
 
CWAA WRITING TUTOR FREQUENTLY ASKED QUESTIONS 

 

 

1. I work on Sundays and am the first person in the Center. The CWAA door is locked. What do I do? 

Go to the Circulation Desk on the first floor of the library and trade your Hillcard for the CWAA key.  You will 

need to return the key at the end of your shift to reclaim your Hillcard. 

 

2. I work until 11 p.m. and am the last person in the Center. What do I do? 

Make sure the CWAA door is locked before you leave! Go to the Circulation Desk on the first floor of the library 

and trade your Hillcard for the CWAA key. 

 

3. Something came up and I can’t make it to my shift. What do I do? 

Send an email to all of the writing tutors and CC the Director to ask if anyone can cover your shift. If you can 

cover someone else’s shift, please “reply all” so that everyone is aware the shift has been covered. Please plan in 

advance and provide ample notice when asking tutors to swap shifts with you. 

 

4. A student came in looking for a subject tutor. Now what? 

Reference the tutor schedule to determine if we already offer tutoring in the subject, and when. If we do not, 

direct the student to the website and give the student the 1-on-1 tutoring link (bit.ly/NeedATutor). The student 

will receive a response in 24-48 hours during the week. If they make a request on the weekend, there will be a 

delay. Also, be sure to hand out the New Student Packet. 

 

5. I would like to change my hours for the semester, but the schedule is already posted. 

We try not to change the schedule once it is posted; it is important that you verify your hours with the CWAA 

prior to the start of the semester. If you need to change your hours, please contact Devon Sprague. 

 

6. It’s a snow day! Is my shift cancelled? 

Not necessarily. The CWAA is open if the library is open, so please monitor your email for library 

announcements on snow days. 

 

7. I forgot to log my hours in myHill. Now what? 

The Payroll office strongly discourages late timesheets, but it is an option if you need it. If you log your hours on 

the Late Time Card (located on your myHill timesheet), be sure to include in the notes which days you worked. 

 

8. I may have overextended myself between school work, activities/clubs/sports, social life, and tutoring. I may 

have to cut back on my tutoring hours. What do I do? 

The service you provide tutees is invaluable, but if you can’t give 100% of your attention, knowledge, and 

patience to each tutee, then you’re actually doing them (and yourself!) a disservice. It is better that you let 

Devon Sprague know if you need to cut back your hours. We will always work with you to figure things out!  
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9. There are barely any students coming to my shift. How can I increase awareness of my hours? 

Lots of ways! All tutors are required to conduct at least one class visit, which is coordinated through the Senior 

Tutor. You can also email professors to encourage them to send students to you, remind everyone you see that 

you offer tutoring, and participate in CWAA promotional events like Table in the Commons, etc. 

 

10. I forgot to use the TutorTrac kiosk during my session. How do I log my hours? 

In TutorTrac, you must create (at least) TWO Quick Visits. One is for your work hours – select yourself as the 

Student as well as the Consultant and choose “Work” as your Reason. The second Quick Visit is for the 

student(s) – select your tutee(s) as the Student and select yourself as the Consultant. Choose the appropriate 

non-work Reason. Once you’ve filled out all fields for both Quick Visits, you should be all set. Don’t forget: there 

are TutorTrac instructional videos on the CWAA website! 

 

11. I am working with a student and am having trouble getting through to him or her, or we do not get along.  

It is important to remain professional, especially when students are overwhelmed or emotional. If you have a 

very difficult session with a tutee, make sure to ask if it was helpful at the end. If the student does not think the 

visit was helpful, recommend that they come back at another time to work with a different tutor.  

 

12. When are the Writing Tutor meetings? 

Every other Wednesday, in the Center, from 5pm to 6pm. 

 

13. I want to get more involved. What options do I have? 

We love when CWAA Peer Tutors take the initiative to get more involved! If you’re looking for activities that look 

great on a resume, why not present at NEPTA in the spring? Or develop an Info Café presentation? Or 

coordinate a campus-wide activity, sponsored by the CWAA? If you’re looking for activities that will increase 

your tutoring abilities or help others with their skills, create an activity for the biweekly meetings. Think of an 

idea for the bulletin board? Go ahead and decorate it!  

 

14. Be sure to give each of your tutees the Rate Your Tutor link (bit.ly/RateYourTutor). 

 

 


