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cansiﬂeratinns in-the ‘establishment of a canpus- writing center.
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:admin*strative and departmEﬂtal support: securing funds from varians
‘{nternal and external “sources: ‘obtaining furniture, Ssupplies, and ’
instructional materials: lecating a facility to house the .Genter:
employing faculty and. peer, tutors: and hiring a receptionist. Three
administrative factors are then considered: providing release tifie

for ‘the faculty member; who is to act as the director of the writing’
center: meeting the training needs of student tutors:. and ;haasinq N
"between referral and walk-*n systems of operation. Next, six \
‘housekeeping and publicity considerations are examineéd: the. variaus
forms needed:by. the center- the types of data that must be collected:
*he filinq system needed o argan;ze this aata‘ methcds cf scheiullng,
pravisiaﬁ of wggkshsps and ‘other axtensicn services. Finally, the M
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‘establishment of a campus learning center, pveviﬂing learning suppgrt
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:produce heoke:reletegﬂte

Aajuﬁivereityxpheﬁomeﬁeeg,
feetere militete egeinet establishing a writing eenter in the gunio 
theee ebeteeieeev There are eixteen efeee pertinent to eetebiiehlng a

en'yeuf eempue; end Ivehell dieeeee.each one eepeeeeély, thnugh they

;ygf course ‘inter-related.
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centers, and they feﬁeft
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eemmunity college a determined ehd ereetive feeulty me b en over ome,
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”SELLING THE IDEA j : ERUEN : T j‘v.*gv

"of yeur OWﬁ depertment thet e eenter ie neeeeeery or. even feeeible, but the : -\

‘JﬂppoeiEiéﬁil

;remedietion, end a fear on. the paft of - eeme inetruetcre thet it might eppeer i A

ERIC -
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f ,1 h’ginning yeur prejeet, it ie deeireble/te ohtein the euppert

of yeur depertment and the edminiet ie, ‘ I in%elvee selllng the "idee

of a writing center. You would thihk fhet it is easy 1e'eenvinee the:memhere' v

5 -

ameunt of initial oppeeition to yeur PfDJECtuCEH be eurprieing Pert of" thief‘h'yr
S ! It N
y eriee from the faet that eeﬂtere are eommenly eeeoelated with
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becauseg}hé juniar Dr comm nity callege sametimes attracts students with

" Jow co

K énfal%ment' the patential f

is great. You might even argue thaz it is!tha Z of the community f,ll g

to. offer Ehis‘service in~afder tavbe‘ u respgnstve to the needs of . all

.In fa ct, ‘this is xagtly the line of raasoning L

¥ B
kN

~convince thé:adminfstraticn; Since yaur

.ariented it is gasy to argue that a center

\ \\‘\ N

al service you ‘offer to the public.” You might poiﬁt cut tﬂ administratgrs

# A .
that establishimg a center is a concrete step and shows legi slators- nd
l : o

‘j,;that the SEhDﬂl is. doing something about iiteracy., ‘Also cunv1ncing

?\ o to administrators\%Te statistlcs frgm other ccllegas indicatimg the rate of .

\ ] N
VN student use. of centers Eaah semesteril nge administratﬂrs are not even

aware that such cente:é exist. foering them infcrmatioﬁ about centers 1n
\ . . S

&
e

meet intense resistance from your department
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teahnical writiné 6 gh ta,be quite h

'Z), It is simply a. farmal persuasive paﬁer,:=

<our prcject The feasibi ty. Qépgrt

independently and see 1f he admiﬂistratian will

There 15 a legend about Nnrman Holland
:ﬁ at Euffalo. I do not knaw how true it
Hcllaﬁd supposedly wanted to establish

Study of the Arts.. And ‘he did

Study cf the Arts And that was that his center Was Eitablished v\Tf you  7£Q“
do samathing‘simil r and are.willing to -spend the Extra t%me withou¥
\ '

N PR \ a "\‘} s

S Eompeﬁsation, yau might be able to show everyone after a samester th

.\ . ) A \ . .. \ \ :
% . suacassful the center really can’ be, and thereby convinge thEm to sup crt )
B \ p \
: i \ = co- - - B e B 5 W :‘,
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~~ddea of a CEnter and in cont nuing to éperate once . it s Established




Ic is important

takJs the’ form of a grant and is a one=timé»allotmenﬁ.

: \ -
' b_e iﬂdustrial, state—wide,' or national

e | _ ;_.v.fc_,j; L ey
. : ; . s i
tigﬁsand‘large businassea will aﬂgasignally award granta to T
e jE ts that show a clear need A corporation will basa ié

grént proposal " which ydu nEEd to devise.‘ 1f your . schoolf"

1?operates a G:aﬁtéﬁﬂffice,vthe persannel there will assist you in de#ising

Ty : : N
You might target the most 1ikely e
'\ ) . t \i : . .
_\\han sendi out ?r 1 als blindly, telephoné calls can N

A

B

help yau decidé wh Qh institutiﬂns are likely ta accept yDur pfaposal

Foe

. nYou can aiso tr \state—wiﬁé £ nding agencies,_which includg cammuﬁ— i R
ity o:ganizations and Endcwments administéred through lccal banks. ;'-'.'T;”

According to.Dr. Peggy Jolly from Ehe University of Alabama aE Birmingham,‘

"'The t 70" most popular and successful State agengies that fund requests

: fﬂr Writing Centars [in Alabama] are the Alabama Cnmmittee fof the Human=

ities and Public . Pclicy and the AIES Endowmeﬂt for the Gulf States. .The .

'\ ".

first is -directed by Walter ng (Birmingbam Sauthern Ccllege, Birmiﬂgham,

I

Tt

- 3%194),‘and' he second by Robert Hclllster (P Di 54346 Atlanta, 30308)

kS

' Bcth agencies require specific prcpcsals, bﬁégets, and justlfication,'4
. but both have a good record for prcviding suppatt ' Guidalines for these
agen ci svcan be requested from" ‘their dig%qtg§s ("Fundlng a Writing Centeﬁ, ii

paper p;esented at the SautheasternAWriting Ggﬁter Confetence, Tuscaloasa2
S o o ; - . s C '
Alabama) .- ‘ L g 4




. over tha‘paat

' funds’ from. this

'Eu\

v

1

£ Edutatian, aniabama are’ raaaiving :
Nt : P

éra%i’, »including UAB whic;h has. been gtantad 3450 000 |

Savaral athool_o

G-yaara (Ibid) Althaugh it ia pcsaihla to cbtain

fram External aaurcea auah as theae, it ia impartant ta ramambar

funding ia parhapa tha‘maat

*ecure fcrm of - fuﬂding bacausa aa Ycur cantar

'. is. eatabliahad the dapartmant ia 1ika1y to auppart its acnti, ad;axiatanaa

" more than tha administration ia*:buraaucrata and la:

s

MATERIAL§

 a1atofa ara a ayg

CE o a’ .,

_aaarchingkfar 50 aailad‘ nan—aaaantialvprogtama,' and so thay ara mare 1ika—

. | . /_
ly to qu tion your need to aurviva if th y e the ones who. Fuﬁd yaur S

;antaf. Dﬁca'your center has baan created b' some. initial invest;att,
you really will not drain too muah mcnay from yaur departmant 8 funda
It is tha iﬁitial inveatmaﬂt, than, that ia the maat impaftant. Parhapa

the m 'a daairabie situatian is tn prcaure an iﬁitial iﬂvaatment axtarnally

or F,am tha gaﬁaral adminiatrativa fund of yaur achcol, and to be fundad

annually byxyour dapartmant with occasional grant : fv:a:f, money' Y. from
tha administrat;j SR
' ]

&

;Staakingithercentét with adaquata'materiala is dependent upon your

Dr. Jolly auggaata that V_f

.
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_flevel of. fgfd ,g;i Yod?ﬁﬁst“ﬁé%éiseverél-tabléSa—'rcund ones if pdssiﬁlei

vMaﬁy ce”ter directnrs agree "that :sund tablea are batter than Equare or

L ore gtangulaz Qnes bacausé*théy allnw the tutar to sit close to the studen
: . ’ ‘

' ors dents rather than oppasite them. :The round tablés facilitate thé

l “Vtu',r 8 job and add Eo ‘a more relaxed atmosphere been you can obtain this

:iEem ;cm places Within the collége, such as the 1ibrary, or cafetéria ~
if you have one. Perhaps yo;‘éan!canvince the’ library or cafe digector 2_1
to:donaté thrge Ofrfeur tablésj_-cbviéusly, chaits-ate aquall;vlmpérﬁant;-
/ i
HIE is. prabably best to avoid the woaden stralghtﬁback chair, aﬁd to opt

far the molded—plastie cafetetia chair instead, or a cushienéd chair ideally.

%?~I,sugge$"thesé particular ypes of chairs and tables because it is imp@réa'

¥ . -

tant tha E”ééﬁié aré’maﬂa as physi ally camfartable as péssibig; aspécialé

[ad
W

\»\ \E'-

1y sidce many will feal uncnmfortable ab0ut attending the.centef in the

*f;rst‘place It ‘isg alsn necessary thaE your center have adequate 1igh§iﬂg

&

Thése hree items == tables, ghairs, adequate 1ightin == afe-the

'botto li,e as fa as materials. CIf you are under gre fi, ancial pres-
sure, it is possible to survive,gthaugh barely, with these few items‘ but -

- there are sevéral othetr jateriais you shOuld try to' obtaini - A blackboard

N S

~1s immens ely helpful in the center, we have five in ours. . One or more -
L ’ : ' ’ - ’

bockshelves arerhandy becguse you probab ‘ill begin to calle;t réSGurces;
boqksg'tests, exggziSESQ; (We have five, 1arge units,) A stand%idssiSE
?desk for:é rgceptiénist iS'ugaful;: This desk can be situated JuSt inéide
Ethdbofwayzand can_be used for m;klng étuéent‘appoimt;énts, Schedu;és, ani'
;sign—ins “A filing Qabinet isla gfea, c@nveniénge bECéUSE:yBu will' need

scmewhere to thIEfstudeﬂt files and copiea of dlagnostic exams. You can

deflnitely get by wlth a two—drawer model: if you need ED; and if you




o

have méﬁétaryvgfoﬁiems, one of those large gatdbéafd_6ne=é}awer~ﬁodéls will'

o

suffic

[z

" A few cther itémg?thstfyauZShauld try to obEain'buF/Lhiﬁh.might'bﬁcpn%'

[

: EidEIEd luxuries, are a wall clagk a telephone, and some desk supplies ) a-

' Stapléf,lscissars, etc. The glaak is important when yau have an‘appointment

1‘System.and ﬁany stﬁdents; the. telephone enables studeﬂts:tg call and.make
e . o R - ) . ' - " .
or cancel appointments.- '

rhaps tﬁﬁhagst difegtly usaful materiaié are the diagnostic aﬁd com- K

etence,e,ams, and a ccllection of camposition and English texts. Egu can

by~

- accumu 1ate a mini 1ibrary af resources in_ your center by acquiring campllmen—

&

g tary copies of recent texts from publighers and by soliciting f @m your col-
: > r

1eagu s all- the old’ texts lyiﬁg around their foices untoﬁched These books

. j .
-to(your iﬁ?ividualized instructiQ:- They alsn can be used as referenae material
for your tutors} You:éan dSE'thé di%gnbstic-and mastery exams for diagnosing -

‘ ’ }
: problem areas when the student fl:st comes -to the center and for deterﬂinlng

whether the student has masteiad those areas affer instructioﬂ. You can use

e

“béfare" and "after" test scores not only to determine Etudant progress, but

also té hcw administratars that the center itself. is effeative. .You can do

a3

this by recarding all befora and after scores of ll te sts dnd by aalﬁulatiﬂg

réugh mganrscares at the_saqester s end: "Students gxhiblting prablems in - -
certain areas ave}agednéDZ-én éiagnaétia.examg;§gd_954 on exit mastery axams*
EhiéISéﬁéStEri" You can a;sézusé ﬁhésé‘tests as gfactice aﬁamsg_ it is easy.. .

: . S ) i o/ :
to cgnséruét iiagfgst;g, Prgcti@a,_andumaséefy éxéms from ccmpcsition Workboﬁks,

.

r‘td devise them yourseif—‘

[»}

'LOCATING A PHYSICAL CENTER: ) : ! T,

1

Locating a physical cénter can be frustrating; especially if you are .



s B c: ) \‘ : e =

 k\AA,’f-, A ' - . . Olson - 8
L Ty - A‘ & s . - . : . 4} x‘ _rd . . R !» .

. restricted mgnezarily. .As with' the other topics I have discussed, locating

feriwill»éepgndign the amount of support--both moral and financial--

xthat“yﬁu reggiQE~frﬂthhe admiﬁistrétian_ The idéal:éenterAWQuld be'a(néwix B
or renovated buil&ing, centrally located. Fof example, a trailer home could’

Y

B be used as a center, and is used on certain campu%ea, Some échéﬁls use small

frame houses owned by the cofiage. If your college ig in: the PrDEEES ffA i

renovating a building, you may be lucky enough to requ151tion a suite" Gf rooms .

=

- If you are ﬂot in the pos i iD to acq,ize a new Qr freshlyxrensvated .-

:J - structure, youf bgst bet,is to find.an ex éﬁi,g room or suite of rooms. that
you Qan'adaﬁtf " You ¢ an. gat by with né Toom, but it 15 ,ugh better if~ynuv

-
'

can . obtain a suite, so that you can use one. or two tooms for tutorlng and -

: - J:
angther for a receptio ”igt and waiting rpom. Tt is essentiai that yau abtain'

! e -

'aiioom ;hat.is neither cfamped,nor ﬁihddwless_ .Tgoxéften writing centers

-are relegate& to diﬁgy, windowles s baséméﬁt-leSEts adjscent’fo the boilér'

roomaahardly a pfbpltlous env1ronment for learn;ﬁg.A If the admlnistratlon

‘offers y@u the basémént ariety as your omly alt ,atlveg it is prabably b&st )

‘to be insi A,t'about'ﬁhis pDiﬁﬁf’ Even a :lassrbam transformed into a center
would be better than'a room whighfhés théAp’éé't al of Stifiing Leafning;: In.
fact, yéur mqsﬁ likely taigat Wiil Proﬁaﬁly bgra Qlassrgom, or two adjainiﬁg'
QlaSSfoome- éénvincé yéﬁr deanvthat oge'or two. classrooms are mot EUEh to give

good .cause, . - R v

hérééést desirable alternatlve for a center 1S‘é sharéd fédméssay;
- ’ ’ - _.=£- |} oL

L3 -

,i gﬁe ;ibfafy‘z Shelton State Cnmmunlty CDllege 1n Tussaloa a Ala

'

bama has Ereated a center in ‘a cormer of the;r Eibrary,aﬁ%lFHis lab’'is quite-
3 . . < \

£i

suce essful ' Perhaps in another yéaritqu Joyce\Jolly Wlll Eigble to convince
‘ Shalt$n administ:atars that her ‘center is so effectlve thatuggey;ought to glve
k] u
SXG L
her béttar quart ers But no mattgr what k%;jfof quarte:s youlph
s, b A : A .

ERIC

Aruitoxt provided by Eic:
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'fDlsoﬂ -9

cw“NA__necegSary, I believe, to try ta make the atmosphere less pédaﬂtic and Stériié;',ﬁ

and more friendly and favorable to 1earning. Posters on tha walls, for- exams

-\\~  rpie, help make students féél Ehat they . are coming to a E:iendly plaae far
T . L : .
some help and not ' to a "clini far "doctoring.’
o _ . _ o . S i /

Staffing the centEr is parhaps the most difficult problem you in the

juéigr and ccmmunity cglleges encounter._ You have neither gzaduate studants.
fngf juniors and seniors. ‘But gou Eggj?yetépme this obstacle. First, ycﬁ can
ise fécuit§ Eufgts; .Ihié p:oé§aufé ;ayrér'mayiﬁot{be a prggieﬁ, depéndiﬂg
 upon;you£:¢§l1éa§ues;’ SOEE_Sthﬂl; éffange to have-faculty members gpend one :

[y

or more hours per week in. the center. Dthers proviﬂe'felaase time: nine hcursl

P

"per waek ‘in the lab for example, mlght§3£ cagsidered %gual .to teacbing one ';_

- \ ) V“\:'
: course. There are all kinds of compe satory arrangements that you can make,,

Ta

but, of course, this usually entéils both a'departmental vote and ‘an administra=4

. S : Y : P

. tive decisioni _

>Sécoﬁd; ypulcaﬁ émploy peerifucarg;ttmany gqﬁieéééiaﬁd_uﬁ;vefsities use
,939? tutafé; éﬁd:there are several different prégfaméAﬁau”gaﬁ use. Tutors éaﬂlv
rec ive work—study payment; they can receive a certaiu amount of credit hou?s
fog tutoring; or they can work as part of an-i ternshigg parhaps in English
‘veduéaticni You may even be able to convince sgﬁe sﬁudents tD_WOfEaéé vélunteérs_ 

The advantageg ‘to hav ing pegf tutors are that they ar e.ecgnomiéal, they;often

';:relate well to. other stuﬂents, and you bave ma'lmum contral over your staff.

Third you can soli ci voluntaer English teachers from local high schoolsi'

1

This is nat as difficult’ as it may seem. Exparience ingiﬂdiVldUQILEEd 1nstruc=

tign is a*marketable skill many teachers are happy to gain this egperienae.

Alsg, many are interested in the personal enrichmer. inVDlVEd 1n wa:king with -

co llege programg. And these teachers aisc may be interested in warking with

4




Sl Ny ST
SEAEER :211:1 St olsow- 10

/EOD for the gppartunity of acquiring ideag and methodglogy fnr their own ;A

-

classrogm uae. When I was directing | writin: tgr in.a northeagtern '“A:

‘o "Auniversity, our begt tutar was a volunteer 'om ‘a lucal sEcandary school

FQuttb,Fif yDur céllege is situated near ‘a, university or foursyear eollege, .
' E_J

. “u” * I".
‘that institution work in your ;enter on ingernghips, partially fulfilling o
.degree requirements frcm that institutlon.z More and mare colleges are re-

. quiring praztical, on—th3—jab internghiﬁs! If a neafby instituticn already ,

A'canducts an internship prcgram, it may be easy fcrlyau tc daﬁv{ﬁhe tho in
' chdrge to arrange a program with yau; school if it has no progéﬁ 1, your, idea

might~be'just ‘the "fresh;nEwAidea its administratgrs are- ‘looki g for. S
.Finally, your center can operate with.any cambinatlon of tbese ,Durﬁtygggf P

= . BRI .

- Tof tuﬁa%s;"Butgﬁhateve:.Eiﬁd of stdaffing you eventually»obtaih, I sugéeifn

L e . LB L ol L . i ) - . :
3" you re uest.the maximum number cf tutors. The more you ask for: the more you ..
R4 q ¥ y

are llkely.ta receive. And for- soﬁe reason it seems as if you ;an al{:} :
) use another tutor. :’l E gbéx - - L Aa s .‘“rl ,iv;i :' : ': .
!-AAANCI;;égg SIAEFING"? SR B E va  :‘daf | |
If you want your center to Dperate at maximim efficlency, you Wlll élsa
_ﬂegd a IECépFiOniSt»Df‘tWG,VVTAE receptianist answers‘the é;one and makes %
éndufaﬁéels“aﬁpointménts,ifhus fieeiﬁé tutarsvtaispeniitheirLtimé‘tugéring; 3
3 ¢ . : _ ; f
The type, of récepti@nist yJL obtain- depend pon the type‘aﬁd level iﬁfybgf~' -
- fgn%ing. If the dea ,ﬁ has allocated you a bud ,g,,;-§ou migﬁt ?agtttélhiré' | : §
Eéfﬁsﬁime help aétminimuﬁ ﬁagé,“_éingé no- real Skill ié invdlgéﬁr you: :aﬁ :A\

even hire local high Séh@@lustudenﬁs., Sécgnd,lygu‘can hire a rezepﬁionigt
thfaugh:WOfk=study if - fur ds .are available In'fact,eif-yau use ”’rk study

peaz tutcrs, the :agepticnist jo is ‘a good way to break’ in new tutors,vgradual—

= .
. « . 3

léSS as fecegtionists and mérévasltutars; Thlrd, you

'}g>- 1y allow1ng them to;wa:,




' future~

'her to the’ pnint that sha cannat cumplete the work gf your colleaguasv Itf

‘all appointmants but this may only add to yaur prob

Df caursé, it is passible tg have.ynur ﬂepa:tme*5

£ §§£ évé%ﬁ%fﬁéﬁ.

- "li‘. L a; _’__ .

L

1_‘15 least desirable to. have tha tutorg them§aizzgg§c the work af a regeption— o

W

ist, begagsa:it.dxaips valuablertutgfingrtime; Samggne gill have to- hand1e>

PO ) ‘. i o =

. é?pgin;ﬁanté, and if you can find someone té(ﬁark~spec1fgcal1y at_this tash?‘a“"

3 i o A . . i

"and who also speﬂds somne. time tutoriﬂg. However, it is more 1ikely that Eha .

Yy =

;*director will be partﬁtime and will‘Be yau‘nr ane oi ycur colleaguea. ;iﬁ ii"w

‘}the zelease time betwaen you fcr example, yourfflendnnght have a teleasé 

LI

rétufn‘fpr the positign(y@u Shguld receive twe or’ -at 1east one release time

- F

' per semester;. there. is quite a’ bl t of work involvgd and it is only reasanable .

to expec t‘gémpensaﬁion;.ilf';éuf EhoDl operates on . faur termsyfather than
’ ) = i

':semestrrs, ygu might sEree to one reiease tlme every two terms, or to, spme

® v

\ PRI

A Jcnmparable arrangemant, A third pssibility is a ca—directﬂrship with split

‘ls

feléasa ti"r Yau and a cclleague wauld %e jﬂiﬂt directgrs and you wnuld divide

T .’»_»_g—;‘ i : N
: i i -

EimE»

W

TUTOR'TRAINING: 0 e

Tduring the saccnd quatter, @nd ycu might havg yours during the f@ th. Whatever

aﬁrangement youichnésé,-it is necessafy t@ have sgmepg%~whg¢is_iﬁ ghargég
. . ! S ‘ f**f_f_75 ‘ ,

Tutor -training is pé£ha§éf%héfﬁifgétgr's-most important task;. this $s

E



‘where you shape the type of center- your school will have. Even if your tuto

H

/’ N o s S
o are faculty members, it is necessary to provide some guidance; consensus is

. important if your center.is te be a unified and effective i Stltutlﬂn, rather

- < z o N
than a ffagmented‘and impotent one. Of course, you will not need to train

faculty tutoré=1n haw to téach ;ampgsitién but -_you, will need to arrive at a

edures: will .your center be an old fashion grammar lab, or a modern center ;

(]

which emphasizes the "writing process"? Even with facu;ty tutors, it is

probably best to have a weekly meeting=éa=discuss any prublems that have arisen

E} . #

during the week.

BT

In contrgsg, training peer tutors is8 an entireiy different problem. You

érg Eépeciaiiy limited because you hava.ng juniors and seniors. Your best
metﬁéd‘is to select pfaspgétive tutors in-their first quarter of freshman year
and- to ask them to atEend-a credit course on composition and tutoring qethads,
ideall& taught by!ygurself; !¥ou can supplement this initial instruction with
. a weekly staff meeting designed to guide tutors while they are working as staff
members. Some directors believe that it is best to select tutors who are
ethnicallx and sexually representative of your student population, becuase they
will be able to relate better té the students. It is also important to remem-

ber that English majors do not necessarily make the best tutors; a student with
patience, a receptive and tolerant attitude, and a facility in explaining complex

L3

ideas will often be a better tutor than someone who simply has a good knowledge

of the material.
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If
to require that they pass the freshman English reéuitgmenc with a certaln grade;
and 'you might wish to conduct an intensive one or two day tralnlng workshop

before the semester begins., It might be a good idea to enlist the help of

ERIC - 13 |
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o
¢

"

<
3 . - =
expertise to help the cause, but it is also a way to help acquire their supporg,

B

in that you make ‘them mord involved with the center. - .

You yourself®will have to determine the content of your training sessions--=

tutor training is a complex area--but there are a few topics I éhguldé%Fnticn:

' -

wdrn tutors against puEligly'diségreeingJWith a grade a student has received

on a paper; ‘caution them against proofreading someone's paper; ask them to

R = ¥
avoid the temptation of making corrections and telling students what"s what,

rather than leading the student to the answer socratigcally or .indugtively; and
; ¢ .
encourage futors to work only on one-or two major problems at a time, rather
. - R _

OPERATIONAL SYSTEM:

—

fl

Once you obtain tutors, a center, and materials, you need to decide what
kind of system to operate. Most centers use a dual system; referral and walk-

in. The walk-in system is one in which the center remains open du{ing certain

£

"hours of the week for students who voluntarily solicit helpi You can operate

your walk-in program with an appointment system, in which students register
to come in at a certain time; or you can post hours and work with students on
a first come first serve basis. I believe that the appointment system is -

efficient because you can avoid "grid lock" during rush hours. And I believe
v ' . - .

that it is important to allocate some time for students who seek hglg on their

own. Operating without any walk-in hours fosters the perception that the cen-

ter exists solely for remediation. s
The referral system is one in which a_teacher may send a student to the
center for assistance on a mandatory basls. The student -must attend the center

pach week for a specified time period, usually oune=half hour. Either the re-

ferring teacher or the tutors themselves (or both) ¢an determine the duration
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.
s

. ) < s
- of the student's attendance during the semester. Some students can alleviate

- ,
Btheir writing. problems in one or two visits; some nagd an EKEiIE semester

me
. L ey

or more. The raferral system® can be ccllege—wide, in which any ins ructor

Y %

+ from any\giggrtment can refer a student’to the éenéer; or it can bé depart-

\ . . .

ment-wide, in which only English prefessors can refer students. You can. _ -
. € N . . \
probably make ‘this decision incumbent” upgn how many tutork and hQW\?uch sup=

, L a i
port you have. It is probably best to use an appointmeiit system gar f érral

students for the same reason you would ﬁén@vtc use it far walk-ins.

A hitd system you might consider is a gredit course, offezfé thraugh*the

L] . ) o ‘ =y .
center. Some schools offer one, two, or three credit cqurses as a supplement .
fo the standard English requirement._ JUsually, the center course substitutes

= » . L.

for a nonexistent remedial English course. An entry placement test determines

* whether an incoming student needs the supplementary course. Although it is

common to see these credit course arrangements, and although the courses seem
to pleasd adminiatra;@rasﬁecause they think they are geiting their money's
worth from you, I believe this arrangement attemptskta make the center some-
thing it 1s not. %he éeng%f_is meant to be a place where stude;ts can cgtain
intensive individualized instruction. Your college should offer 4 remedial
course in conjunction 'with the ceﬁtaf, not ghréugh it; however, 'if it 1s the
only way you can convince yauidean to establiﬁh a center, then you might "want
ta‘igﬁalong with it--at first. _ | - :
. 3
Devising ﬂdéqugte forms is one of the initial tasks the directér must

perform. We. are now turning to the Eield of business administration t¢ discover
ways to eliminate unnecessary or redundant forms and‘tcﬁmé&e others more suc-

cinct. It is important to malntain adequate records while reducing the paper

flow. Redueing the flow saves money and'time; keeping records helps you to

5 15 i.
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. o "justify your existence at the semestex s end. You will.need betweén two
and sik miméggraphed f@ﬁms. 7
'e* You' will need an information form,/ on which students can recéfd their

,name, address, telephone number, and the English class in whlch they are

2 s F B
currently enrolled Somé& forms ask students to rate themselves in areas
L.
= = B ) -4
. such as grammar, spe lling,*punc;ua?ian, and related areas. However, ione

lesé%n we caq learn from business a@ﬁiﬂistratian_islthht we ghould ;at feiﬁest
informaﬁian we,will never use. Ta@{many forms are clogged with irrelevant K
! =:quegtiaﬁs. B,Sgéjli§, all you need to know ps héw talcéntaﬁt_aach‘students
| should a scheduling problem afise:.iﬁ - )
v You wilY also need a worksheet, on wéiﬁz?%utars can record a gtieéisumfx

i - * . ’ * : . . L
mary of each student confdrence. *Ih? worksheet can be divided intn‘five or
2 " _ B :
six sections so that every time a partieﬁlaf student attends the center, 'the

Te

2

! tutor can/fill out a new section on the student' ‘sheet; thegeby monitoring

£ -

the student's progress. The w@rkéheet shouldraléo contain space for recording

the amount of time thétstuéent spends with the tutor during each meeéing, and

a space for the tutor's name or initidls. You can staple Eh% worksheet to

the information sheet, and this constitutessthe core of the.'student's filel'

i

If you institute a referral system, you will-need a referral ff;tfmj 80

b

that instructors can notify you that they wish certain students to attend the

L

center. This form should contain room for the insturctor's signature,,the
i student's name, the class the student. is having trouble withisthe”date, and

. a briéf descriptian of theiﬁrnblams the ‘student 1s experiencing. Youlmay also

you tc“wérk with the student. The referral fogm is what bindg the student to

¥ )

weekly attendance and lets you know that you should send an absence notice to.

the student's instructor should that student miss an appointment.

- i- ',
* . \
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;ffx* :.”}Thé,absence nétice, usually op a half sheet of paper; mérély informs
| ﬁhe inétrﬁctor that a :efefral stﬁdant'haé-m%ssad an appointment. Yoqu may
inélude-aféénteﬁce ask;ﬁg tﬁe:teaghar to eﬁc@h;agé the=studént to return to
the‘centertés soon és pQSSLEIE, Some centers inglﬁée the threat'gf‘éxpulﬁ
?Siag from éhé_centét should the student miss two éangecutivé;appaintmentsg
'éﬁgualry, this isjdgﬁesin order -to-place some prg;suré on therétudent to
3jgetn§; to theacépter; rarely is anyone really expelled.. -
“. A fifth féfgg the ﬁ%eﬁly qr monthly ;epaftj is .optional. Some" centers
. \ ) g i .
... send ﬁériadia fepéﬁts to instructgrs.gho have referred students. Theurepcft
E é‘ pfavidas'a'summafy 6f what areas ,hEagﬁudentjias WD;kéd ég, anq indicates
o g ) . s
) "~ how many tiﬁesgﬁhefstudenﬁ has vigi;ad the center anq the total aqéuﬁt'pf 4;
. \%\Snme forms 'employ apcqécklist format, in '

time the pupil has spent thete.
\ ) a .

3 N .
which you simply check the pertinent areas (subject verb agreement, or frag-
] -

=

= ments, say). ‘Others leave room for’ a prose description. We use the latter

becausegﬁegfeel it offers the instfuctor asore-accurate -and detalled report.
' . ' s % .

. = . N L -1 ’
However, 1§ you are short of staff, th cheﬂklist’may be a more fé§s§qable -
altzrnati\{tz. o ;e ! : o

Arother optional form is the center yreléase: a noticé informing the’

o e oot ) .
instructor that his or her referred student hgf conquered, the spealfied pro- - .

blém areas and no lonfer needs center services. Yow can ufe a half *Bheet

s

for this form, or you can eliminate the form by using aereport form in iﬁs‘?lagé.
- . F "

& Some centers use more forms than this, but it is to your benefit to keép

- i !

the number low. It is essential, however, that you hgve at least an 1nfor@a;

{ ) ' . = B N )
tiﬁﬁafgrm and a worksheet so that you can collect accurate data.

DATA COLLECTION: s .

= = W

¥

) a8 ﬁatadcallecticﬁ is important because it is the principal means: by which
5, \ = ) . . . . - .

you will be able to justify your center's existence to administrators. I de

- \ - ' .

L 7 ) . \ T : i . *
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not‘want to‘steregtype admiqist'atcfs by saying they are only interested in

e fig res; but if yau want to- prava to tham chat your center is successful,

submit to them ? fepérc at the*end of each term specifying exactly how many

B

-

Lis]

students étﬁéq&ad; the total number of operating hours, and.so on. This i
L ) . B ) -, 3 .
' the type of concrete dnformation they need in order to judge the center's
I3 , i ' v, N ' . ) ﬁ\ s )
success and can use In‘requesting moé;y from their superiors. You can also

‘use this information to justify eXpansidon--more tutors, better.*facilities.

There are fi&e types of‘data you willrneedi First is' the number of stu-
dents who hava,attended during the term. You determine this number. by count-
. & ., ’ . -
ing the number of jndividualsstudent files. EVEﬂ‘if a student. comes to the
S \ ) N

center for one short visit , ask the pupil to comp l te an information sheet:-

The more student_filés you accumulate, ‘the more Succeséful the' center aépeazs
on paper.= . : ¢ - - R i

©

* An even more impurtant bit of infarmation ias the number of student can?

.

ferences. You determine this fi re by iounting ail the fiiled -in spaces on

#°

all the worksheets. This figure is usually more impressive ‘than the number, of

T - %

studepts'éttending because it ‘can be three or four times as high. It would not

v be unusual ,to have, say, E?D iﬁdiﬁiddgl students attending during the¢ term,

n and 660 séparate confefencesi

> - The‘next figure you ‘need’ is the' total time spent in-conference during the

1t§ : Thig iE why it is importaﬁ; to regord the Eime span of each- student

.= ¥ £

aﬂﬁ@@feféﬁce Qn thgiworksheet. "You calculate this number by adding all the. time
&;|_;§pané recarded on.all the garkshaetg[ .This job will be easy:if in the Eéginnipgr
el L . ¥ . 5 Ty i = . - s .
of the EEEEEE&f yau ask the tutors to round off each zgnfarence time they record

¢ » . = = i 2.

L g ;he ngafest 15 minute” mark, and if YOT periadically remind- them to remembér

[
i‘

a ’td“faéord‘the time spsn of each conference. If you canducc conferences of
T .
[ = = © . =

- roughiy 30 minutes 1’ duration and you, s(e 200 studgﬁts during the -term fot

= . L - N -
= = F fama

=5 .=
i

L o , TR Y
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,ﬁatalfof;EDO pqﬁfé?en;es;'ycuéétctal E;mé}fighré will be sgﬁéthi;gﬂlikg 300
églid hours Spgﬁt iﬂ£E6n£e£én¢e. ST s ‘_Eg' .

- A, ﬁhird datum you ﬁéed?to-detefﬁiﬁ% ig,the.aﬁegagaﬁgiiéipér Eéﬁference; o

To arrive at "this figure you simply dlvide theﬁﬂumber of haurs lnacnnferend%

by the numbé; Df cg,f rencesi In gur hypgthetical case, it is 300 haurs dlv;ded

i

£y
by 600 conferences, which equals 30 minutess This nnﬁbér will va:y'frém

between lS‘minuEes and an hdur. ' -. .

A final bit of info fmation you shauld Eollect is the ﬁumbéf of hours

tuto%s havé spent -in thé>c ht;r Simply multiphy the total haurs the -‘tutors. ig{
work éach week by Eheénumbar Gﬁ‘WEEkSii; your tgrm.§?So§ if you have, three R
turors wh% work ten hcuréxgach in};ﬁe cenEEf;!simply puléié%y 30 (3 X ;B)
ti@esathglnumber ?f weeks. AA teg qeek:te;m wﬁgld‘give you’a t%gal of 300)5
tutor hours. ' L. ‘ v L % SR

In our, EypotBeEiE§1 m@ﬁel, you will be able to ‘say to, your chairpeésans

£

and deaﬁ: ?Las tetm 200 individual students attéended the writing center
fqi a total .of EOOESEParate ccnferences, at an average of 30 minutes.per: con- é%

ference. Stu&ents spént BGD hours in-conference, and tutors also “spent BDQ‘ﬁ

,s{?aplid hours iﬁ the center Figures such as tWés& are quite: 1mpfessive to

adminiscratars, anﬁuqat;gnly wilI ydu be .able to use them to convince decisiof °

3

makers that your center must continue to exist, but you can base requests

'V; - s B . : : ‘ES
-

In order to collect yaur data you need a filing system. It is important *
' Th

¢

thaz you mainzain a file for each student, not only for data ccllectigﬁjgbuﬁ f

A

o alsd so that xou can discuss students' progreas with their i’atrucfcrs Some

-

i

centers maintain a file folder for each student. This procedure is handy

s {ff you plan to keep coples of student papers in the pupil's%filéQ We béligvé;

Q ; { » - . EZS? v l: _ » ) o ’
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however, that this system;is waétﬁgul, and 'we use instead one file folder
. f* Wt .
:fb;ieaéh’;etier of EhffaLphabeL; The students are ligted—alphabgtically
i wi;hinweachlfcldér_ Sixce there are only" two or three forms in a student's *
. file and they are sﬁagled ether, it ig easy to keep these files neat
b : L Q - .
“ 3? whilé sa%ing the cost of all the extra folders.
- ,
Jo SCHEDULING v
: Scheduling student conferences is another task'that,must be done, thEi‘

i

- ‘fully by‘ycur'new rec ticnist. An appointment system is probably the most

éfficiéﬂt wa as b

t% ‘handle conferen:as because it imposes discipllne ‘on your

1'5¢HE§311ng, ?iﬁﬁ%ut an appointment system;-students are 1iable to crowd into

the cent er dgﬁing certain times, leaving ather times in which no one shows

I W o ~
Yo up. ’if you choose this’systém you will need an appgén;ment sheet, on which '~
. . ’ * A f =
1 [} ] ) . ’
*_you can-rexord student names and the times of their app@iﬁt@ents! Many
. o ) , e
centers use a single page with five columns for.the days of theé:week, and
. . B 'xt\ 4

horizontal rows representing 15 or BD'miﬁuFe time periods. The fEEE%EiGD}S%,

o7

gan then record a student's name ‘in any open slot. You can use 15 minube
- ! P N

‘lappgintments if.xéu afe cramﬁéd, but we believe tha;_atudenﬁs should receive

*at least 30 minutes of individual instruc tion 1if possible. Saﬁetimeg, however,

you will be unable to see students for this long because of a lack nf tutors
ar an'influx_éf studen;s. Id this case, it is bas; to use your center re=

* o

sources:’ ask a student to complete an appropriate exercise from a text book

! = & ) ¢ . . A
;while you are $orking with another pupfl individually. You can then move
-3
R R . [
* .- back and forth between students. -
T ¢ R

It ia helpful to have a graph of tutor hours samewhere near your appoint-

’ment=5chedule. This is. simply a visual aid illuatraging which tutors work

=}a£ what times during what days. This graph makes it easy for a receptionist,

tutor, or soméQpe else to make an appointment for a student. It is probably

€ .
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best to have students work with the same tutor each visit; .this adds a certain
sense of continuity to the instruction students receive.
Finally, you might want to consider supplying small reminder slips for

iz

L]
i

the students. We use a slip of paper the of a business card, which says,

"Your next appoinfment is on with Mf.}Ms., L .

Please call if yau‘nEéd to cancel this appointment." Tc'ggnstﬁuct this slip

we typed it several times onna c}ittd master, ran it off, and cut it up. We

have discovered that if students have their appointments written down, they

.} ;

‘are more likely to remeimber them.

HOURS OF OPERATION:

The director must determine what hours the center will remain open. Center

hours are contingent partly on the hours your tutors have available. The center

will be effective to a!maximum {f it offers broad access to students. In
other woids, it should be open for some time each day. Ideally, the center
should be open éﬁfing regular school office hours (9 to .4 perhaps), and for a
few héurg during two week nights. You may even be aﬁle-tc open for a few hours
on Satufdéysi It is also ideal to have double tutor coverége-thfaugﬁaut the
day, though this may be 1mpossiblé with limited tutors and fundsf Having two’
tutors wgrking during all open hours allows you to keep one tutor free at all

times for students who drop in without appointments. In this arrangement, the

spend the entire day tu£éring while the other does nothing.

You will probably determine your semester Qperatingihagrg when you devise
the tutors' schedules. Some directors believe that you should nEVérqSEhEdulE
the same tutor for more than two hours at a time, because the act of tutoring

1a extremely exhausting, and more hours decrease the tutor's effectiveness.

Others believe 1t .is best to schedule the tutors in large blocks, say, five



hours on Monday and five on Tuesday. I usually leave this choié

[T
m
=
o
r+
o
L
=2
m

tgtcrs, and each feels differently about the matter.

Annthef @rea the director is respcnsibl for is advertising. Advertise-

w

ment allows you ‘to inform the stuﬂent pcpulaticn.cf your services and is good
publicity in general because it keeps ycﬁ visible to faculty and administration.
The extent of your publicity campaign will depend on the size of yéur school

and on available facilities. The basic advertisement! medium is the poster.

You can print a flashy ad on a sheet of white legalesize paper and then photo

'

copy it on colored paper. Somée kind of illustratiaj/cn the ad will catch

students' eyes more than all print will S;YG can a so type a brochure on
legal-size paper and fold it in three. You can ﬁé distribute the erchufE

) . ¥
around campus.

Another medium you can Qmpiay is the faculty memo. In this notice you can
* -

inform instructors about the refefraf'sygtem, and you can ask them to announce
the §alkain hours in their classes. A new memo ‘every te;m*is hel?ful.

zglsb, you cén aékgycur tutors to visit various classes and make personal
announcements. If your school épas<ﬁat have a student newspaper or radio
station, your local medié’usually will run free public service announcements
for you, 'if not larger PR articles. It is best to'make these ads upaéeat:
"Hey! Want to improve your writing skills? Learn to writfe dynamic sentences?
Be confident Gé your mechanics? Drép in to the yriting center and brush up
You will find that publi; serfice_anﬂGuncemenés(;uch as this are quite useful.}'

No mattE; what medium you ghoase, you éhould include the standard dis-
claimer: '"The wriﬁing center will not proofread your papers or help you write
them,:but it will help you learn editing and proofreading techniqueé," Even

with this disclaimer many instructors will be cynical about just what you are

doing in the center, and it is importaﬁt to inform everyone about ygur pclicy

22



Finally, it is to your benefit to Dvef—adverf152i=at first. The more’

students you can encourage to attend .the center, and the more you can encourage .

(=}

ment can you devise for additional tutors than figures which illustrate that

you are not equipped to handle the influx of students. : .é

-

;
Once you are in operation you can extend your services, 4s mag}'centers .

EXTENDED SERVICES: /

have done, by offériﬁg various worksﬁ@ps in communications skillsjngour
. . oL

tutors, or volunteers from your department, can éonduct weékly or Biﬁweaily

.seminars or wotkshops in areas such as usage, punctuation, sentence combining,
f

ptpofreading, and related areas. Each workshop can begabout one "to two hours

. .

in length and can be directed at students taking’ freshman/English or to anyone

interested. Extending your services in this mannerxnotvcﬁly offers students

tge opportunity to enrich themselves, but it helps make the writing center an

indispensable parf of your college.

'LEARNING CENTER:

¢ .
’ Finally, if you d ing a writing

center, you may wént to consic "les You can esta-
blish this acc@r&iné to the plans- I have just detailed for a writing center,
but the learning center services such disciplines as math and science. The
benefit in creating a learning center is that,you can pool the cnmbine& support
and facilities of .several departments toward accomplishing your goal. The |

learning center would help students acquire study skills applicable to all
academic dijciplineg'fatth than just composition.

If you need additional assistance in establishing you center, feel free
e 3

to contact me: Gary A. Olson, English Department, Univeraity of Alabama,
I AT Yy UNBVERSITY OF CALIFORNIA
University, A% 35486. L] crpawienouss ron . .
JUNIOR COLLEGES TP )
o _ L o o0 rownier, Lwnanenunowe UG 14 1981
F MC o o 3 L03 ANGELES, CALIFOHNIA 80024 .
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