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College Reading and Learning Association ï Tutor Certification  
Get certified and get paid. 
 

New AARC tutors begin, technically, at ñLevel 0ò of the College Reading and Learning 

Associationôs (CRLA) certification program, making $9.00 an hour. Tutors may ñlevel 

upò each semester by completing a certain number of training hours, tutoring hours, and 

special projects. With each new level comes a pay increase. Though completing CRLA 

certification is not a requirement for tutoring in the Writing and English program, new 

tutors are expected to attend most of the training sessions their first semester. 

 
Level 1 ï Regular tutor ($9.25/hr)  
 

10 hours tutor training 

(60% supervised) 

 

Topics (8 of the following) 

 Definition of tutoring & tutoring 

responsibilities 

 Tutoring guidelines: Tutoring doôs and 

donôts 

 Techniques for successfully beginning 

and ending a session 

 Setting goals/planning 

 Communication skills 

 Active listening & paraphrasing 

 Referral skills 

 Study skills 

 Critical thinking skills 

 Compliance with ethics: Philosophy of 

the tutor program 

 Modeling problem-solving 

 Other 

 

25 hours of tutoring  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Level 2 ï Advanced tutor ($9.50/hr) 
 

10 hours tutor training beyond Level 1 

(40% supervised) 
 

Topics (4 of the following) 

 Review of Level 1 topics 

 Use of probing questions 

 Brain dominance learning 

 Cultural awareness/diversity 

 Identifying and using resources 

 Tutoring in specific skill/specific 

subject area 

 Assessing or changing study behaviors 

 Other 

 

25 additional hours of tutoring 
 

Level 3 ï Master tutor  ($10.00/hr)  
 

10 hours tutor training beyond Level 2 

(20% supervised) 
 

Topics (4 of the following) 

 Review of Level 1 and Level 2 topics 

 Self-regulated learning/brain 

learning/memory 

 How to tutor/deal with target 

populations 

 The role of learning centers in higher 

education 

 Structuring the learning experience 

 Training and supervising other tutors 

 Group management skills 

 Other 

 

25 additional hours of tutoring



Writing and English Tutor Manual - 2 

 

Basic tutoring strategies    

Weôre the ones asking the questions. 
 

Ą Greet the client 

 Meet clients with appointments who are coming to the AARC for 

the first time at the Welcome Desk. 

 Introduce yourself; refer to clients by their first names. 

 Smile! J Build a rapport with clients. 
 

Ą Get a good grasp on the assignment 

 Ask clients to explain their assignments to you. 

 Examine assignment sheets; get a sense of how well the client is 

interpreting the assignmentôs prompt. 
 

Ą Focus the goal of the tutorial 

 Ask clients about what specific aspects of their assignments they 

need assistance with. 

 Tell clients that you can read no more than two pages of their drafts; ask them to pick the parts of 

their drafts with which they need the most assistance. 

 After reading, identify two or three major issues to address in the tutorial session. 

 Address higher-order concerns (weak/unclear thesis statements, lack of organization) before 

addressing lower-order concerns (grammar, punctuation). If a client specifically requests feedback 

on lower-order concerns regardless of problematic higher-order concerns that may exist in a paper, 

please honor the studentôs request. (You might still mention the high-order concerns, though.)  
 

Ą ñSandwichò your criticism 

 Identify two positive aspects of the draft. Praise the clientôs work in one of these areas before 
offering criticism; address a second praiseworthy aspect of the paper after offering criticism. 

 

Ą Think, ñWhat would Socrates do?ò 
 Offer questions to draw responses from clients whenever possible, for everything from 

discussing the criteria for an assignment to coming up with strategies for bolstering 

arguments or analysis with stronger evidence to figuring out how a draft might be more 

effectively organized. (See the ñOWL Protocolò section on page 15 for ideas.) 

 Rather than offering suggestions for fixing awkward wordings, explain to clients why 

particular phrasings are awkward, ask them what they are really trying to say, and ask 

them how their idea might be worded differently. 

 

Ą Counteract the ñin-one-ear-and-out-the-otherò syndrome 

 At the end of tutorial sessions, have clients discuss the skills covered during the 

session, and ask them to explain, specifically, how they addressed each problem in 

their drafts. Having clients articulate a newly learned revision or editing skill 

significantly increases the likelihood of their retaining that skill. Be importunate! 

Insist that they complete this step. 
 

Ą Keep óem coming back 

 Ask clients if theyôd like to meet at the same time the following week. If they would, 
recommend that they sign up for an appointment (if they donôt already have one), get 

on the waiting list, or simply visit the walk-in tables again. Thank the client for visiting 

the AARC. 
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 Paperwork and TutorTrac 
Make every visit count. 

 
Keeping track of client visits in the writing center is vitally important to the work we do. Tutors are hired 

not just to assist clients but also to fill out and distribute paperwork in order to track and assess client visits. 

In turn, this paperwork validates AARCôs contributions to SFA, and this validation grants us the funding 

we need to hire tutors. Paperwork, in a manner of speaking, is a part of AARCôs circle of life. :-) 

 

 

REGISTRATION SHEETS  
 

 
 

 

Registration sheets are located on a clipboard on top of the writing center table nearest the entrance to the 

AARC. These sheets serve three purposes: (1) to serve as a handy list for tutors, enabling them to see the 

order in which clients have arrived at the writing center, (2) to provide the AARC Welcome Desk with 

complete information on each AARC client, and (3) to record visits that, due to technology issues, werenôt 

recorded in the online TutorTrac system. 

 

Clients only need to fill out the gray portion of the sheet on their first visit to the AARC. Once a tutor takes 

a client, the tutor should fill in his or her own initials in the column labeled ñTUTOR.ò The ñWDò column 

only needs to be filled out if the client isnôt able to log in to TutorTrac; in this event, tutors should fill in the 

clientôs course prefix, course number, section number, and instructor into this space. (Write small.) :-) Also, 

if a client isnôt able to log in to TutorTrac, be sure to write in the time that the session with the client has 

ended on the registration sheet.
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TUTORTRAC  

 

 
 

 

TutorTrac is AARCôs new client registration, tracking, and scheduling application. The program is a 

versatile tool that grants tutors greater access to clientôs contact information and more agency to perform 

essential day-to-day tasks such as emailing clients without having their email addresses. 

 

When opening the writing center, navigate to https://mytutor.sfasu.edu/ on the computer directly in front 

of the doorway to the Writing Lab. Once youôve reached the screen pictured above, type in ñloginò as both 

the user name and password. This step pulls up the client log-in screen, pictured below. 

 

 

 
 

 

After clients have signed in on the paper registration sheet, direct them to log in to TutorTrac using 

their campus ID number on the designated Writing Lab computer. If a client is logging in to the system for 

the first time, TutorTrac will ask the client to edit his or her personal information (for recordkeeping 

purposes) before continuing with the log-in process. 

 

TutorTrac will then ask clients to select a tutorial center, a course, and a tutoring type. Always select 

ñWRITING_AND_ENGLISHò as the center on this screen; though a clientôs course may appear under 

the ñHUMANITIES_SCIENCE_BUSINESSò heading and not under ñWRITING_AND_ENGLISH,ò 

selecting the former center will credit the incorrect program with the tutorial visit! In the event that a 

clientôs course doesnôt appear under the ñWRTING_AND_ENGLISHò heading, simply hit the ñBackò 

https://mytutor.sfasu.edu/
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button to return to the main log-in screen and enter the clientsô course information under the ñWDò heading 

on the paper registration sheet. Be sure to make a note of the clientôs name and the course so that you can 

notify the program director about the technical issue later. 

 

Once a tutorial session has ended, walk the client into the Lab and have him or her sign out by entering 

his or her campus ID number again. On the subsequent screen, clients will need to indicate which tutor they 

worked with in order to log out completely. 

 

 

 
 

 

Tutors can log in to an administrative version of TutorTrac at the same URL (https://mytutor.sfasu.edu/). 

The log-in user name for each tutor is his or her campus ID number with the letter w attached to the end; 

the password is the last four digits of the tutorôs campus ID number. These credentials will pull up the 

screen below. 

 

(Note: Logging in with an SFA username and the last four digits of oneôs campus ID number will log a 

tutor in as a client. This mode of TutorTrac is that which clients can access from home to schedule 

appointments with tutors.) 

 

 

 
 

 

On this screen, tutors will see a list of their appointments for the day under the headings ñStart ï Endò and 

Who/Type.ò At the bottom of the screen, tutors can access the Change of Schedule form; use this official 

form to request time off or to request a shift change (see page 10). Any messages from the program director 

or the AARC director will also appear on this screen. 

 

https://mytutor.sfasu.edu/

