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Welcome  

Dear Writing Tutors,  

 Welcome to the Mohawk Valley Community College Learning Center.  The Learning 

Center Staff is grateful that you have decided to become a tutor.  Tutoring is a rewarding job, 

and it will likely improve your knowledge and skills.  The tutor’s role is to support, empower, 

and encourage students.  Tutors assist and guide students through modeling, teaching study 

skills, questioning and active listening.  Tutors need to be patient, friendly, and knowledgeable 

about their subject area.   

Although some tutoring techniques and concerns are relevant to all tutors, writing 

tutors face additional challenges, which is why you have received this booklet.  Remember, 

writing tutors cannot instruct students; we provide reinforcement of course concepts and 

methods that students can use to independently improve their writing skills.  The assistance 

you provide our students is invaluable, and most students will appreciate your guidance.             

In addition to this writing tutor manual, writing tutors will also receive a book of 

resources that addresses some common writing, grammar, and computer issues.  While tutors 

must be flexible, we want you to be as prepared as possible.  English is a complex language with 

many rules and exceptions, so it is inevitable that students will seek your help on topics you are 

not confident in tutoring.  The textbook, the internet, reference books, and other tutors are 

possible resources to access when you are uncertain.   

The Learning Center staff is a team.  I invite you to ask questions, provide feedback, or 

talk to me about any concerns you may have throughout the semester.  If you are unable to talk 

to me during your tutoring hours, please do not hesitate to email me at kraab@mvcc.edu.  I 

look forward to working with you and witnessing the profound impact you will have on our 

students. 

 

Thank you, 

Kristen Raab 
English/Writing Mentor 

 

mailto:kraab@mvcc.edu
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MOHAWK VALLEY COMMUNITY COLLEGE WRITING TUTORING CONTRACT 
 

Student Name: _______________________________________Semester:    ____________ 
   
M Number: ______________________              Date/Time:  _____________      
 
Course #:    _____________   Instructor (Optional): _________________________________  
 
May I speak to your instructor regarding your tutoring sessions?         Yes            No 
 

 Tutors help students through modeling, fostering self-direction, and collaborating about the writing 
process.   

 Sessions are 30 minutes.  Appointments are preferred.  Give yourself plenty of time between 
your appointment and the assignment due date.  

 Cancellations: Cancel your appointment at least one hour before the appointment time.  
Repeated cancellations may result in the loss of ability to sign up for tutoring.  

 No shows: If you miss 3 appointments without cancelling, you must speak with the Director and 
sign a contract before seeking tutoring again.  

 No editing: Tutors do not edit, revise, or perfect papers.  STUDENTS will write their own 
sentences, citations and ideas on their papers.  

 Tutors will not make assumptions about the nature of an assignment or about the quality of a 
paper.  All questions about content and the nature of an assignment should be directed to the 
instructor. 

 Tests: We cannot help with any tests or exams without written/emailed permission from the 
instructor.  

 Be on time.  If you are 5 minutes late, you may lose your appointment.   

 The ultimate responsibility rests with you, the student, not the tutor. 

  

 Focus of the session (TUTOR: Check those that apply) 
 
          Grammar/spelling 

          Paragraph formation- topic sentences, themed paragraphs 

          Thesis formation, agreement, and construction 

          Clarity and economy of language 

          Brainstorming activities or other prewriting tools 

          Time management, study or planning skills 

          Citation methods: M.L.A., A.P.A., OTHER_____________ 

          Format: standard or instructor specified 

          Research methods for print or online  

_____Resume, cover letter, scholarship or transfer essay 

Optional Tutor comments:____________________________________________________ 

 
Tutor: _____________________Student signature ___________________Date:________ 

 
 
White: Learning Center   Pink: Student   Yellow: Instructor 
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This is the Tutor Activity Report (TAR). It should be submitted every two weeks.  

Do not let students fill out the form; the document may be illegible if they do it.  

The M# can be found in SIRS if the student does not know it.  Make sure you put 

the course number and not the course name (PY101, not psychology).  

Please print clearly and accurately.  
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MVCC Web Time Entry for Employees  

2013 

1. From any computer on the Internet, go to the college website at http://www.mvcc.edu, 

and click on the Information and Registration SIRS button.  

2. Click on the Login to Secure Area button.  

3. Enter your SIRS ID and PIN and then click on Login. 

If you do not know your SIRS login information or have forgotten it, please ask your 

supervisor to contact HR at 792-5636.  

4. Click on the Main Menu tab: Employee 

5. Click on the Time Sheet link. 

6. Select the appropriate pay period that you are entering time for and click on Time 

Sheet.  

7. To enter hours for a specific day, click on the link, Enter Hours, below the heading for 

the correct day. 

8. Enter the begin time that you started and the end time which you left. Remember to 

“Punch out” for any lunch/dinner breaks. Example: If I worked 8:30-4:30 and took an 

hour lunch break from 12:00-1:00, I would enter 8:30 AM- 12:00 PM and 1:00 PM-4:30 

PM.  

9. If you work the same hours for other days in the pay period, you can click on the Copy 

button, and select the other days that you worked. It will then copy the hours worked 

into the designated days, eliminating the need to enter your time worked in each day 

column. 

10. Click on Timesheet to return to the main input screen. 

11. If you need to supply your supervisor with any comments, click on the Comments 

button.  Here you can enter comments that your supervisor will see.  Comments such as 

“worked through lunch on Sept, 30, 2012” or “worked on Oct 1, 2012 to make up for 

time missed on September 29th” are sometimes needed. 

12. Click on Submit for approval. 

13. You will be prompted to enter your SIRS PIN again.  Your PIN is considered to be your 

electronic signature. 

14. Do not send a paper timesheet to Payroll if you approved your time on the web. 

Important: All time sheets MUST be submitted before 11 PM Eastern Time on the Monday 

after the end of the pay period.  Failing to submit your time electronically will require you to 

complete and submit a paper timesheet, which may delay your pay until the next pay 

period. 

Mdrive- Learning Center: Tutor Training. “MVCC Web Time Entry for Employees” 

http://www.mvcc.edu/
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Contact Information and Appointment Link 

 Students sign up for appointments through our website.  The link below is also 
where tutors go to check their schedules for the day. 

http://www.mvcc.edu/learning-center/tutor-appointments-online-1-2 

 

Full-Time Staff 

Ibrahim Rosic  
Director of Tutoring Services 
• Phone Number: 315-792-5506 
• Email Address: irosic@mvcc.edu 
 
Breanne Rathbun 
Interim Tutor/Mentor Mathematics 
• Phone Number: 315-792-5610 
• Email Address: brathbun@mvcc.edu 
 
Kristen Raab 
Tutor/Mentor English Writing 
• Phone Number: 315-792-5592 
• Email Address: kraab@mvcc.edu 
 
Debbie Pryputniewicz 
Secretary 
• Phone Number: 315-792-5517 
• Email Address: dpryputniewicz@mvcc.edu 

 

 

 

 

http://www.mvcc.edu/learning-center/tutor-appointments-online-1-2
mailto:irosic@mvcc.edu
mailto:brathbun@mvcc.edu
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Writing Tutor Responsibilities 

 Please sign-in and be ready to work by the start of your shift. 

 Check regularly to see if students have made appointments with you. 

 Refill the printer and the stapler during your shift when you do not have 

students.  

 Please put scrap paper in the math lab buckets, the slot by the printer or 

the recycling bucket.  

 Please remind students to sign in for appointments and to use the 

computers.  These numbers are important, and we must all remind our 

students of this importance. 

 Enforce the “no cell phone” and “no social media” policies.  

 Remind students of our printing policy when they print more than 20 pages 

or print PowerPoint presentations in any form other than “outline.” 

 If there is a computer problem that you cannot fix, please notify Kristen.  If 

Kristen is with a student, please tell Debbie so she may call IT.  

 If a student requests headphones or a writing stand, you may get them 

from Kristen.  Students should give you their MVCC ID to use headphones.  

These may be kept in Kristen’s office or at the front desk if Kristen is not 

here.  If a student needs headphones, and Kristen is not in her office, please 

ask Debbie for assistance.   

  If you notice that handouts are low or you take the last handout, please let 

our student workers know that the slots need to be filled.  

 When you do not have a student, you should be in the lab.  Students often 

have questions, but they will not know you are available to help if you are 

not present.  A computer has been reserved for writing tutors in the writing 

lab.  It is particularly important that you remain in the lab when there is not 

another tutor in the lab.   

 If you are unsure about an assignment or a policy, please ask Kristen or 

Ibrahim.  

 If you start when the center opens or end when the center closes, please 

assist with the opening/closing process (Blinds, paper, chairs, lights).  
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Our goal is to help students become confident, self-directed learners. 

What does a writing tutor do? 

 We read rough drafts and offer suggestions for organization and clarity. 

 We answer questions about structure, development, and content when applicable. 

 We guide students toward improving their grammar with handouts and examples.  

 We discuss assignments at any stage of the writing process. 

 We review outlines, concept maps, brainstorm activities, and other prewriting tools. 

 We assist students with online library database usage. 

 We direct students to MLA and APA citation guides and websites.  We explain the 
format when necessary.  We review completed citations. 

 Writing tutors discuss literature with students, but we do not teach the material.  

 We encourage revisions. Writing is an ongoing process, and students should work 
toward continuously revising their work. 

 We provide basic computer assistance with the Microsoft Word Program.  This help 
includes showing students how to double space, insert page numbers, change the font 
and margins, save and print documents. Other general computer help is also provided. 

 We stress the importance of starting assignments early.  The Learning Center is very 
busy, and students need to sign up early in order to receive the help they need.  
 

What are some things that a writing tutor WILL NOT do? 

 Write sentences or revise papers for students. 

 Allow students to drop off or email papers for editing. 

 Type papers for students.  

 Complete student citations (MLA/APA).  

 Help with exams or graded homework assignments.  

 Tutor students in IS101 or IS102.  Students in need of computer tutoring should meet 
with computer tutors.  

 Act as a replacement for a missed class.  Students must attend class and obtain missed 
work from their instructors. 

 Predict a student’s grade or an instructor’s reaction to a paper. 

 Make an assumption about the nature of an assignment. Please direct questions about 
assignment criteria to your instructors.   

 Sit with students as they write/type entire drafts.  We will help you get started and 
answer some of your questions.  
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Rules and Tips 

 Tests: Writing tutors cannot help students with tests of any kind without instructor 

permission.  Please carefully check assignment sheets and ask students if the 

assignment is a test when in doubt.  Some instructors will allow us to assist their 

students with some portion of exams, but you may not do so unless you have received 

permission through email or a memo in your folder.  

 Unclear assignments: Some assignments may not be clear to us as we are not receiving 

instructions in class with the students.  It is best to tell students that we cannot interpret 

what the instructor wants, and tell them to visit their instructors for clarification.   

 Remain hands-off:  It is fine to provide examples, but never write a sentence for a 

student.  Limit writing on their papers.  Try to keep your writing to simple markings such 

as circles, underlines, and question marks.  Do not type for students.  Make the student 

do the work.  Encourage them to take notes and write on their own papers.  

 Promote growth: Once you have shown a student how to do something several times, 

do not continue to “give them the answers.”  For example, students will also come to 

the Learning Center for assistance with citations.  The first time a student seeks your 

help, you may want to explain a citation step by step.  When students come back for 

additional help, politely tell them that you want to see an attempt at completing the 

citation independently while you sit with them.  Show them where they can find 

examples in our citation guides or how to (cautiously) use online citation tools.  

 Encourage the use of resources: If the student you are working with needs subject area 

help, please refer them to other tutors. Explain that you can help with writing concerns, 

but we have tutors who specialize in the subject area who can help students understand 

course concepts.  

 Do not enable students:  Assist students, but try not to spend too much time with them. 

A half hour session per day is enough to get them started or to answer some questions.  

If you decide to stay with a student for an hour, please first make sure there are no 

questions in the lab.  Check the lab regularly to make sure there are not students in 

need of assistance.  
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 Writing Lab Rules for Students 
 

1. Sign in and out of the lab. 
  

2. Do NOT print more than 15 pages per visit. 
  

3. Power Point should be printed in outline form.  
  

4. Silence cell phones. You may not talk on your  
phone in the lab. 

  
5. Social networking and game playing are not allowed.  

  
6. Food and drinks are not allowed by the computers. 

  
7. Remember that people are working in the lab. Speak quietly. 

  
8. Do not interrupt the tutors while they are in tutoring sessions.  If the 

printer is jammed, needs paper, or your computer is not printing, 
please see an available tutor for assistance. If everyone is with a 

student, you may interrupt to ask for help with printing.  
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Proofreading vs. Tutoring 

One source of confusion in the Writing Lab involves proofreading vs. editing.  Students coming to the 

Lab may say, “I need somebody to proofread my paper,” and then quite surprised when they are told 

that the Writing Lab does not provide proofreading services.   

PROOFREADING 

 Performed by:  a proofreader or editor 

 Focus:  on the product, the current piece of writing 

 Perspective:  very short term, improve THIS writing NOW 

 Priorities:  surface level “errors” (spelling, usage, articles, punctuation, etc.) 

 Involvement:  editor marks text, either silently or with limited commentary; student observes 
passively or listens, but with little involvement 

 End Result:  student may feel work has “stamp of approval” and may assume the writing 
process is over 

TUTORING 

 Performed by:  a tutor 

 Focus:  on the process, learning how to become an effective, independent writer 

 Perspective:  long term, improve the writer over time 

 Priorities: 
first, productive personal writing process. 

second, audience awareness and logical strategy. 

third, coherent organization of focused topic. 

fourth, detailed and specific development. 

fifth, effective sentence structure. 

sixth, appropriate diction. 

                            seventh, word-level concerns (spelling, usage, punctuation, articles, etc.) 

If you have not set aside sufficient time to address primary concerns, tutors may begin 

at a lower level than seems wise.  

 Involvement:  tutor asks questions, identifies PATTERNS of major problems, encourages, 
explains, responds, listens student asks questions, shares concerns, modifies text by APPLYING 
strategies learned in session 

 End Result:  student understands that further improvement is always possible, knows that some 
problems were probably not addressed, does not assume the paper has the “stamp of approval” 
or that the writing process is over.  
 
Shortened from: [http://www.bgsu.edu/departments/writing-lab/proofreading_vs._tut.html] 
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Tutoring Techniques 

TEN SECOND RULE 

Give your student a chance to think.  When you ask a question, or the student is trying to solve 
a problem, give them ten seconds or more to think. This shows the student that you want and 
expect him or her to be engaged in the session.  

PUTTING DOWN THE PEN  

Try to keep your pen out of your hands.  The student will see that you expect him or her to do 
the work.  Also, try to keep the paper as close to the student as possible.  

ECHOING 

Restate what you hear the student say.  This can help students see that their intended meaning 
may not be clear.  

PROBING  

• Clarify: Ask the student to provide more information.  Some ways to clarify include asking 
them to be more specific and requesting an example.  

• Challenge: Ask the student to justify their answer.  You may want to ask, “Are you sure?” or 
“Are you making any assumptions?”  

• Refocus: Try to get the student to connect their answer to another idea.  You could ask about 
relationships to other concepts or ask a what if question: “If what you said is true, then what 
would occur if….” 

• Prompt: This technique involves helping students out by providing a hint or rephrasing 
questions to help a student who is uncertain.   You may say, “Let me give you a clue,” “What is 
the first of the three steps?” If the student has been to tutoring with you before, you could ask, 
“Do you remember when we talked about…”  

• Request a Summary:  Ask the student to restate what you’ve discussed.  Ask students to list 
steps if necessary.  

 
Ideas gathered from: http://faculty.deanza.fhda.edu/alvesdelimadiana/stories/storyReader$134 
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Tutoring Scenarios 

1. Student’s Statement:  “My instructor hates me.  I try talking to her, but she won’t help 
me, and she makes me feel stupid.” 
 
Tutor’s Response: “I’m sorry to hear that you are having a difficult time.  Let’s look at 
some of the topics you need help understanding.  I may be able to help you with some 
of the concepts.  You may have to put in extra study time in order to succeed in the 
class.” (Response adapted from www.trcc.commnet.edu/Div_academics/TASC/TutorTraining/potential_problems.shtml) 
 
Be patient and understanding, but do not say anything about the instructor.  You are not 
in the classroom or office hours with the instructor, so you do not know what is actually 
happening.  Instructors are our colleagues, and it is important to remain professional at 
all times.  
 

2. Student’s Statement: “My professor said that I needed to come to the Learning Center 
to get my paper proofread.  I need you to edit my paper and sign it so he will know that 
it has been approved.” 
 
Tutor’s Response: “I’d be happy to read your paper and offer you some advice.  We are 
not allowed to proofread or edit in the Learning Center, but I can help you identify 
problem areas.  Once we have figured out what you need to work on, we can discuss 
ways to improve the paper.  While I hope I can help you submit your best work, tutors 
really can’t give you a seal of approval.  Do you have any questions?”  
 
There is quite a bit of confusion about what role writing tutors play in the learning 
process.  Please politely clarify our role, but remember you should not say anything 
negative about the instructor!  
 

3. Student’s Statement: “The instructor didn’t give me an assignment sheet, so I don’t 
know what I have to do.  It’s English 101 with Professor Jones. Can you help me?” 
 
Tutor’s Response: There are several questions you may ask in this situation.  The 
number and type of questions depends on the student’s response to each. Here is a list 
of possible questions: “Did the instructor write something on the board or in a 
PowerPoint that might help us understand the assignment?  Does your course have a 
BlackBoard component where the instructor posts materials?  Do you know when the 
assignment is due? May I see your syllabus?  Does the instructor have office hours or 
prefer to be contacted through email?  You should definitely discuss this with your 
instructor before we proceed because we do not have assignment information”  
 
Be very careful.  If you are certain that you have tutored Professor Jones’ EN101 
students, it may be tempting to clarify the assignment instructors.  This is typically not 
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the best approach.  Professor Jones may have different assignments for different EN101 
sections.  Some portion of the assignment may have also been changed to meet specific 
class needs.  You should be 100% certain you know the assignment criteria if you tell the 
student anything about the requirements.  It is probably best to ask a leading question 
in this case: “Could this be the descriptive essay assignment about an influential person? 
I don’t know the details, so you’ll still need to speak with your instructor, but perhaps 
we could brainstorm some ideas today.  Before we go any further than that, I would 
suggest contacting the instructor.”  
 

4. Student’s Statement:  “I need your help before 11 am, but I noticed your schedule is 
completely booked. Can I leave my paper with you or can you squeeze me in for five 
minutes between students?” 
 
Tutor’s Response: Students may NOT leave their papers with you.  It is important to 
make this policy clear immediately.  You could say, “I’m sorry, but we are not allowed to 
read your papers without you present.”  It is also necessary to show students that we 
cannot accomplish much in a short time period.  “I am not sure if I will even have five 
minutes between students today.  There is not much we can do in that amount of time 
anyway.  If you go up front and ask the student worker for help, she can see if there are 
any other writing tutors available before 11 am.”  
 

5. Student’s Statement:  “I have to put an article into my own words for my psychology 
class.  I don’t understand some of the article, and the parts I do understand already have 
such perfect wording.  Can you help me paraphrase my article?” 
 
Tutor’s Response: “I can look at what you have written, and you can tell me what you 
do understand about the article.  We can take out a sentence that is particularly 
troubling, so you can tell me what you think it means, and I can see how you put it into 
your own words.  If you need more help with the content, you will need to see a 
psychology tutor or your instructor.  You can also try using your book to look up some of 
the confusing course-specific terms.  I can help you find a psychology tutor if you would 
like to meet with one about this assignment.”  Do not paraphrase for students.  They 
need to learn this valuable skill, and if you do it for them, it is your work instead of their 
work.   
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ESL Department Guidelines: 
Tutoring ESL Students in Composition 

 

Many ESL students utilize the Learning Center for assistance with their writing.  

They may come in feeling overwhelmed and seeking any and all help that is given.  

Many would really like someone to correct their papers for them.  This won’t help 

our students as the ESL teachers will see flawless papers and think that they do 

not need to address any problem areas. 

 Our goal is to work together to not only improve English skills but to guide ESL 

students to become more autonomous learners.  

The following steps can help to ensure that we provide the needed guidance 

while encouraging autonomous learning: 

 Read the essay/paragraph and look for the biggest areas of concerns.  That 

is to say, focus on the area that the student needs the most work in.  Only 

pick one or two areas and focus on those.  Do not point out all issues.   

 

 Do not correct student work; instead guide students in the areas of 

weakness. For example: If the student is having multiple issues with “simple 

present tense,” spend the time reviewing the correct form and function of 

that tense so that the student leaves the session understanding an area of 

weakness.  Then the student can go back and correct his/her paper at 

home.  If the student wants to try and correct one error with the tutor’s 

supervision, this is OK.  But, please let the student work on correcting 

his/her own work. 

 

 If students cannot explain the assignment, please send them back to their 

teacher! 
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Format:  We have four levels of ESL with various skills being taught in each level.   

To be sure that you are working within the frame of the level a student is in, start 

by asking the student to tell you what type of essay, paragraph or composition 

he/she is working on.   Next, ask the student to show you the main idea, thesis or 

topic sentence and the controlling idea.  It is important that the students know 

how to locate these on their own.  If the student is missing any key elements of 

the type of essay/paragraph that was assigned (introduction, conclusion, title, 

supporting sentences, topic sentence, thesis, details, examples etc.), please use 

the correct terminology and ask the student to show you where these elements 

are first.  Let the student come to realize what is missing through self-evaluation. 

Then you can give guidance to help the student make revising and editing 

decisions.  Remember that the goal is for each student to make his/her own 

revising and editing decisions without the tutor making any corrections for the 

student. 

Grammar: Native speakers automatically use correct grammar patterns without 

knowing the rules.  If you are unfamiliar with a rule, please consult an ESL 

grammar book or ESL professional.    

  If you see patterns emerging, tutor the students on particular issues they 

are having (verb formation, subject-verb agreement, article usage, word 

order, etc...).  Use one or two examples from the student’s paper and guide 

the student to look for further examples on his/her own, but don’t correct 

or point out all the mistakes.    

 Don’t change a grammatically correct sentence to make it sound more 

“American”.  This will confuse students who have used grammar correctly 

and have communicated with it.   

If you have any questions or concerns, please do not hesitate to contact the 

teacher or stop in the ESL office to chat. 
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Let’s Talk about Writing 

Encourage students who have difficulty with writing or experience writing anxiety!  

                     

                                                                                 http://onetrackmuse.com/tag/creativity                                pinterest.com/pin/151292868703883839/ 

                       

        http://jwin-sherwindwms.wikispaces.com/Writing                                                  www.quoteswave.com/picture-quotes/371636 

 

 

 

 

 

http://heartifb.com/2012/04/16/20-tips-for-breaking-through-writers-block/
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Why English is Difficult: 

 

http://blogs.law.harvard.edu/josephkim/2013/01/09/21-reasons-why-english-is-hard-to-learn/ 

http://teacherdai.wordpress.com/2012/02/08/english-is-a-crazy-language/ 
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Final Thought 

A quote from Maya Angelou: 

 

 


