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Writing and English Tutor Manuall

College Reading and Learning Associatioin Tutor Certification
Get cetified and get paid.

New AARC tutors begin, technically, at fALeve
Associationb6s (CRLA) <certi fiTcuattoirosn nparyo girlaenv, e
upo each semester by ottainmpmlhaesg, tutarigg haurscaed t ai n  nu
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 sessieinditst semester.

Level 11 Reqular tutor ($9.25hr) Level 21 _Advanced tutor ($9.50/hr)
10 hours tutor training 10 hours tutor training beyond Level 1
(60% supervised) (40% supervised)
Topics (8 of the following) Topics (4 of the following)
e Definition of tutoring & tutoring e Review of Level 1 topics
responsibilities e Use of probing questions
e Tutoring guidelines: Te tBpainidommhancede@rsinga n d
donots e Cultural awareness/diversity
e Techniques for successfully heging e Idertifying and using resources
and ending a session e Tutoring in specific skill/specific
e Setting goals/planning subject area
e Communication skills e Assessing or changing study behaviors
e Active listening & paraphrasing e Other
o Referral skills
e  Study skills 25 additional hours of tutoring
e Critical thinking skills
e Compliance with ethics: Philosophy of Level 3i Master tutor ($10.00/hr)
the tutor program
e Modeling problerssolving 10 hours tutor training beyond Level 2
e Other (20% supervised)
25 hours d tutoring Topics @ of the following)

e Review of level 1 and_evel 2 topics

e Selfregulated learning/brain
learning/memory

e How to tutor/deal with target
populations

e The role of learning centers in higher

education

Structuring the learning experience

Training and supervisingtioer tutors

Group management skills

Other

25 additional hours of tutoring
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Basic tutoring strategies
Wedbre the ones asking t

A Greet the client

e Meet clients with appointments who are coming to the AARC for
the first time at th&Velcome sk

e Introduce yourself; refer to clients by their first names.
e Smile!J Build a rapport with clients.

A Get a good grasp on the assignment
e Ask clients to explain their assignments to you.

e Examine assignment sheets; get a sense of how well the client is - -
interpreting the assignmentds prﬂpt.
>

A Focus the goal of the tutorial =

e Ask clients about what specific aspects of their assignments they
need assistance with.

e Tell clients that you can reaw more than two page®f their drafts; ask them to pick the madf
their drafts with which they need the most assistance.

After reading, identifywo or three major issuesto address in the tutorial session.

Addresshigherorder concernéwveak/unclear thesis statements, lack of organization) before
addressingower-order concernggrammar, punctuation)f a client specifically requests feedback

on lowerorder concerns regardless of problematic higitder concerns that may exist in a paper,

pl ease honor the student 6s r-edpicansetns, thduphgu mi ght st

AfASandwicho your criticism

e | dentify two positive aspects of the draft. Prais
offering criticism; address a second praiseworthy aspect of the paper after offering criticism.

AThinkhatiwoul d Socrates do?b90

e Offer questions to draw responses from clients whenever possible, for everything from
discussinghe criteria for an assignment to coming up with strategielsdisteing
arguments or analysis with stronger evidetaciguring outhowa draft might be more
effectively organized. (Seabeiit OWEB r ot o c o loropage & fortideas.p

e Rather than offering suggestions for fixing awkward wordings, explain to clidnts
particular phrasings are awkward, ask them what they are reaifig to say, and ask
them how their idea might be worded differently.

A Count er a eneedrénd-oufithetotherdo syndrome

e Atthe end of tutorial sessions, hasleents discuss the skills covered during the
session, and ask them to explain, specifjcélow 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 sRd.importunate!
Insist that they complete this step.

A Ke e p cdméngback

e Ask clients if theydd |Ii ke to meet at the same t
recommend that they sign up for an appointment (
on the waiting list, or simply visit the walk tablesagain Thank theclient for visiting
the AARC.



Paperwork and TutorTrac
Make every visit count.

Writing and English Tutor Manual3

Keeping track otlient visitsin the writing center is vitally important to the work we. Tutors are hired
not just to assist clients balsoto fill out and distributgpaperwork in ordeto trackand assess client visits
S p a p eaontributidns to SFIA,iand dhts gaidatigrariRs@sdhe funding

In tur n, t hi

we need

in a manner

to hire tutors. Paper wor k,
WRITING WALK-IN TABLE REGISTRATION
Never been to the AARC? Areas below
Please enter the info below. for staff use only
@TITAN. CLASS***

CAMPUS ID# LAST NAME FIRST NAME TIME IN TIME OUT SFASU.EDU D.0.B.** (YEAR) SEX |RACE*| TUTOR WD

12345678 Doe John 1:15 1:30 doejw 2/5/1989 SO M| C SC

*RACE = A) AFRICAN AMERICAN O) ASIAN C) CAUCASIAN H) HISPANIC **D.0.B. = DATE OF BIRTH

1) NATIVE AMERICAN X) INTERNATIONAL **4CLASS = FR, SO, IR, SR, GD

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

of spe

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

recorded in the online TutorTrac system.

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

wer enot

a client, the tutor should filh hisorher own i nitials in the col umn
only needsto befiledouti t he «c | itelogtn toiTstorTaac; indahis event, tutoskiould fill in the
c | i e n sefrsfix, coarsemumber, section numbeand instructor into this space. (Write smak))Also,

i f a

ended on the registration sheet.

c | i e ntinto Butordrac, e Buredo write in theotignetttiee session with the client has

abel

ec
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TUTORTRAC
S
S TUTORTRAC
TutorTrac.com | FAQ |
User Name:
[A
Password: RE
Woo Hoo! Enter your MySFA
Username and the last four digits
of your SFA ID# to make an
appointment.
No appointment is needed for walk-in tables or groups!
TutorTrac is AARCO6s new client r edlheprograntiSaon, tracki ng

versatile tool that grants tutors greadlec c e s s t o c | imationar@smorecagendyospeformi nf or
essential dayo-day tasksuch as emailing clients without having their email addresses.

When opening the writing center navigate tdittps://mytutor.sfasu.edoh the computedirectly in front
of the doorway to the Writing Lab. Ondogindy cawsd we trhe ac h e
the user name and passwortis steppulls up the client logn screenpictured below.

<SP ENTER YOUR SFA ID #|

7 N

Welcome to ACADEMIC ASSISTANCE AND RESOURCE CENTER

We are SO glad you are here! W
e [ARE
Have a seat at a walk-in table if you are are here for drop-in.

Enjoy the lounge area if you are waiting for a private weekly session to begin.

Announcements:
DON'T FORGET TO SIGN OUT. IT'S IMPORTANT. THANK YOU!

After clients have signed in on theaper registration sheet direct them to log in to TutorTrac using
their campus ID number on the designated Writing Lab comgéiteclient is logging in to the system for
the first time, TutorTrac will dsthe client to edit his or her personal inforroatifor recordkeeping
purposespefore continuing with the letn process

TutorTrac will then asklints to select a tutorial center, a course, and a tutoring Ayways select
AWRI TI NG_AND_ENGLcénetdn ashitshes cr een; semayappgahunder cl i ent 0s
the AHUMANI TI ES_SCI ENCE_BUSI NESS0 heading and not unc
selecting the former center will credit the incorneigram with the tutorial visitin the event thaa
cli emtudse doesnbdt appeND_ BHMGElIrSHO eh daMRITA NG _Ai mpl y hi t


https://mytutor.sfasu.edu/
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buttonto returntothe mainldgn s cr een and enter the clientsd course
on the paper registration sheet . thdBeursesathacyoutao make a nc
notify the program director about thechnical issue later.

Onceatutorial sessioias endedvalk the clientinto the Lab and havéhim orhersign out by entering
his or hercampus ID number again. On the subsequent screen, clients will neecc&amndich tutor they
worked with in order to log out completely.

12

Tutors can log into an administrative version of TutorTratthe same URLHttps://mytutor.sfasu.edu/

Thelogin user name for each tutisrhisor her campus Ihumberwith the lettemw attached tdhe end;

the password isthe lastfodri gi t s of t he t u.fThese@rsdentiaswipull spthe D number
screen below.

(Note: Logging in withanSFA username and the last four digit©oon ecéngpus ID number will log
tutorin as aclient. This mode of TutorTrac is that which clients can access from home to schedule
appointments with tutors.)

Onthis screen, tutors will see a list of their appointments for the day under the heggtart iiEndd a n d

Who/Type. 6 At the bottom of t @hangesda Sckeduldorm;tuse this offcialc an acces
form to request time off or to request a shift chafsge pagé(0). Any messages from the program director

or the AARC directowwill also appear on this screen.


https://mytutor.sfasu.edu/

