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Introduction

What does it mean to be the Writing Center Assistant Director?

The main purpose of the Assistant Director is to assist the Director. Meaning, you have
a variety of different jobs to complete in order to help maintain the Writing Center. These
tasks can range from tidying up the Writing Center to helping sort through consultant
applicants to creating Doodle Polls. The aim of this handbook is to outline some of the
duties the Assistant Director has and provide some helpful insight. Please edit this
handbook as needed.
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Timeline of Events

August

● Meet with Dianna to set an agenda and schedule for orientation
○ Make doodle poll for orientation date and time (historically the first Friday

of classes)
■ Consider extending orientation times in case there’s a good time all

consultants can be together
○ Discuss what topics to cover
○ Review handbooks and discuss protocols

■ Create a team bonding activity
■ Meet with project teams

● Ask consultants if they want to make a new team
● Ask if anyone wants to change teams
● Ask new consultants to join a team and add them to that

team’s Slack channels
○ Speakers to invite

■ This may include CAPS, First Gens, Longwood Recovers, review
protocols, bond

● Manage online appointment folders

Moving Over Old Appointments:
1. Navigate to the green online

appointment folder for the recently
completed semester.

2. Select the drop down menu under the
name of the file at the top of the page.
Then, select the “Move to” option.

3. Select the “Past Online Appointments”
folder and your folder will be moved.

Creating a New Folder for Online Appointments
1. After opening the Drive, go to the upper, left corner and select “New” then

“Folder.”
2. Name the new folder “Semester Year Online Appointments;” ie. “Spring

2021 Online Appointments.”
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3. Edit the folder color by selecting the drop down menu at the top of the
page and selecting “Change color.” Select the bright green color so
consultants can easily navigate to the folder from the Drive.

4. Create new folders within the current online appointments folder for
consultants titled by their first name and last initial if needed; ie. “Amber T.”

a. You can also suggest consultants bookmark the link to their
individual folder for ease of access.

● Update WC Online biographies
○ Update returning consultants’ bios to reflect their current class/year and

ask returning consultants to send you an updated version if need be
○ Ask new consultants to send a biography of what they study, year, and

what formats or courses they specialize in
○ Ask if consultants would like to add anything to their bios

Group Name Social Media Research Marketing

Members Jacob, Alexis, and
Kenzie

Hannah, Amber,
and Payten

Aaliyah, Liz, and
Victoria

Goals -Grow social media
presence by
following
Longwood-related
accounts and other
university writing
centers

-Get all new
consultants IRB
certified
-Continue to push
research surveys
-Prepare for WC
conference

-Research websites
to buy merch from
-Talk to Dianna
about budget for
merch
- Create outreach
events
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-create a posting
schedule for each
social media
platform every
semester

September

● Have all consultants fill out intent to return forms for the spring semester
○ Create folder inside of “Intent to Return Forms” folder
○ Title new folder “Semester + Year”
○ Inside of that folder create a “returning” folder and a “not returning” folder

● Remove graduating/leaving consultants from Slack
● Promote/plug the WC every chance you get and say we are hiring
● Ask Dianna to send out recommendation form and invite recommended students

to apply

October

● Read through all application materials and interview chosen applicants with
Dianna

● Rank applicants with 1 being the best
● Determine how many new-hires we need
● Compare ranks with Dianna and schedule interviews via Doodle Poll

November

● Review interview questions doc and revise as needed
● Print questions for each applicant and take notes
● Interview each new hire, pay attention to their personability/communication skills

January

● Talk to Dianna about planning for new-hires’ training
○ Create a Doodle Poll for training
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○ Training lasts about 6 weeks
● Invite new-hires to Training Slack Thread
● Encourage new-hires to create a Writing Center appointment if they haven’t

already to better understand what we do
● Invite new-hires to General Slack further into their training

○ Coordinate new-hires’ observations by posting messages in Training
Thread and encouraging them to look at the schedule

● Manage Online Appointment Folders

Moving Over Old Appointments:
4. Navigate to the green online

appointment folder for the recently
completed semester.

5. Select the drop down menu under the
name of the file at the top of the page.
Then, select the “Move to” option.

6. Select the “Past Online Appointments”
folder and your folder will be moved.

Creating a New Folder for Online Appointments
5. After opening the Drive, go to the upper, left corner and select “New” then

“Folder.”
6. Name the new folder “Semester Year Online Appointments;” ie. “Spring

2021 Online Appointments.”
7. Edit the folder color by selecting the drop down menu at the top of the

page and selecting “Change color.” Select the bright green color so
consultants can easily navigate to the folder from the Drive.

8. Create new folders within the current online appointments folder for
consultants titled by their first name and last initial if needed; ie. “Amber T.”

a. You can also suggest consultants bookmark the link to their
individual folder for ease of access.
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● Update WC Online biographies
○ Update returning consultants’ bios to reflect their current class/year and

ask returning consultants to send you an updated version if need be
○ Ask new consultants to send a biography of what they study, year, and

what formats or courses they specialize in

● Manage project teams at first staff meeting
○ Ask consultants if they want to make a new team
○ Ask new consultants to join a team and add them to that team’s Slack

channel
○ Ask if anyone wants to change teams

Group Name Social Media Research Marketing

Members Jacob, Alexis, and
Kenzie

Amber, Hannah,
and Payten

Aaliyah, Liz, and
Victoria

Goals -Grow social media
presence by
following
Longwood-related
accounts and other
university writing
centers
-create a posting
schedule for each
social media
platform every
semester

-Get all new
consultants IRB
certified
-Continue to push
research surveys
-Prepare for WC
conference

-Research websites
to buy merch from
-Talk to Dianna
about budget for
merch
- Create outreach
events
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February

● Have all consultants fill out intent to return forms for the fall semester
○ Create folder inside of “Intent to Return Forms” folder
○ Title new folder “Semester + Year”
○ Inside of that folder create a “returning” folder and a “not returning” folder

● Promote/plug the WC every chance you get
● Coordinate new-hires’ observations by posting messages in Training Thread and

encouraging them to look at the schedule

March

● Continue training new-hires
● Coordinate new-hires’ observations by posting messages in the Slack Training

Thread and encouraging them to look at the schedule
○ They must observe at least one appointment before shadowing
○ They must observe one online consultation

April

● Remove graduating/leaving consultants from Slack
● Schedule a final meeting with the incoming Assistant Director for 2+ hours

○ Give them any advice and resources you think will help them succeed
○ Answer any questions they have

Various Ongoing Tasks

● Update professor emails on WCOnline
● Remind project teams of their deadlines
● Manage shifts when people ask for coverage and enforce the procedures below:

Order of Events for Shift Coverage
1. If an appointment has already been booked, edit and move the

appointment to an open spot at the same time.
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2. If another consultant is not available to cover the appointment at the same
time, ask Slack General if anyone else is available to take the
appointment.

3. If all else fails, email the client to reschedule their appointment.
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Staff Meetings

Outline for Creating Staff Meeting Agendas

1. Workshop with a professor
a. This only happens occasionally, but we should let them present at the

beginning of our meeting so they can leave ASAP
2. Check-in with each consultant

a. Allow each consultant to speak
b. Ask if they had any issues with clients or WCOnline
c. Ask a positive-based question occasionally; ie. What are you looking

forward to? Do you have any plans for ___ holiday?
3. Writing Center business ie. Intent to Return forms
4. Address any issues that may have come up since the last meeting
5. Workshop any Writing Center business

a. Research, mission statement, outreach ideas, etc
6. Wrap up; ask if there is anything else we need to discuss

You may find it easier to create a presentation of the outline for each staff meeting with
links to external documents and sites.
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How to… on WCOnline

Edit Shifts on the Schedule

1. In the upper, left corner select the icon with an “x” through it.
2. Click on the blacked out area of the consultant whose schedule needs editing

and adjust blackout time accordingly. Be sure to add a note with the reason for
the schedule change.

3. To add a person to the schedule, click on their blacked out times and adjust
accordingly to create appointment availability. This part will take some trial and
error, but now you know how to edit the schedule so if you mess up, you can fix
it!

Add an Email to the Client Report Form

1. In the upper, left corner select “System Configuration.” Then, select “Form Setup:
Client Reports.”

2. Scroll down and select the text box for possible answers to the “Professor”
question.

3. Select all of the text by clicking three times, then delete the current list.
4. Open the list of Professors’ emails in the Drive. Add the professor's name and

email address followed by a comma to the list. For example: Thomas Amber
amber.thomas1@live.longwood.edu,

a. The comma ensures that the listed items are separated in the drop down
menu when the Client Report Form is completed.

5. Right click at the top of the list, “A”, and select “Sort sheet A -> Z”.
6. Highlight and copy all of the cells, then paste into the text box on WCOnline.

a. Be sure to click “Save!”
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Update Consultant Biographies

1. In the upper, left corner, go to “Schedule & Staff Management” then select “Staff
& Resource Management.”

2. Find the consultant you would like to edit and select “edit.”
3. Edit biography as needed and save changes.
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Move an Appointment to Another Consultant

1. Select the appointment and scroll to the bottom of the page. Select “Edit
Appointment”.

2. Then, at the bottom of the page again, select “Move Appt” and choose the
consultant and date that you would like to move it to. Save changes.

a. Clients and consultants will get a notification of the changes.

Edit Time Clock Data

1. In the upper, left of the page, select the check mark.
2. Select “Master Listings Report” in the fine print.
3. On the left, select the consultant and date that needs editing, then “Run Report”.
4. Select “[VIEW or EDIT]” and adjust accordingly.
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Words of Wisdom

Some advice…

Pick and choose your battles. You cannot worry about every little thing that needs to be
fixed. Focus on what is important and what you can do today. You can plan for the
future, but you should not burden yourself.
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Credits

First Created: 4/22/21 Sara Holdsworth Assistant Director 2018-2021

Continued in fall 2021 by Amber Thomas, Assistant Director 2021 - 2022
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Introduction

What does it mean to be a Writing Center Consultant?

The overarching role of a Writing Center Consultant is to cultivate citizen leaders,
helping to fulfill Longwood’s mission. To do so, consultants collaborate with the writing
community and focus on improving individuals’ writing strategies, ethical writing
practices, research skills, and clarity of thought. The Writing Center and its consultants
strive to provide a brave space, that is a compassionate and empathetic space, for all
writers.

Our Mission Statement

The Writing Center at Longwood University seeks to:
● assist the Longwood and local writing community.
● provide a brave, collaborative space for all writers.
● improve writing and communication skills.
● cultivate citizen leaders.

Our services focus on writing strategies, ethical writing practices, research skills,
and clarity of thought.
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Consulting Policies

Help at Any Stage of the Writing Process

At the Writing Center, we help clients at every stage of the writing process. We need to
be prepared, then, to help clients from the moment they get an assignment prompt to
the submission of their final draft.

Check-in Process

Clients should check in for their session by swiping their ID card when they enter the
center. There is a card swipe by the door in both Brock 101 and 103.

Session Protocols

Papers should be read aloud during all sessions if the client is comfortable reading or
having their paper read. Never insist the paper be read if it makes the client
uncomfortable. Consultants or clients may choose to read aloud, or they may alternate
reading aloud during the session. It’s important for consultants to speak with clients
about why this protocol is in place.

Consultants should sit next to clients during a session rather than across the table from
the client unless the client indicates that this makes them uncomfortable. Consultants
should avoid typing or writing for clients during a session. However, if the client is on a
roll explaining something to you that is valuable for their paper, take notes for them.

Higher-Order vs. Lower-Order Concerns

Consultants should work from higher-order concerns to lower-order concerns in most
sessions. Higher-order concerns (such as organization, transitions, introductions and
conclusions) should be the focus of most sessions, while lower-order concerns (like
grammar and mechanics) should be addressed secondarily. In short, consultants can
help clients with lower-order concerns but usually only within the larger discussion of the
higher-order concerns within their writing. In the case that a client wants to focus on
lower-order concerns or their writing is incoherent because of lower-order concerns,
then a consultant may use their best judgement to determine what takes priority.
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Disengaged/Unprepared Clients (or Orphan Clients)

After all reasonable attempts are made to engage the client, yet they are not engaged
during a session, the consultant has the right to end the session. Consultants should
offer to reschedule the client for a future date when they might be more prepared to
contribute to a session. After asking for consent to send a report form to their instructor,
consultants should write a note in the post-session report form so the client’s instructor
can also know.

Plagiarism

If a consultant suspects that a client has plagiarized they should
1. discuss the importance/necessity of citation in academic work with the client.
2. ask the client relevant questions to determine the source of the material in

question.
3. alert the Writing Center Director so that they can follow-up with the client’s

instructor.

We should do our best to educate clients on plagiarism and let the director know when
we suspect a client has violated Longwood’s Honor Code.

Late Appointment Policy

Clients who arrive for their appointment more than 5 minutes late for a 25-minute
appointment or more than 10 minutes late for a 55-minute appointment may lose their
appointment to a walk-in. If this happens, explain our policy to the client and offer to
reschedule. If they need more information, please refer them to the Director.

Late clients may be turned away for two reasons:
- a consultant has begun helping a walk-in.
- there is not enough time left in the session to have a meaningful conversation

about the client’s paper.

No-Show Policy

In the event of a no-show, mark the client’s appointment accordingly.

If a client no-shows for a second time in a given semester, email the client about our
no-show policy. It is important for clients to attend all scheduled appointments due to the
number of clients hoping to utilize our resources. Direct clients to our schedule on
WCOnline and show them where they can cancel and reschedule appointments.
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Below is a template of what to email the client.

Hello _____,

Our records show that you’ve missed two consecutive Writing Center
appointments. Our goal is to serve as many people as possible, so it’s very
important that you notify us in advance if you won’t be able to make an
appointment. Failure to do so may result in losing your appointment privileges. If
you have any questions, please contact Dr. Baldwin, the Writing Center Director,
at baldwindl@longwood.edu.

Thanks,
The Writing Center at Longwood

Group Project Policy

While we welcome groups to visit the Center, we will only work with a group if all
members are present. However, you may help a client with their portion of the group
project if it makes sense to do so, but use your best judgment.

Maximum Weekly Appointments

To ensure that we can help as many clients on campus as possible, we limit the number
of appointments a client can use our services in a week. Clients are limited to 3
appointments per week.

The system will block clients from making more than three appointments, however,
clients can make more than one account. If you notice someone coming more than
once a day or three times in a week, give the director that client's information.

Waiting List

WCOnline’s waiting list will email clients on the list when an appointment has been
canceled. However, if a client is more than 5 minutes late for a 25-minute appointment
or more than 10 minutes late for a 55-minute appointment, the consultant should email
the next client on the waiting list and offer this appointment.

Research Surveys
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Please request every client take the survey after each appointment, even if it is to
respond that they do not wish to take the survey - that data is important, too.

Client Report Form

After every appointment, consultants should complete the client report form.
Consultants should list what they accomplished during the session. The comments
section should cover how the appointment went, next steps for the client, and any other
information the instructor and other consultants might need to know. Keep in mind that
this is not meant to criticize clients, but provide important information for others.

Inappropriate Client Behavior

If a client behaves in an inappropriate manner, the consultant has the right to end the
session. If this occurs, the consultant should notify the Director immediately. The
Director will use their best judgment to determine what steps should be taken next.
Depending on the situation, other consultants should be made aware of the situation
and how to best proceed in a similar situation. Consultants may request the client that
demonstrated inappropriate behaviour be blocked from scheduling appointments with
them.

Resources to Reference

If a consultant suspects their client may need help from other Longwood resources, they
should use their best judgement and contact a director for advice on how to proceed.

Some of the campus resources consultants may recommend include but are not limited
to

- Greenwood Library Librarians
- Counseling & Psychological Services (CAPS)
- Longwood Recovers
- Accessibility Resources Office
- LUPD
- Area Subject Tutoring
- Clubs and Organizations related to their interests for social support
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Work Policies

Work Attendance

Consultants are expected to work their scheduled shift. Once consulting schedules are
finalized, consultants should plan their extra-curricular activities around their work
schedule.

If a consultant knows that they will need to miss work, they must arrange for coverage in
advance. If no other consultants will take the shift, the consultant should alert the
Director and Assistant Director right away.

Similarly, if a consultant needs to leave their shift early or will arrive late, they must alert
the Director and Assistant Director right away.

Staff Meeting/Training Attendance

Consultants are expected to attend all staff meetings and/or training sessions.
Otherwise, permission from the Director is needed. Attending these sessions is a
condition of your continued employment in the Writing Center.

Non-Consulting Duties

When consultants do not have appointments during their shift, they should check our
gmail and return any emails or bring to the Director's attention if necessary. Consultants
should also use this time to work on any on-going Writing Center initiatives, such as
blog entries or workshop preparation. In the absence of any of these tasks, consultants
are free to use their time to study and/or prepare for their own courses.

Work Attire

Although consultants are not expected to dress in professional attire, as it is a
peer-to-peer environment, they are expected to avoid wearing anything that others may
find offensive. Consultants are also advised to avoid wearing clothes that clients may
find revealing, like spaghetti straps and short-shorts.
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How to… on WCOnline

Add a Walk-In Appointment

1. Ask if the client has created an account on WCOnline. If not, ask to set one up
with them.

a. If the client does not have their laptop or do not want to use their phone,
consultants may sign a client up while remaining signed into their account.

i. In the upper, left corner select the icon of a head.
ii. Then, work with the client to fill out a new account and/or allow

them to fill it out themselves as some of the questions clients may
find to be personal, sensitive information.

2. On your account, you can click on the current or nearest half hour block to create
a new appointment. Fill out the appointment form for them. Make sure you have
the correct client email selected.

3. Once you save the appointment form, you can proceed as usual.

Clock-In and Out

1. After signing into WCOnline, click on the green check mark in the upper, left
corner.

2. Then, select “Clock-In” and close the window. The check should now be red.
3. To clock-out, repeat the same steps.
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Move an Appointment to Another Consultant

1. Select the appointment and scroll to the bottom of the page. Select “Edit
Appointment.”

2. Then, at the bottom of the page again, select “Move Appt” and choose the
consultant and date that you would like to move it to. Save changes.

a. Clients and consultants will get a notification of the changes.

Write a Client Report Form (and Email it to a Professor)

1. Once your session has finished, select “Add New” in the top right corner of the
appointment form.

2. Fill it out to the best of your ability.
a. When selecting the instructor, click on the drop down menu and simply

begin typing their last name. Names are listed alphabetically if this does
not work well.
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b. To email the instructor, with the client’s permission, reference the
professor question and type in their email address. After saving the form,
there is an email log showing who was sent the client report form.

3. The “What We Worked On” section should list what you advised the client on.
Typically the list will contain things such as “what a thesis is” or “paper
organization”.

4. The “Comments” section should comment on the quality of the session, any
steps you recommend the client take next, or any other important information for
others to know.
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