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Chapter 03: 
Policies & 
Procedures 
In an effort to create a strong sense of community across 

our large and diverse staff, the UCWbL believes in provid-
ing transparency about our policies and procedures and en-
forcing them with fairness and consistency. This chapter 
describes 

The UCWbL’s expectations for and reasoning behind the 

behavior we expect from our employees 

Processes for continued employment at the UCWbL 

Processes for applying for leadership positions within 
the UCWbL 

Consequences for not adhering to the UCWbL’s policies 

and procedures 

Understanding the UCWbL’s policies is a crucial part of 
working at the UCWbL. The UCWbL expects you to adhere 
to certain standards and expectations regarding profession-
alism and quality of work that we have derived from both 
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the mission of our program and our role as part of the larg-

er DePaul University community. We expect you to make 
helping people with writing the primary focus of your work. 
We expect you to work with writers in all appointment 
modalities we offer: face-to-face, written feedback, online 
realtime, and conversation partner. We expect you to work 

at both our Lincoln Park and Loop locations. And we expect 
you to show kindness and respect to everyone you interact 
with and be treated with kindness and respect yourself. 

You can expect the UCWbL to be explicit, supportive, and 
consistent in upholding the policies put forth in this chap-

ter. You can also expect that UCWbL administrators will be 
fair and timely in providing feedback. You can expect sup-
port from your fellow UCWbL staff members and UCWbL 
administrators in resolving any issues that may arise dur-
ing the course of your shifts. If and when you are assigned 

any work beyond peer writing tutoring, you can expect to 
receive clear guidelines and support for accomplishing and 
meeting expectations. You can expect timely notification of 
any disciplinary action—using the deliberate and explicit 
progressive discipline process outlined by the DePaul Office 

of Student Employment—or any other information related 
to your position at the UCWbL. 
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You have the right to contact the administrators—and in-

deed are encouraged to do so—about any issue you have re-
lated to your work at the UCWbL. 

Y o u r  Q u a r t e r l y  U C W b L  
S c h e d u l e  

The UCWbL trains all UCWbL staff members to develop 

the skills necessary to be effective peer writing tutors and 
to be prepared for work as writing center tutors, writing 
fellows, or writing group facilitators. After your first term, 
you are assigned peer writing tutor roles based on program 
demands, schedule availability, and the number of hours 

you request. 

Your  Time Commitment  

Prior to the beginning of each quarter, the head writing 
center tutors (HWCTs) and head writing fellows (HWFs) 
will solicit your availability and create your regular, consis-
tent weekly schedule for the quarter, beginning week 2 and 
ending week 10 of Autumn, Winter, and Spring Quarters. 

Your time commitment can change quarter to quarter and 
from year to year. We understand that each UCWbL em-
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ployee has varying obligations, and we also strongly believe 

that you should prioritize your responsibilities as a student.   

As such, we ask that you remain communicative and realis-
tic about your responsibilities on a quarterly basis in order 
to foster a positive and consistent experience for both writ-
ers and your fellow UCWbL employees. 

Because the UCWbL must lock in its schedule prior to open-
ing to allow writers to schedule appointments, the last day 
you may change your weekly work schedule is the final day 
of week 1 of the quarter, the day prior to opening the UCW-
bL for operations. Following that date, the receptionists, 

HWCTs, HWFs, and business manager will document any 
and all scheduling changes, absences, and tardies. At that 
point, any absences or tardies beyond 3 per quarter will be 
considered grounds for progressive discipline. You can read 
more about the progressive discipline process later in this 

chapter. 

New UCWbLers work either 5 or 10 hours per week dur-
ing their first quarter. 

Returning UCWbLers work 5, 10, 15, or 20 hours per 
week. 
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Work ing  an  Add i t i ona l  S t a f f  Po s i t i on  a t  DePau l  

If you work in another department at DePaul, you are re-
sponsible for abiding by University and federal regulations 

that limit working hours per week. Student employees’ total 
work hours are limited to no more than 25 hours per week 
for domestic students and 20 hours per week for in-
ternational students.  

P a y r o l l  R e q u i r e m e n t s  

Before you can begin working at the UCWbL, you must 
work with the UCWbL’s business manager and the Office of 
Student Employment to complete all DePaul-mandated and 

federally mandated hiring forms and processes. You cannot 
legally work at the UCWbL until DePaul’s hiring offices 
have completed the hiring process.  

After this process is complete, you will be entered into the 
University’s payroll system. DePaul pays its employees on 

Fridays on a biweekly schedule. You can direct all questions 
about payroll to the UCWbL’s business manager. 

All undergraduate and graduate student UCWbL employ-
ees are paid hourly for any time that they work. You are re-
sponsible for entering these hours into your Campus Con-
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nect timesheets and providing comments that detail your 

activities during that time. 

You are also required to attend and enter hours for the fol-
lowing activities: 

Autumn Quarter All-staff Orientation (5 hours) 

Winter Retreat (5 hours) 

1 Coffee & Commenting per quarter (1.5 hours)  

1 professional development workshop or approved work-
shop equivalent per quarter (1.5 hours)  

All other UCWbL-related activities that occur outside of an 
UCWbLer’s normally scheduled shift must be approved by 

an administrator. 

Profess iona l  Deve lopment  Workshops  

UCWbLers are required to attend 1 90-minute professional 
development workshop per quarter worked at the UCWbL.  

Professional development workshops may be attended dur-
ing or outside of your shift. Do note, however, that attending 
a workshop during your shift is contingent on approval from 

an administrator and availability on your schedule. If you 
would like to attend a professional development workshop 
during your shift, contact the HWCTs and the administra-
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tors for approval and to have your schedule blocked off dur-

ing that time. 

Record time for attending professional development work-
shops outside of your normally scheduled shifts in Campus 
Connect to ensure that you are compensated. Be sure to in-
clude a comment that indicates the date, time, and topic of 

the professional development workshop. 

An UCWbL administrator will contact the UCWbL staff 
about dates and times of professional development work-
shops or acceptable substitutes (e.g., workshops hosted by 
other departments) at the beginning of each quarter. You 

may also request that another professional development ac-
tivity, such as attending a conference, be approved for your 
professional development workshop requirement. 

In the event that you are approved to use an alternative 
professional development activity for your quarterly re-

quirement, you may only enter 1.5 hours into your Campus 
Connect timesheet for the event—compensation equivalent 
to attending an UCWbL professional development work-
shop—even if the event is longer. 

In some cases, UCWbLers may present at or attend confer-

ences or other UCWbL-related events. If you are in this po-
sition, contact UCWbL administrators to see if these activi-
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ties qualify for substitute professional development work-

shops. In cases where you are presenting at a conference 
that takes place during a regularly scheduled work shift—
and the conference relates to UCWbL work—you may con-
tact UCWbL administrators to request permission to attend 
the conference while still getting paid for your regularly 

scheduled work shift. 

Contact the HWCTs and business manager if you are un-
able to attend 1 of the scheduled professional development 
workshops or would like approval for an alternative profes-
sional development activity to be counted as a professional 

development workshop.   

Failure to attend a quarterly professional develop-

ment workshop may result in progressive discipline. 

Coffee  & Comment ing  

The head writing center tutors and head writing fellows 

will release the dates for Coffee & Commenting at the be-
ginning of the quarter, and you will sign up for 1 based on 
your availability. 

All UCWbLers are required to attend 1 Coffee & Comment-
ing session per quarter worked at the UCWbL.  
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Record time for attending Coffee & Commenting outside of 

your normally scheduled shifts in Campus Connect to en-
sure that you are compensated for your time. Be sure to in-
clude a comment that indicates the date and time of the 
event. 

Contact the HWCTs and business manager if you are un-

able to attend 1 of the scheduled Coffee & Commenting ses-
sions. 

Failure to attend a quarterly Coffee & Commenting 

session may result in progressive discipline. 

Payro l l  &  Time Report ing :  Pa id  S i ck  Leave  

All staff are eligible for paid sick leave, accrued at a rate of 
1 hour of sick leave for every 40 hours worked.  

Enter any accrued paid sick leave you want to use on your 
timesheet. DePaul’s Office of Student Employment sets paid 
sick leave policies and procedures for student employees. 

U n i v e r s i t y  P o l i c y  &  
P r o c e d u r e s  

Each UCWbL staff member and anyone who is in our physi-
cal spaces, uses our services, or otherwise interacts with 
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our office must adhere to the applicable DePaul-wide regu-

lations and procedures outlined by the Compliance Office, 
the University Policy and Procedures Office, the Under-
graduate Student Handbook, and the Graduate Student 
Handbook. 

T h e  U C W b L ’ s  A t t e n d a n c e ,  
A b s e n c e ,  L a t e  A r r i v a l ,  &  
E a r l y  D e p a r t u r e  P o l i c i e s  

The UCWbL’s attendance, absence, late arrival, and early 

departure policies make our expectations for you as an em-
ployee as clear as possible. These policies define certain 
standards of professionalism and help us maintain profes-
sionalism across a wide range of individual UCWbL staff 
members. These policies hold UCWbL staff to a standard 

that maintains the integrity of our department. 

If you are late to a shift or if you leave early without per-
mission, be advised that the receptionist will inform the 
business manager, including those infractions that only in-
volve a matter of minutes. UCWbL administrators ask re-

ceptionists to report these late arrivals or early departures 
so that they can hold each UCWbLer to the same standards 
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and work with anyone who may need to have their regular 

work shift permanently changed to start or end later.  

The following guidelines constitute appropriate professional 
behavior for each shift you work at the UCWbL: 

You must be present for your entire shift 

You must check in and out with the receptionists 

You must complete UCWbL-related work during the 
hours for which you are paid 

Hours entered in your timesheet should reflect any late 
arrivals or early departures. For instance, if you leave 
work 15 minutes early during a 1 hour shift, your 

timesheet should reflect that you worked for 0.75 hours 

If you make 3 or more changes to your schedule in any 
given quarter—due to absence, late arrivals, tardies, or 
early departures—you must meet with an administrator 
and may be placed on progressive discipline 

Missed shifts, late arrivals, and early departures cannot 
be made up, though administrators will occasionally use 
Slack to advertise opportunities for additional hours 

UCWbL staff who do not adhere to these policies may be 
placed on progressive discipline. 
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What  to  Do When Your  Absence  or  Late  Arr iva l  
I s  Unp lanned or  Unant i c ipated  

Using the fastest and most reliable means possible—Slack 
is usually best—contact the office or any appropriate parties 
immediately to inform them of your situation. Message 

Katie B and the HCWTs. During or just before UCWbL 
business hours, message the receptionist at the location at 
which your shift is scheduled, informing them that you will 
be absent or late so that they can begin working to remove 
you from the schedule. If it isn’t possible for you to use 

Slack, call the Writing Center (Loop: (312) 362-6726, LPC: 
(773) 325-4272) or email wcenter@depaul.edu. 

Send a follow-up email about the absence as soon as you can 
to update the HWCTs and business manager so that they 
may document your absence or tardy. 

What  to  Do When Your  Absence  or  Late  Arr iva l  
I s  P lanned or  Ant i c ipated  

Email Business Manager Katie B at cbrown42@depaul.edu, 

HWCTs Ramona A at rtoney@depaul.edu and Kaitlyn M at 
kmadde11@depaul.edu, and wcenter@depaul.edu when you 
plan to or anticipate being absent or late to a future shift. 
The further in advance of a planned or anticipated absence 
you can inform Katie B, the HWCTs, and wcenter, the bet-
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ter. The HWCTs need to reassign any appointments that 

you already have and block off your shift on WCOnline as 
soon as possible to prevent writers from scheduling ap-
pointments with you. 

T h e  U C W b L ’ s  W o r k  S h i f t  
E t i q u e t t e  &  R e q u i r e m e n t s  

Upon arriving to work, greet the receptionist and check 
in for the beginning of your work shift 

Throughout your shift, maintain open communication 
with the receptionist about your appointments and to 
receive any feedback they may provide you 

Inform the receptionist if you need to step outside the 
UCWbL so that you can easily be located 

Check WCOnline for your scheduled appointments and 
other work assignments and check it for updates 
throughout each shift 

If you are scheduled for a 5+ hour shift, the head writing 
center tutors will schedule you for a 30-minute paid 
break. You must take this break when it is scheduled for 
you and return promptly 
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Ensure that conversations with your fellow UCWbLers 

do not interfere—whether through volume or content—
with other appointments or UCWbL work 

Make sure to keep the UCWbL’s shared spaces clean 
and orderly. Clean up after yourself, push in your chairs, 
keep personal items in designated storage areas, and 

return UCWbL resources to where you found them 

Label food that you leave in the break room refrigerator 
with the date and your name. Remove food within 1 
week of storing it 

Reserve private UCWbL spaces such as break rooms 

and offices for UCWbL staff only 

Ask permission prior to using administrators' offices 

If a problem develops that you cannot resolve, or if you 
are not sure how to handle a sensitive situation, discuss 
it with the HWCTs, HWFs, administrators, or a recep-

tionist as soon as possible so that it may be documented 
and resolved in an effective, timely, and professional 
manner 

Return UCWbL computers to charging stations and plug 
them in when not in use 

Silence electronic devices while in the UCWbL 
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Reserve personal calls for before or after your work 

shift. If you must conduct a personal phone call, do so 
between appointments. Step away from the tutoring 
area, inform a receptionist about your whereabouts, and 
keep the call as short as possible.  

Check out with the receptionist at the end of your shift 

to make sure that all your obligations have been com-
pleted for the day. You shall not leave your shift until 
you have checked out with the receptionist, and they 
have confirmed that all of your letters, written feedback, 
and placeholder appointments are completed. 

Be Consc ious  of  Your  Conversat ions  

Sometimes there are situations where you will be tempted 

to chat with your fellow UCWbLers about an appointment 
that recently happened or an instructor that you just 
worked with. Be extremely cognizant of the environment 
you are in at that moment. Avoid public conversation about 
any student, writer, instructor, UCWbLer, or other Univer-

sity employee where you can be overhead. Writers who hear 
peer writing tutors discussing other writers may worry that 
they are also being discussed after they leave the UCWbL. 
If you need to have a conversation to express some emo-
tions, please be conscious of the space that you are doing it 

within the UCWbL. 
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Be Focused  On and  Commit ted  to  Your  Work 
with  Wr i ters  

Give your full attention to each and every writer, in each 
and every appointment modality, and on each and every 
genre of writing. Show them respect by paying close atten-

tion to them and their writing for the duration of each ap-
pointment or, in face-to-face, conversation partner, or online 
realtime appointments, until they indicate they are ready to 
be done. If you find you and the writer have covered all the 
agenda items you set in a given synchronous appointment 

and you still have time remaining in their appointment, ask 
them if they have any further questions or any other writing 
projects they would like to discuss. 

Similarly, unless you’re scheduled for non-peer tutoring 
work during a shift—like, for example, facilitating a work-

shop or completing a deadline-sensitive and critical project
—you should be ready to work with a writer at any point. If 
a writer cancels an appointment and you find yourself with 
unscheduled time—and when you begin a sidework project 
(see below)—you should be prepared to end the sidework 

and work with a writer. The receptionist may ask you to 
take a walk-in appointment even if it is not at a standard 
appointment start time. 

19



Do UCWbL Work When You Work at  the  UCWbL 

Working as a peer writing tutor is almost always your pri-
mary responsibility during a shift, but there will also be 

times when you will not have appointments with writers. 

If you find yourself without an appointment with a writer 

Check your schedule to see if you’ve been assigned work 
by an administrator, coordinator, team leader, reception-
ist, or other UCWbL leader 

If not, check the #sidework Slack channel or ask the re-
ceptionist to see if there is any sidework to be done. 
Otherwise, use your time to work on your UCWbL 
ePortfolio or Chat with a Tutor, write a blog post, read a 
style manual, look over a resource a colleague posted to 

the #resources Slack channel (or post a favorite writing 
resource there yourself), or find other things to do that 
help you improve as a peer writing tutor and make you 
better able to effectively do your work at the UCWbL 

Bottom line: do UCWbL-related work when the UCWbL 

is paying you to work. 
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S idework  

During times between appointments, complete sidework 
tasks. There are two types of sidework at the UCWbL: 

1. Assigned sidework 

2.Self-assigned sidework from the #sidework channel 

As s i gned  S i dewo rk  

Sidework will be assigned at the end of each day. If you are 
blocked off for sidework, check in with the receptionist for 
the checklist that must be completed. These duties include 
general upkeep around the office to ensure that we are 

working in the cleanest, safest, and most welcoming envi-
ronment possible.  

Se l f - A s s i gned  S i dewo rk  f r om  # s i dewo rk  S l a ck  Channe l  

If you are without an appointment, check the #sidework 
Slack channel to see what work can be done around the of-
fice. Whether it is a team that needs some extra help or 
something around the office that needs fixing, this channel 

is the place to learn about tasks you can complete between 
appointments. 
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In the event that you are working on self-assigned sidework, 

it should not interfere with your ability to take an appoint-
ment if one is scheduled with you. As such, you should not 
block yourself off with a placeholder until after the ap-
pointment time has elapsed. 

P ropo se  You r  Own  P ro j e c t - ba sed  S i dewo rk  

At some points throughout the year, UCWbL administrators 
may put out a call for sidework project proposals. Proposals 

will describe a sidework project that you are responsible for 
completing during times when you do not have appoint-
ments with writers.  The quality, utility, and feasibility of 
these project proposals will serve as the main criteria of 
those that are accepted and those that are not.   

Project proposals should 

Describe the project: what is it? What will the finished 
result look like? 

Justify the project: how is it beneficial to the UCWbL? 

Include a timeline with specific productivity bench-

marks (e.g., by week 3 of the quarter x part of the 
project will be completed, by week 6…, etc.) 

List any proposed materials that might be necessary to 
the project (with the caveat that this should not require 
the UCWbL to make a financial commitment) 
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Define ways that other UCWbLers might participate in 

this project and any support you might need from ad-
ministrators or other tutors 

When reviewing these project proposals, administrators will 
give priority to those projects that seem the most realistic, 

well considered, and beneficial to the UCWbL. You are 

welcome to propose projects that are related to your goals 
for the year—and indeed are encouraged to do so. 

The bottom-line for project-based sidework—and for any 
other self-assigned sidework—is to allow you and your fel-
low UCWbLers to have work you are accountable for and 
excited to work on and complete. 

P e r f o r m a n c e  R e v i e w s  &  
F e e d b a c k  o n  Y o u r  W o r k  

Int roductory  (Probat ionary)  Per iod  

In accordance with the policy of the DePaul Office of Stu-
dent Employment, the UCWbL uses each UCWbLer’s first 
quarter as an introductory/probationary period for employ-
ment. This first quarter allows you to get introduced to the 
job and to become well acquainted with what is expected of 

you.   
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At the end of this introductory period, an administrator will 

conduct a performance review with you. If your performance 
is found to be inadequate, you are not passing WRD 395 or 
WRD 582 with a “B” or higher, or if you are otherwise not 
found to be in good standing with the UCWbL, you may be 
let go at any time during this period without using the pro-

gressive discipline process. 

Quarter ly  Per formance  Check- ins  

UCWbL employees receive feedback on their performance 
throughout the year.  

During each quarter, the administrators will review a sam-
ple of your written feedback, appointment letters, and at-
tendance/tardy records in order to provide you with perfor-

mance feedback. This feedback can then be used for goal 
setting and improvement. 

Annua l  Per formance  Rev iews 

Spring Quarter serves as the official staff performance 
evaluation period. All UCWbL staff members are required 
to submit their ePortfolios and to conference with an admin-
istrator about their performance during the year. The ad-

ministrators also use the performance evaluation process to 
make decisions about promotion and summer hiring. 
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Staff members who are graduating or moving on from the 

UCWbL for any other reason must also complete the evalua-
tion process, which includes an exit interview during which 
the staff member has the opportunity to give feedback about 
their experience at the UCWbL. 

Performance reviews focus on a number of factors that may 

include, but are not necessarily limited to, the following: 

Your completed ePortfolio  

Your overall staff performance record  

Your attendance  

Your tutoring approaches and philosophy 

The quality of both your oral and written feedback  

The quality of your appointment letters  

Your compliance with record-keeping requirements 

Other factors as warranted 

Decisions for continuing employment and other employment 

opportunities are based on your job performance through-
out the year and your professional development as docu-
mented in your UCWbL ePortfolio. At the annual perfor-
mance review meeting during Spring Quarter, an UCWbL 
administrator will meet with you to discuss employment for 

the following year and to set goals for the future. 
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If an UCWbLer has performed satisfactorily, has fulfilled all 

of their job requirements, and will still be at least a part-
time student, the administrator they meet with will invite 
them to return the following academic year. 

If an employee fails to complete the ePortfolio process or 
does not complete a performance improvement plan (see 

progressive discipline), they may not be invited back and 
forfeit the reception of letters of recommendation and other 
forms of mentoring and support. 

Voluntary  Terminat ion  

The UCWbL is committed to mentoring and providing sup-
port for all UCWbL employees during and after their transi-
tions from the UCWbL into new opportunities. If you decide 

to voluntarily discontinue employment at the UCWbL, you 
are strongly encouraged to complete the UCWbL ePortfolio 
process during your final quarter of employment. An admin-
istrator will hold an exit interview with you to discuss your 
final ePortfolio. 

If you do not complete the ePortfolio and performance re-
view process, then you may forfeit the opportunity to receive 
letters of recommendation and other forms of mentoring 
and support. 
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P r o g r e s s i v e  D i s c i p l i n e  

All UCWbL employees are expected to perform their jobs 
with care, commitment, and professionalism. The adminis-
trators work to provide each employee with the mentoring, 

support, and ongoing feedback necessary to succeed as an 
UCWbLer. If an UCWbL staff member fails to adhere to the 
UCWbL’s standards and expectations for successful job per-

formance, they may begin progressive discipline. 

The UCWbL uses the progressive discipline process out-
lined by the DePaul Office of Student Employment. This 
process addresses an UCWbL employee’s unsatisfactory 
performance by providing clear, documented communication 
between an UCWbLer and administrator that addresses the 

issue at hand and steps for performance improvement. 

The ultimate and ideal goal of progressive discipline is re-
mediation and development. Using progressive discipline 
consistently and clearly allows UCWbL administrators to 
address small issues with performance before they become 

habitual or increase in severity. In some rare cases of par-
ticularly egregious behavior, however, the UCWbL reserves 
the right to skip stages of progressive discipline and move 
to more severe consequences. 
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The order of progressive discipline is as follows: 

1. Verbal Warning 

2.Written Warning 

3.Final Written Warning 

4.Termination 

The UCWbL follows the policies of DePaul University's 

Dean of Students in the Code of Student Responsibility 
and Office of Compliance & Risk Management in the 
Code of Conduct for everyone at DePaul. These documents 

define acceptable and unacceptable workplace and stu-
dent behavior and make sure that everyone—in our phys-

ical spaces, using our services, or otherwise interacting 
with our office and our employees—has their rights and 
responsibilities defined and protected. We use the proce-

dures set forth in these documents to address any viola-
tions of these codes of responsibility or conduct. 

28

https://catalog.depaul.edu/student-handbooks/code-student-responsibility/
https://offices.depaul.edu/compliance-and-risk-management/Documents/Code_of_Conduct.pdf


More concretely, the following behaviors may result in 

UCWbL employees entering into the progressive discipline 
process:  

Chronic absences and/or tardiness  

Unreported absence (no call, no show for a scheduled 
shift) 

Chronic failure to complete and/or send appointment 
letters by the end of your shift 

Defamation 

Serious offenses as outlined in How to UCWbL, in the 
DePaul Employee Handbook, and in the DePaul Student 

Code of Conduct  

Failure to complete work responsibilities as defined by 
your job description  

Failure to attend the Autumn Quarter All-Staff Orienta-
tion or Winter Retreat 

Recurring problems meeting or striving to meet UCWbL 
quality of work standards  

Unprofessional behavior  

Failure to complete an UCWbL ePortfolio  

Failure to complete a final performance review meeting 

Abusive behavior  

Fraud  
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Public discussion of confidential matters, especially 

when it would identify a particular writer  

Behavior that damages the reputation of the UCWbL  

Any other chronic negligence of responsibilities 

Chronic failure to check in with receptionists 

Chronic failure to attend Coffee & Commenting or pro-

fessional development workshops 

Note that this list should be considered illustrative and 
not exhaustive. The administrators may use their dis-
cretion to determine whether other behaviors not in-
cluded here may warrant progressive discipline or ter-

mination. 

Terminat ion  

If changes are not made to the appropriate extent after be-
ing placed on progressive discipline and working with the 
administrators to make an individualized plan for work at 
the UCWbL, then an employee may risk termination.  

If an employee commits an egregious offense in violation of 

DePaul or UCWbL policies, the UCWbL reserves the right 
to terminate employment immediately.
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