserting and integrating tables, [ ] [] [] []
graphs, and charts in a text
Writing bibliography cards [] [] [ ] []
Writing a reference list [] [] [] []
Avoiding plagiarism [] [] [] []
Discussing previous research in [ ] [ ] [ ] [1]
the field
Writing a stylistically appropriate [] [] [] []
paper
Using an effective writing process [] [ ] [] []
(outlining, first draft, etc.)

americanenglish.state.gov
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2 3 4 5

fairly average competent highly
competent  competence competent

[]

[]
[]
[]
[]

Keeping to a writing schedule [ ] [ ] []
Considering the audience
Accurate word choice

Developing flow in the paper

—
L T s T e N e I |
—_

Editing the paper for mechanics,

punctuation, etc.
8) Ifworkshops were offered for free to help students develop study competencies, rank the order of
importance for each competency (1=most important, 9=least important).

a) Discussing in class

b) Organizing group-work efficiently

¢) Giving an oral presentation

d) Academic writing

e) Peer editing

f) Using technology-aided tasks (PowerPoint, Word, PDF, etc.)

g) Reading and understanding academic texts

h) Note-taking during lessons

i) Avoiding plagiarism

9) Is there anything that you would like to mention about your classes that you feel was not already
mentioned or addressed in this survey?

See Handout 5: Needs Analysis for Faculty for worksheet.

Faculty-Oriented Center Creation Questions

1) Who is your audience? 6) What technical skills will your tutors need to
2) What are the needs of your audience? have?
3) What kinds of writing can your tutors do? 7) What is the mission of your center?
4) What kinds of writing will your tutors need 8) What would your center like to offer clients in
to do? one year?
5) Will your tutors offer online consultations? 9) What would your center like to offer clients in
two years?

See Handout 6: Faculty-Oriented Center Creation Questions for worksheet.

americanenglish.state.gov
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ADMINISTRATION

Director

| | |
Office Technical

. . Tutor
Assistant Assistant
Event Workshop Social Media
Coordinator Manager Coordinator
Example Administrative Positions
Director
The Samara Academic Consultancy Center (SACC) position’s primary responsibility is ensuring organiza-

Director will be responsible for report entry, managing  tional effectiveness by providing leadership for the or-

the organization, helping and creating organizational ~ ganization’s human resources and financial functions.

and program budgets in collaboration with the XXX Working with the Technical Assistant and Office

Director, and other miscellaneous tasks. Assistant, the position contributes to the develop-
Reporting to the XXX Director and serving as ment and implementation of organizational strategies,

the Chair of the SACC Development Committee, this ~ policies, and practices.

americanenglish.state.gov
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Responsibilities:

Improve the operational systems, processes,
and policies in support of the SACC’s
mission—specifically, support reporting and
organizational planning

Manage and increase the effectiveness and
efficiency of the Technical Assistant and
Office Assistant, through improvements to
each function as well as coordination and
communication

Play a significant role in long-term planning,
including an initiative geared towards
operational excellence

Oversee overall planning, reporting, and
management of human resources

Manage and create SACC budget in
coordination with the XXX (i.e., Human
Resources or Accounting)

Develop and implement tutor-training
strategy

Organize fiscal documents

Attend regular meetings of SACC
Development Committee

Provide tutor observations and feedback
Drive initiatives with the team (Assistants and
tutors)

Ensure procedures and policies are followed

Writing Centers in Multilingual Settings: A Workbook

Qualifications:

Commitment to academic expression

At least 4 years experience teaching English
Strong background in academic writing
Experience in public speaking

Excellent computer skills and proficient in
Excel, Word, and the use of Google Drive
Excellent verbal and written communication
skills

Demonstrated leadership and vision in
managing staff groups and major projects or
Initiatives

Excellent interpersonal skills and a
collaborative management style
Demonstrated commitment to high
professional ethical standards and a diverse
workplace

Basic knowledge of university system and
compliance implications of SACC

Excels at operating in a fast-paced academic
community environment

Excellent people manager, open to direction,
and welcomes a collaborative work style
Commitment to get the job done

Ability to look at questions from several
points of view

Delegates responsibilities effectively

Demonstrated problem-solving skills
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Office Assistant

The Office Assistant will manage the schedule, com-

municate consultation needs with the tutors, compile

reports and budget requests, and work with the Tech-

nical Assistant to ensure publicity of scheduled events.

Responsibilities:

Manage consultation system: check
consultation form for consultation requests,
communicate with the tutee to create a
reasonable time for a consultation, collect
documentation from the tutee (her writing,
journal requirements, 1 or 2 previously
published articles), inform the tutor of the
consultation, provide tutor with documents
from tutee either by email or by printing for
the tutor to collect 1 day before the
consultation, call and email tutors to inform
them if a client cancels, ensure release form is
signed by tutee and filled with tutee’s
information

Communicate special activities to Technical
Assistant by writing and sending a short
advertisement to appear on social media
Make sure there are copies of release forms
ready for tutees who are coming to the center
for the first time

File all documents related to consultations in
folder on computer and as a hard copy

Keep track of paper usage and printing

Administration 23

Reporting to the Director and serving on the SACC

Development Committee, this position’s primary

responsibility is ensuring the smooth day-to-day func-

tions of the center.

Maintain workshop files and confirm a
workshop if enough participants request one
Organize all activities for the SACC

Submit budget request for office supplies or
travel vouchers

Manage grants

Qualifications:

Excellent computer skills and proficient in
Excel, Word, and the use of Google Drive
Excellent communication skills, both verbal
and written

Demonstrated leadership and vision in
managing staff groups and major projects or
Initiatives

Excellent interpersonal skills and a
collaborative management style
Demonstrated commitment to high
professional ethical standards and a diverse
workplace

Problem-solving skaills

Proficiency in working with PCs

Detail oriented
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Technical Assistant
The Technical Assistant will provide technical sup-
port to users and staff.

Reporting to the SACC Director and serving on
the SACC Development Committee, this position’s
primary responsibility is ensuring the organizational

effectiveness of SACC by providing technical services

Responsibilities:

e Communicate the operational systems,
processes, and policies in support of the
SACC’s mission on the website and social
media

*  Manage and increase the effectiveness and
efficiency of the registration system, website,
and social media accounts

*  Create and post social media campaigns for
events sent by the Office Assistant. Add
photos to events and publish across all social
media platforms

e Create or identify programming that can host
a MOOC tutor-training program

*  Assist in technological implementation of
MOOC tutor-training program

e Maintain MOOC tutor-training program by
researching and answering questions,
troubleshooting problems, and providing
technological implementation of program

* Attend regular meetings of the SACC
Development Committee

e Communicate all the SACC activities on

social media (blog, Twitter, VK, FB, etc.)

to users and staff.

Working with the SACC Director and Office
Assistant, the position contributes by researching and
answering questions, troubleshooting problems, and
maintaining the website, Google Drive, and social

media accounts.

e Improve system performance by identifying

problems and recommending changes

Qualifications:

*  Excellent computer skills and proficient in
Excel, Word, and the use of Google Drive

e Ability to manage and create a social media
campaign

e Ability to manage and create MOOC
courses on platforms such as Moodle or
Blackboard

¢ Excellent communication skills, both verbal
and written

e Demonstrated leadership and vision in
managing staff groups and major projects or
Initiatives

e Excellent interpersonal skills and a
collaborative management style

e Demonstrated commitment to high
professional ethical standards and a diverse
workplace

e  Problem-solving skills

*  Proficiency in working with PCs

¢ Detail oriented
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Tutor

The tutors will have at least 2 consultations with

clients every week. In addition, the tutors will be asked

to create and prepare workshops for a mini confer-

ence for academic staff and students every semester.

If enough participants sign up for a workshop, tutors

Responsibilities:

Check in with OA to confirm weekly
consultation schedule

Immediately call and email the OA ifill and
unable to attend consultation

Review client’s documents in advance of the
consultation

Ensure client fills in a release form

Provide an hour-long consultation for each
client

Ensure that the feedback needs of the client
are met

Create workshops and materials

Give workshops

Participate in a mini conference as a speaker

every semester

Those who meet the above criteria will be invited to

apply for a position as a tutor by submitting a sample

Administration 25

may give a 45-minute workshop in place of one of

their consultations for that week. Reporting to the

Office Assistant (OA) and Director, this position’s

primary responsibility is working with clients on their

writing skills.

Qualifications:

Proficient in Word, PowerPoint, and the use
of Google Drive

Problem-solving skills

Proficiency in working with PCs

Ability to maintain composure and
diplomatic skills in a tense environment
Excellent interpersonal skills and
collaborative nature

Demonstrated commitment to high
professional ethical standards

Ability to work as a team player

Ability to write in English and first language
Ability to coach using the concepts of
Positive Psychology

Has completed tutor training, or will
complete tutor training within the first

3 months of employment

Preferred—a publication in English

of their writing and signing up for an interview, writing

assessment, and mock tutorial.
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Center Creation Questions
1) What are the administrative positions that 2) Ifyou decide to use the above descriptions of
your writing center should have? Why? writing center staff, what would you add to

the responsibilities or qualifications?

americanenglish.state.gov
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SETTING UP YOUR ONLINE PRESENCE

Once you have figured out the physical presence of
your writing center and met its needs (i.e., comput-
ers, printer, library, etc.), it is time to consider your
online presence. Most of your online presence will
be determined by how much money and/or techni-
cal knowledge you have to create a website. If you
are flush with money, you might hire a web designer
to create a website that fits your goals and 1deas for
the writing center’s online representation. This is an
ideal situation, and in this case you must only make
sure that the website and scheduling and evaluation

software are manageable by the tutors or admin once

How to Set Up Gmail and Google Docs

1) Put gmail.com in the browser address bar.

[ Chrome x

¢ ) gmail.com|

9, gmail.com - Google Search
[ https://mail.google.com/mail/u/0/#inbox
[ https://mail.google.com/mail/u/0/#inboxs

[ https://mail.google.com/mail fu/0/2inboxs

created. In other words, avoid creating a website that
is high maintenance and requires the constant atten-
tion of a specialist. The tutors and admin should be
able to manage the website.

For many of us, we may struggle to get the support
of our institutions and may only have funding for a
designated writing center space. If that is the case, we
are still immensely lucky to have many free programs
on the web that will house our websites. In the next
several pages, you will find step-by-step descriptions
of how to set up your website and social networking

systems for free.

2) The authorization window will open.
Google

One account. All of Google.

Sign im to continue to Gmail
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3) Ifyou do not have a Google account, you should tap on “Create
account.” If you do have an account, just sign in. Ehasisa o o
Craate 3 pas swoed
After tapping on “Create account,” you are redirected to the
Confem your padyeand

page “Create your Google Account,” where you should fill in all

necessary information. Bthedey

Tap on “Next step” and confirm your account.

After receiving the confirmation, your account is created! e L

Przrew pons've rasl & soltaal
Ship P veribzason (phong werifoassn may b

U]
I
].l'.|' li_ E.EE
Type the bext:
& B
Lexcaiicny

Banin Bosmi i

1 32000 0 P8 oS Tem of aneoe B0l

Fraasy Podsy

4) Google redirects you to your homepage.

-
Access apps, check nobdicabons, and edi
pour accoury .
L.

Welcome!

GMBABL * @
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5) Ifyou tap on the red circle in the upper-right corner, you can edit your account information or change

6)

your photo.

If you tap on the square, which
contains nine other squares,

in the upper-right corner, the
menu of Google Apps will
open. Here we can see the most
usable apps. If you want to see
others, you should click the

“More” button.

©

My Account

c

Search

°c0
7o

Maps

oD b M

YouTuhe

¢

Drive

B

Translate

americanenglish.state.gov
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7)

Tap on the Gmail icon to enter mail.

When you first open your mail, you will see a short guide on how to work with it and then how to

organize your account.

S
AC g Crambe @ Lim B b v Gimall @ Gl Gimudl foor mmesbills
10%

Chadie & theme Impan centact and mal Changs profle imaigs
Sehup progress

0GR %) of 95 GN usad

Bt

8)

In a few steps, you can learn how to use

Gmail, get a mobile app, choose the theme,

and explore many other features. If you click

on “Learn how to use Gmail,” a help con-

sole will appear where you can learn how

to organize your inbox, find messages, start

emails, send photos, set up auto-replies,

change your inbox style, and more.

TRITES - Privacy

Gmail Help

Gmail tips & tricks

£ Starl with the lips that are righi for you, and work
your way up o becoming a Gmail master.

| M Level 1 = Just started using Gmail
Organize your inbox, find messages,
and more.
M Level 2 - Gat more out of Gmall
Star emalls, send photos, and more.
r.t,%-.___‘i Level 3 = Advanced tips

Set up auto-replies, change your Inbox
slyle, and more.

Level 4 = Become a Omail master
e kurhuard shio lewls, share flle-.:,

ar:d ITICHE.

Was this article helpful?
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9) The mail menu contains the
following elements:

* Inbox folder (contains all
received messages);

e Starred folder (contains
messages which are marked
with a yellow star);

*  Sent Mail (contains all sent
messages);

*  Drafts (contains messages
which are not sent yet);

e Labels (you can create labels
to manage your mail);

*  Hangouts (voice or video

chats).

Setting Up Your Online Presence 31

Gmail - T C

COMPOSE

Inbox (1)
Starred
Sent Mail
Drafts
0GB (0%) of 15 GB used
Less « Manage
Important
Chats
All Mail
Spam
Trash

Categories
Manage labels

Create new label

I.ﬁexamle Q,

Mo recent chats
Start a new one
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10) To create an email, just click

Mew Mirssage

“Compose.” A new window appears To |
for typing a message. In the field
“To,” write the email of the address-
ee, and in the field “Subject,” write
what the letter is going to be about.
Also, you can add files (from your
hard drive or the Google cloud drive),

links, photos, and emojis.

When you have finished the letter,

just tap on “Send.” n ! ¢ @ > & L]
11) The next step of our guide is on how to use
_ _ Google

Google Drive. Cloud starts with 15 GB of

free Google online storage, so you can keep & Drive My Drive

photos, stories, designs, drawings, recordings,

videos—anything. Learn more at https://www. “ el

youtube.com/watch?v=jWvKAYKInnM. B MyoDrive <
& Shared with me

Google Drive contains: =
a4 Google Photos

* My Drive (all that you create or add to E  cetting started

your drive); L
e Shared with me (all Docs that w Swmed

somebody has shared with you); B Tash
*  Recent (Docs that you opened

0 bytes of 15 GB used
recently);
. = lpgrade storage
e Starred (Docs that are marked with a o

yellow star);

* Trash (deleted Docs).
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12) Ifyou want to create a folder, upload

13)

a file, upload a folder, or work with

Google apps (Docs, Sheets, Slides,

Forms, etc.), tap on “New” and choose

what you are going to do.

Google Docs 1s a word pro-
cessor. It is like Word, but
you use it online. You can
create a Google Doc and then
download it as a Word file,

and it works the same the

Setting Up Your Online Presence

& Drive

Faldur

File uplaad

Falder upload

Boogle Dot

EE Be B

Google Sheets
Gongle Sldes

Klors

= Upgrade storge

Wly Drive «
- - T—
.
fing started
7 B ceogle Feems
B Google Drawings
n Google My Maps

+  Gonrect more apps

i,
wle G
¥ [ =] I
e
% e

[ « TSR
OO Gt pharmaiie brk

e W

B e
w ks + el atre

other way—you can upload a Word file to the Drive and convert it into a Google Doc.

As you can see, the Google Docs interface looks like Word. It 1s less functional, but it has some unique

features nonetheless. To rename the document, just tap on “Untitled document” on the upper-left

corner and enter the name you prefer.

One interesting thing is that all changes that you have done save automatically if you have an internet

33

connection, so when suddenly the electricity blacks out you may be sure that all information is saved.

Another useful feature is Comments. You can add comments to the text, mark them as solved, or reply

to the comment. Gmail informs you about all comments added by other users.
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Also, Google saves the history of the document. To access it, tap “All changes saved in Drive.” You can

see when and what changed in your Doc, and you can even restore an old version of the document.

All these functions work with Google Sheets, Slides, and Forms, too.

Uintted gocument ) il e
Fils O@ Wiew imon Fowor Thol Tabis Addass  Felp . & iead i Debva Corvemnln =
L B A T S = I = . " - 8 F Uy A-col EEEE ¥ F-=-FF & F T R -
] o

o, 1

& [ o2 o

=

L

The most interesting feature in Google Docs 1s collaboration. You can work in Google Docs with your
colleagues or friends at the same time. To organize this work, you just need to share your Doc with

other people—tap on “Share” on the upper-right corner.

LessonPlanZdma® .docx ] g DL Joma cam =
Fie P Veu lwmeai Fowsl Tob Tabls Addsss Help ani sl - IR A Cammaary
LI T Y moman < T e < W o= BfUA:-wH EXEISE F- E-E-O@ K Fa %

Lexzeon plaw & Maorins Voraming

_,J Title: Bdeutify the Suspect
Studemis: Fanl-yen Law studenls

A menu with options will

. Share with others Get shareable link | o2
open. You can add people via
. . Peapln
their Google account and give ik
- Mapvmia Bopor # Can odit -
them access to edit, comment, W vepe Bt o
. ¥ Can adit
or view your Doc.
Can commant
Can view

n Cancal duby anicd
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If you tap on “Get shareable Share with others Gl shareabie Enk a

link,” another menu will open,

Link sharing on  Lisam mare

where you can give access to Aryoene with the link can view = Copy link

everyone via URL (to edit, o Ty S

comment, or view your Doc), SO y ) .
Ammyone with the link can edit

your coworkers are not required Anmyona with the link can comment

to have Google accounts. +  Anyone with the link can view

Marn
If you tap “More,” another menu Link sharing
will open, where you can give & On - Public on the web

Anycine o the Ingrmnal can nd and atceas No SQn-in requirsd

access to everyone on the inter-
a & On-Anyong with the link

net (rights to edit, comment, or " Bmyone who has the Ink can scpaes oo o sk
Can edil
1 ., O - Spacific: people
view your Doc), SO anyone can = el ol oy
find and access your Doc with- «  Can view
out signing-in to Google. Aceess Amyond (no signdn required) | Can view il

Hobe: Bems with any link shanng op¥en can sl e published o e web, Leam more

ﬂ Cancel Leam more about link sharing

As you can see, there are lots of variations for collaborative work, so you can make this process more

flexible. You can share Google Sheets, Slides, and Forms, too. The procedure is the same.
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Also, you can share any files & Drive My Drive: =

or even folders on your drive pare T -

by right-clicking the fle or the g mere [

. . N A ) o tpenwh 3
folder. The option menu will o B Sumgu =
Gaageitatan | "2 Shire
'ﬂ' Lenscria e
open, where you can share the “Ln o R
. B iessoru B e me
file, move it, mark as starred, Stanss )
e B W Aok siar e
rename, download, remove, = F pp— b
Uitz i me
440 KB ol 18 08 usod B rwars
etc. W i s [ = QT -
oo B el
B pownlsad
i Rereee

14) Google Sheets is a spreadsheet application. It is like Excel, but you use it online. You can create a Google
Sheet and then download it as an Excel file. The same procedure works the other way—you can upload

an Excel file to the Drive and convert it into a Google Sheet.

As you can see, the Google Sheets interface looks like Excel. There is one interesting function—chat. You
can see the “Chat” button on the upper-right corner before “Comments,” so if there are some people

working online at the same time they can chat with each other in the Sheet.

Linfiray apea saahasl [ —
Fie bl Ve oot bowsd Dol fesk  Addenn  Help W Comamia m

& AP 1w o e s L] - B F & A L-—— Bl s WEYT-I-

i & & 5 ] ¥ a W 1 N = & -

=
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15) Google Slides is a presentation program. It is similar to PowerPoint, but you use it online. You can create
Google Slides and then download it as a PowerPoint file. The same procedure works the other way—you
can upload a PowerPoint file to the Drive and convert it into Google Slides. As you can see, the Google

Slides interface looks like PowerPoint.

Linttiod prosaniation

Fie EM Vier Foed ik Feral AR ok i Hely

- B (DG - W e, nap T, | —

" - I B

(ELLR MR L]

J Click to add title

Click to add subfitle

16) Another interesting Google program is Google Forms. This app helps to create custom forms for sur-

veys and questionnaires. Google Forms gathers everything in a spreadsheet and analyzes data right in

Google Sheets.

Tap “New” - “More” - “Google _ s

Forms” to create a GForm. Falder ing strted
! Eile uplead sonPlan2dralt docx
J B3 Folder upload sonPlan2drail.docx
n Googhe Docs
B coogleshosts

tled document
Google Slides

Mo ' Google Forms

Google Drawings

imm  Lipgrade storage

Google My Maps

+ B B @l

Connect maore apps
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Tap “Untitled form” to rename

your form.
Untitled farm

If you want, you may add the

[PrE T e, e

description of the form, where e

nom<sa

you can explain to the respond-

ers your expectations.

Tapping the palette on the
upper-left corner opens a menu
with colors you can choose to
add to your form. If you tap on
the picture icon on the lower-
right corner, a new menu with

themes will open.

americanenglish.state.gov
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You can choose a theme that

suits your style or upload your Seloct Themo

Work and School

own photo or logo by tapping

Fntiriess

“Upload photos.” I

Frmd e g

Hight ot
Spady and garies
Ly

b

Tapping the eye icon in the middle of the icons

helps you preview your form.

To the right of the preview button,

you can see the “More actions” Settings

button, which looks like a cogwheel.

If you tap the cogwheel, a settings

menu will appear.

You can choose different options here
and change messages for responders
on the confirmation page (this page
opens to responders, after they answer

all the questions).

You can also add a progress bar of
answers to the form or even shuffle

the order of questions.

D Can submit anly 1 respanse (requires lagin)

Confirmation page

Messane for reapondents

Ehoww reapandenta a link to:
Submit another response
D Edit their response

D See summary of responges a

Fresentation options

CANCEL SAVE

americanenglish.state.gov
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On the right part of the form, you

can see the menu for editing your

form.
@
T'r Add title and description
z
n Add video
= Add section
If you tap on “+” a new ques-

(®) Muhicle dhaice

tion will be added. There are

different types of questions: Bl
o 40 OTHER
¢ Short answer;
e Paragraph; B B segaee

e Multiple choice;

e Checkboxes;

e Dropdown;

¢ Linear scale;

e Multiple choice grid;
¢ Date;

e  Time.
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To send your form, tap “Send” on

the lower-right corner.

You can send your form via email or
by the link, or upload it to your blog
or site using HTML.

Send form
Sond via ﬂ
Email

Subje

Meisage

|:| Include form in emal

Agdd collaboradors

CANCEL

SEND

If you tap on the three vertical points to the

right of the SEND button, a menu of the form

will open, where you can add collaborators.

a2

{>

americanenglish.state.gov

Make a copy

Maove to trash
Get pre-filled link

Print

Add collaborators...

Script editor...

Add-ons...
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RESPOMNSES
You can see a summary of all | =
responses or view individual 3 responses
responses. N oo |
You can also create a spreadsheet
. @ Doton 1
with responses. )
How to Set Up a Website
1) To create your site, choose Sites in the [ € |8 i e goaiecom.
oogle Apps menu (the square, whic g
Google App (the square, which Google
contains nine other squares, on the e
upper-right corner - “More” - “Even ]
[N IS ST PSR SRS [ W S— f—

more from Google” - “Sites”), and a s
new tab with the Sites menu will open @
(https://sites.google.com/). @

To create the site, tap “Create.”

americanenglish.state.gov
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2) A menu with site settings will open,
where you can name your site, select a

template, and choose a site location.

Note on the template: If you decide to
use someone’s template, all information
from the template will be automatically

created on your site. Don’t forget to

clear all.

Note on the location: The location will
be created automatically, but you can
change it, e.g., 've decided to name my
site “Example,” but location https://
sites.google.com/site/example is not
available because this URL already
exists. So I can add some numbers or
letters to the URL without changing the

site’s name.

After finishing all the steps, verify that
you are not a robot (spam protection),

and tap on “Create” on the top of the

page.
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Select a template to use

Seccer team O

Classroom site O

Blank template

Marné your site

Example

Silar bocalion - LIRLS can an # the folowing characien” 4-7 a7 09

hitpacisites.goog ke.comisie’ | W

The lecation you have chosan is not available. Leam more

Cancal 8

Select o templsle 1o use:

Soccer eam Q

Classroom sile Q

Blank templale

Mame your site

Example

Site kocation - URLs can anly use the following cha

nTtpELBies. goog e com sital l:"!'i'd-lllpl 3311
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tion, tap on the “pen”icon

The Home page of the site is created automatically. To edit, rename the page, and fill it with informa-
* C &k

wELgeeghecom
[ e T

Home .

L L

L e
T \
Example ey |
o Home

\
Tap ro edit page

1
| II
B
kh
it

1
1
Tap to create page

Tap to open
J

mﬁ

it Eemi

3) The interface of the editing page is almost the same as Google Docs. To rename it, change the present

Dakte Lisd el

name to a new one. To add information, start typing in the window under the page name.
Home

Horws

Ahpa

Example

Rt cade
Home

americanenglish.state.gov
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If you want to add something to your page, tap “Insert.” The menu will open, where you can choose

what to insert.

You can add:
Home
[ .
Images’ Inder Format Tabls Levost Help
¢ Links; e |
T Imace &
e Tables; i
e Lines;
£ : T [

¢  +1 button;

o Textboxes;

e HTML boxes (help to add

D cOo0@? e B

different gadgets like Glogs,
mind maps, learning apps,
tasks, etc.);

e (Calendars;

e  Charts;

e Files from your Google
Drive;

e Hangout buttons;
e Maps;

¢  YouTube videos.

americanenglish.state.gov
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The “Format” menu and Home

“Table” menu are the same as lnsert Formet  Iable | Layout | Help

+ [ One columan (simple)

in Google Docs. An interesting ik
. BB Tweo column (simple)
menu is “Layout.” Browse the
Ml Three column (simple)
Layout menu and choose a
) . B One column
different layout for every page if
1Lk &8 Two column
you would like.
ifi  Three column
B Left sidebar
W Right sidcbar
im Loft and right sidebars
[~
4) To add a new page, tap . Google
Then name your new page, and
Sites Cancal
select a template for your page and ]
its location.
Create a page in Site: Example
You can find many templates for your Hisims o pog

page at https://support.google.com/

sites/answer/982167hl=en.

11/ change URL

Select o lemplabe 1o uhe (Leam mora)

Web Page =

After filling all the gaps, tap “Create.”
Sedect a locatlon
& Puf pagé at the bap bevel
Pt pags undar Hame
s Yiour new page

¥ Choose a different bocation
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5) Theicon opens the

settings menu.

You can change page settings
such as your page title, sub-pages,
attachments, and comments, and

decide whether or not you would

like them to show up on each page.

You can also add a page descrip-
tion, which will help Google
Search find your page.

You can edit the site layout here.
Note that managing the site layout
here 1s for the entire site, not for

one page.

You can enter the “Manage Site”

menu and “Share” your site.
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s
Page actions

Hevision History

<]

Subscribe to page changes
Page settings
Print page

Copy page

o O

P'review page as viewer

Page templates
Save as page lemplate

Change page template

Sl actlons
B Subscrbe to she changes
Edil sile layuoul
Goo

Manage site

=1 Shanng and Permissions

Sltes help

Reporl an lssue

americanenglish.state.gov
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6) The “Edit site layout” menu gives you access to change the site header. You can add your logo or any

image here by tapping on the top part to edit the header.

Also, here you can choose whether you need a header or not, horizontal navigation, sidebar, and footer,

and set the site width.

TRk o B party ol v 988 v b i 280

Ecdit se layoul e ﬂ

Example Sech e
Ext=m
Home
. : . Sidebar
To change the sidebar, tap on the pen icon on the “Sidebar” menu o .Ifyou

tap the + icon, a menu of new items for the sidebar will open. You can add the +1 button, navigation,

text, etc.

To change Navigation settings, tap

the four vertical points near the O

Thila:

word “Navigation,” Mevigaion
»" Display tithe

«" Aulomatically organize miy navigation

Sidebar #f + Levals of pages to show: |2
E Hav matm“ x ||'IG||JI:.5L'- 8 lnk ba
HOME " Sitemap

Recant she acthdy
SITEMAPR
SITEMAS QK Cancel

and a menu of navigation will

open.

You can choose to show the title or not, to organize navigation automatically or not, etc.
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7) Ifyou choose “Manage Site” in the Go gle
settings menu, the site leads you to the
Manage Site m Cancel
Manage Site page, the most useful page
of the site. < Example She nams
v S
Fecent sile aclidty Example
: . Pages
On this page you can see different tabs. 4 Sie notice - a daposable message that will b shewn 1o ite vi
Artachmanis
Fage templales
On the “General” tab, you can add:
Dizpday “More Datalls® button on site notlca
A amessage that your Site Wlll E T checked, the site notice will comain a “Mone Details” buftor
[ Chooss UL
show to glleStS; Sharing and
* adescription of your site; Web Addrass Sine descripgion - what s the purpose of this site
¢ itasan adult site, delete or Themes, Coloes. and
Fonis
copy it, choose the site display
language, etc. Mature conbent

This site containg matune conbent only Suilablis for adults

Landing page - This is the default landing page 1hat usons will 5

In the tab “Sharing and Permissions,” you can add collaborators or choose who can see your site (just

you, anyone with a link, or everyone on the internet).

If you decide to make your site public, it will appear in Google Search in a few days.

On the “Web Address” tab, you can move your site to another URL.

The “Themes, Colors, and Fonts” tab will help you to change the visualization of your site. This tab is

very useful because you can change every part of the site separately from the others.

After making all the changes, don’t forget to tap “Save” on the top of the page.
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How to Use and Start Google+

1)

To create your Google+ account,
choose G+ 1in the Google Apps
menu (the square, which contains
nine other squares, on the upper-

right corner).

A page for creating G+ will appear.

You have to complete three steps.

The first step is updating your
profile. G+ will automatically take
you through some steps to help

you update your profile.

The second step is adding friends

or some famous people.

cnamche N pmal s a .

o Jcin Google+ by creating your public profie

Circles

il g i
‘ Pl e e B

Fadlow things you kove
pagdarc

Badid gk, pratn s o W e ara My g

o. . Art & Dasagn .
el HR. s =

Busrwns & Frmaocw

e -

(*j G .
= Bzl e
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LR

Enimin Enbruig |
LR I

e e WL v

AR Follew
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The third step is making your G+

page more interesting.

When you finish with all the infor-
]

[

mation G+ guided you through,
tap “Finish” in the lower-right

corner of the page.

After creating your G+ page, a help
window will appear. You may tap
“Learn more” in order to know

how to use G+.

The G+ interface is simple. The

|
[ ]
“Home” tab has the main menu,
which is a space where you can
add your news, photos, videos,
etc., and view the most popular Tap here to
| add pews
news or your friends’ news.
Popular
posts
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name

Put a face o your

P— T S B

- - ¥
iy e Yo

F
}
N

ROTHANES LTS 02

Frigrds Mgig +

All

Menticng

.Maiﬂnmru'

what's new with you? Featured

FOLLOW

To get you started, we'e shawing you popuar

posts on Google+

A Burprising Superbaubble

Thiz ealea il ruar wai ehees the sk famming raalnn
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The main menu has the following

tabs:

Home;

Profile;

People;

Collections (you can group
your posts here by topic);
Communities (you can
create or participate in
different communities);
Events (you can create or
participate in different
events);

Hangouts (text, video, or
audio chats);

Pages (this app works with
business accounts—they
are paid);

Settings (you can manage

your G+ activity here).

m O

Home

Profile

MPeople

Collactinns

Communities

I Settings

americanenglish.state.gov
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¥ Google+. Simpler, faster, b
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Sollections
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How to Use and Start Twitter

1) Put twitter.com in the browser & A (B e re b e wmercom

s b Pl uar s ks by i g e e ] Rbimice sk

address bar. The window with your v
. @

Twitter account will open.

Welcome to Twitter.

ot wemh yourdineds — gnd 1
- R )
meary, 1

MNew to Twitter? Sign up

If you don’t have a Twitter account, sign
up by filling in the empty fields. Then, tap

“Sign up for Twitter.” ExGiRR

exampleb53311@gmail com

The home page is rather simple. To add a new Tweet, you can enter information on the empty line or
by tapping the “Tiweet” icon. There are also different settings that you can change depending on your

preference.

o 4 ® v el

n What's happening? : -E
AHHD PISaKOBE (04 Fiybehorahl w e Iwn&

Ha pedarax nogHATy BasHmE TEMB BMA PEMMOHE. IKOHOM, MPOWBILL, W
cHiypoimn Seapador #Camapa @er_samara @D_Azarof

EBopoxvHa MapuHa
§Svmannab
[

) - 1
Who o follow - Retesh - View a

“ Hropi Pygason - Hudak
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How to Use and Start Vkontakte and Facebook

1) VKONTAKTE
Put vk.com in the browser address bar. The window with your Vkontakte (VK) account will open. To
prevent your Center account from being banned, I recommend you create your own account and then
add an Academic Writing Lab/Center community. If you have your own VK account, log in and create a

community. If you don’t have a VK account, sign up and create a community.

Y vhecom

e e bockmarks beng on the bochmarks bee. gt boobearkd aie.,

Fhanr ar emad Wekoome!
| 1

Pagwwand

VI i the largest Europesn secisl network with moee than 100 millkon, sctive esers.

Sign up lor VK

Fargot your passwand? ious Lagk Aaene

ot i )

What can you do on VE?

s Fed praple wath whom yeu'se dudied, woiked or met an vaialon
= lanrs mears haad sasnls irsiend wai sed sala s beands

VK s a social network where you can communicate with people. The interface is rather simple. The
main menu is on the left of the page, and you can manage everything from here. To create your commu-
nity, tap “My Communities” in the main menu, then tap “Create community” on the upper-right corner

of the page.

- oo stk e + o
e veonmnnes [ Grougs s
iy Friends.

SaREi e s [RE——

My Phatos
Wiown manage 1 connsinidy

My Videos

My Mhsic

My Messages

My Communities Samara Academic Consultancy Crmter
My hews Linives sily
My Fredkark
iy Bogkmanks:

My Settings

36 Foll cwers
y Add to main menu

applicaticrs

Deoturrents
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A menu for creating a new community

Ureate a new community Close

will open. Give a name to your commu-

nity and choose its type.

Hame

Frample
Community type

Lrowp

Suilable for discussions and exchanging ideas

®  Public page

Perlecl for dislibuling wews and infoimalion

Ewent

Comvenient lor organizing concerts and parties

Creale commmnil y

After that, a “Create a page” menu will e’

Craile & page
B VE pige is st ptviedl by B iy 08 Bonsth vtk vour diests or Tara
open. This is where you can choose the

type of your Main page and create the Page nams
Fusple
page. ey
Fage trpe
Place o emal Bastinact

s Company, rpsnation, o websib
Cewsghe, The Hewr Fark Timsei, Mooy Covpr, Harent f Unierity
Faemscast pareas on groug of progle
Auath Obasma, Croes Dary, Beyors

Prodect or work of wt

Firc. st bock, trodor sl
o | am e official reprenentative ard sorept
thae Tavme of Saraie
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After creating a page, you can add some == -

information about your community, add e =
members, add links, etc. e R
In the “Members” tab, you can give adminis-

trator rights to other members of your com- i | s

munity. e [Ton—] T -

After all settings are done, your page is ready. e

You can upload photos, update your news,

add posts, add followers, create events, etc. Ll el h
B Wi i peaiety o Wraw

P —— S e oy B e =
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2) FACEBOOK
Put facebook.com in the browser address bar. The window with your Facebook account will open. To
prevent your Center account from being banned, I recommend that you create your own account and
then add an Academic Writing Lab/Center group. So, if you have your own Facebook account, log in

and create a group. If you don’t, sign up first and then create a group.

S —— P
C # B hipsen-ghlscsbonk oom

b b, plinie s bl b b o Vi Bsadwiaenic bae' |rogainl btshrridid see.

facebook

Facebook helps you connect and share with the Create an accuunt
pecple inyour life, It's frae and always will ba.
] ‘_r'-.. 2 ;L 15
0o
o
X A 3 §
Biithday

Duy v | Msd | vear w8 e oy
2 of bk

Frorale Walr

Ny kg Cinsie g SCEant 7o s i oer T i B
row bt teid oo Dol Polty rciueing oo Codhin Lhe

Croate an account

| Fm iy

Facebook is also a social network where

] G vetote i [F] A Prdwaides 5] Croate Phste Alen
. . @ EarFie ——

you can communicate with people. TR ‘ s
- WA [
A Memagas
o] T -~ |

. . . . S

The interface is rather simple. The main ! E Sestiacia Maihinn -
[ B il

menu is on the left of the page. It allows | it =

B o T e
. & First Frssds
you to manage everythlng. e
[~
W P,
[ T
g isse
To create your group, tap “Create s P

G

By
1
T irafpagenid ot . ©

99 * .
GrOup m the main menu. Hiw Croash sl AARTE C MR TRCT & AT s Cnr T hke B !
™ okt S BEINITPATE OEMILICTIO0N CTICNeNANG & Ciotdhapae? &
W e, PRt T S Pt S el ey e astiped B

TEEALY
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13 99 :
Next, a “Create New Group” page will Eraatn e Brouip

open.

Group Mame  Example

membera | Who do you want to add to the group?
You can name your group here, add

members, and choose a privacy Favorites # Add this group to your favorites
setting.

Privacy @ &3 Public

ANYONE CAN B8 e Gioup, oS meEmbers and Sedr

posts

& Closed

nyone can Snd e group and ces wha's in it Only
2 G Sow posks

D Secret

Only members can nd the group and seo posts

Leam more about groups privacy

Cancel JEEEETH

Don’t forget to choose the group icon. Examule

Choose an lcon:
This icon will be on the main menu.

T W %l 9 208 E o 8@ Y
v @D 4D 0@ 4A0R @ ]
4 Y e e EF0 8 F @ =
T & ? N @& 0w e
S v BB O L O

3
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Your group page is created. You can
write posts here, personalize your
group, add photos or files, and create

events.

L

To manage members, tap “Members.” ———

Here you can add members and

give them the rights of a moderator L‘k -:..... P
to ensure you have more than one = (S

moderator.

v
l-.l
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P Fia T e -1

B e P i [ Crmaim Pl [ AT seomcacrer 4
5
e I Marbari
Veriibm Fule byl
e LT 50 & CRG DR
Rl teap sl i o i
Add Eou s

Al ey e ipe ReywoRcs

How to Put Writing Center Activities on Your University Website

At our university, we send the university I'T services our news via email, and they post the information to the

university site.

You can change the link of your site to “yourcenter.youruniversity.com.”

To organize it, visit Google support at https://support.google.com/sites/answer/99448”hl=en and your I'T

service. After all requirements are made, you can add your new URL in the Manage Site menu’s “Web Address’

tab.

W T ol ] ATl oo LT D Gl Pl Bt 0t

9

P

Google Sonrch my =i e I |
MHIIHQH Sila Ty = 25
£ Fasmgis Thin &HE an b dnaliy i G 8 Sukiom domak (B wees Soanpks com) You sl vy o damsin sith acge
s 0 0 ST LR THiS Aaatine [ M
Fncarn sie acriviny Wil snbdvmanas bow i il
Magen v MEps sl goaple eemile s ample ST - [Dedault)

At bl
Fags inmplsiss
Fopa Brpts il 340

Add & wob addecun:
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Sample Webpage Information
The following sections have been taken directly from
Samara Academic Consultancy Center’s website.
They are copyright free and can be modified to fit the
needs of your institution.

The first section, entitled “Welcome,” is the main
page of the website. It describes what a person can
expect from the writing center. The audience is the

institution’s general community.

Welcome

The Samara Academic Consultancy Center is a place
for members of the Samara State University and the
Samara State Aerospace University to get help with
their writing. The English Writing Center is staffed
by trained tutors from the English department of both
universities who provide individual consultations to
faculty and students working on any piece of writing,.
Having a finished product is not necessary to come

to a consultation. You are welcome to bring brain-
storming notes, an idea, an outline, notes, or a draft.

For further information, please read our answers to

FAQs
Do I have to pay for an apporntment?
No. Appointments are free for all faculty and student

members of the university system in Samara.

When is the NAME open?
Consultations are currently based on tutor availability.

Please check the schedule online for availability.

The second section, entitled “FAQs,” is a section
that answers frequent questions that the academic
community might have about the writing center. In
this section, the author has left the word “NAME” in
capital letters. If you decide to use this to help start
your website, replace the word with the title or name

of your writing center.

frequently asked questions (FAQs).

Rules: In order to ensure that each member of
the Samara State University and National Aerospace
University community has an equal opportunity to
participate in and receive good-quality consultations,
the writing center will adopt the following policies:

e Each tutee can only book one appointment

per day.

e Each tutee can only book two appointments

per week.

e Each consultation lasts for 40-60 minutes.

How do I make an appointment?

You can fill out an online form or send us an email.

Who goes to the NAME?
Any member of the university community who wishes
to have good feedback on a piece of his or her writing!

We understand that you may not have a draft ready.
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We can also help you with your ideas for your article

or paper.

What will a consultation do for me?

A consultation will help you to see the areas of your
writing that may not be communicating as effectively
as you would like them to. You are welcome to ask for
feedback on content, meaning, and readability. Have a
journal article idea and need someone to bounce ideas
off of? A consultation is a place for you to work with a

tutor to come up with ideas or outlines for articles.

What is a writing consultation like?

Questions, questions, questions! A consultation is you
with a tutor discussing your work through a series of
questions and answers. Come with your questions
ready for the tutor and get the most out of your expe-

rience.

What do I need to take with me to a consultation?
We work with writers during any stage of their

writing process. In other words, bring your journal

Setting Up Your Online Presence 61

description, your assignment instructions, your ideas,
questions, notes, and the results of brainstorming
sessions. If you have a draft, print it and bring it with

you or bring your laptop. We cannot accommodate

flash drives.

Will the tutors correct the grammar mistakes on my
paper?

No. If you ask, tutors will point out areas on your
paper where you have made grammar or syntax
mistakes; however, they will not correct them. They
will help you find resources to help you understand
your grammatical errors so that you can continue to

Improve your writing.

Will the NAME check my grammar?

See above.

Can the NAME help me with my CV/resume?
Absolutely. You might also like to sign up for a CV/

resume and cover letter workshop.

See Handout 7: Sample Webpage Information for worksheet.

Writing Center Website Creation Questions

1) Who will design the website?
2) How will the website be maintained
(1.e., who will update the website and

fix any problems)?

3) How will the writing center use the website?

4) How will the writing center use social media?
Who will update the events or activities on
social media? How will the social media

accounts be updated?

See Handout 8: Writing Center Website Creation Questions for the printable worksheet.
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WRITING A WRITING CENTER HANDBOOK

A writing center will run successfully year after year

if it has a clearly defined administrative process and
roles for all members. Often, the administrative pro-
cess 1s kept in a handbook. This is helpful because the
roles of the director and tutors will be clearly stated.
A clear definition of roles allows tutors to understand
their duties and what is expected of them in the work-
place. A handbook is also helpful because if a writing
center director or tutor is no longer able to fulfill his

role, another person can be chosen to fill his place

Policies and Procedures

Hiring a tutor

Every writing center will have different procedures
when it comes to hiring tutors. At the Samara Academ-
ic Consultancy Center, we held 13 weeks of lessons

in writing center methodology and writing. These
lessons included two practice tutorials where the
tutors-in-training wrote an essay or journal article and
then practiced consultations. For the first consultation,
it was the first draft of their paper. They then made
changes, and the second consultation was on the sec-
ond draft of their paper. For each consultation, the tu-
tors wrote what went well during the consultation and
what they would like to do better the next time they
gave a consultation. This 1s an important step for the
tutors to begin to practice reflection. As a tutor, you will
always be challenged to improve how you give a consul-
tation, and it is important to consider what you thought

went well and what you know can be improved.

and follow clearly outlined guidelines. In this way, if a
director leaves, the new director will understand the
role while being prohibited from making any sudden
changes that would upset the work flow of the writing
center.

If you have been answering the questions in this
workbook, you will have already written much of your
handbook! Transfer your responses onto a document,

and you are ready to go.

During the 13 weeks of lessons, they were also
required to watch me as a Specialist give consultations
to researchers and postgraduates from Samara Nation-
al Research University. The tutors-in-training then
wrote a short reflection on what happened during the
consultation and how they might adapt the style to use
during their own consultations.

Finally, in order to be chosen to work in the
writing center, the tutors-in-training submitted a
writing portfolio. This portfolio included: 1 final essay
or journal article; 2 rough drafts; 2 reflections on the
tutor-in-training’s experience as a tutee; 1 reflection
on the observation of my tutorial; a personal statement
addressing why they would like to be a tutor; and a
statement about what they learned about the role of a
tutor. If the portfolio was strong, the tutor-in-training

was invited for an interview and tutor role-play. Below
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is the form used to evaluate the tutors-in-training

during the role-play.

The SACC Tutor Role-Play Rubric Evaluation

SACC Tutor Role-Play Rubric

Writing Centers in Multilingual Settings: A Workbook

might also be used for tutor observations once a

month for professional development purposes and to

maintain quality control.

Communication

Energy and
Attitude

Engagement

Often had difficulty
explaining concepts.
Lost patience with
tutee. Did not listen
to the concerns of
the tutee.

Rarely smiled and
gave encouragement
to tutees. Tutees
were hesitant to
approach tutor.

The tutor lacked fo-
cus in the consulta-
tion, often distracted
by the surrounding
environment. The
tutor seemed dis-
interested and did
not interact with the
tutee.

Sometimes had
difficulty explaining
concepts. Some-
times lost patience
with tutee and usu-
ally listened to the
tutee’s difficulties
and concerns.

Helpful to tutees but
did not provide a lot
of energy and en-
thusiasm by asking
questions, clarifying
ideas, or eliciting
more discussion.

The tutor was some-
times distracted by
the surrounding
environment, but
was able to keep
focused and interact
with the tutee a
large portion of

the time. The tutor
was sometimes able
to ask thoughtful
questions and make
clear restatements
that demonstrated
understanding of
most of the concepts
discussed.

Explained concepts
clearly and concise-
ly. Listened carefully
to concerns of tutee.
Showed patience in
repeating instruc-
tion until tutee
understood.

Usually positive,
helpful, energetic,
and enthusiastic.
Asked questions,
clarified ideas,

and elicited more
discussion with
tutee. Put tutees and
other tutors at ease
by making them feel

welcome.

The tutor was dis-
tracted 1 or 2 times
by the surrounding
environment, but
was able to keep
focused and interact
with the tutee for a
majority of the time.
The tutor was able
to ask thoughtful
questions and made
clear restatements
that demonstrated
an understanding of
most of the concepts
discussed.
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Explained concepts clearly and
precisely. Used own examples
and methods in attempting to
help tutees understand. Lis-
tened carefully to the tutee, and
persisted in helping the tutee
until the concepts were under-
stood. Provided motivation for
the tutee to learn.

Always positive, helpful, ener-
getic, and enthusiastic. Asked
questions, clarified ideas, and
elicited more discussion with
tutee. Put tutees and other
tutors at ease.

The tutor demonstrated
engagement in the tutoring
session by ignoring other activ-
ities in the center and focused
on the session. The tutor
consistently asked thoughtful
questions and made clear re-
statements that demonstrated
understanding of most of the
concepts discussed.



Feedback

Facilitation

Poor

Focused on mistakes
in grammar and
spelling. Made no
comments on the
structure of the
paper. If grammar
was interfering with
the meaning, did not
explain why.

Tutor dominated
the session by
talking or writing
too much.

Writing a Writing Center Handbook

Fair
Mainly focused on
mistakes in gram-
mar and spelling;
however, made a
few comments on
the structure of
the paper. When
grammar interfered
with the meaning,
the tutor sometimes
explained why and
asked tutee to find
other examples in
her writing.

Tutor had a tenden-
cy to dominate the
session by talking or
writing too much.

Good

Made comments
on the structure of
the paper or areas
where meaning was
not clearly com-
municated. When
grammar interfered
with the meaning,
the tutor sometimes
explained why and
asked tutee to find
other examples in
his writing.

Tutor mainly fo-
cused on the needs
of the tutee by ask-
ing what they would
like to focus on and
explaining the pro-
cedures of a tutorial
whenever it was the
tutee’s first time. Tu-
tor asked questions
(open-ended and
directive, depending
on the needs of the
tutee). Asked tutees
to do most of the
writing.
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Excellent

Mainly focused on the
structure of the paper or
areas where meaning was not
clearly communicated. When
grammar interfered with the
meaning, the tutor explained
why and asked tutee to find
other examples in her writing
for her to correct.

Tutor focused on the needs of
the tutee by asking what they
would like to focus on and
explaining the procedures of a
tutorial whenever the tutee was
there for the first time. Tutor
asked questions (open-ended
and directive, depending on
the needs of the tutee). The
tutees did all of the writing.

See Handout 9: Tutor Role-Play Rubric for a printable rubric.

Center Creation Questions: Hiring a Tutor

1) What procedures will you use for hiring a 2) How will you adapt the rubric for your own

tutor? needs?

See Handout 10: Hiring a Tutor for a printable worksheet.
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Tutor Consultation Evaluation
This next form is used by the tutee at the end of the have agreed upon before the tutee’s next visit. This

consultation. One or two minutes should be left at the  action plan includes all the parts of the paper the tutee

end of the consultation for each tutee to take time to will change and/or any grammar activities he will prac-
write about his experience and offer areas for im- tice before the next consultation.

provement. While the tutees complete an evaluation There are many sample forms for both the tutor
of the consultation and the tutor, the tutors should and the tutee to use online. Below is an example of a
be writing their own evaluation of the session. Each form that tutees will fill out about their experience.
evaluation should include what was covered during Feel free to use the form and change whatever you

the session and the action plan that the tutor and tutee  need to suit the needs of your center.

Sample Tutee Evaluation of Consultation and Tutor

Date: . Tutor Name: Department:

1) During our session, my tutor and I worked on:

(] Abstract (] Citations [ Grammar
[ Thesis Statement [ Argument L] Articles
L] Paper Structure (] Paragraph Development L] Other:
(] Research (] Introduction L] Other:
[J Word Choice [ Outline (] Other:
2) Rate your experience:
I have a better idea of what I should do to make my paper better.
1 2 3 4 5
Disagree Agree
The writing tutor worked to help me clearly express my ideas.
1 2 3 4 5
Disagree Agree

americanenglish.state.gov




The writing tutor was patient.
1 2

Disagree

The writing tutor asked me questions about my ideas.
1 2

Disagree

Writing a Writing Center Handbook 67

4 5
Agree

4 5
Agree

3) What was the most helpful? Why? What suggestions do you have to improve your session?

See Handout 11: Sample Tutee Evaluation of Consultation and Tutor for a printable and modifiable version of

this evaluation.

Tutor Workshop Evaluation

At the Samara Academic Consultancy Center, it was
required for each tutor to run a workshop for the
academic community once every six weeks. This
schedule allowed us to have one workshop every week
while making sure that the tutors had time for their
consultations and for planning their next workshop.
Since there is always room to improve workshops,

the tutors would practice them with other tutors, who
would give feedback. The feedback generally included

ideas on making the workshops as student-centered

as possible—the presenter should be giving short
instructions then allow the participants to practice
whatever the topic was about. The presenter answers
any questions that the participants might have, but
this structure frequently means that the presenter is
speaking for 5 minutes or less during a workshop.
Tutors are observed once a semester to receive
feedback on becoming more student-centered. The
following is a possible rubric that could be used

during these observations.
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Tutor Workshop Rubric

Abbreviation:

Ppt = PowerPoint

Writing Centers in Multilingual Settings: A Workbook

T e | hvesge | God | Ecalem |

Structure

Presentation Skills

Learner-centered

Outcome

Absence of struc-
ture or organiza-
tion. Presentation is
unclear and difficult
to follow.

Practically no
eye-contact,

looks indifferent,
or speaks at the
audience. Makes a
variety of pronun-
ciation mistakes,
speaks too softly or
loudly.

Facilitator speaks
most of the time
and does most

of the activities.
Content 1s not stim-
ulating and does
not require partici-
pants to respond or
engage.

The outcomes are
not defined and it
is difficult to figure
them out from the
Ppt and activities.
Or, the outcomes
are not manageable
within the given
time frame.

Introduction and/
or conclusion may
not be clear or may
be missing. Presen-
tation is somewhat
unclear and difficult
to follow.

Looks a little
detached, little
eye-contact with
the audience. Does
not annunciate/
mumbles or has no
volume control.

Facilitator speaks

a majority of the
time. The activities
are arranged so that
the facilitator has to
tightly control them.

The outcomes are
somewhat clear but
many aspects of the
Ppt and activities
seem only slightly
related. Or, there are
either too many or
too few outcomes.
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Clear beginning
and end, but the
presentation some-
times lacks clear
transitions.

Stands up straight,
makes eye-contact
for a majority of the
Ppt. Speaks clearly
and distinctly,
though may have
1-3 words mispro-
nounced.

Activities and
presentation are
organized in a way
that focuses on
participant engage-
ment.

The outcomes are
given but the pre-
senter occasionally
wanders from that
focus. It is not clear
that all outcomes
will be achieved

by the end of the

presentation.

Clear beginning,
middle, and end,
with an aim that
is clearly stated
and maintained
throughout.

Stands confident-
ly, looks relaxed,
and maintains
eye-contact with the
audience. Speaks
clearly and distinct-
ly. Enthusiastic and
no mispronounced
words.

Activities and
presentation are
organized in a way
that focuses on
participant engage-
ment. Learning
reveals feelings and
thoughts of partici-
pants.

Defines manage-
able outcomes

for the Ppt and
activities clearly at
the beginning and
maintains this focus
throughout. Checks
whether or not the
outcomes were
achieved at the end
of the Ppt.



Timing

Slide Content

Presentation is
5-6 min longer or
shorter.

Only textual infor-
mation, overload-
ed with text, not
readable, small font,
noisy background.

Writing a Writing Center Handbook 69
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Presentation is
3-4 min longer or
shorter.

Small font, inappro-
priate background,
slides sometimes
overloaded with
text. The informa-
tion is useless; text
of the workshop
does not always
correspond with the

speaker.

Presentation is
2 min longer or
shorter.

Mostly appro-
priate size of text
and integration of
photos or other
visual stimulants.
2-4 slides might not
match. Text almost
always corresponds
with speaker.

See Handout 12: Tutor Workshop Rubric for a modifiable rubric you can use.

Exactly 25 min.

Appropriate size
of text, integration
of photos or other
visual stimulants.
Stimulating. Text
perfectly corre-
sponds with the
speaker.

Internal Problem Solving
Also included in the Policies and Procedures section
of your handbook should be a section on professional-
1sm. In this section, the handbook should outline the
day-to-day duties of the tutors and how the adminis-
tration will deal with inappropriate behavior.

A typical day for tutors includes at least six duties,
though this varies from writing center to writing

center.

Duty 1: Responding to emails on behalf of the
writing center

Emails come from a variety of sources. Some
emails will be inquiries into the writing center and
what it is, while others may be asking about an up-
coming event. Writing center tutors need to know all
the upcoming events and what website or document
to send to meet people’s inquiries. For example, the

writing center receives the following email:
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Subject: What’s Your Purpose?
Dear Writing Center,
I think I want to visit, but I don’t know your purpose and I don’t want to waste my time. I'm working on a
paper for a conference and need some advice. Is this something that you can provide, or are you simply an
editing service?
Thanks in advance for your response.
All the best,
John Doe

The tutor on duty the day the email is received might respond by writing:

Subject: RE: What’s Your Purpose?
Dear John Doe,
Thank you for contacting the writing center. We appreciate your interest in our services.

We are not an editing or proofreading service. During a consultation, we will read through your paper
and offer suggestions on areas of the paper that you would like assistance with. Basically, you might think
of us as a fresh set of eyes or sounding board off which to bounce ideas.

Attached 1s a document entitled “Overview of Services.”* This document describes what the writing
center offers in further detail. If you have further questions, we would be happy to answer them.

If you would like to make an appointment for a consultation, you can sign up at (insert URL).

We look forward to working with you.

All the best,
XYZ Writing Center

*A sample “Overview of Services” is provided on page 91.

All writing center tutors should be aware of and able to answer questions about all writing center activities

and plans.
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Duty 2: Checking and approving appointments
Once the writing center administration has decided
on an effective scheduling software and procedure,
the administration should choose if they would like to
designate one tutor to manage the schedule or allow

all the tutors to manage the schedule. Either way,

someone must check daily and approve appointments.

This consists of writing them into the online schedule
and contacting the tutee to confirm the appointment
and ask for any relevant documents.

Fortunately, technology has improved to make
scheduling less cumbersome. There is scheduling
software that can manage the schedule for you. The
way that the software tends to work is that either the
tutor or tutee can cancel an appointment, but no one
has to approve or enter them into a document be-
cause the software completes this function. In some
cases, a Director and Associate Director can access
every tutor’s schedule, but individual tutors would
only see their own schedules when logging in to the
system. When students log in, they can see a calendar
with all available appointments and the names of the
tutors available for each time slot. Clicking on the
tutor’s name brings up that person’s background, the
languages that tutor works in, a bio sketch, etc. Sched-
uling software is for sale online, but if your university
has an I'T department, they might write the whole
program. This ensures that the program is tailored to
the specific needs of your writing center and that you

can change elements of the program as you go.
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A standard practice for all writing centers is to
ask that the tutee provide, 24 hours in advance, her
paper or draft; the guidelines of the assignment or
journal; and 1 or 2 papers that have been published in
the journal in which she wishes to be published. This
allows the consultant/tutor to review and prepare the
information ahead of the consultation. I personally
allow myself 1-4 hours of prep time for each consul-
tation. The amount of prep time needed depends on
the consultation. If it is a science paper of a field that
is unknown to me, I will do some research on the
topic of the paper so that I have a better background
in which to ask meaningful questions. Not all writing
centers require this type of background research. It is
up to the administration. In your first year of working
as a writing center, this might be something that is
discussed between all writing center staff and agreed

upon.

Duty 3: Writing or conversation consultations
During a tutor’s scheduled work time, he is responsi-
ble for handling any walk-in requests for consultations

and the scheduled consultations.

Duty 4: Paperwork

The tutor should write summaries of all consulta-
tions she held during her working hours. It would

be very useful to have a form that all tutors fill in to
standardize the process. By recording the information

about the consultation, the tutor has the opportunity
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to reflect on what went well during the tutorial and
what might be improved. They are also documenting
what was covered in the session so that when the tutee
returns for another appointment, the tutors might read
their notes and remind themselves of what was cov-
ered. Or, if the tutee is meeting with a new tutor, that
tutor might read what was discussed and understand

where to begin during the consultation.

Duty 5: Workshop / handout creation

During the first few years of the writing center, the
tutors will be very busy with creating student-cen-
tered workshops and handouts. The student-centered
workshops will cover a wide variety of topics. The
easiest way to start creating workshops is to focus on
common writing problems exhibited by your institu-
tion’s writing center clients. It is advisable to focus on
only one problem per workshop. During the work-
shop, the tutor should introduce the solution to the
problem in a way that includes the participants. The
participants should then practice for the remainder of

the workshop, with the tutor helping individuals when

needed and observing the group. The less the tutor
talks and the more the participants practice, the better.
I always aim for 95% participants, 5% me.

The handouts that the tutors create are of a
wide variety. Firstly, the tutors will create handouts
to coincide with the workshops. Secondly, the tutors
may create handouts of practice activities for common
grammatical or writing errors. Monthly meetings to
plan the development of handouts and workshop

materials would be highly beneficial.

Duty 6: Semester-by-semester planning

At the end of each semester, tutors and administra-
tors should meet and plan the next semester. This
planning should reflect the lessons learned from the
evaluations and documentation collected about the
workshops and consultations during the previous
semester. This will inform tutors what workshops they
might work on developing during the break or coming
semester. The analysis of these evaluations will also
show the writing center staff what type of training they

should schedule for the coming semester.
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Writing Center Logistics

1)
2)

3)

4)

5)

What is the writing center going to be called?
Where is the writing center going to be? How
big will it be?

How many tutors will you have? How many
hours will each tutor work?

How many administrators will you have?
How many hours will administrators work?
Will they also have teaching duties? Will they
have consulting or tutoring duties? If so, how
will their various writing center duties be
balanced with their other duties?

What resources will you have access to?

Writing a Writing Center Handbook 73

6) What will be the writing center’s hours of
operation?

7) What data will be included in a consultation
evaluation?

8) What forms will the tutor and tutee use after
each consultation?

9) How will workshops be structured?

10) What types of services will you offer (in the
short term, mid-term, and long term)?

11) What won’t the writing center do?

See Handout 13: Writing Center Logistics for a print-

able version of these questions.
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TRAINING AND DEVELOPING STAFF

Training
You are encouraged to purchase two major books
dedicated to effective consultation practices: Chris-
tina Murphy and Steve Sherwood’s The St. Martin’s
Sourcebook for Writing Tutors and Leigh Ryan and
Lisa Zimmerelli’s The Bedford Guide for Writing
Tutors. These books present key strategies for a
consultation. It is advisable to create your tutor-
training workshops around the strategies identified
in the books. All tutors should be trained on the struc-
ture of the tutorial and how to interact with the tutees.
Your training sessions will always depend on the
needs of your tutors. In addition to training tutors in

how to structure a consultation, you might consider

Developing Staff

Staff should be encouraged to take an active role in
their development as a writing center tutor. Many cen-
ters will have a series of courses they offer their staff to

develop their skills as writers and tutors. Writing cen-

providing a refresher course on how to write an aca-
demic paper in English. This course might ask them
to write a scientific paper in an area that is familiar to
them in order to help immerse them in the writing
process and what it feels like to be a writer. This 1s
important to develop the tutor’s empathy towards the
tutees he will be working with. The trainings might
also include some fun short workshops on common
mistakes. The reason we would ask the tutors to
participate as audience members to writing center
workshops 1s so that they can experience the structure
of a writing center workshop and what it feels like to

be a participant.

ters are also wonderful places to participate in action
research, which might be presented at international

conferences.
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BEST PRACTICES IN DEVELOPING AND SUSTAINING YOUR

WRITING CENTER

The Consultation

Basic Writing Center Methodology and Principles for Working with Tutees

Focus on the writer: In the pivotal article “The Idea
of a Writing Center” (1984), Stephen North explains
that writing centers must define themselves in terms
of the writers they serve. They do not exist solely for
faculties or departments, but for the development of
writers. This means that the writing center must cater
to the writer’s needs. Since the tutees come from a
wide variety of faculties or departments, it is important
for the consultant to assess the needs of the tutees and

engage them in “writer-centered” consultations.

Focus on process rather than product: Instead of
focusing on a completed product, the writing center
helps tutees see writing as a process and encourages
them to improve as writers. Obviously, a consulta-
tion should improve the specific piece of writing a
tutee discusses with the consultant, but the main goal
should be long-term growth. Focusing on process
helps tutees understand and adapt their ideas about
writing and who they are as writers (Warnock and
Warnock 1984). This is one of the reasons that tutees
leave every consultation with an action plan of steps
they have to take to improve their writing before

the next consultation, or before it can be sent to a

publisher.

Respect tutees by encouraging them to retain own-
ership: Ask tutees about their concerns and progress
with the particular pieces of writing they bring and
their experiences as writers as a whole. As a consul-
tant, this helps us to do a quick needs analysis and
offer guidance on the writing process if needed. This
also helps us to focus on the tutee and ensure that the
consultation 1s “writer-centered.” By having writ-
er-centered consultations, the consultant can ensure
that the writer establishes authority from the begin-
ning of the consultation. This helps tutees maintain
control of their writing and understand their role in
the consultation as the writer expert (North 1984).
This 1s important because it helps set the tone of the
consultation and enforces the idea that the writing

center is not an editing or proofreading service.

Collaboration: Writing consultants and tutees should
work as equals, sharing ideas and coming to answers
together. This frequently means that the “teacher” part
of us must step back and allow the tutee to fully express
thoughts and 1deas without interruption and without
our filling in the answer. Though the consultant may
be more knowledgeable about certain aspects of writ-
ing, it is often true that the tutee is more knowledge-

able about his or her subject matter or other aspects
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of his or her writing process. In collaboration, both
consultant and writer learn, and the writing center be-

comes a place of knowledge creation (Grimm 1996).

A place to talk about writing and share with an
audience: The writing center provides a setting where
tutees can share their work and receive feedback

from someone other than their colleagues or instruc-
tors. Because of the unique relationships this setting
creates, a number of things can happen in the writing
center that may not happen in the classroom—engag-
ing, honest, and open discussion about ideas; reduced
anxiety; and translation of academic language to

everyday language (Harris 1995).

Practices for the Writing Consultation
You are encouraged to purchase two major books
dedicated to effective consultation practices: Chris-
tina Murphy and Steve Sherwood’s The St. Martin’s
Sourcebook for Writing Tutors and Leigh Ryan and
Lisa Zimmerelli’s The Bedford Guide for Writing Tu-
tors. These books present key strategies for a consulta-
tion. It 1s advisable to create your tutor-training work-
shops around the strategies identified in the books.
Below are just a few key strategies for a consul-
tation. We highly recommend reading the books for
further ideas and to deepen your understanding of the

possibilities of a writing center consultation.

Establish rapport: Try to build a relationship with

students before you begin working on their writing.

Comfortable, welcoming environment: Writing
centers greatly value community. Because of this,
the writing center attempts to create a welcoming
environment, a space where tutees want to be.
Whenever possible, they should look different from
a typical classroom environment. For example, they
may use round tables so that there is no “head”

of the table. If it is possible, get a sofa for tutees to
relax on before or after their consultation. (At the
Samara Academic Consultancy Center, we had a
tea station that had cups, hot water, and some small
snacks for the consultants and tutees. You might
also consider decorating for holidays to make the

center more festive and relaxing.)

Introduce yourself and ask the tutee’s name, ask how
he 1s doing, and talk about the weather or whatever
subject that might come up that may make the tutee
feel more comfortable. It is important to establish a
sense of comfort at the beginning of the session so
that the tutee feels that she is sharing her work with

someone who 1s nonjudgmental.

Goal setting: Goal setting should occur after estab-
lishing rapport, near the beginning of the session. The
consultant typically asks questions like, “What are you
working on today?”; “Where are you in the process?”;
or “What are you concerned about?” This helps

the consultant understand where the tutee is in the

writing process and what her concerns are. Next, the
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tutor and tutee can agree upon realistic goals for the
session. Have the tutee write her goals on a scrap sheet
of paper or at the top of her piece of writing. Halfway
through the tutorial, the tutor and tutee might revisit
the goals and see what has been completed and wheth-
er or not they should move to another goal. Finally, at
the end of the session, the tutor and tutee should go
through all the goals and check off all that were com-
pleted. The tutor should write the goals on a writing
center form along with what was covered during the
consultation. This form should go in the tutee’s file so
that if the tutee returns, another writing center tutor
can review the form and know what the tutee covered

in the previous consultation.

Reading (aloud): After setting goals for the session
together, choose sections of the tutee’s work to read.
Depending on how long the piece is, it might make
more sense to read all or part of the writing before
discussing it. Reading the text aloud is often helpful
in getting both tutee and consultant actively involved.
Ask the tutee to read the work aloud. She might hear
things that she may want to change. Ask the tutee to
mark when she has stumbled over a section of her
writing. This frequently means that the sentence is too

long or not formatted appropriately.

Strengths and weaknesses:
Strengths: Pointing out weaknesses and areas for
improvement comes naturally in the writing center,

as tutees visit to receive feedback and improve their

writing. However, tutees also need to know where
they’re doing well as writers. Note effective passages,
techniques used, and successful revision attempts.

1) Inaddition to building confidence, this can
also help students recognize their strengths
as writers and see how they can capitalize
on those strengths.

2) You can also use tutees’ strengths to chal-
lenge them to move to another level. For
example, you might say, “You seem to have
mastered the simple sentence structure. How
about we try something a bit more complex?”

3) Encourage students to take risks; be their
receptive audience. For example, you can
challenge them to rewrite a section of the pa-
per that received no revision suggestions from
the professor, deviate from the established
format (the paragraph may not always have a
discernable topic sentence, but the point is
clear), mix styles, use active voice, or employ
a new sentence structure or word.

Weaknesses: Prioritize the issues to be addressed. Ex-
plain to the student that you notice a few areas of con-
cern and the order in which you’re going to address
them. Content-related issues, such as focus, logic,
organization, and development, are considered higher
order concerns and are usually addressed before style
and grammar.

Students’ common issues and possible ways to

address them in a session:

americanenglish.state.gov



80

1)

2)

3)

4)
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Poorly formulated thesis: Begin with the
assignment requirements. Check how well
the student understands the task(s). If both
of you are unsure, encourage the student to
contact the professor. If there is no specific
question in the assignment, ask the student to
formulate one.
1. Socratic questioning for formulating
a thesis may look like this: What
question does your thesis answer? Is
it debatable (relevant in argumentative
writing)? Is it too broad? Is there room
for a thesis plan that would let the
reader know the unique directions of
the essay?
A thesis is present but not supported: You
could ask the student to highlight the thesis
and then go through several or all body para-
graphs asking whether and, if so, how they
relate to the thesis.
The essay is poorly organized: Reverse
outlining; ask the student to record the main
idea of each paragraph. If the same 1dea is
repeated, the paragraphs where it is found
can be joined or placed in the same section of
the paper. Apples with apples, oranges with
oranges.
Poor grammar or style: A useful technique to
address grammatical and stylistic issues is to
ask the tutee to read out loud. You can ask him

to stop every time something doesn’t sound

right. If the tutee can identify the error, great!
Ifhe can correct it, even better! If the tutee
doesn’t see the problem, you can point to it
and provide a chance to make the correction.
Ifhe can’t, you can explain what the problem
is, the rules, etc. Then, you can ask the tutee
to highlight or underline other areas where
this problem occurs and correct a couple of
such instances to ensure that he understands
the rules and to see if there 1s anything that
you need to clarify. Correction of the remain-
der of these errors might be the first item on
the action plan for the tutee after leaving the
consultation. Help the tutee to isolate patterns
of error (using a highlighter or simply point-
ing to the most common errors or tendencies)
and then discuss ways to deal with each

one. If there are multiple error types, do not
discuss them all in a single session. This will
seem overwhelming to the tutee.

1. When possible (usually toward the
end of the session), observe the tutee’s
general tendencies and articulate them
(“You tend to write very long sentenc-
es. It’s great that you’re taking this
risk, but it means that you need to pay
close attention to how balanced and
grammatically correct your sentences
are. For example, you have a couple of
mixed constructions and issues with

parallel structure...” You can also em-
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phasize sentence variety in this conver-
sation. “Let’s look at an example of a

mixed construction: When the country
elects a president is the most important

responsibility in a democracy.”).

Nondirective/Directive continuum: Much schol-
arship argues for consultants to use primarily non-
directive strategies. In recent years, however, writing
center scholars and practitioners have begun to
discuss the use of directive and nondirective strategies
as a continuum. Ideally, consultants could always use
nondirective strategies, guiding students in learning
rather than directing them. But at times, providing the
student with more guidance may be necessary (i.e.,

if a tutee is using MLA format for the first time or if
there is English vocabulary she simply doesn’t know
yet). Learning how and when to be nondirective or
directive is challenging and will likely vary from tutee
to tutee, but being aware of your options is helpful.
After time and practice, you’ll find that making those

decisions becomes easier.

Respect tutees’ ownership of their work—no or
minimal writing on tutee’s papers: The consultant
can record the tutee’s speech while generating ideas,
but then allow the tutee to edit the text. With word
choice and phrasing issues, give the tutee a chance to
come up with alternatives and comment on choices

rather than providing answers.

Socratic questioning: Socratic questioning is a useful
practice for nondirective consulting because it serves
as away to help tutees come to their own answers and
revisions. It’s easy—just ask tutees questions about
their writing. Depending on what arises for you as
areader of the essay, you might ask questions about
content, organization, thesis statement, evidence,

etc. You can also employ Socratic questioning when
working on grammar and other sentence-level issues.
For example, if a sentence is unclear, you might ask,
“This sentence is unclear. How else might you explain
this idea here?” You can also consider asking the jour-
nalists’ six questions: Who? What? Where? When?

Why? How?

Higher order and lower order concerns: When
working with tutee writing, especially second language
writing, it’s tempting to immediately add commas and
correct spelling or subject-verb agreement. Unless
sentence-level errors are disruptive to understanding
the piece, however, consultants should begin with
higher order concerns. These include thesis, content,
organization, structure, development, and evidence,
whereas lower order concerns would deal with lan-
guage, grammar, sentence structure, and tone or style.
In a pedagogical and theoretical sense, the ideas in the
paper are more important than whether or not they are
presented correctly. In a practical sense, if the tutee will
rewrite sentences and paragraphs, then making sure

the sentences that may be deleted or changed have
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perfect grammar stops being important. (The “Criteria

for Writing Assessment” below will also help with this.)

Pay attention to time: It’s easy to get caught up in the
session and lose track of time, but to ensure that ses-
sions are productive and efficient, consultants should
watch the time. Though we want to address tutee con-
cerns, as facilitators of learning it is the consultant’s
responsibility to keep the session progressing. This
might mean asking the tutee to hold questions about
citation until the end or encouraging her to make a
second appointment for grammar when dealing with

issues of content.

Assist students in developing a meta-language to

reflect on their writing and speaking processes: In-
troduce terms and concepts, e.g., generating ideas or
brainstorming, revision and editing, thesis statement,

counterargument and rebuttal, argumentation,

Practices for Conversation Sessions
In addition to writing consultations, your writing cen-
ter might wish to offer English conversation sessions.
These sessions are regular 45-minute consultations
that aim to help tutees increase their oral fluency;
expand vocabulary and actively use newly acquired
words and idioms; improve grammar, pronuncia-
tion, enunciation, and pace of speech; and sharpen
listening comprehension.

Consultants who lead these sessions facilitate

conversation with a tutee or a group of students on

audience, persuasion. Encourage the tutee to reflect
on the process of writing, to say what pleasures and
challenges she experienced while writing a particular
piece. These reflective practices allow tutees to devel-
op stronger sensitivity to their own communication

needs and often the ability to address them.

Wrap up: Consultants should leave at least five min-
utes to wrap up at the end of the session. The Session
Report Sheet will guide consultants through this, but
ideally the consultant and student will discuss what
they worked on during the session, what the tutee’s
action plan is for that particular piece of writing, and
what they learned from the session that they can use
in the future on this piece of writing or other pieces of
writing. Not only does this help tutees gain metacog-
nitive awareness about their writing process, it also
ensures that they know what to do next when they sit

down to work on their writing.

random or specific topics. Tutees can have a prelim-
inary meeting or email exchange with consultants
about their desired topic for conversation. Sometimes
a conversation session may revolve around a particu-
lar reading that the tutee completes in advance. The
reading can be selected by the tutee or the consultant.
Other tutees may want to write something and bring it
to the writing center to prepare their thoughts ahead

of time.
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Below is a list of useful practices that can be

employed during conversation sessions.

1)

2)

If the tutee hasn’t specified a topic, it is best
to let the conversation flow naturally, from
topic to topic. The consultant may choose to
start by asking the tutee to introduce him-
self or herself—class standing, professional
interests, thesis topic, career plans, hobbies.
It is important that the session does not turn
into an interview but remains a conversation.
Adding commentary or follow-up questions
to some of the tutee’s initial statements may
help to steer the conversation into a natural,
spontaneous mode. Additionally, to maintain
conversation, the consultant can answer some
questions, too.

When the tutee makes mistakes, correcting
her on the spot may interrupt the conversa-
tion flow and discourage the tutee. Instead,
the consultant can jot down problematic
phrases or sentences and discuss them at the
end of the session—patterns of error can be
1solated and resources provided. However,
some tutees may want to be corrected while
speaking, so try to do so without interrupting
flow. Once you’ve built a repertoire with a

tutee, you’ll know her preference.

3)

4)

5)

6)

To ensure that the tutee learns new vocabu-
lary and grammatical structures, the con-
sultant may encourage him to use them in
sentences—spoken and written.

Watching a podcast or a film clip may help to
enhance listening comprehension, provide
new topics for conversation, and suggest new
vocabulary and idioms to learn. This prac-
tice may help tutees understand how humor,
understatement, and body language work in
the English-speaking world.

If there are several tutees, playing Taboo

may be a possible activity. In this game, the
consultant throws several items into a bag,
and tutees take turns selecting one item and
describing it to their peers without naming it.
The description can go on until the name of
the item 1s guessed correctly.

If the tutee is preparing for an interview, the
session may be conducted in the form of a
mock interview. It would be useful to leave
5-10 minutes at the end to discuss the tutee’s
performance. Jotting down comments on
content, pace of speech, intonation, enun-
ciation, pronunciation, and errors while

the tutee speaks may help to structure this

assessment.
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7) [Ifthe tutee is preparing for a professional
presentation, the session may be conducted
in the form of a presentation and feedback
session. It would be useful to have the tutee
deliver the presentation as if giving it to col-
leagues at the venue in question. Make sure to
leave 10-15 minutes for feedback at the end
to discuss the tutee’s performance. Jotting
down comments on content, pace of speech,
intonation, enunciation, pronunciation, and
errors while the tutee speaks may help to
structure this assessment. (NOTE: Review-
ing the slides and the written part of the

presentation would be a writing consultation,

Criteria for Writing Assessment
The criteria below are oriented toward thesis-
driven essays, although the issues of focus,
development, organization, style, mechanics, and

grammar usually

Focus

e Is there one central idea (thesis) in this essay?
What is it? Does it respond to the assignment
question?

e Does the writer stay focused on the thesis

throughout the essay?

8)

9)

not a conversation session.)

A tutee may also wish to prepare for the
Test of English as a Foreign Language
(TOEFL). Spend 10-15 minutes at the
beginning of the session discussing the
requirements of the exam and the tutee’s
goals for the sessions. Additionally, find
out ahead of time if the tutee is bringing
materials or if you should find practice
questions online.

If the tutee struggles with English pronun-
ciation or enunciation, a consultation with

a specialized tutor may be recommended.

come up in any written piece. The actual questions

may be adjusted depending on the genre.

Are there paragraphs that have no connection
to the thesis?
Does the writer emphasize the thesis in the

essay’s conclusion?
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Organization

Does the main idea of each paragraph (which
should be evident from the topic sentences)
appear in the same order as in the thesis?

Do the ideas unfold in a logical order, or can

you suggest a way to rearrange them?

Development

Does the writer provide a sufficient number
of details to illustrate her points? Are there
places where more explanations or examples
are needed to understand and accept the

writer’s point of view?

Style, Mechanics, Grammar
Are there instances of verbiage, vagueness,
repetition, and clichés that weaken the

essay?

How are ideas organized within paragraphs?
Can you easily follow the writer’s thoughts?
Point out instances of broken logic or sudden
shifts.

Does the reader need transitional signals to

be able to relate ideas?

What kind of support does the writer provide
(personal experience, facts, statistics,
examples from literary texts, including
quotes)?

If quotations are used, are they smoothly

integrated or “dropped”?

What are the writer’s main patterns of error
(subject-verb agreement, verb tense, word
choice, articles, prepositions, punctuation,

etc.)?
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SHARING RESOURCES AND EXPERTISE

Writing Center Associations

International Writing Centers Association

http://writingcenters.org

The Writing Centers Association of Japan

https://sites.google.com/site/wcajapan/

Midwest Writing Centers Association

http://www.midwestwritingcenters.org

Sample Forms
In this section, you will find a variety of forms that you
might use in your writing center. These are copyright-

free forms created for Samara National Research

Consultation Permission Form
This form is used at the beginning of a consultation.
The tutor explains that the writing center and tutors

are not responsible for the publication of a paper. The

Mid-Atlantic Writing Centers Association

http://mawcaconference.wix.com/mawca2015

Southeastern Writing Center Association

http://www.iwca-swca.org/index.html

European Writing Centers Association (Affiliate of
International Writing Centers Association)

http://www.writingcenters.eu

University. You may copy and paste the forms onto a

new document, make the appropriate changes, and

apply your logo.

document also states that the writing center will keep a
copy of the paper on file and might use small sections

of the paper for training purposes.

americanenglish.state.gov
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SACC

Writing Consultation Permission Form

I , agree to allow the writing center to use

portions of my writing as training materials for new staff. Small sections of my writing, such as an abstract,
conclusion, and introduction, may be used for the training materials. The entire paper will not

be reproduced.

By signing this paper, I also agree that I will not hold the writing center responsible for any results, posi-
tive or negative, that the feedback given to me on my work produces. I understand that this service is free
and at my request. I will be provided with guidance in writing through questions and comments.

I understand that this is not a grammar correction service.
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OVERVIEW OF SERVICES

Adapted from the “Overview of Services” published by
the Merrill-Lynch Writing & Communication Center
at the New Economic School on November 20, 2015.
The “Overview of Services” might be used by the
writing center administration as a means of publicity.

Aside from giving workshops intended to inform the

Introduction

is a place
for members of the university to get help with their

is staffed by

writing.
trained tutors who provide individual consultations to
faculty and students on academic skills.

Our center is designed to assist the community

in three ways. 1) To assist faculty writing for interna-

We work with you on the following skills:

e Improving critical reading skills, enabling you
to think and write more clearly and incisively

* Identifying the structural features of specific
academic writing genres, relevant to each
discipline

* Refining writing processes through
generating ideas, drafting, peer evaluation,
and individual writing consultations

e Learning to see through your audience’s eyes

e Effectively using the work of others in

91

institution’s community about the purpose of a writ-
ing center and what to expect during a consultation,
the writing center can prepare a brief overview of ser-
vices that can be handed to department heads, posted
around campus, or sent in an email to the university

community.

tional publications. All faculty members are welcome
to visit with an idea, an outline, or a draft and see it to
fruition. 2) To provide students an area to come and
discuss their thoughts and ideas in English during
conversation club. 3) To provide professional devel-
opment activities and coaching for faculty members

and students.

writing, including use of sources and citation
methods

e Expanding and improving the visitor’s ability
to work independently by exploring new

strategies for learning

Each meeting is catered to the needs of the visitor.
Whether you are new to academic writing or a pro, this
enables us to provide you with the best possible sup-

port for your academic skills and professional growth.
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Faculty Support

offers a variety of services

to faculty, including face-to-face consultations,

Writing and Publishing

1s intended to assist you with the
English language publication of articles in internation-
al journals. Our trained tutors can review your work
to focus on strengthening your argument and assist

in explaining the nuances of writing for an English
language publication. The tutor will talk to you about
structure, 1deas, and clarity of your paper or presenta-
tion. He or she will suggest strategies for revision and

work with you on ways to concisely express your ideas

Presentations
Faculty 1s encouraged to consult with

staff on

their presentations. We can help you effectively

Faculty Training

Once every semester, we offer a Professional Develop-
ment Day in English and academic writing for faculty.
The typical structure of a Professional Development
Day is similar to a conference with 2 or 3 concurrent

sessions on an academic writing topic. Each workshop

workshops, and seminars. These support services are

described in more detail below.

in English.

The tutor will NOT edit your work, but will be
happy to point out problems with grammar and syn-
tax while providing you information and resources on
how you can avoid these problems in the future.

Faculty is encouraged to consult with

staff on their writing proj-

ects at any stage of development.

communicate your main objectives both through
reviewing the structure and meaning of your slides

and working with you on your spoken presentation.

is half an hour (30 min) and will be repeated twice,
so you have the option to participate in a variety of
activities. Possible topics include: writing an abstract,

common errors, the sections of a research paper, etc.
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Student Support

offers a variety of services

to students, including face-to-face consultations,

Weekly Workshops
During the fall academic semester,

offers a workshop series

to postgraduate students on a variety of topics. Past
seminars have covered:

e The Writing Process

¢ Critical Reading
English Discussion Club
Our English Discussion Club meets once a week and
1s for students, by students. In other words, we have
worked hard to create a comfortable space on

campus

Online Presence

can be
(URL). This

includes a resource section focused on websites and

Information about

found at

activities that can assist the native

(your language) speaker. You are also welcome to
fill
Facilities

All members of the academ-

ic community are invited to use the facilities, which

Overview of Services 93

workshops, and seminars. These support services are

described in more detail below.

e Summary Writing
e Thesis Statements
e Common Errors

* Business Letters

e Cover Letters

*  Resume and CV Writing

where you can come and read magazines and discuss

the latest news in English.

out a consultation form.

keeps the academ-
ic community updated on the latest news regarding
workshops and activities on Google+, VK, Facebook,

and Twitter.

include an area for writing consultations and a library

of resources on academic writing.

See Handout 14: Overview of Services for a modifiable, printable form of this document.
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HANDOUT 1: WRITING CENTER CREATION QUESTIONS

1) What does it mean to be a writer in your academic culture? Do students in your institution write papers
in English? If yes, what kinds of papers, e.g., letters, summaries, essays, etc.? Is this done alone? Is this

done with input from peers or the teacher?

Do you believe the tutor would be more effective in the role of a peer, or as an authority? Why?

2) Questions to ponder: If you do not have anyone in a science department with an English level high
enough to be a subject authority on a science topic, how will you train tutors to work with researchers
from different scientific backgrounds? How will you train tutors to work with the different genres of

papers (business, science, humanities)?

@' BY This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 2: DEFINING A PURPOSE FOR YOUR WRITING
CENTER

1) Which type of center seems most suitable to use in or for your environment?

2) Poll the faculty in your institution and ask the professors what types of assignments they give. Do they

have students create a podcast, a video, and other forms of media as part of an assignment?

3) Do any of the professors you work with have to create videos or other forms of media for professional

conferences or their classes?

4) Which e-literacy skills will your center include?
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5) What training will your tutors need to master e-literacy skills?

6) How will you ensure that your tutors continue to train in evolving e-literacy skills?

Student Needs

1) Is there a need for students to write papers or abstracts for subjects other than English?

2) Is having writing tutors for specific classes a possibility at my institution? Why or why not?

americanenglish.state.gov



Handout 2 3

3) Could graduate students get extra credit or a reduction in expenses by being a course-specific tutor if

they have a good level of English?

Questions for a Language Center

1) Will your center offer language classes? If yes, with what focus? To whom? How often?

2) Will your center offer workshops on common academic writing mistakes in English? If yes, to whom?

How often? How will you choose the topics for the workshops?

3) Will your center offer handouts or online resources that cover common academic writing mistakes in

English? If yes, who is going to create / review / pilot / post them?

americanenglish.state.gov
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4) Will your center offer speaking activities like discussion clubs? Listening activities? If yes, with what

focus? To whom? How often?

Questions for a Research Center

1) Will your center train students in research methods? Why or why not?

2) Will your center have printers and computers with access to online journals? If yes, will the center

allow students and researchers to print online articles?
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3) Will your center have a relationship with the institution’s library and arrange library tours or work-

shops on using library resources?

m This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 3: WRITING CENTER ORIENTATION

1) Will you offer a student- or faculty-oriented writing center? Why?

Student-Oriented Center Creation Questions
1) What languages will your writing center support? Do you have English as the medium of instruction?

If so, how will the writing center support students’ development in academic writing in English?

2) Will your center offer writing center consultations for students?

3) Will your center offer writing workshops for students?
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4) Who will provide the consultations for the students? Other students or professors?

5) How will you train your tutors to work with students?

6) Who will pay for the consultation services?

7) How will you advertise your services to students?
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Faculty-Oriented Center Creation Questions

1) How many faculty do you believe will use the writing center service?

3

2) Are there any faculty from different departments with a high level of English who would be willing to

consult?

3) How will you ensure that all faculty doing consultations are able to give appropriate feedback?

4) How will you train your tutors to work with faculty?
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5) How will you advertise your services to faculty?

6) How will you ensure faculty understand the purpose of the writing center is to give feedback? How will

you make sure they do not expect a proofreading service?

m This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 4: NEEDS ANALYSIS QUESTIONNAIRE

Adapt this for your purposes.

Dear colleagues,
We would be grateful if you could answer the following questions. This will help us to offer

English courses that meet your needs and level of proficiency. Thank you.

1) Name, surname:
2) Circle a category: researcher, teacher, administrator
3) Department you work for:

4) Identify your needs. Please put a check (v”) in the two columns, where appropriate.

1) general English in such situations as in the street, at the
airport, socializing with colleagues, etc.

2) lectures and presentations in my field of study
3) official discussions and negotiations

4) listening texts from electronic resources: audio and
video recordings, webinars, Skype conferencing, etc.

5) other (write down)

| WOULD LIKE to
read

| CAN read B. Reading

1) business emails

2) personal correspondence

3) research articles and books in my field of study
4) magazines and newspapers

5) novels and stories

6) internet resources: blogs, forum posts, etc.
7) instructions, official orders

8) reports

9) manuals

10) curricula and syllabi

11) abstracts

12) reviews

13) official announcements

14) other (write down)
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| CAN C. Speaking | WOULD LIKE to

1) socialize, discuss everyday situations

2) discuss professional topics

3) give lectures in English

4) make conference presentations in my field of study
5) take part in formal discussions and negotiations

6) talk on the phone, Skype

7) other (write down)

| WOULD LIKE to
write

| CAN write D. Writing

1) formal letters

2) emails

3) CV/resume

4) reports

5) abstracts

6) summaries

7) reviews

8) research articles

9) media posts: blogs, forum posts, etc.
10) instructions, orders

11) research reports

12) manuals

13) syllabi

14) announcements

15) calls for papers / conference programs
16) texts for a public presentation / lecture
17) grant proposals

18) other (write down)

5) Circle how many hours per week you would like to spend studying English.
1 3 5 more
Thank you. We look forward to seeing you at our English workshops.

@' BY This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 5: NEEDS ANALYSIS FOR FACULTY

Please read the following information carefully.

Survey takers: The survey will be used to gather information about the writing needs, both perceived and

actual, of the Kyiv-Mohyla academic community. The English Writing Center (EWC) at the English Department

will use the information gathered to define the goals and scope of the EWC. This writing center will serve the

needs of the academic community by providing;:

* one-on-one tutorials

* workshops in academic writing (including ESP)
* workshops in avoiding plagiarism

* workshops in creative writing

* workshops in application essentials

¢ workshops in business essentials

* workshops in research writing essentials

* other resources as determined by the survey

Signing this form implies that you have read and
understood the purpose of this survey and how the
results will be used, and it expresses your agreement
to allow your answers to be analyzed and included for

research purposes. We need you to sign your name

Surveyors:

*  Make certain that the survey respondents
have read the information sheet about the
survey.

e Answer any questions they might have about

the survey itself or its outcome.

Printed Name Signature

Eve Smith Eve Smith

Email and/or Mobile

important@yahoo.com

* referrals for students to work on faculty-specified
1ssues in their writing

* exercises on writing and grammar

* resources on writing structure and grammar

* workshops on topics that include: plagiarism,
summary writing, integration of quotations, and
learning strategies

* workshops tailored to instructors’ needs

to prove that you actually took the survey so that it is
valid for data collection for research purposes. Once
you have signed the form, you will be given a survey
with a number, and your name will not appear on any

data analysis or reports.

*  When giving a survey, remember to write
the number of survey respondents next to
their names on the registration form. It is
crucial that you have correctly entered in
this information so that the results may be

processed.

Survey
Number

Can we contact you

with further ques-
tions? Circle Yes or No


mailto:important@yahoo.com
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Adapt this form to suit your purposes.

Faculty Writing Center Questionnaire

Personal Information

Your native language: Years of teaching experience:

The name of the academic area in which you mainly teach:

Level of students you generally teach:

General Questions on Writing in English in Your Program

We invite you to give feedback in Question 9 if you feel that there was any writing item missing from the survey.

1) Do your students have to write assignments or papers in English (circle):

yes no
1A. Ifyes, estimate how many papers your 1B. Students have the choice to write
students wrote in English the previous in their first language or in English.
term. (circle)

yes no
2) Last semester, how many written assignments (letters, essays, papers) on average in English did

students submit for grading during a Bachelor study program in your field?
None 1-3 4-6 7-9 10 or more Not Applicable
[] [] [] [] [] []

3) Last semester, how many written assignments (letters, essays, papers) on average in English did

students submit for grading during a Master’s study program in your field?

None 1-3 4-6 7-9 10 or more Not Applicable
[] [] [] [] [] [ ]
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4) On average, how many hours a week do you think your students should dedicate to writing to succeed

in your course?

None 1-3 4-6 7-9 10 or more
[] [] [] [] []

5) Which of the following do your students write in your course?

_m °ccas'°"a"v Mﬂ Verv often

Notes during lectures

Seminar papers (on theoretical or empirical
topics)

—
—_

Research papers

Personal reflection papers
Technical reports
Summaries

Paragraphs

Internship reports
Proposals

Essays

Narrative or expressive texts
Abstracts

Formal letters

Others (please list)

/ o/ /e e e e
—_ e e e e e e e e e e e e e
— o/ — —/ /1 /1 — —/ ~— — — —
e e e e e e e e e e e e
/ / / /A / / —/ —/ —/ —/ —/ —/ —/ —/ —/ /&
—_ e e e e e e e e e e e
/ / / /A / /A —/ /@ —/ — —/ /@ —/ —/ —/ /&
—_ e e e e e e e e e e e
/ —/ —/ —/ —/ —/ — —/ —/ "/ ~—/ /@ "~/ —/ ~—/ /&
e e e e e e e e e e e e e
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Importance of the Competencies in Academic Writing

6) What is most important to you when your students write a paper for a grade?

Rate the following from 1-9, with 1 being most important and 9 being least important.

Finding the relevant literature about a topic

Planning the writing process

Understanding and reflecting on research methods

Structuring a paper

Summarizing research sources

Writing process itself

Using the right terminology for English for Specific Purposes

Revising a text to make it grammatically correct

Revising a text for the right word choice

7) How competent are your students in the following?

2 3 4
fairly average competent
competent | competent | competence

Supporting one’s own point of [] [] [] []
view

Interpreting research findings [ ] [] [] []
Integrating research findings [ ] [] [] []
Referring to sources [ ] [ ] [] [ ]
Dealing critically with a subject [ ] [ ] [] []
Expressing one’s views precisely [ ] [] [] []
Inserting and integrating tables, [ ] [ ] [] []

graphs, and charts in a text
Writing bibliography cards
Writing a reference list

Avoiding plagiarism

— /o
—_
—
—_
— /o
—_—
—
—_

Discussing previous research in
the field

Writing a stylistically appropriate [ ] [ ] [ ] []
paper
Using an effective writing process [ ] [ ] [1] [1]
(outlining, first draft, etc.)

americanenglish.state.gov
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p 3 4 5

fairly average competent highly

competent | competence competent
Keeping to a writing schedule [ ] [ ] [] [] []
Considering the audience [ ] [ ] [1] [] []
Accurate word choice [] [ ] [] [] []
Developing flow in the paper [] [ ] [] [] []
Editing the paper for mechanics, [ ] [ ] [] [] []
punctuation, etc.

8) Ifworkshops were offered for free to help students develop study competencies, rank the order of
importance for each competency (1=most important, 9=least important).

a) Discussing in class

b) Organizing group-work efficiently

¢) Giving an oral presentation

d) Academic writing

e) Peer editing

f) Using technology-aided tasks (PowerPoint, Word, PDF, etc.)

g) Reading and understanding academic texts

h) Note-taking during lessons

i) Avoiding plagiarism

9) Is there anything that you would like to mention about your classes that you feel was not already

mentioned or addressed in this survey?

@' BY This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 6: FACULTY-ORIENTED CENTER CREATION
QUESTIONS

1) Whois your audience?

2) What are the needs of your audience?

3) What kinds of writing can your tutors do?

4) What kinds of writing will your tutors need to do?
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5) Will your tutors offer online consultations?

6) What technical skills will your tutors need to have?

7) What is the mission of your center?

8) What would your center like to offer clients in one year?
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9) What would your center like to offer clients in two years?

Handout 6
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HANDOUT 7: SAMPLE WEBPAGE INFORMATION

The following sections have been taken directly from
Samara Academic Consultancy Center’s website.
They are copyright free and can be modified to fit the
needs of your institution.

The first section, entitled “Welcome,” is the main
page of the website. It describes what a person can
expect from the writing center. The audience is the

Institution’s general community.

Welcome

The Samara Academic Consultancy Center is a place
for members of the Samara State University and the
Samara State Aerospace University to get help with
their writing. The English Writing Center is staffed
by trained tutors from the English department of both
universities who provide individual consultations to
faculty and students working on any piece of writing.
Having a finished product is not necessary to come
to a consultation. You are welcome to bring brain-
storming notes, an idea, an outline, notes, or a draft.

For further information, please read our answers to

FAQs
Do I have to pay for an appointment?
No. Appointments are free for all faculty and student

members of the university system in Samara.

When is the NAME open?
Consultations are currently based on tutor availability.

Please check the schedule online for availability.

The second section, entitled “FAQs,” is a section
that answers frequent questions that the academic
community might have about the writing center. In
this section, the author has left the word “NAME” in
capital letters. If you decide to use this to help start
your website, replace the word with the title or name

of your writing center.

frequently asked questions (FAQs).

Rules: In order to ensure that each member of
the Samara State University and National Aerospace
University community has an equal opportunity to
participate in and receive good-quality consultations,
the writing center will adopt the following policies:

e Each tutee can only book one appointment

per day.

e Each tutee can only book two appointments

per week.

e Each consultation lasts for 40-60 minutes.

How do I make an appoirntment?

You can fill out an online form or send us an email.

Who goes to the NAME?
Any member of the university community who wishes
to have good feedback on a piece of their writing! We

understand that you may not have a draft ready. We
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can also help you with your ideas for your article or

paper.

What will a consultation do for me?

A consultation will help you to see the areas of your
writing that may not be communicating as effectively
as you would like them to. You are welcome to ask for
feedback on content, meaning, and readability. Have a
journal article idea and need someone to bounce ideas
off of? A consultation is a place for you to work with a

tutor to come up with ideas or outlines for articles.

What is a writing consultation like?

Questions, questions, questions! A consultation is you
with a tutor discussing your work through a series of
questions and answers. Come with your questions
ready for the tutor and get the most out of your expe-

rience.

What do I need to take with me to a consultation?
We work with writers during any stage of their

writing process. In other words, bring your journal

description, your assignment instructions, your ideas,
questions, notes, and the results of brainstorming
sessions. If you have a draft, print it and bring it with

you or bring your laptop. We cannot accommodate

flash drives.

Will the tutors correct the grammar mastakes on my
paper?

No. If you ask, tutors will point out areas on your
paper where you have made grammar or syntax
mistakes; however, they will not correct them. They
will help you find resources to help you understand
your grammatical errors so that you can continue to

Improve your writing,

Will the NAME check my grammar?

See above.

Can NAME help me with my CV/resume?
Absolutely. You might also like to sign up for a CV/

resume and cover letter workshop.

m This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 8: WRITING CENTER WEBSITE CREATION
QUESTIONS

1) Who will design the website?

2) How will the website be maintained (i.e., who will update the website and fix any problems)?

3) How will the writing center use the website?

4) How will the writing center use social media? Who will update the events or activities on social media?

How will the social media accounts be updated?

@. BY This work is licensed under a Creative Commons Attribution 4.0 International License.
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HANDOUT 9: TUTOR ROLE-PLAY RUBRIC

Communication

Energy and
Attitude

Engagement

Poor
Often had difficulty

explaining concepts.
Lost patience with
tutee. Did not listen
to the concerns of
the tutee.

Rarely smiled and
gave encouragement
to tutees. Tutees
were hesitant to
approach tutor.

The tutor lacked fo-
cus in the consulta-
tion, often distracted
by the surrounding
environment. The
tutor seemed dis-
interested and did
not interact with the
tutee.

Fair
Sometimes had
difficulty explaining
concepts. Some-
times lost patience
with tutee and usu-
ally listened to the
tutee’s difficulties
and concerns.

Helpful to tutees but
did not provide a lot
of energy and en-
thusiasm by asking
questions, clarifying
ideas, or eliciting
more discussion.

The tutor was some-
times distracted by
the surrounding
environment, but
was able to keep
focused and interact
with the tutee a
large portion of

the time. The tutor
was sometimes able
to ask thoughtful
questions and make
clear restatements
that demonstrated
understanding of
most of the concepts
discussed.

Good

Explained concepts
clearly and concise-
ly. Listened carefully
to concerns of tutee.
Showed patience in
repeating instruc-
tion until tutee
understood.

Usually positive,
helpful, energetic,
and enthusiastic.
Asked questions,
clarified ideas,

and elicited more
discussion with
tutee. Put tutees and
other tutors at ease
by making them feel

welcome.

The tutor was dis-
tracted 1 or 2 times
by the surrounding
environment, but
was able to keep
focused and interact
with the tutee for a
majority of the time.
The tutor was able
to ask thoughtful
questions and made
clear restatements
that demonstrated
an understanding of
most of the concepts
discussed.
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Excellent

Explained concepts clearly and
precisely. Used own examples
and methods in attempting to
help tutees understand. Lis-
tened carefully to the tutee, and
persisted in helping the tutee
until the concepts were under-
stood. Provided motivation for
the tutee to learn.

Always positive, helpful, ener-
getic, and enthusiastic. Asked
questions, clarified ideas, and
elicited more discussion with
tutee. Put tutees and other
tutors at ease.

The tutor demonstrated
engagement in the tutoring
session by ignoring other activ-
ities in the center and focused
on the session. The tutor
consistently asked thoughtful
questions and made clear re-
statements that demonstrated
understanding of most of the
concepts discussed.
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Feedback

Facilitation

Poor

Focused on mistakes
in grammar and
spelling. Made no
comments on the
structure of the
paper. If grammar
was interfering with
the meaning, did not
explain why.

Tutor dominated
the session by
talking or writing
too much.

Fair
Mainly focused on
mistakes in gram-
mar and spelling;
however, made a
few comments on
the structure of
the paper. When
grammar interfered
with the meaning,
the tutor sometimes
explained why and
asked tutee to find
other examples in
her writing.

Tutor had a tenden-
cy to dominate the
session by talking or
writing too much.

Good

Made comments
on the structure of
the paper or areas
where meaning was
not clearly com-
municated. When
grammar interfered
with the meaning,
the tutor sometimes
explained why and
asked tutee to find
other examples in
his writing.

Tutor mainly fo-
cused on the needs
of the tutee by ask-
ing what they would
like to focus on and
explaining the pro-
cedures of a tutorial
whenever it was the
tutee’s first time. Tu-
tor asked questions
(open-ended and
directive, depending
on the needs of the
tutee). Asked tutees
to do most of the
writing.

Excellent

Mainly focused on the
structure of the paper or
areas where meaning was not
clearly communicated. When
grammar interfered with the
meaning, the tutor explained
why and asked tutee to find
other examples in her writing
for her to correct.

Tutor focused on the needs of
the tutee by asking what they
would like to focus on and
explaining the procedures of a
tutorial whenever the tutee was
there for the first time. Tutor
asked questions (open-ended
and directive, depending on
the needs of the tutee). The
tutees did all of the writing.
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HANDOUT 10: HIRING A TUTOR

1) What procedures will you use for hiring a tutor?

2) How will you adapt the rubric for your own needs?
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HANDOUT 11: SAMPLE TUTEE EVALUATION OF
CONSULTATION AND TUTOR

Date: . Tutor Name: Department:

1) During our session, my tutor and I worked on:

L] Abstract L] Citations L] Grammar
[J Thesis Statement [J Argument L] Articles
L1 Paper Structure [J Paragraph Development LI Other:
L] Research L] Introduction L] Other:
L] Word Choice L] Outline L] Other:
2) Rate your experience:
I have a better idea of what I should do to make my paper better.
1 2 3 4 5
Disagree Agree
The writing tutor worked to help me clearly express my ideas.
1 2 3 4 5
Disagree Agree
The writing tutor was patient.
1 2 3 4 5
Disagree Agree
The writing tutor asked me questions about my ideas.
1 2 3 4 5
Disagree Agree
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3) What was the most helpful? Why? What suggestions do you have to improve your session?
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HANDOUT 12: TUTOR WORKSHOP RUBRIC

Abbreviation:

Ppt = PowerPoint

T i | Avesp | Gowd | Excele |

Structure

Presentation Skills

Learner-centered

Outcome

Absence of struc-
ture or organiza-
tion. Presentation is
unclear and difficult
to follow.

Practically no
eye-contact,

looks indifferent,
or speaks at the
audience. Makes a
variety of pronun-
clation mistakes,
speaks too softly or
loudly.

Facilitator speaks
most of the time
and does most

of the activities.
Content is not stim-
ulating and does
not require partici-
pants to respond or
engage.

The outcomes are
not defined and it
1s difficult to figure
them out from the
Ppt and activities.
Or, the outcomes
are not manageable
within the given
time frame.

Introduction and/
or conclusion may
not be clear or may
be missing. Presen-
tation is somewhat
unclear and difficult
to follow.

Looks a little
detached, little
eye-contact with
the audience. Does
not annunciate/
mumbles or has no
volume control.

Facilitator speaks

a majority of the
time. The activities
are arranged so that
the facilitator has to
tightly control them.

The outcomes are
somewhat clear but
many aspects of the
Ppt and activities
seem only slightly
related. Or, there are
either too many or
too few outcomes.
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Clear beginning
and end, but the
presentation some-
times lacks clear
transitions.

Stands up straight,
makes eye-contact
for a majority of the
Ppt. Speaks clearly
and distinctly,
though may have
1-3 words mispro-
nounced.

Activities and
presentation are
organized in a way
that focuses on
participant engage-
ment.

The outcomes are
given but the pre-
senter occasionally
wanders from that
focus. It is not clear
that all outcomes
will be achieved

by the end of the

presentation.

Clear beginning,
middle, and end,
with an aim that
1s clearly stated
and maintained
throughout.

Stands confident-
ly, looks relaxed,
and maintains
eye-contact with the
audience. Speaks
clearly and distinct-
ly. Enthusiastic and
no mispronounced
words.

Activities and
presentation are
organized in a way
that focuses on
participant engage-
ment. Learning
reveals feelings and
thoughts of partici-
pants.

Defines manage-
able outcomes

for the Ppt and
activities clearly at
the beginning and
maintains this focus
throughout. Checks
whether or not the
outcomes were
achieved at the end
of the Ppt.
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Timing

Slide Content
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Presentation is
5-6 min longer or
shorter.

Only textual infor-
mation, overload-
ed with text, not
readable, small font,
noisy background.

Presentation is
3-4 min longer or
shorter.

Small font, inappro-
priate background,
slides sometimes
overloaded with
text. The informa-
tion is useless; text
of the workshop
does not always
correspond with the
speaker.
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Presentation is
2 min longer or
shorter.

Mostly appro-
priate size of text
and integration of
photos or other
visual stimulants.
2-4 slides might not
match. Text almost
always corresponds
with speaker.

Exactly 25 min.

Appropriate size
of text, integration
of photos or other
visual stimulants.
Stimulating. Text
perfectly corre-
sponds with the
speaker.



HANDOUT 13: WRITING CENTER LOGISTICS

1) What is the writing center going to be called?

2) Where is the writing center going to be? How big will it be?

3) How many tutors will you have? How many hours will each tutor work?
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4) How many administrators will you have? How many hours will administrators work? Will they also
have teaching duties? Will they have consulting or tutoring duties? If so, how will their various writing

center duties be balanced with their other duties?

5) What resources will you have access to?

6) What will be the writing center’s hours of operation?
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7) What data will be included in a consultation evaluation?

3

8) What forms will the tutor and tutee use after each consultation?

9) How will workshops be structured?

10) What types of services will you offer (in the short term, mid-term, and long term)?
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11) What won’t the writing center do?
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HANDOUT 14: OVERVIEW OF SERVICES

Adapted from the “Overview of Services” published by
the Merrill-Lynch Writing & Communication Center
at the New Economic School on November 20, 2015.
The “Overview of Services” might be used by the
writing center administration as a means of publicity.

Aside from giving workshops intended to inform the

Introduction

is a place

for members of the university to get help with their

writing,. i1s staffed by
trained tutors who provide individual consultations to
faculty and students on academic skills.

Our center is designed to assist the community

in three ways. 1) To assist faculty writing for interna-

We work with you on the following skills:

e Improving critical reading skills, enabling you
to think and write more clearly and incisively

* Identifying the structural features of specific
academic writing genres, relevant to each
discipline

* Refining writing processes through
generating ideas, drafting, peer evaluation,
and individual writing consultations

e Learning to see through your audience’s eyes

e Effectively using the work of others in

institution’s community about the purpose of a writ-
ing center and what to expect during a consultation,
the writing center can prepare a brief overview of ser-
vices that can be handed to department heads, posted
around campus, or sent in an email to the university

community.

tional publications. All faculty members are welcome
to visit with an idea, an outline, or a draft and see it to
fruition. 2) To provide students an area to come and
discuss their thoughts and ideas in English during
conversation club. 3) To provide professional devel-
opment activities and coaching for faculty members

and students.

writing, including use of sources and citation
methods

e Expanding and improving the visitor’s ability
to work independently by exploring new

strategies for learning

Each meeting is catered to the needs of the visitor.
Whether you are new to academic writing or a pro, this
enables us to provide you with the best possible sup-

port for your academic skills and professional growth.
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Faculty Support

offers a variety of services

to faculty, including face-to-face consultations,

Writing and Publishing

is intended to assist you with the
English language publication of articles in internation-
al journals. Our trained tutors can review your work

to focus on strengthening your argument and assist

in explaining the nuances of writing for an English
language publication. The tutor will talk to you about
structure, 1deas, and clarity of your paper or presenta-
tion. He or she will suggest strategies for revision and

work with you on ways to concisely express your ideas

Presentations
Faculty 1s encouraged to consult with

staff on

their presentations. We can help you effectively

Faculty Training

Once every semester, we offer a Professional Develop-
ment Day in English and academic writing for faculty.
The typical structure of a Professional Development
Day 1s similar to a conference with 2 or 3 concurrent

sessions on an academic writing topic. Each workshop

workshops, and seminars. These support services are

described in more detail below.

in English.

The tutor will NOT edit your work, but will be
happy to point out problems with grammar and syn-
tax while providing you information and resources on
how you can avoid these problems in the future.

Faculty is encouraged to consult with

staff on their writing proj-

ects at any stage of development.

communicate your main objectives both through
reviewing the structure and meaning of your slides

and working with you on your spoken presentation.

is half'an hour (30 min) and will be repeated twice,
so you have the option to participate in a variety of
activities. Possible topics include: writing an abstract,

common errors, the sections of a research paper, etc.
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Student Support

offers a variety of services

to students, including face-to-face consultations,

Weekly Workshops

During the fall academic semester,

offers a workshop series
to postgraduate students on a variety of topics. Past

seminars have covered:
e The Writing Process
¢ Critical Reading

English Discussion Club

Our English Discussion Club meets once a week and
is for students, by students. In other words, we have
worked hard to create a comfortable space on
campus

Online Presence

Information about can be

(URL). This

found at

includes a resource section focused on websites and
activities that can assist the native

(your language) speaker. You are also welcome to
fill

Facilities

All members of the academ-

ic community are invited to use the facilities, which

Handout 14 3

workshops, and seminars. These support services are

described in more detail below.

e Summary Writing
e Thesis Statements
e Common Errors

* Business Letters

e Cover Letters

*  Resume and CV Writing

where you can come and read magazines and discuss

the latest news in English.

out a consultation form.

keeps the academ-

ic community updated on the latest news regarding
workshops and activities on Google+, VK, Facebook,

and Twitter.

include an area for writing consultations and a library

of resources on academic writing.
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