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Chapter 04: 
Face-To-Face 
Appointments 
Face-to-face appointments allow tutors to collaborate with 

writers in person at any stage of the writing process and on 
any type of writing. Face-to-face appointments are conver-
sations specifically grounded in 3 of our core values—col-
laboration, respect, and revision. They put into practice 2 of 
our core beliefs that collaboration among peers is an effec-

tive mode of learning and that all writers benefit from shar-
ing work in progress and receiving feedback. 

Face-to-face appointments give peer writing tutors an op-
portunity to “use a process approach, to serve as an audi-
ence for [writers], and to familiarize [writers] with the con-

ventions of academic discourse” (Shamoon & Burns, 1995, 
p. 135). Additionally, because each writer and each writing 
exigence is different, peer writing tutors should use these 
appointments to “attend to the individual concerns of every 
writer who walks in the door” for a face-to-face appointment 

(Harris & Silva, 1993, p. 525). 
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In every face-to-face appointment at the UCWbL 

Introduce yourself to the writer and spend time building 
rapport 

Discuss expectations and assumptions about how ap-
pointments operate 

Collaboratively set an initial agenda with the writer 

Read through the writer’s draft if they bring one 

Revisit the agenda after reading the draft in case you or 
the writer notice anything to add to your agenda 

Suggest strategies that can help achieve whatever goals 
you collaboratively set on the agenda 

Set aside time at the end of the appointment to help the 
writer define their next steps 

Write an appointment letter that summarizes your work 
with the writer 

Send the appointment letter to the writer and anyone 

else the writer requests that you do 
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A p p o i n t m e n t  T i m e  
A l l o t m e n t  G u i d e l i n e s  

 
30-Minute 
Appointment

60-Minute 
Appointment

90-Minute 
Appointment

120-Minute 
Appointment

Building rap-
port 2 minutes 5 minutes 5 minutes 5 minutes

Setting the 
agenda 2 minutes 5 minutes 5 minutes 5 minutes

Confirming 
and working 
through the 
agenda

18 minutes 35 minutes 65 minutes 95 minutes

Discuss next 
steps 3 minutes 5 minutes 5 minutes 5 minutes

Writing the 
appointment 
letter

5 minutes 10 minutes 10 minutes 10 minutes
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P r e p a r i n g  f o r  F a c e - t o - F a c e  
A p p o i n t m e n t s  

Before every appointment, check the online scheduler and 
read through any information the writer has provided to 
you about the project they are bringing in and their goals 
for their scheduled appointment. Check a writer’s profile in 

WCOnline for their preferred name, pronouns, and learning 
support information. If you have time, look at previous let-
ters in the writer’s profile to help you understand more 
about the writer and their past experiences at the UCWbL. 

At times, you may have appointments that focus on aspects 

of writing that you’re not as knowledgeable about as you 
would like to be. For example, you may encounter a specific 
discipline, genre, style, or grammatical convention that is 
new to you. If you find yourself preparing for an appoint-
ment where this situation arises you can 

Consult online resources or print resources available at 
both the LPC and Loop offices. You may end up finding 
resources or example you can share with the writer 

Talk to other UCWbLers who may be more familiar with 
the contexts, genres, or conventions 

Ask the receptionist for suggestions or resource recom-
mendations 
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B u i l d i n g  R a p p o r t  

Building rapport enhances a sense of connection among 
people that promotes positive communication and aids 
learning (Mehrabian, 1971; Richmond, Gorham, & Mc-

Croskey, 1987; Witt, Wheeless, & Allen, 2004). As Mack-
iewicz and Thompson (2013) found, “affective connections” 
between a peer writing tutor and a writer that are estab-
lished through “building rapport and solidarity” during ap-
pointments are crucial to successful tutoring. Our work, “at 

[its] most successful, require[s] high levels of cooperation 
among participants” (Mackiewicz & Thompson, 2013, p. 66). 
In short, building rapport is a necessary skill for any peer 
writing tutor and has been proven to make writers more 
invested in their projects and more receptive to feedback. 

Whenever you meet writers, greet them by name and intro-
duce yourself. Consider bringing up a topic of conversation 
to get them talking. You need not focus on their writing 
immediately: off-topic dialogue can allow you and the writer 
to build rapport and can sometimes lead to discussions that 

provide valuable insights into the writer’s sense of them-
selves as a writer and learner (Lehman, Cade, & Olney, 
2010, p. 108). Sharing writing with a stranger can be intim-
idating, and building rapport allows you to emphasize your 
role as a peer rather than an evaluator and will make the 
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writer feel safer and more comfortable with sharing their 

work. 

Building and cultivating rapport engages and encourages 
writers, establishes empathy, creates a safe space for con-
versation, facilitates risk-taking, and opens a dialogue 
about writing. Rapport-building conversation can be focused 

on whatever you think will allow you to connect with writ-
ers. If this is a writer’s first experience with the UCWbL, 
building rapport will help you explain your role as a peer 
writing tutor. 

S e t t i n g ,  R e s e t t i n g ,  &  
W o r k i n g  T h r o u g h  a n  
A g e n d a  

Setting an agenda is a collaborative endeavor that helps you 

focus your work, manage time in the appointment, and 
write an appointment letter. Working together with the 
writer to set the agenda helps you efficiently navigate the 
appointment and effectively prioritize the 1-3 goals you set. 
An initial agenda should be set at the beginning at the ap-

pointment, and then reset once you know more about the 
writer’s project and/or after reading through their draft. 

10



When collaboratively setting the agenda, it can be helpful to 

break down the structure of the appointment; as Bruce 
(2009) points out, “an explanation of the time allotted for 
the session may help the student see the need for the orga-
nized plan” (p. 35). This provides writers with the opportu-
nity to express what they feel their immediate needs are 

and will help as you collaboratively set the agenda. Work 
with the writer to establish how the time of the appoint-
ment will be allotted. Use this as an opportunity to explain 
that the last 10 minutes of the appointment (or the last 5 
minutes for a 30-minute appointment) are to be used for 

writing the appointment letter.  

In order to help the writer navigate what to cover in the ap-
pointment, you should gather as much information as pos-
sible. Asking questions can help you gauge the writer’s un-
derstandings, assumptions, and expectations; this is espe-

cially important when working with English as an addition-
al language writers and international students (Bruce, 
2009).  

As you collaboratively set the agenda, find out 

The draft or project due date 

The writer’s expectations and priorities for the ap-
pointment 
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Information about the project the writer is working on 

(related materials, prompt, writer’s familiarity with the 
assignment, etc.) 

What stage of their writing process the writer is in 

The writer’s drafting habits and practices 

The type of feedback the writer has received in the past 

and, in particular, what type of feedback they find most 
helpful 

Any specific questions or concerns the writer has for you 

Work with the writer to decide on 1, 2, or 3 specific goals for 
the session. 

Knowing when the draft is due or what the writer’s priori-
ties are for the appointment is important to gather because 
it will help you give the writer the most useful, actionable 
feedback possible. For example, if a draft is due an hour af-
ter the appointment ends, you will want to focus your agen-

da on aspects of the draft that can be revised within that 
time frame. 

Resett ing  or  Rev is ing  an  Agenda 

If, at some point during the appointment, you or the writer 
think the agenda needs to be revised, reset the agenda. You 
might say 
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Was there anything you noticed as we read through the 

draft that you wanted to add to or take off our agenda? 

Before addressing transitions, as you requested, I want 
to make sure I understand your thesis. Perhaps we can 
add that to our agenda? 

When you and the writer have decided what to work on, de-

velop strategies together with the writer to achieve the re-
vised agenda. 

Work ing  Through an  Agenda 

Once you and the writer have collaborated to set an agenda, 
begin working towards achieving it. How you go about that 
doing so depends on the goals of the agenda, the time avail-
able in the appointment, and the writer’s preferences, 

among other factors. Use the UCWbL’s core practices to 
guide the appointment and achieve the goals set out at the 
beginning. Revisit the agenda periodically to ensure that 
you are working towards the goals or to re-negotiate the 
agenda if necessary. 

P l a n n i n g  N e x t  S t e p s  

As the appointment nears its end, revisit the agenda and 
discuss the writer’s next steps and potential revisions.  
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Summarize or ask the writer to summarize what you did 

during the appointment and what next steps to take after 
the appointment. 

Tell the writer that you will write an appointment letter 
summarizing the appointment. Let the writer know that to 
write the letter, you need to end the appointment 10 min-

utes before the end of the allotted appointment time (or 5 
minutes before the end of a 30-minute appointment). Con-
sider drafting the letter collaboratively. 

Invite the writer to schedule follow-up appointments and 
encourage them to visit the Writing Center again. 

G e n e r a l  S t r a t e g i e s  F a c e -
t o - F a c e  A p p o i n t m e n t s  

Give  the  Wr i ter  Spec i f i c ,  Genu ine ,  & Process-
Based  Pra ise  

The rapport that you build during your opening conversa-
tion with the writer will ideally create a sense of trust that 
you can cultivate throughout the appointment. Offering 
genuine praise for whatever the writer is doing well in their 
work can further this trust and motivate the writer to con-

tinue developing good writing practices. 
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Make your praise specific and concrete. Find examples from 

their work to show the writer what they are doing well. 
Murphy and Sherwood (2011) argue that one of your tasks 
as a peer writing tutor is to “suggest ways to enhance the 
strengths…in the [writer’s] writing” (p. 22). Praise also 
helps the writer become explicitly aware of what is working 

well in their draft: “by pointing out to a [writer] when [they 
are] doing something right, you reinforce behavior that may 
have started as a felicitous accident” (Brooks, 1995, p. 3). 

Your genuine praise need not only be directed towards the 
writer’s text; you might praise the writer’s effort, commit-

ment to their growth as a writer, or awareness of the writ-
ing processes that work best for them. 

Use  P ra i s e  a s  a  B r i dge  t o  Con s t r u c t i v e  C r i t i c i sm  

Help the writer use stronger areas of a draft as models for 
revising weaker areas. Murphy and Sherwood (2011) argue 
that “noting strengths and achievements in the writing can 
build a student’s confidence and set the tone for comments 

and suggestions that follow” (p. 22). For example, you can 
offer praise on a section of a draft that provides credible ev-
idence for claims and suggest the writer look at that section 
as a model when they revise a section that lacks credible 
evidence. 
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Pr ior i t i ze  G loba l  Concerns  

Focus your conversations with writers on global concerns 
such as responding to the exigence, thesis, organization, or 

argument before moving on to local concerns like syntax, 
diction, or sentence boundaries. 

Prioritizing and addressing global concerns before local con-
cerns is ultimately more efficient for writers as they revise 
or develop their drafts because individual sentences or 

whole paragraphs may not remain in a text once more glob-
al concerns are addressed. For example, a writer may in-
clude a paragraph or section in their draft that isn't clearly 
connected to their purpose or their exigence for writing; 
working to fix sentences in this paragraph or section might 

prove a waste of time if the writer would be better served by 
either removing these parts or revising them in significant 
ways. 

Though some writers are aware of the argument for priori-
tizing global concerns over local ones, you may need to ex-

plain how they can prioritize revisions that will have the 
most positive impact on their draft. 
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Address  Loca l  Concerns  E f fec t ive ly  

Focusing on local concerns can help writers improve their 
drafts and learn grammatical and stylistic principles that 

they can apply in future contexts. Look for patterns of error 
and prioritize your feedback on issues that obscure meaning 
or confuse you as a reader. 

Sometimes an error that is not patterned should take prior-
ity on the agenda because it can have global consequences. 

As Harris and Silva (1993) explain, grammatical errors that 
impede meaning are global errors: “Suppose a [writer], at-
tempting to describe some classmates as uninspired by a 
particular lecture, wrote: ‘Those students are boring’ in-
stead of ‘Those students are bored.’ This would constitute a 

global error” (p. 527). 

Overall, when discussing local concerns like sentence struc-
ture and diction, focus on the choices writers can make to 
specifically enhance meaning and promote the audience’s 
understanding. 

Take Notes  

Taking notes in a face-to-face appointment is beneficial for 

both writer and tutor. Not only does it create a written 
record of what was discussed in the appointment, but writ-

17



ing ideas out on paper or on a computer can also facilitate 

problem-solving and idea generation. Additionally, it will 
benefit you when you write your appointment letter at the 
end of the appointment. 

In draft-based appointments, take notes or create an out-
line as the writer reads their draft aloud. This will make it 

easier to work through and revisit the agenda. You or the 
writer can also take notes while working through the agen-
da to keep a record of what is discussed or worked on. If you 
want to take notes on a writer’s draft, make sure to ask 
permission before marking their paper. If you take notes on 

a separate piece of paper, make sure to offer them to the 
writer at the end of the appointment and incorporate them 
into your appointment letter. If you type the notes, make 
sure to leave enough time at the end of the appointment to 
email them to the writer or print them out. 

In brainstorming appointments, ensure that 1 or both of 
you take notes to capture the ideas, information, and 
strategies generated in the appointment. Ask the writer if 
they prefer to take notes or if they would like you to take 
notes, as speaking without writing allows some writers to 

generate ideas more effectively. If the writer prefers that 
you be the main notetaker, make sure you transcribe but 
not prescribe ideas and wording. Let the writer know that 
you will give them the notes at the end of the appointment. 
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S t r a t e g i e s  f o r  D r a f t - b a s e d  
F a c e - t o - F a c e  A p p o i n t m e n t s  

Read A loud  

Reading aloud is a key strategy at the UCWbL that relates 
directly to our core practice of actively listening and read-
ing, and it is recommended for every draft-based face-to-
face appointment. Depending on the length of the appoint-
ment, ask the writer to read the whole draft or portions of 

it. Feel free to print out a copy of the draft if it would help 
this process. 

Reading aloud is valuable for both writers and peer writing 
tutors. Writers hear their words aloud—perhaps for the first 
time—allowing them to focus on a draft’s strengths and 

weaknesses in a different way than silently reading words 
on the page. Reading aloud enables both of you to get a 
sense of the work as a whole, and it keeps the writer en-
gaged while giving you time to review the draft.  

Read  A l oud  Be s t  P ra c t i c e s  &  Con s i de ra t i on s  

Have the writer read through the entire draft or an 

entire section. By reading without interruption, you have 

time to identify patterns and set priorities. Encourage the 
writer to hold a pen or pencil and to mark places in the 
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draft where they have concerns or questions so they can be 

revisited for further discussion. 

Ask the writer to read slowly and read verbatim what 

is on the page. When the writer reads their words aloud 

deliberately and accurately, they are more likely to identify 
problems with logic and organization as well as mistakes 
with grammar and punctuation. 

Some writers will feel uncomfortable reading aloud. 

Emphasize to the writer the benefits of reading their draft 
aloud and reassure them that the UCWbL is a friendly 
place where tutors and writers are encouraging and sup-
portive. If the writer still feels uncomfortable reading aloud, 
you may offer to read for them. Ask the writer to take notes 

or mark on the draft places they think need revision so that 
they are still actively involved in the process of reading 
aloud. 

When working with English as an additional lan-

guage (EAL) writers, reading aloud is still valuable. 

However, research by Matsuda and Cox (2009) points out 
that in some situations it may be more valuable for the tu-
tor to read aloud to maintain the focus on the writing. Mat-

suda and Cox (2009) state 
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[Reading aloud] may not work well for some ESL writers 
who have not developed that intuitive sense of the Eng-
lish language. For many ESL writers, reading their pa-
per out loud may shift their attention to the pronuncia-
tion of the English Language—an aspect of language 
proficiency separate from writing in English. (p. 47) 

By having the tutor read the draft aloud, the writer is able 

to hear where the tutor has difficulty reading, adds in miss-
ing syntactical elements, or reads with ease. Additionally, 
Matsuda and Cox (2009) suggest that tutors first read the 
paper silently, "focusing on what the writer is trying to 
communicate and how the paper is organized" (p.47). This 

can help prevent the tutor and writer from focusing on or 
getting overwhelmed by grammar or language issues. 

Model active listening by taking notes. Some UCWb-
Lers find it valuable to outline the draft while listening 

(setting up later discussions with the writer about organiza-
tion). 

Offer  Mul t ip le  Opt ions  for  Rev is ion  

Encouraging and allowing writers to decide what is best for 
their work maintains their agency. When you offer the 
writer explicit suggestions, try to offer at least 2 options for 
addressing an issue. When you talk with the writer about 

the range of choices they have in using words, structures, 
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and connections and show them how different choices affect 

meaning, you can, in Shamoon and Burns’s (2001) words, 
display “rhetorical processes in action” (p. 146). Explain any 
rules, genre conventions, or stylistic preferences that inform 
your suggestions, referring to a reference book, favorite on-
line resource, or another peer writing tutor if you are un-

sure.  

Model  Prob lem So lv ing  

Flower and Hayes (1977) note that “some writers have a 
very limited repertory of thinking techniques to call on as 
they write” (p.451). Because of this, it can be helpful to 
model problem solving strategies and techniques that writ-
ers can utilize in their writing process. When working with 

a writer, use personal experience or external research to 
demonstrate ways to approach problem solving in the writ-
ing process. Additionally, show the writer how you use re-
sources like reference books, sources on the UCWbL web-
page, other writers, or the internet to answer questions 

about writing. 

Create  a  Reverse  Out l ine  

Creating a reverse outline refers to outlining a text that has 
already been drafted. Reverse outlines can be helpful for 
breaking down a draft into pieces and seeing how each piece 
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works as a part of the whole. In some circumstances it may 

be helpful for you, as the reader of the draft, to create the 
reverse outline so that you can show where the logic or or-
ganization of an argument is clear or unclear. Other times, 
it may be helpful for the writer to create a reverse outline 
without looking at their draft and then compare the argu-

ment and claims they verbalized in their reverse outline to 
their actual draft. 

Cut  Up the  Draf t  

Physically cutting up a draft can be a valuable technique for 
working on organization, as it transforms a draft from a 
whole into distinct elements that can be moved around. Ask 
the writer for permission to cut up the draft. Grab scissors 

from the reception desk and use them to cut the text into 
clusters of information. Then, work with the writer to re-
arrange their work. This can be effective in organizing sen-
tences, paragraphs, or sections, depending on what the 
writer needs to focus on.  
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S t r a t e g i e s  f o r  
B r a i n s t o r m i n g - b a s e d  
A p p o i n t m e n t s  

Ta lk  About  Context  

Understanding the context in which or for which a writer is 
writing makes it easier to understand what needs to be 

written. Context also helps writers understand their audi-
ence and their audience’s expectations. Talking about con-
text might also help writers think of ideas they have not 
considered. Some questions to ask the writer when you use 
this strategy include 

What is the overall purpose of the piece? 

What genre conventions are expected in this kind of 
writing? 

How much specialized knowledge about this topic do you 
assume your audience has? 

Play  the  Dev i l ’s  Advocate  

If a writer is working on a persuasive or argumentative 

project and is having trouble finding support for their posi-
tion, play the devil’s advocate to point out holes, weak 
claims, and so forth. Use this strategy to help the writer 
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clarify questions that a reader might have about the 

writer's arguments in order to help strengthen their claims. 
Have the writer respond to counterarguments and ques-
tions that you offer. If the writer is unsure about which side 
to take on an issue, have the writer try to defend both sides 
to see which side they want to support. 

Make a  L i s t  

Listing can be useful to break up a daunting project into 

manageable segments. Use listing to get some ideas on pa-
per and to generate more ideas to talk about during the ap-
pointment. Have the writer jot down all possible ideas or 
examples that come to mind for a particular topic or exi-
gency. Then, have them read through the list, eliminate 

some concepts, and group others in categories. 

Create  a  Mind  Map 

Begin by asking the writer to place a key word or concept in 
the middle of a document. Then, work with the writer to 
create branches of related words and concepts that extend 
from the original word or concept or from 1 of the branches. 
The writer should focus on 1 word or concept per branch. 

Encourage the writer to use images in addition to words as 
they develop the branches. Mind mapping works great with 
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paper and colorful pens or pencils or on a computer with 

programs such as PowerPoint. 

Freewr i te  

Suggest a short time span (2-5 minutes) to write whatever 
comes to mind on a given topic. The only rule in freewriting 
is that writing cannot stop during the set period. If a writer 
feels stuck, they can write “I don’t know what to write” until 
something else pops into their head. The point is to let the 

writer’s subconscious guide them and see what flows out. 
You can then review the writer’s freewrite to see if they 
have generated any ideas for the project or for a second fo-
cused, or looped, freewrite. 

Walk Away & Give  Wr i ters  Time to  Work 

If you and the writer both agree to it, it is completely ap-
propriate for you to step away from the appointment for a 

few minutes while the writer works. Give the writer a task 
to work on such as writing the first sentence for an intro-
ductory paragraph, revising a thesis, or jotting down claims 
to support an argument. Let the writer know you are leav-
ing them alone for a few minutes. This allows the writer to 

do some work without the pressure of having someone 
watch them write. It also produces more material for you to 
work with during the appointment. 
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Do Research  

If the writer is working on a research-based assignment, 
they may not have compiled enough information to begin 

drafting their paper. If this is the case, appointment time 
can be spent doing guided research. 

Show the writer online resources such as the databases on 
the University Library’s website, and discuss effective re-
search strategies like choosing keywords. Based on what 

you find, discuss ways the information can shape or influ-
ence their argument. 

You can direct the writer to the research librarians at the 
library, who will further assist them in the research 
process. 
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S t r a t e g i e s  f o r  
P r o o f r e a d i n g  &  E d i t i n g  
C o l l a b o r a t i v e l y  

When collaboratively proofreading and editing, prioritize 

the aspects that affect your understanding of the draft the 
most or the ones that are most frequent. If addressing 
grammar, provide the writer with an explanation of the 
grammatical rule (or find a resource online if you do not 
know it) and 2 or 3 options for revision. If you notice these 

same grammatical errors in later paragraphs or sentences, 
give the writer the chance to revise them before you point 
them out. In doing so, your feedback becomes more trans-
ferable, and the writer gets practice developing good proof-
reading habits for future drafts. 

Read the  Draf t  in  a  New Way 

After working on a draft for a while, writers may not notice 

grammatical errors or unclear sections of their writing be-
cause they get used to how their words look and sound. By 
giving the writer the opportunity to read their draft in a 
new way, these things may become clearer to them. 

One way to read a draft in a new way is by having the 

writer read their draft backwards sentence-by-sentence. Be-
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cause the writer is used to reading their draft in a certain 

order, they may not notice grammatical errors or unclear 
phrasing. By reading the draft in a different order these is-
sues may become more apparent to the writer. 

Another strategy would be to physically isolate sentences 
from each other using pieces of paper. Cover up the text 

around a sentence with paper and have the writer read the 
sentence aloud. This takes the sentence out of the context of 
the paragraph and may make it easier for the writer to no-
tice things they want to change. 

Keep Goa ls  Rea l i s t i c  

When proofreading and editing collaboratively with the 
writer, don’t try to point out everything you notice. Instead, 

prioritize the most frequent or impactful trends. Let the 
writer know that this is your approach. If the writer is in-
sistent that they need their draft to be refined beyond what 
you can address in your appointment, offer the writer an-
other appointment at the Writing Center or suggest re-

sources they can utilize to proofread on their own. 
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Ident i fy  Components  of  a  Sentence  

Have the writer identify components of a sentence (e.g., 
subject, verb, object) or identify these components for them. 

By breaking the sentence up into its individual parts, it 
may be easier to address grammar or clarity issues within 
the sentences. Identifying components of a sentence can be 
particularly effective in helping writers recognize and work 
with run-on sentences or sentence fragments. This is also a 

transferable strategy the writer can use while proofreading 
on their own. 

Make Feedback  Transferab le  

While the Writing Center does not proofread or edit drafts 
for writers, we do proofread or edit drafts collaboratively 
with writers. Proofreading and editing are still an impor-
tant part of the writing process, so by doing them with the 

writer, you are giving them the tools to be a more effective 
proofreader and editor. If a writer specifically requests to 
work on proofreading or editing, and there are no other 
global concerns to address, prioritize giving transferable 
feedback and sentence-level revision strategies. 
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T r o u b l e s h o o t i n g  C o m m o n  
P r o b l e m s  

End ing  the  Appo intment  On Time 

It is important to give yourself enough time to write your 
appointment letter at the end of each appointment. Howev-
er, at times writers may be hesitant to end their session af-
ter 25 minutes (for a 30 minute appointment), 50 minutes 
(for a 1 hour appointment), etc. In order to avoid going over 

the allotted time, and thus potentially falling behind in 
writing your appointment letters, it is important to set time 
management expectations at the beginning of the appoint-
ment by explaining our policy. If a writer seems resistant, 
remind them that the appointment letter is for their direct 

benefit as it (a) serves as a reminder of the strategies and 
methods discussed in the appointment, (b) lists any external 
resources that the writer may want to use as they are revis-
ing, and (c) lets future tutors that the writer may work with 
know what kind of strategies have been helpful in the past. 

Check in with the writer throughout the appointment and 
adjust the agenda as needed to ensure that you can end on 
time. When there is 10 minutes left (or 5 minutes in a 30 
minute appointment), begin to wrap up the appointment 
and remind the writer you will take the remaining time to 
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write the letter. Let the writer know they are welcome to 

continue working until the end of the hour or half-hour. If 
you need to, you can excuse yourself and go to a different 
table to signal that the appointment is over. If the writer 
needs more time, direct them to the receptionist to schedule 
another appointment. 

Mainta in ing  a  Co l laborat ive  Dynamic  

Many of the writers that we work with are visiting the 

UCWbL for the first time. Because of this, not all writers 
may be familiar with the types of services that we offer or 
our tutoring methodologies. When setting the agenda, it is 
important to articulate our goals. For example, if a writer 
requests that you line-edit their paper, you may instead out-

line various strategies for checking grammatical or sen-
tence-level errors, then collaboratively decide upon a strate-
gy that works best for both tutor and writer. If a writer is 
resistant to this, you can direct them to the receptionist for 
additional information. If you encounter an instructor look-

ing for copyediting services, direct them to the receptionist 
who will provide them with a link to the form available on 
the website for these types of services. 
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Manag ing  the  Tutor-Wr i ter  Re lat ionsh ip  

When building rapport in a face-to-face appointment, it is 
typical to share things about yourself and likewise to get to 

know a bit about the writer. However, this friendly dynamic 
can sometimes lead to misinterpretations on the part of the 
writer or even the tutor. If a situation arises in which a 
writer asks questions or makes comments that deviate from 
the purpose of the appointment, whether of a personal na-

ture or otherwise, be firm in guiding the writer back to the 
agenda. 

At times, a writer may ask you to meet outside the UCWbL, 
become social media friends, or ask you out on a date. Note 
that there are no rules against socializing with the writers 

who come to the UCWbL, so if you genuinely feel the same 
way, by all means say “yes.” If you do not want to socialize 
with someone who asks you to, politely and firmly say “no,” 
explain that your policy is to keep professional and personal 
relationships separate, or say that the UCWbL’s policy dis-

courages it. However, please do not be the person to initiate 
personal relationships within the context of your role as a 
peer writing tutor. While you are peers, you are still in a 
position of authority, and you should never put someone in 
a position where they feel as if they could not say “no.” If 

interactions become inappropriate or make you uncomfort-
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able, remove yourself from the appointment and inform the 

receptionist. 

Discuss ing  D i f f i cu l t  Top i cs  

Given the nature of academic work, at times you may en-
counter sensitive materials, such as controversial or explicit 
topics or content that is personal to the writer. In these cas-
es, discuss with the writer which materials they feel com-
fortable discussing openly in the Writing Center. If any 

UCWbL-adjacent, more private spaces are available for an 
appointment, you may choose to meet in there; if these ex-
tra spaces are not available, you may need to refrain from 
reading aloud. Additionally, you may offer to provide writ-
ten feedback if that may be a more comfortable modality for 

the writer. 

At times you may not agree with a writer’s opinions or ar-
guments, whether political, social, or otherwise. Elbow 
(1993) argues for the importance of approaching appoint-
ments with a goal of “liking” a writer’s work so that you can 

focus on the draft at hand and apply the same strategies 
you would for any other appointment. Also, know that you 
have resources and support available to you at all times. If 
you do not feel comfortable discussing and providing feed-
back on a writer’s draft, excuse yourself from the appoint-

ment and speak with the receptionist. The receptionist will 
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coordinate with the administrators to move the appoint-

ment to another tutor as quickly as possible. 

Offer ing  Support  Beyond Wr i t ing  

Writing, and more generally college coursework, can be dif-
ficult for even the most experienced writers. You may en-
counter appointments in which the writer is feeling frus-
trated or stressed out by a particular assignment or course, 
which can sometimes lead to difficulties focusing on the ini-

tial goals set in the appointment. In these moments, it is 
important to remain empathetic and supportive of the 
writer. If necessary, collaboratively revise the agenda, even 
if this means simply talking out frustrations. Do not hesi-
tate to step away from the appointment for a moment if the 

writer would like time to gather their thoughts. Additional-
ly, if appropriate, you may direct the writer to DePaul Divi-
sion of Student Affairs, who provide a number of Support 
Services for students.
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