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Wayland Baptist University: Our Mission
Wayland Baptist University exists to educate students in an academically
challenging, learning-focused and distinctively Christian environment for professional
success, lifelong learning and service to God and humankind.

Writing Center: Our Mission
We believe that competent, collegiate-level writing is important for the Wayland
community to become more academically, professionally, and spiritually sound. The
Wayland Baptist University Writing Center is therefore dedicated to the following:
• Increasing students’ knowledge of the importance of writing to their
collegiate and career success
• Increasing students’ knowledge and use of best practices in writing
• Increasing faculty’s knowledge and use of best writing instruction for
college and career success
• Increasing the knowledge of writing resources available to students and
faculty
It is our goal to serve as a focal point for all of Wayland Baptist University’s writing
activities in order to generate an enduring legacy of better writing.

General Information:
Location: Second Floor of the Learning Resource Center (Library)
Director: Dr. Brent Lynn
Assistant: Leann Wigner
Main Line:

806.291.3672
806.291.3673
806.291.3670
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Job Description and Expectations:
Tutoring is our highest priority at the Writing Center. Tutors are expected to put
tutoring above all other concerns unless otherwise instructed by the director or assistant.
The WC will generally be busy, but as with any business, there will be some down time.
If all of the duties have been completed and the director and assistant have no further
needs, tutors may use that time for their personal work.

There are other operations that tutors will perform to keep the WC running
smoothly. Some of these operations may include but are not limited to:
• Answering and transferring telephone calls in a professional manner
• Scheduling appointments
• Some filing/paperwork
An important thing to remember is we will all be working as a team in the Writing
Center to better the Wayland Community, and a key element in any team is to
communicate with your team members. All matters concerning absences and tardiness
need to be discussed with the director or assistant. Contact Leann Wigner (575-6315345) or Dr. Lynn (806-239-2146) as soon as possible if you are expecting any conflict
with your work schedule. If possible, trade your shift or get it covered beforehand. All
other issues and concerns with the Writing Center need to be communicated with the
director or assistant, as well as the library (806-291-3708).
Along the same lines, be sure to check email often for messages from the WC.
We will send you messages concerning financial aid, emergencies, holidays, orientations,
and so forth. So, it is important to check your email daily! Also, it is very important to
check your email while working in the writing center, as you will be required to review
online submissions.
Whenever you come to work, you should clock in on the time clock. The time
clock is located downstairs behind the circulation desk (the first desk as you enter the
library through the front entrance). Failure to clock in may result in the loss of hours. In
the same manner, it is very important to turn your timesheet in to the financial aid office
bi-monthly (by the fifteenth and the last day of every month). It is your responsibility to
keep your timesheet filled out every day and to ensure that it can be turned in to the
financial aid office by the Writing Center Assistant twice every month. Failure to fill out
your timesheet appropriately may result in a delayed paycheck.

Dress Code:
As a tutor for the Writing Center, you will be employed by Wayland Baptist
University. Although you will be and act as a professional, it is not totally necessary for
you to dress the part unless you want. However, do keep in mind you will be working
with people and will be associated with the Writing Center throughout the campus. Nice
jeans and an appropriate shirt are acceptable; pajama pants and a tank top are not.

Safety:
The WC at times will operate with a high stress level for multiple reasons.
Writing can be stressful to begin with, but some students can become abrasive or even
hostile when under pressure, especially freshmen dealing with the new intensity of end of
semester projects, homesickness, etc. As a tutor, you can offer a word of encouragement
and try to steer the conversation toward the positive side; however, remember that neither
you nor the director or assistant is qualified to offer any sort of counseling to students. If
you notice any students in need of more help than you can offer, direct them to the Health
Services Office. If students cause any serious problems or make any serious threats,
contact the director or assistant immediately.

Amy Shick, M.Ed (professional counseling), LPC
UC 208
Emergency:

806.291.3765
shicka@wbu.edu
911

Library Main Line:

806.291.3708

The Session
If a student comes to the Writing Center, you should be the first person to greet
the client. Do not wait until the assistant or the director choose to greet the student.
Tutoring sessions will last thirty minutes (or less) for all students. They are allowed to
make multiple appointments a week and back-to-back appointments if there are no other
appointments scheduled after them. Since students may not always think to bring with
them actual classroom assignments, we will want to remind them when they make an
appointment to become familiar with the assignment prior to their arrival, bring a
hardcopy to the session, or know where it is posted on the website.

Before the Session:
Each student that visits the Writing Center will have his/her personal information
along with notes from each previous tutoring session kept on file. Before appointed
clients come in, pull their file and look at the notes pertaining to the previous work. Be
prepared to start from where they last finished and to answer questions about the focus
they were given the last time they came.
Take a few minutes to build a rapport with clients. They will feel more at ease
and more willing to share their work with you if they feel a connection. You will already
have gained some of their trust because they will see you as a peer instead of their
professor or a critic. It still remains important for you as a tutor to make sure clients feel
that you are there to genuinely help. However, make sure that building rapport does not
last the entire thirty minutes. Steer students away from conversation that is not on topic.
You should be prepared, from time to time, for some unkind words about the professor
who assigned the topic. Simply ignore the remark as best you can and begin focusing on
the task at hand.

During the Session:
Students will be coming to the Writing Center at all stages of the writing process.
Some students will need help brain storming, researching and narrowing topics. Other
students will need help focusing on the strengths and weaknesses of their papers. The
easiest way to find out where students want to start is to ask them. Ask them the main
purpose for writing the paper. Is it for argument, analysis, exploration, definition? Who
is the audience for the paper? What does the professor expect from its tone—a formal or
informal one (for instance, can students use contractions or second person)? As a general
rule, tutors should spend less than 30% of the time talking during a session. The students
will learn more if they are being guided instead of told what is wrong about their paper.
For a lot of students, talking through the writing process means they are learning more.

The Writing Center is not an editing mill. Editing and proofreading are
important, yes, but we are here to enhance people’s writing skills in all areas. Editing
and proofreading will be the last step before the students turn in their papers, and it is
important that you are not correcting their papers for them. The Writing Center wants
students to focus on areas such as the thesis, organization, continuity, and strength. At no
time should you make more than light marks on a student’s paper, and no marks without
the student’s permission and never with a red pen. When reading a paper, it is best to read
it through once before making any initial comments. You can make small marks next to
areas that you wish to come back to after you finish a first reading.
The tutor is expected to provide one-on-one feedback and advice on students’
writing during a tutoring session. The Writing Center provides this service to students
from all backgrounds and from all majors; thus, the tutor will come into contact with
students from a variety of cultures and disciplines. While a tutor cannot possibly possess
knowledge about every culture and every major WBU offers, he or she should be
prepared to encounter students whose first language is not English as well as students
who are writing about topics with which the tutor may or may not be familiar.
Always make sure to find something positive and encouraging to say to students
when reading their paper, and refrain from saying anything judgmental or critical about
their writing, writing style, or information. Writing is a very personal attribute that
people hold, and you should treat their papers in the same way that you would want your
work to be treated.

After the Session:
End the session on a positive note giving students areas to focus on for their next
session. Encourage them to make notes through the process and persevere. When a
student has left a tutorial, you will make notes about the tutorial on the writing rubric,
stable the rubric to the right-hand side of the student file, and place the file on the box on
top of the filing cabinet. The only people who will ever see the contents of the student
files are the students, the tutors, the director and the assistant. They are completely
confidential unless a student signs a waiver giving permission for his/her professor to see
its contents.

Code of Ethics:1
All business conducted in the University Writing Center is conducted with the
understanding that our goal is to provide free and unbiased writing assistance to all
members of the WBU community. As such, we believe it is very important to build a
sense of trust between tutors and clients by respecting the confidentiality of sessions. We
also believe that a collaborative relationship between instructors, tutors, and clients is the
most conducive to writing improvement. Therefore we’ve developed the following
guidelines:
1

. We are adopting the Code of Ethics composed by George Mason University and located on their website
at George Mason University, “Code of Ethics,” The University Writing Center,
http://www.writingcenter.gmu.edu/tutorhandbook/ethics.html (accessed July 10, 2008).

•
•
•

•

The content of each tutoring session is private. Tutors make brief notes on
sessions but these notes are not shared with others outside of the center.
We do not comment to clients or instructors on the grade a paper has received, nor
do we speculate on what grade a paper might/should receive.
All tutoring is free and should be done at the Writing Center under the express
rubric of the Writing Center. Tutors are not permitted to receive any money from
Writing Center Clients. If a tutor does free-lance editing or tutoring, he/she needs
to make arrangements to meet those private clients at a location other than the
Writing Center.
Tutors who do private, free-lance tutoring should refrain from using the Writing
Center’s office location, databases, files, or client information to solicit new
business. Any of these situations could seriously compromise the integrity of the
Writing Center.

