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How to Use this Book 

 
Welcome! WeÕre happy to have you in the SASC Writing Program community. 
 
Working as an instructor assistant (IA) or tutor in the SASC Writing Program is a challenging 
job, which requires multiple skills on the part of the student.  The IA/Tutor Handbook functions 
as both guide and resource.  It tells you what you need to know about the program, expectations 
we have for you as a staff member, technical information such as how to fill out a time sheet, and 
general information about resources for you and your students. The last page contains contact 
information for full-time SASC staff. 
 
Whether you are a new or returning IA or tutor, reading your handbook is the first step in 
understanding what is expected of you. Look it over; mark places where you have questions and 
seek out answers. Your immediate supervisor (for IAs, the instructor you work with), the 
IA/Tutor Coordinator, other IAs and the Director of Writing can all help. 
 
Some sections of the handbook require more attention than others; for example, you should be 
thoroughly familiar with the ÒPolicies and ProceduresÓ portion of the book. Much of that 
information will not be told to you in any other forum, yet you are expected to know it and ask 
questions if you need to. Other sections (ÒResources for StudentsÓ for example) may become 
valuable to you if students come to you for help or you need help yourself. The section entitled 
ÒWorking with StudentsÓ deals extensively with classroom strategies you can use and potential 
situations you could encounter in your role as IA or tutor.  Note that this section of the book is 
more like advice from seasoned IAs than formulas that can be easily applied. You should review 
this part of the book when you find that you will be leading a discussion in class or facilitating a 
workshop.  But you neednÕt follow it word for word. Teaching is an art, not a science, so the first 
lesson of this job is to be open to discovery. Part of your process is to think about how your own 
background, experiences, and learning styles can guide you in helping students from both similar 
and different backgrounds.  Be experimentive; use your vast store of knowledge as a student who 
knows and understands the university culture, and trust that knowledge.  Talk to your colleagues. 
And be open to learning from students as well as teaching them and you will have a rich and 
rewarding experience here.  
 

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
 
The SASC IA/Tutor Handbook is a collaborative effort developed with the help of former IAs 
and instructors.  ItÕs a work in progress  and as such is regularly revised. We therefore appreciate 
your sharing with us any strategies or information that should be included in the handbook.  
Likewise, please feel free to ask questions if there are parts of the book that are unclear or need 
more detail. 

Program Mission 
 
The SASC Writing Program is an ongoing academic support program which exists to instruct and support 
first-year and continuing CU students in developing writing skills appropriate for the university 
community.  Our target population includes:  

◊ students underrepresented at CU or in their major of choice 
◊ students with disabilities 
◊ academically needy students 
◊ low-income students 



 

 2 

◊ first-generation college students 
◊ non-native speakers of English/multilingual students 

 

Program Philosophy 
 
The purpose of the SASC Writing Program is to help students place themselves as writers within 
the university community.  We encourage students to speak from their observations and 
experiences, to think about the opinions they hold and why they hold them, and to listen to and 
develop their own distinctive voices. Because all writers come from particular communities, we 
ask our students to explore their academic interests without losing their cultural heritage.  At the 
same time, we ask students to examine and respond to other voices within the academic 
community. 

Our courses aim to be inclusive in both content and structure. Instructors use a wide range of 
readings to introduce students to scholarly writing. Courses also pay attention to the multiple 
ways of learning and knowing students bring to the classroom, using a model of multiple 
intelligences which offers students various ways to internalize the writing program criteria. This 
means teaching students to read, interpret and analyze texts that are not just written, but also oral 
and visual. We regularly collaborate on ways of teaching writing through kinesthetic, visual, and 
other means as well. 
 
In addition to being student-centered, our work with students is process-oriented.  That is, we 
view the studentsÕ process to be equally important as the end product they produce.  To that end, 
we require students to experiment with several different kinds of writing:  annotating, 
brainstorming on paper, outlining or other forms of written organizing, personal essays, 
summaries, critical analyses, argumentative writing and more. For long papers, multiple drafts are 
required, with an emphasis on holistic revision as well as attention to grammar and editing. 
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Writing Program Components 
 

The SASC Writing Program consists of two basic components:  writing classes and 
writing support.  Our writing classes fulfill both lower and upper division core 
requirements.  Writing support consists of tutoring for SASC writing classes and tutoring 
for SASC-eligible students who are writing for non-SASC classes.  
 
WRITING COURSES 
 
ARSC 1080 introduces students to genres of writing and research that are applicable to work both 
within and outside of the university. Students will learn close reading, writing, synthesis, 
analytical and  research  skills  through a wide variety of reading, writing and research exercises. 
Students develop these skills in large and small group discussion, reading and writing workshops, 
and one-on-one conferences.  The specific goals of ARSC 1080 are to help students:  
 
• Develop close reading skills 
• Recognize academic genres and conventions 
• Learn synthesis and analysis 
• Develop research skills 
• Learn how to take a position on an issue 
• Hone oral presentation skills 
• Understand the importance of revision and editing 
 
 
ARSC 3100 develops studentsÕ critical thinking and analytical skills through reading, discussion 
and writing.  The course teaches students how to display in writing the quality of their critical 
thinking on issues related to race, class, gender, sexuality and other areas of cultural identity, as 
well as the intersections between them. Students in the course are encouraged to theorize about 
the relationship between course readings and academic interests from their major discipline. They 
will acquire expertise on chosen issues through library research and guided discussion, practice 
oral presentation skills, and develop complex arguments, which will be crafted through drafting 
and workshopping.  The specific goals of ARSC 3100 are to help students: 
 
• Develop critical reading and discussion skills 
• Perform high level synthesis and analysis 
• Develop advanced research skills 
• Practice using the conventions of scholarly argumentation 
• Hone oral presentation skills 
• Understand the importance of revision and editing 
 
ARSC 2000, Ways of Knowing, develops studentsÕ understanding of academic discourse, 
epistemology, and their own ways of knowing. Ways of Knowing asks students to explore their 
own beliefs and experiences about learning, education, and knowledge creation. Through reading, 
writing, collaborative projects and meditation, students learn different ways of thinking about 
expertise, knowledge, wisdom, evidence and experience, and come to a deeper understanding of 
their own learning styles. The specific goals of ARSC 2000 are to help students: 
 
• Develop critical reading and discussion skills 
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• Perform high level synthesis and analysis in oral and written forms 
• Develop self-knowledge of their own educational goals and strengths 
• Understand writing as a critical learning practice 
• Explore a range of composing styles and processes 
• Understand epistemological approaches of differing academic disciplines 
• Use contemplative practices to reduce stress and explore ideas 
 

 

 
Writing Support 
 
One-on-one writing support for students in our writing courses is available in our Writing 
Help Hours, held in Willard 319-320, from Cat Altman, SASC Academic Specialist for 
Writing, 303-492-6616 and in the Writing Center of the Program for Writing and 
Rhetoric (PWR); See the PWR website for more information: 
http://www.colorado.edu/pwr/writingcenter.html. 
 
SASC-eligible undergraduate students who need help with writing for any other course at 
CU will be tutored, time permitting, by Cat Altman, 303-492-6616.  
 
ESL/multilingual students who need help with writing should contact Dan West, ESL 
Coordinator, at 303-492-1405. 
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Policies and Procedures 
 

 
Attendance 

 
IA and tutor attendance is required at pre-semester orientations, as well as at IA, tutor, or all-staff meetings, training 
sessions, and any other professional development sessions.  
 
IAs must attend every class for each section you are assigned to work in.  Additionally, IAs meet with the instructional 
team for a 1/2 to one hour per week for each course for debriefing, planning and training.  If extenuating circumstances 
prevent you from making it to work, you are expected to contact your teamÕs instructor well in advance (a minimum of 
24 hours).  If you cannot reach the instructor at home, then leave a message both on instructor office voice mail (see 
your instructor for phone number) and the main office 492-1416.  
 
You are also required to come to class on time and stay the duration of the class period.  Again, if extenuating 
circumstances arise, give the instructor advance notice. 
 
Tutors will commit to regular hours and must be present for them. In the event that you cannot be present, call both the 
Tutor Coordinator (492-6616) and the main office (492-1416) and ask them to post a notice that you will not be in. 
 
Chronic lateness and/or absences will lead to dismissal from your position. 

 
Collaboration 

 
Our program stresses collaboration.  IAs and tutors must be willing to work collaboratively and respectfully with each 
other and instructors.  As mentioned above, in regular team meetings youÕll discuss class structure, strategies, and your 
impressions on how lessons are being received by students.  Your input will not only assist the collaborating instructor, 
but it will lend itself to making you an integral part of the instructional team. (See ÒWorking in Teams.Ó) 
 
However, the team is not isolated to the few members you work with in the classroom. The other instructors, IAs and 
tutors make up a larger (all staff) team.  Collaboration is also expected on this team in large group meetings and 
professional development.  One of your first group exercises will be creating and planning a series of workshops with 
other IAs in some of the IA meetings. Later youÕll implement them in your class.  
 
In addition to collaboration with staff, you must also teach collaboration to your students.   YouÕll do this by modeling 
collaborative behavior in classroom discussions, small group discussions, and writing and reading workshops.  This 
involves asking appropriate questions, commenting on responses, making suggestions, fielding questions, and offering 
constructive criticism.  Possibly the best way you will model collaboration will be by drawing the students in by 
encouraging them to ask questions, then commenting  on responses.  In the section below entitled ÒWorking with 
StudentsÓ strategies on how to do this are offered. 
 
Your role in teaching students collaboration is an important one.  By you placing some responsibility on them to learn 
to help one another, you are emphasizing that you, and we, value what they think and what they have to say.  Once this 
message is sent, the students recognize how important they are, and how essential it is that they are present in class.  
Obviously your active presence in class is important too! 
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Class Preparation 

 
You must arrive in class or for your tutoring session prepared (i.e. having read all 
assignments).  Likewise, IAs must be ready to participate fully by doing what the 
students are asked to do (taking notes and other in-class writing).  You can take the 
opportunity of being in a writing class as an assistant to work on your own writing. 
 
 
 

Intradepartmental Communication 
 
With a writing staff of twenty or more people it is difficult to communicate important 
information on an individual basis.  In order to get this information--which is dispatched 
regularly and sometimes heavily--you must pick up mail from your mailbox (in room 386 
Willard) and least once a week and check email at least once a day. If you donÕt check 
your mail, you not only will miss essential information for doing your job, but you will 
be overwhelmed when you do check in! 
 
If you wish to email all IAs at once, the address is sasc-wia@lists.colorado.edu; if you 
wish to email all instructors, the address is sasc-wi@lists.colorado.edu. 
 
If you wish to communicate to SASC folks about non-work-related items (e.g. renting 
your apartment, selling your stuff, or events on or off campus weÕd enjoy) write to:  sasc-
daily@lists.colorado.edu.  
 
 
 

SASC Computer Lab 
 

The SASC computer lab is located in Willard 353.  ItÕs a good place to check your email. 
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Pay and Benefits 

 
IAs and tutors are paid a range of wages, depending on level of experience.  You are paid by the hour, which means 
you are only paid when you work.  You donÕt get paid for holidays, canceled classes, or sick days, or for preparing for 
class. Raises are merit-based and generally occur at the rate of $.25-$.50 an hour. Because SASC has a limited budget, 
it is helpful for us if you have, or can get, a work study financial aid award.   You can now be awarded non-need based 
work study, but you need to fill out a Financial Aid form in order to receive it. Check with the financial aid office. 
 
We canÕt offer staff benefits to part-time student employees, but you should be aware that the single greatest benefit of 
working as an IA or tutor is the experience you will gain here.  Few undergraduates have the opportunity to work this 
closely with students on an instructional team at the university.  Take advantage of this opportunity to get teacher 
training and improve your writing at the same time! 
 

Time Sheets 
 

Time sheets are used to keep track of your work hours for pay purposes.  You should fill out time sheets bi-weekly;  
they are due every other week and must be completed by the Friday of each pay period.  Instructors you work with or 
the IA/Tutor Coordinator is responsible for signing your time sheets.  You, however, are responsible for filling them 
out and getting them in on time. If you fail to do so, you wonÕt get your paycheck on time! You will receive a payroll 
calendar at the beginning of the semester. 
 
Here are answers to common questions: 
 
What is my login and password? 
 
Your login name is your CU username (the same one you use to log in to CULink, WebCT, etc). To start with, your 
password will be your first name with the first letter capitalized. You will then be asked to type a new password and 
confirm it. There are no specific password requirements. 
 
Where do I access the time sheet system? 
 
From the computers in Willard 203, 216, 309, 313, 319, 386 (SASC main office), and 352 (Mac Lab). There is 
currently no web-based version of the time sheet. 
 
When can I access the system? 
 
You can make changes to your time sheet for the current pay period any time before the last day of the pay period. We 
encourage you to log in and keep a running total as the pay period progresses. Once a deadline passes, you will only be 
able to view a time sheet, not modify it. 
 
How do I work it? 
 
Double-click on the OpenTimeSheets file stored on the desktop, below the hard drive icon. This connects you to a 
database using FileMaker software.  
 
How do I make the font bigger? 
 
Use the icons in the bottom left corner of the screen to zoom in and out. 
 
How do I fill in my hours? 
 
Use your mouse to select the beginning and ending times of each shift. Be sure to include am or pm. 
 
Why does it say CHECK FOR POSSIBLE ERROR? 
 
Because your shift total is a negative number or greater than 8 hours. Your time sheet will still print normally, it's just a 
way of making sure there's not a mistake. 
 
How do I delete something once I've clicked off of it? 
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Click once on the field you want to delete and hit the Delete key. 
 
What is the Notes section for? 
 
This is an optional way to record any special circumstances that your supervisor should know about. 
 
What do I do when I'm finished? 
 
Click the Print icon and follow the prompts. Sign the paper copy with blue ink and turn it into your supervisor as usual. 
Close the file by clicking the red button in the upper left corner of the window or quitting from the FileMaker menu. 
 
I work for more than one program and have to fill out multiple time sheets. What should I do? 
 
The system will know this and have one time sheet for each program you work for. Use the arrows at the top of the 
page to toggle back and forth between your different time sheets. 
 
How do I view previous pay periods? 
 
Click on Find my time sheets and use the arrows to scroll. 
 
What if I forget my password or can't get into the system? 
 
Contact David Lawlor at 2-3734 or lawlor@colorado.edu 

 
Overtime Policy 

 
IAs do not work with students outside the classroom and the Writing Program cannot pay for overtime.  IAs will not be 
compensated for any outside work, though students will try to get you to do it;  donÕt get in the habit!  Instead, 
encourage students to use Writing Help Hours. Tutors should stick to designated hours as well. 
 

IMPORTANT! 
***Note:  1080 IAs are paid for 2 hours twice a week and 3100 IAs are paid for 1 ½ hours twice a week for in-
class time. That is, we round up your classroom hours.  (E.g. 9:30-10:45 class is put on time sheet for 9:30-11:00;  
1:00-2:50 is put on time sheet for 1:00-3:00.) ARSC 2000 IAs are paid for 1 ½ hours twice a week for classroom 
time and 1 hour each week for reading time. For other meetings, round to the nearest 15 minutes. 
***Note that sometimes time sheets are due before the end of the week included in the pay period.  Because your 
hours are regular, you can always estimate them and correct them the next time if there are changes. 
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Professional Guidelines for IAs and Tutors 
 

Working in Teams 
 
Because working in teams is increasingly becoming a common workplace practice, the experience you will 
gain here in the areas of collaboration, cooperation, and dealing with conflict are valuable skills you can 
take elsewhere. But it is hard work and all team members must do their part. These are guidelines for 
working in teams;  if you have other successes youÕd like to share with the rest of the staff, please do. 
 
Outside of class: 
 
• Meet with your team regularly and be on time and prepared for team meetings.  Have questions and other 

contributions to make. 
• Take responsibility for knowing and understanding your role and responsibilities as an IA. 
• Do your homework. 
• Set a standard of open communication;  if you have concerns or questions about your role, the team or something 

related to the classroom situation, raise them privately with the instructor or, if comfortable, at a team meeting.  
• Listen openly and respectfully to other team members. 
• If there are problems between you and another IA on your team, try to talk to the IA first;  if the problem is not 

resolvable, talk to the instructor.  Likewise, if there is a problem with the instructor, talk to her or him first if you 
can; if not, talk to the Director of Writing.  

• Remember that information shared about students in teams is confidential (see ÒConfidentialityÓ on next page).  
 
 
 
In class: 
 
• Make sure the students understand youÕre a team.  You want to keep a united front, but you also want to 

constructively model disagreement, collaboration, cooperation, and conflict management. 
• You should never say anything that might undermine another team memberÕs integrity.  For example, if one 

person on the team gives advice to a student about a paper which conflicts with another team memberÕs advice, 
use the opportunity to talk about audience and how different readers respond to papers differently. 

• DonÕt let students speak negatively about the class or another team member (or any other staff person).  If you 
need to intervene on behalf of a disgruntled student, do. But do it professionally. (Talk to the instructor or the 
Director of Writing if you need advice.) 

• Make sure the role of all team members is clear to students and continually reinforce those roles.  Students should 
know, for example, that the instructor is the team leader and that she or he assigns a grade.  They should also 
know that IAs give instructors feedback about the studentsÕ processes, including their participation in small group 
discussions, workshops or any other class work, as well as feedback on whether they are prepared for class. 

• Be friendly and supportive of students, but remember you are part of the authority structure in the class and need 
to keep appropriate boundaries with them. 

• DonÕt sleep or otherwise tune out in class; always be conscious of whatÕs going on, and participate appropriately. 
• Act professional: be attentive to your body language, appearance and personal habits in front of the class. 
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Working with Students 
 
Seventeen ways to establish your authority and enhance your professionalism as an IA 
 
♦ Understand your role as an IA or tutor 

♦ Do your homework and know your material 

♦ Be fair  

♦ Watch the professionals and imitate them 

♦ Understand that itÕs okay to not know everything 

♦ Be conscious of your body language and verbal cues 

♦ Admit your mistakes and learn from them 

♦ Be attentive to studentsÕ needs 

♦ Analyze problems rather than react to them 

♦ DonÕt be judgmental 

♦ Be consistent 

♦ Be willing to learn from students, peers and supervisors 

♦ Dress professionally 

♦ Be confident 

♦ Understand that there is more than one perspective to every story 

♦ Maintain clear boundaries 

♦ Understand and communicate your needs 

 

Confidentiality 
 
As an IA or tutor you will be privy to information about students that you wouldnÕt have in a 
regular peer relationship.  Some of that information you may receive in training sessions or on 
your team, and others may be told to you directly by students.  Please be aware that any 
discussion about studentsÕ progress in their writing course (including grades), referrals to other 
services, academic performance in other classes, and personal issues is confidential.  You should 
not share that information with other students in the class or anyone outside the staff--that 
includes family members of the students as well.  If you havenÕt learned the information directly 
from the student, you should not share it with her or him either.  If you have questions about 
confidentiality, please see the Director of Writing. 
 

Working in the Classroom 
 

One-to-one Conferences and Small Group Interactions 

The goal of the IA-student conference is to create an interactive relationship between the student and IA by 
asking questions that encourage the student to develop their own ideas without becoming dependent upon 
the IA. It is very important that you do not impose your ideas upon students or write the paper for them.   
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Two of the most common types of IA-student interactions are one-to-one conferences and small group 
situations.  The two types are similar in that they both require good listening and questioning skills.  The 
main difference between the two types of interactions is that when you are working with small groups you 
must engage all the students, even when you're just focusing on one.  In addition to listening and 
questioning skills, good group facilitation skills are required.  It is important to manage time well so that 
you give equal attention to each student in the group.  It is also important to encourage students to work 
together, and pay close attention to group dynamics.  Ideally, we want students to take on the role of IA 
when they go over one another's work.  By critiquing the work of others, students will learn how to critique 
their own papers. 

One method for working with small groups is to work with each student individually while the rest of the 
students in the group work collaboratively by exchanging and discussing papers.  This works well if the 
students are motivated enough to stay on task while your attention is focused on the student you are 
working with.  Another alternative is to engage the entire group in an activity such as a reading or writing 
workshop. 

 

Group Facilitation Skills 
 
♦ Be a good time manager.  Pay close attention to the time you spend talking to a student individually and make sure you work 

with each student. 
♦ Encourage cooperation and collaboration by asking students to read one anotherÕs papers.  Remind students that being someone 

elseÕs critic can help them become better critics of their own work. 
♦ Monitor the student-student interactions and provide students with critique forms to fill out and give to the writer whose work 

they are critiquing.  When you pair students up and ask them to read one anotherÕs papers, be specific about the things you want 
them to look for.  Most students work better with some structure. 

♦ Find ways to involve the whole group.  Draw students into the dialogue you are having with one student by asking them 
questions such as:  “What is your opinion of Graciela's argument?  Do you agree or disagree?  Do you have any ideas for 
sources for Takashi's paper on gun control? 

 
Pay close attention to group dynamics and be prepared to intervene when problems arise.  Remember that 
this is a skill that takes practice; donÕt be discouraged if you make mistakes. 
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Listening:  Stay Focused 

Remaining focused is an important aspect of both one-to-one conferences and small 
group interactions.  Focus on the ideas of the writer, the position of the paper, and how 
the writer feels about the work in progress.  Try not to go off on a tangent.  If you do, find 
a way to bring the discussion back to the paper.   

 
In order to stay focused, it is necessary that you listen.  By listening you will understand 
what the writer wants from you.  Listening will provide a starting point for the discussion 
and listening will permit you to be versatile in the strategies used to help a student.  Good 
listening skills include:  maintaining eye contact* and an open body posture, asking 
students to clarify what they are saying, and summarizing what they have said to make 
sure you understand. 
 
*Some non-verbal communications like eye contact can vary from culture to culture.  
Watch for cues from students and peers as to what they are comfortable with. 
 

Questioning:  Be Imaginative 
 

One of the most important ways to encourage students to develop their own ideas is to 
ask probing, open-ended questions.  Questions help students find topics, develop 
positions, clarify what they are saying, and require students to think critically about their 
writing.    

Part of our job as IAs is to draw students into the discourse of the academy and engage 
them in the sort of dialogue that takes place within the university. It is important to 
challenge assumptions the student may be making by asking thought-provoking, creative, 
and interactive questions that allow the student to make a discovery.  Encourage the 
student-writer to take notes during the one-to-one conference, and be sure to take notes 
yourself.  Your notes will allow you to keep track of the student-writer's discoveries 
without interrupting their thought process.  After the conference, you can give the student 
your notes to help them get started on their draft. Questioning is somewhat different in a 
small group situation; it is often more complicated and even more unpredictable.  
Encourage students to question each other and take on the role of the IA.  

 

 
General Guidelines for Directing Discussion Back to the Group 

 
 
Rather than always trying to supply answers in group discussion, attempt to involve all students.  Some of 
these responses and questions may also be useful for one-on-ones.  Of course the best way to improve your 
facilitation skills is to practice. 
 
Does anyone know the answer to that question? 
Can anybody help (studentÕs name) answer that question? 
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Can anyone find the answer to that in your notes? 
LetÕs look that up in the (book, dictionary, notes, etc.). 
How could we phrase that into a question? 
What do you think about that? 
LetÕs see if we can figure out how to answer it together. 
LetÕs rephrase it on the board and figure out what information we will need to answer it. 
What do you mean by . . .? 
Tell us more . . . 
What else did they do? 
Anything else? 
Can you be more specific? 
In what way? 
What are you assuming? 
Why would that be so? 
How can that be? 
How would you do that? 
Are you sure? 
Give an example of that. 
What do we need to know in order to solve the problem? 
How is that related to . . .? 
Can you summarize the discussion up to this point? 
How does your response tie into . . .? 
If that is true, then what would happen if . . . ? 
What would (fill in the blank) say about that? 
How is your answer/point of view different from (fill in the blank)? 
How would you say that in a different way? 
Which words in the question do you not understand? 
What are we trying to find out? 
What do you need to do next? 
How did you do that? 
Can you think of another way to think about this? 
Would any of you like to add something to this answer? 
 
 
From:  Supplemental Instruction, The Curators of the University of Missouri, 1997 
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Working in One-on-One Situations 
 
• Have clear expectations for students in one-on-one situations as a team and enforce them. 
• If you can, work with the same students regularly;  you will get to know their work, their assignments 

and, most importantly, their voice as a writer. 
• Understand that your primary role in one-on-one situations is as a reader and facilitator.  What to you 

isnÕt clear in any given piece of writing?  Where do you stumble as a reader?  What do you need to 
know more about?  What questions does the piece of writing raise for you? 

• Make students responsible for what happens at a session.  Help them set goals that are realistic 
(examples:  I want to work on the introduction to my paper; or, I want to work on introducing my 
sources in this draft; or, I want to write out my bibliography.) 

• Include some writing in every session.  If the student is brainstorming they could brainstorm on paper 
(by freewriting or mapping);  if they need to work on organization, have them do an outline, mind 
map, or other visual picture of the paperÕs subtopics and/or main ideas;  if they need to work on the 
paper sentence by sentence, begin with the first one and have them re-write the sentences.  It is more 
helpful, even in revision, to just choose one issue to work on then on trying to do global revision in a 
session. 

• Keep the pen or pencil in their hand and the paper in front of them;  if you are working in front of a 
computer, have them sit in front of the computer and do all the writing. 

• Avoid giving students examples or possible sentences, unless you absolutely have to, in order to 
illustrate a point;  too often students will take what you said verbatim and put it into their paper. 

• Get them to revise and correct by asking them questions or directing them:  e.g. Can you give me an 
example of this?  What do you mean when you say . . .?  Read this sentence aloud and tell me if it 
sounds right to you.  When they answer, have them write down what they have said. 

• If students have trouble writing things down when they talk or you are worried they canÕt replicate 
what they said in writing, write for them, but only in cases where necessaryÑ and write exactly what 
they said, word for word. 

• In extreme cases, you can have students tape a conversation you are having so they can later transcribe 
it. 

• Avoid editing.  Identify their grammatical patterns and problems and work on them one at a time with 
them.  (i.e. if they have problems with sentence boundaries, take one or two sessions and work on the 
sentences in a paper, along with a grammar book or guide.  If they donÕt have one, get them to buy 
one.  TheyÕll need it for all the papers they do here at CU.) 

• Encourage them to be pro-active with their education. For example if they do not understand an 
assignment (for another class) they need to clarify it with the instructor or TA.  You cannot help them 
if they donÕt know what is expected. Encourage them to hand in drafts of papers to their professors for 
feedback before the final paper is due. 

• Keep clear boundaries and be professional.  You are the facilitator; ultimately, you are not responsible 
for their learning and you are not responsible for the grade they get on assignments. 
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Grab-bag of Strategies:  Tools to Help You Get Started 
 
A point that we would like to stress now is that it takes practice to do your job well.   Most new employees, regardless 
of where they work, have a difficult time getting started, just as many students have a difficult time getting started on 
their papers.  This section of the handbook will supply you with some techniques that have been successful for other 
IAs and instructors.  You can use one method and, if that one doesnÕt stimulate the writer, then grab for another 
method;  continue grabbing until you find the right tool.  Use those methods that enable you to succeed in your own 
writing.   If during your experimenting you find a method that proves successful, try it again.    It's like fishing.  If you 
want to catch trout instead of sucker-fish and you have two lures, one red and one green, and the green lure catches 
trout and repels sucker-fish, you are probably going to use the green lure. 

The process the student goes through when writing a paper usually goes like this:  The process begins with paper topic 
selection.  Students participate in group discussions and/or dig internally to find a subject of interest.  Students are then 
encouraged to research their chosen topics, free-write to discover what they already know or think about their topics, 
and participate in group discussions to get other points of view. From the information gained from research, class texts, 
and group discussions, the student begins the drafting process, eventually, after final editing, producing a final draft for 
evaluation. 

 
Strategies for Getting Started:  Choosing a Topic 

  
Getting started, so we've heard from most student-writers, is the hardest part of the writing process.  Almost anything 
can be a paper topic, however most passing papers are on topics to which the student has a personal connection.  Some 
methods that have been used to generate paper topics include: 
 
 

♦ Ask questions that draw out the student-writerÕs  interest:  What's your major?  What do you want 
to do after you graduate?  What do you do in your  spare time?  What kind of things or issues 
make you angry or sad?  What TV shows or movies interest you?  

♦ Ask students to elaborate on their answers to questions:  What exactly interests you in the field of 
kinesiology?  Why do you think no smoking regulations are unfair?  Are there any academic 
issues involved in skateboarding? 

♦ Use current issues as starting points:  Gay marriage, the state of health care in the U.S., genetic 
engineering. 

♦ Encourage the student-writer to share memorable moments and meaningful experiences in their lives 
and attempt to show the student-writer that these personal experiences can assist in making the paper 
come alive.     

 
 



 

         16 

The Chosen Topic:  Getting Specific 
  

Often, the topic the student-writer chooses is too broad to tackle in the amount of time and number of pages allotted.   
For example, the topic of abortion includes the pro-life and pro-choice movements, separation of church and state, 
whether life begins at conception or at birth, and so on.  In order to form a strong, clear argument and avoid writing a 
report, the student-writer must focus on a specific issue related to the more general topic.  Methods for getting specific 
include: 
 
 
♦ When the student has a general topic/subject, ask questions that zero in on the particular interest of the student: What about 

First Amendment rights interests you?  Why did you choose the First instead of the Fourteenth, or Fifth Amendments?  
Is there a particular environmental issue you want to write about? 

♦ Ask questions to draw out particular issues related to the topic the student has chosen:   So you want to write about the 
hunting of whales.  In some cultures whaling is a  tradition.  How would your ideas affect these people?  Do you agree or 
disagree? 

♦ Draw a cluster or tree to illustrate that the broad, general topic has many subtopics and encourage the student to choose a more 
specific area of concentration (see diagrams). 
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These methods try to draw out the answers to the questions:  “Why have you chosen this topic instead of 
some other topic?  Why should anyone care about this topic?" Within the answers to these questions 
are the roots for a strong argument. 

 
 

Forming an Argument:   Developing A Strong Position 
 

The argument of a paper can be a very complex, multi-layered web of ideas.  Without a strong argument, 
the paper is merely a report and will not meet the criteria to pass the portfolio reading.  The criteria requires 
that passing papers have a clear position, but the criteria does not specify when or where or how the 
position should appear in the paper.  Think of the paper as a trail that the reader is following.  Some trails 
are very well marked with many signs along the way to indicate what is coming next.  Other trails have few 
or no signs along the way, but the path is still clear and easy to follow.  An unmarked trail can be just as 
enjoyable as a well-marked trail.  Some papers may have a clear thesis statement that outlines the 
organization of the paper so the reader knows exactly what to expect.  Other papers may have a more 
implicit position that develops throughout the paper.  Both papers have the potential to be well-written, 
well-developed, passing papers.  Here are some strategies to help the student form the argument:  
 

♦ Ask the student to tell you what the paper is about in one or two sentences. 
♦ Once the student expresses an opinion on the topic, play the devil's  advocate in order to draw out the 

argument the student is making.  Be sure to let the student-writer know when you are stepping into the 
role of the devil's advocate and when you are returning to your primary role. 

♦ Ask the student to identify the argument/position statement(s) in several of the articles they are 
planning to use in their paper.  Ask how the position statement can be identified, what the position 
statements have in common, what you can tell about the rest of the paper from the position. 

♦ Have the student write out possible position statements on the topic and discuss:  Does the position 
make sense?  Does the position tell the reader what the paper is about?  Does the position 
indicate why anyone should care about the paper topic? 

♦ Set up a debate between two or more students (not the writer);  one student takes the position of the 
paper and the other students take positions representing the range of arguments related to the position. 
Encourage the writer to take notes on the issues that are raised. 

 



 

         18 

It is important to remember that the position statement does not have to be the last sentence of the 
introductory paragraph, nor does it have to be one sentence.  Do suggest that the position statement come 
early enough in the paper so that the reader knows what the paper is about and where the paper is going.  

 
Planning and Organization:  Arranging the Paper in a Logical Sequence  

 
Another area in which students often need help is organizing the paper so that their line of reasoning 
follows a logical sequence.  In order to help students in this area, it is important that you pay attention to 
their needs and learning styles.  Not every student needs a formal outline in order to organize their 
thoughts, but almost every student will benefit from some sort of map that will guide them through the 
writing process.  Some suggestions for how to organize the paper include: 
 

 
♦ Outlines:  A rough outline can be done before the first draft is written in order to give the student a 

map to guide her or him  through the draft.  A more formal outline is not required, but re-outlining the 
paper during the drafting process can help keep students on track and point out sections that need 
revision.   

♦ If the student already has a draft, form a list or outline from the draft and ask the student to identify 
main ideas that can become topic sentences for paragraphs. 

♦ Ask questions such as:  Does this idea fit in this paragraph or would it make more sense 
elsewhere? 

♦ Help students make transitions between paragraphs by asking questions such as:  How does this idea 
connect with the one after it and the one before it? 

♦ If the paper needs major reorganizing, suggest that the student actually cut up the paper and paste 
together in new form.  This can be accomplished quite easily on word processors; some students might 
actually want to do it manually. 

♦ Reading the paper out loud will form an "oral outline" in the mind of the writer and respondents. 
Respondents can then offer the writer advice as to how to improve the logical flow of the paper.  IAs 
can ask questions such as: Does this idea make sense here?  Does the argument flow?  What 
questions do you have about what the writer has written? 
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Understanding and Analyzing Sources 

 
Many students have a difficult time analyzing their sources and using them to support their argument.  
Most think it is enough to stick a few quotes into their paper here and there.  In order to write a passing 
paper, students must demonstrate that they are able to synthesize their ideas and the ideas of others into a 
logical, coherent argument.  Reading is an important part of the writing process and most first-year students 
are not accustomed to the active reading required at the university.  Encourage students to bring in articles 
that they are struggling with.  Require that students annotate as they read.  Often students find articles that 
are very technical and use jargon that non-experts will not be familiar with.  A guideline:  if they don't 
understand the title, (and you don't understand it either)  the rest of the article may be difficult to 
understand.   Other suggestions for working with sources: 

 
♦ Conduct a reading workshop:  Encourage the student to bring an article to class or a tutoring session and go over the article 

together.  Analyze the title and read the first sentence of every paragraph in order to get a general understanding of what the 
article is about before delving into the whole piece.  Ask questions such as:  What is the author's position?  How does the 
author develop this position?  How does this connect to your position?  Does the author support or refute your position? 

♦ If the writer is uncomfortable with the scholarly research material, suggest that the student do research in "non-scholarly" 
material such as US News and World Report, Time, Newsweek, and so on. The student should use this material only for 
background information and not to support their argument. These sources will give the student an overview of the issues 
involved and may give definitions of key words or summarize the research that has already been done on the topic. 

♦ Encourage students to write summaries or critiques of articles in which they explain how the article relates to their argument and 
how they might use it in their paper. Ask them to write out answers to questions such as:  What are the main ideas of this 
journal article?  For whom is the article written?  What do you know about the writer from reading this article?  What 
biases are you suspicious of in this article?  What are your opinions of the main ideas in the article? 

 
Once the research  material is understood and students are beginning to incorporate it into their drafts, it is 
critical to emphasize that the paper should express the student-writer's ideology, not report the 
ideology of the authors of the articles. 

 
The Writing Workshop 

 
The writing workshop is one of the most effective ways to encourage students to collaborate on their 
writing.  In addition to  providing the writer with an audience interested in helping them revise their drafts, 
the workshop stresses that students are part of a community of writers.  While workshops are extremely 
valuable, they can also be very intimidating.  It is important to establish a comfortable, trusting atmosphere 
within the group in order for a successful workshop to take place.  The following are suggestions for a 
successful writing workshop: 

 
♦ Require students to bring in copies of their papers to workshop.  Stress that their papers are the text for 

the class and without their papers the workshop cannot take place. 
♦ Engage students in discussion about students' writing.  Ask questions such as:  What do you like 

about this piece and why?  What is the writer's position?  How does the writer support this 
position?  What are some possible arguments against this position? 

♦ Find ways to make the criticism useful and constructive.  Think of yourself as a moderator between the 
respondents and the author. 

♦ Create a safe place for disagreement. 
♦ Ask questions that challenge students to elaborate on their reactions to the paper--why, how, give an 

example, where in the paper, etc. 
♦ Don't let the writer introduce the piece or speak during the critique, but allow them to speak before the 

critique so they can direct the readers as to the type of response they need.  Don't let students add 
something to their paper in speech that is not there in writing; for example, don't let students revise or 
clarify their position before the workshopping session.  

♦ Don't let students challenge the writer personally. 
♦ Encourage positive as well as negative criticism, but model giving negative criticism in a constructive, 

positive way:  I think this paragraph would be clearer if you moved this sentence. Or, I think 
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your argument would be stronger if you said why you think we should have a national health 
care system. 

♦ Encourage students to take notes during the critique and allow the writer to speak at the end to ask 
questions. 

♦ Do not censor the feedback or set a polite or politically correct agenda.  Accept that differences of 
opinion often arise because of different cultural backgrounds;  be aware that by disregarding an 
opinion that you feel is offensive, you may be offending that student.  Model tolerance of difference, 
but not tolerance of insulting language, behavior, etc. 

♦ Use one-on-one conferences for sensitive or difficult issues that arise during the workshop. 
♦ Step back a bit and encourage students to take on the role of the IA. 

 
The Reading Workshop 

 
The processes of reading and writing go hand in hand; it is impossible to write anything without reading, 
and, especially in this program, students read texts in order to write.  While many of us realize that first-
year students must develop the type of writing skills required in order to pass the criteria for the program, 
we do not realize that they must also develop the type of reading skills required.  Reading is not a task that 
we master at 5 or 6 years of age, but is a complex skill that is developed throughout our lives.  Obviously, 
as we grow older and become more educated, our ability to read complex texts increases.  The reading 
workshop is intended to help students develop the complex critical thinking skills required of college-level 
reading.  One of the important reading strategies to develop is the ability to predict what a text is going to 
be about.  It has been said that we understand what we read because we know what is coming next.  
Prediction involves the process of pre-reading in order to form a mental outline of the text.  After pre-
reading takes place and the student has an idea of what to expect in the article, the actual reading process is 
fairly easy.  The following are suggestions for how to conduct a reading workshop in which students pre-
read an article before they read it for content: 
 

1. Do a fast scan of the whole article:  Look for key things like subheadings or summaries. 
 
2. Focus on the title and author: 
 ¥What can you predict from the title? 
 ¥Does the author have an identifiable bias or perspective? 
 
3. Focus on the first section: 
 ¥Ask yourself what you might use this article for. 
 ¥If you have some needs defined, is this article going to serve your needs?             
 ¥Does it give you a sense of its eventual argument? 
 (Keep in mind that some writing will not reveal its purposes up front.) 

 
4. Look at the structure of the article:  (structure may be hidden, but nearly all  writing has some 
kind of structure) 
 • Focus on subheadings. 
 • Focus on first lines of each paragraph. 
 • What do the subheadings and first lines tell you about the directions the writing  takes? 
 • Mark key sections in the margins to help you define the structure of the piece. 

 
5. Read the article and annotate it. You'll find that you know so much about the article  already that 
the reading will go pretty quickly.  Identify sections which are difficult and look up the material you need 
to understand these sections. 

 
By this point, you'll have a pretty strong sense of the content as well as the structure of the article.  Reading 
it at this point is just a matter of filling in details and catching things you didn't get before.  

 
 



 

         21 

The Research Project and Process 
 
Students in ARSC 1080 will be asked to develop a research project on a topic of academic interest that can 
be shaped into an argument. You can help them by guiding their choice of topic and their research. 
 
The following are important questions to ask about potential topics: 
• Does  the issue theyÕve chosen have academic relevance? Can it be argued? 
• Will they be able to find sources on the topic? 
• Can the project be accomplished within the constraints of time and assignment criteria? 
• Has the topic been approved by the instructor? 
 
Questions to ask after the topic has been chosen: 
♦ What is the context for this issue? 
♦ Who cares about this issue? 
♦ What are potential audiences for this project? 
♦ Where is the student likely to find the best sources? 
 
 Questions to ask after research has begun: 
• Has the student annotated and read each article two to three times? 
• Has the student made a bibliographic citation for each source that will be used in the project? 
• Can the student summarize each sourceÕs position and support? 
• How have the articles or other research  influenced the writerÕs thinking? 
• What critiques does the student have about the sources? 
• How will/would the student use the sources in the project? 
 
 
 
 

Dealing with Tough Situations in Class or Tutoring Sessions 
 

The following are suggestions for how to deal with challenging situations that may arise during class or tutoring 
sessions.  Remember to ask for help if you encounter a situation that you are not sure how to handle. 
 
Things to remember: 
 
1)  What is your first emotional response to a situation? 
2)  Does your emotional response block you from responding effectively to the situation? 
3)  What are your options for handling this situation? 
4)  Think of those around you as resources for handling this situation. 
 
These are lists of options for responding to difficult situations: 
 
When a student is dominating the discourse you could: 
 
¥ Make that student a peer leader 
¥ Use group activities and facilitate time. 
¥ Use questioning techniques that keep the discussion moving 
¥ Change the topic 
¥ Tell student you ÒhearÓ them, then ask others to join in 
¥ Pick students who arenÕt usually engaged in discussion 
¥ Let domineering student know how others feel 
¥ Talk w/student after class, in small group, etc. 
¥ Try partnership exercise 
¥ Write comments on board/invite class to comment 
¥ Try listening activities 
¥ Let student know class is for all 
¥ Whoever speaks has to pick the next person to speak or ask a question 
 of another student. 
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¥ Politely ask them to let others speak 
¥ Make yourself available for discussion after class 
¥ Give that student 2 minutes to say his/her piece, then move on 

 
If students are falling asleep, reading the newspaper, acting bored, or listening to a headset, you 
could: 
 
¥ Ban newspapers/headsets from class 
¥ Use an article from a paper for discussion 
¥ Quickly reevaluate teaching method: form small groups, etc. 
¥ Accept that not everyone will be engaged all the time 
¥ Give a quiz 
¥ Invite the disinterested person to leave 
¥ Try group exercises/games/perhaps something physical 
¥ Ask what would interest students in class 
¥ Point out rules 
¥ Ignore behavior 
¥ Recognize studentsÕ limits due to age, culture, etc. 
¥ Question student as to what motivates behavior 
¥ Put students in instructor role 
¥ Make purpose of class clearÑ remind of grade and criteria 
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Ideas for approaching issues of offensive language, as well as issues of appropriate language (e.g. 
academic vs. non-academic language): 
 
¥ Ask them to consider the differences between written and verbal language 
¥ Remember, lazy language=lazy thoughts, while well-formed language=well-formed thoughts 
¥ Always define terms 
¥ Model proper usage 
¥ Explain and discuss the difference between academic and non-academic language by giving examples 
¥ Validate ÒpopÓ language 
¥ Discuss the change of usage over time 
¥ Analyze language for meaning 
¥ Draw parallels between isms and sexist/homophobic/racist language 
¥ Do exercises that compare sexist vs. non-sexist, inaccessible vs. accessible, inclusive vs. exclusive language 
¥ Work heavily with assumptions in language 
¥ Look at home language--where we form our language 

 
Students not making sense of feedback or non-responsive to feedback: 
 
¥ Require written response to feedback 
¥ Paraphrase or restate feedback 
¥ Encourage analysis of  feedback 
¥ Have a one-to-one verbal conference about feedback 
¥ Make responses to feedback part of grading criteria (note that this is an important piece of program criteria --refer to criteria sheet) 

 
Intolerance based on racism, sexism, heterosexism, etc.: 
 
¥ See as an opportunity to talk about isms 
¥ Get students to respond to otherÕs intolerance 
¥ Transform the energy and help students to see the connection between isms 
¥ Deal with isms individually (one-to-one) 
¥ DonÕt patronize -- talk about the subject meaningfully 
¥ Raise questions of intolerance in class discussions 
¥ Choose readings that deal with isms 

 
Quiet students: 
 
It's not easy to distinguish between students who are truly shy and students who aren't paying attention.  Some students may not feel 
comfortable speaking in class, but this doesn't mean they are not engaged in the discussion.  In order to make quiet students feel more 
comfortable speaking in class you can:  
 
¥ Create safe environment  
¥ Use small groups 
¥ Respect their silence (when work/comments otherwise come out in journals and other assignments) 
¥ Reinforce that comments are valuable to the life of the discussion 
¥ Break groups up according to ethnicity /gender (sometimes) 
¥ Rotate through groups to introduce students to each other 
¥ Believe that quiet !  uncomfortable 
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Confrontation, disagreement, dissension, hostility in class or tutoring sessions: 
 
¥ Probe/ask questions about positions taken 
¥ Give verbal support of the disagreement/acknowledge that people disagree 
¥ DonÕt allow student to feel alienated 
¥ Intervene when necessary 
¥ Show physical supportÑ stand next to person under fire 
¥ Ask for rephrasing of combatant's points from someone not involved in the dispute 
¥ Instructor can take devilÕs advocate position with regard to both sides 
¥ Use outer circle of observers 
¥ Make sure all points of view are heard 
¥ Have the students involved switch positions 
¥ Understand that opinion is personal 
¥ Encourage defense of position as part of learning process 
¥ Let students know itÕs okay to disagree with you/authority 
 
 
Students are resistant to sharing/ expressing/ discussion: 
 
¥ Form very small groups (2-3 people) 
¥ Encourage the student (aside, after class, in small group, but not in front of class) 
¥ Model the behavior you want (how to take a risk, how to disagree) 
¥ Ask students what they want when assigning reading assignments and discussion topics 
¥ Let students set agenda for the class 
¥ Set up class time where participation is part of structure: debates, group projects, etc. 
¥ Distinguish ÒshyÓ students from others and understand cultural/personal differences 
¥ Say something intentionally shocking 
¥ Break up along gender lines 
¥ Ask the student why they are resistant in/out of classroom or in small group 
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Plagiarism and Academic Dishonesty 
 

SASC takes instances of plagiarism and academic dishonesty very seriously, as does the university.  
Sometimes cases of academic dishonesty are clear cut;  more often they are not.  Because of the murkiness 
of these situations, staff have ongoing discussions about issues of academic dishonesty, including talking 
about them in relation to collaboration, cultural diversity, and other complex factors.  The following are 
guidelines;   if you suspect a student of plagiarism or other academic dishonesty you should consult the 
instructor and/or the Director of Writing.  
 
How to recognize plagiarism 
(Generally, a few or more of these will be present in a plagiarized paper.) 

 
• There are few or no drafts and/or no pre-writing or exercises leading up to a final draft 
• Student is using overly sophisticated or specialized language for the level of the class 
• There are too few changes between drafts or the first or early drafts look like a final draft 
• There are too many sources for the assignment or stage of the assignment (i.e. there are five sources in draft 

number one) 
• The paper doesnÕt seem to be written for the assignment 
• Sources are listed on a Works Cited page in a different font 
• Sources are listed on a Works Cited page but not found in the paper 
• Sources are used in a highly sophisticated manner 
• There are clear differences in language from section to section of the paper (i.e. there are alternating voices and at 

least one of them is recognizable as the studentÕs) 
• The studentÕs drafts focus on one topic and the final draft is on another topic 
 
What to do if you suspect plagiarism (usually instructors will proceed from here) 

 
♦ Ask the student if you can see drafts, preparatory notes, or other pre-writing 
♦ Have the student re-write or paraphrase a section of the draft that you find problematic while you are sitting with 

her or him 
♦ Ask the student to produce copies of the sources used 
♦ Do an internet source using a sentence, phrase or terms from the paper 
♦ Look for the sources used yourself and examine how they have been used in the paper 
♦ Ask the student to explain parts of the paper, particular terminology used, or the argument itself 
 
What you can do to deter plagiarism 

 
Plagiarism can usually be avoided by including a visible process as part of every paper assignment and grade.  That 
means drafts and other pre-writing must be required.  Make sure your team has specific goals for each draft or 
assignment, with minimum page requirements.  The more writing students do for you the more you will know what 
their comprehension level is and the more you will recognize their voice and style.  Additionally, your syllabus should 
include a statement about plagiarism and academic honesty and it should be reviewed regularly and enforced.  Students 
often plagiarize when they are feeling they cannot accomplish an assignment and are overwhelmed.  Keeping students 
on track with the process should help them avoid such feelings and keeping in close contact with them should help 
develop the kind of trust that, we hope, will deter them from responding to their stress in that way. 
 
 

 
 
 



 

         26 

Grievance Procedures 
 

Instructional staff grievances will vary depending on who is involved in the grievance, including 
who is filing it and against whom it is being filed. In long-term situations it is advisable to keep a 
written record of any relevant events involving the parties. For one-event complaints, it is 
advisable that the parties attempt to resolve it via face-to-face discussion if at all possible. If that 
is not possible, the following guidelines may be observed: 
 

IA or Tutor filing internal grievance: 
 
¥Against immediate supervisor  (instructor or IA/Tutor Coordinator):  see Director of Writing. 
¥Against other IA on the team:  see the instructor. 
¥Against IA/tutor from outside the team:  see Director of Writing.  
¥Against student, or higher administrator:  see Director of Writing. 
¥Against Director of Writing:  see McNeill Director, Susan Smith, (call 492-2177). 

 
In cases of sexual harassment, other personally-related grievances or unresolvable problems with 
any of the above-mentioned parties, you can confidentially consult with the Ombuds Office (492-
5077) or the Office of Diversity and Equity (735-1332). 

 
Sexual Harassment, Ethnic Intimidation and other Hostile Environment 

Issues 
 
As a university organization the SASC Writing Program is subject to the rules and regulations set 
out in the universityÕs Sexual Harassment Policy (available on the web). All SASC staff who 
work with students are required to attend a sexual harassment training in addition to being 
familiar with the written policy. Failure to do so may lead to dismissal from your position. 
 
The university defines sexual harassment as either severe or pervasive unwanted sexual attention 
that results in a hostile, intimidating, or offensive environment for an individual, and can occur 
between any combination of members of the CU-Boulder community: students, faculty, staff, and 
administrators.  Ethnic intimidation is a form of harassment that results in a similarly hostile 
environment for people based on their race or ethnicity.  Other forms of harassment include abuse 
or discrimination against people based on sexual orientation, age, ability, and other factors.  If 
you feel you have experienced a form of the above and cannot resolve the issue on your own, or 
want help in resolving the issue, you may consult with one of our staff members or Academic 
Coordinators for assistance.  You may also contact the Ombuds Office at the University (492-
5077) for confidential, informal problem-solving information and assistance.  The Ombuds Office 
can refer you to other appropriate offices for filing formal complaints, and to additional resources 
for solving problems. 
 
There are several issues around sexual harassment which we, as a community, need to talk about, 
and you are encouraged to do so with your teams. First, we are a tight-knit group and become 
very familiar and friendly with each other, as well as with our students. However, we need to 
balance our familiarity with professionalism.  This can be particularly difficult for IAs, as you are 
working with your peers.  Instructors can provide mentoring and advising in this regard. (See also 
ÒWorking with Students.Ó) 
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Second, we also must respect cultural differences, of which there are many in our diverse group. 
Cross-cultural work entails consideration of the different ways in which people communicate and 
the differences in peopleÕs notions of personal space, touching, and so on. However, paying 
attention to yourself and your own comfort level is equally important. Talking directly to anyone 
who you perceive as harassing you is always a good first step if you are comfortable in doing so.  
If you are not comfortable, please follow procedures outlined above. 
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Guidelines for Dealing with Disruptive 
and/or Emotionally Distressed Individuals 

 
The risk of you experiencing an extremely disruptive student is incredibly low. Even so, 
it is in your best interest to be aware of what to do if an incident occurs. First and 
foremost, IAs will work with teaching team instructors to refer students when 
intervention and/or counseling is necessary.  Tutors should consult with Tutor 
Coordinator when intervention is necessary. 
 
However, at the moment when the disruptive behavior transpires it needs to be addressed 
immediately;  it should not be ignored. Remain calm. Remind yourself, itÕs not about 
you, itÕs about the situation.  Many disruptive situations involve anger.  Recognize that 
the period of peak anger usually lasts 20-30 seconds.  Although this may feel like an 
eternity when in the throes of a disruptive situation, often it is best to Òwait it outÓ before 
progressing to the ÒDoÕsÓ and ÒDonÕts.Ó 
 

The ÒDoÕsÓ 
 
◊ Do listen through the anger. 
◊ Do prevent total frustration by acknowledging the feelings of the  individual. 
◊ Do rephrase what is being said in an attempt to identify the issue(s) at the heart of the 

situation. 
◊ Do allow the person to vent and tell you what is upsetting her or him.  Use silence to 

allow the individual to talk it out. 
◊ Do maintain eye contact. 
◊ Do set limits. Explain clearly and directly what behaviors are acceptable.  For 

example, ÒI will be willing to speak with you as soon as you lower your voice and sit 
down.Ó   

◊ Do be firm, steady, consistent, and honest. 
◊ Do empower the individual by helping him or her problem solve. 
◊ Do focus on what you can do to resolve the situation. 
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The ÒDonÕtsÓ 
 
◊ DonÕt interrupt, particularly during the first 20-30 seconds of peak anger.  

Interrupting will likely prolong the outburst. 
◊ DonÕt minimize the situation. 
◊ DonÕt get into an argument or shouting match. 
◊ DonÕt press for explanations for the disruptive behavior. 
◊ DonÕt become hostile or punitive. 
◊ DonÕt demand, command, or order. 
◊ DonÕt blame, ridicule, or use sarcasm. 
◊ DonÕt be cute or humorous. 
◊ DonÕt touch. 
◊ DonÕt take responsibility for the emotional state of the individual. 
◊ DonÕt ignore warning signs that the person is about to explode.  These include 

changes in physical demeanor such as visible tensing of the body, assuming an 
aggressive stance, clenching fists, gritting teeth, etc. 

◊ DonÕt ignore your own limitations. 
 
If you and your instructional team identify someone who appears to be distressed, there 
are two campus departments that are ideally suited for providing assistance or serving as 
a referral for you.  Counseling Services: A Multicultural Center is located in Willard 
Hall, 492-6766.  The Wardenburg Student Health Center Psychiatry Department is 
located on the ground floor of the health center and can be reached by calling 492-5654. 

 
Reference:   University of Colorado at Boulder. Ombuds Office. Guidelines for Dealing with Disruptive 
and/or Emotionally Distressed Individuals. Boulder: 1997. 
 
Remember:  You do not need to put up with student behavior that is offensive or 
frightening to you (offensive language, aggression or violence, harassment, etc.).  Always 
communicate any troublesome behavior on anyoneÕs part to the instructor, IA/Tutor 
Coordinator or Director of Writing. DonÕt be afraid to ask for help! 
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Resources for Students 
 

Supplemental Instruction for SASC 
and SASC-eligible Students 

 
SASC has academic specialists in a number of areas who facilitate study sessions and provide tutoring.  If 
you or any students you know need help in these areas, use the numbers below to contact the specialists.  
 
Academic Skills--492-8847 
Biology--492-8847 
Chemistry-- 492-3730 
Economics--492-8542 
Math--492-3730 
PhysicsÑ 492-1419 
Writing--492-6616 
If a student needs help in another area, SASC will attempt to find a tutor.  Call 492-8761. 

Referrals 

Students bring both personal and academic concerns into the writing classroom and tutoring sessions with them.  
Talking to students about these concerns can help to create the trust that is important for successful workshops and one-
on-one conferences.  Sometimes itÕs enough to share your experience with students;  however, some of the issues may 
require professional assistance or advice.  If you are confronted with an issue that is too complex for you to deal with, 
you can consult the Director of Writing or an instructor, or refer the student to an extensive network of support services 
made up of people who are professionally trained to offer advice on personal and academic issues. 

All incoming SASC students are assigned an academic coordinator within the department with whom they are required 
to consult regularly.  Encourage your students to continue to seek advice from this person before they register each 
semester and whenever they have questions. Students should also seek advice from the undergraduate advisor in their 
major department. (See next page with SASC contact offices and numbers.) 

Additional Resources 

Career Services:  492-6541 
Counseling Services:  A Multicultural Center:  492-6766 
Center for Multicultural Affairs:  492-5666 
Drug/Alcohol Abuse, Wardenburg Health Center:  492-5654 
Gay, Lesbian, Bisexual, Transgender Center: 492-1377 
Ombuds Office:  492-5077 
Psychiatric Therapy, Wardenburg Health Center:  492-5654 
Rap Line:  492-2078Victim Assistance:  492-8855 
WomenÕs Resource Center:  492-5713 
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SASC Staff Contact List  
 

(YouÕll receive a Writing Program contact list as well.) 
 

SASC Main Office-WLRD 386 107 UCB 
INFORMATIONÉ É É É É É É É É É ..2-1416 
FAXÉ É É É É É É É É É É É É É É .2-3035 
 
Academic Assistance  
Academic Skills Specialist, WLRD 212;  2-8847 
Biological Sciences Specialist, WLRD 212;  2-8847 
Chemistry Specialist, WLRD 310A;  2-3730 
Economics Specialist, WLRD 311;  2-8542 
Math Specialist, WLRD 384;  2-0403 
Physics Specialist, WLRD 212;  2-8847 
Social Sciences, Psychology, WLRD 212; 2-8847  
Writing Specialist, WLRD 311A;  2-6616............   
 
English as a Second Language Services 
West, Dan, Coord. WLRD 321;  2-1405 
 
Math/ScienceServices 
Scarritt, Ann, Director. WLRD 308;  2-1406 
Khadem-Ghaeini, Delsie, Asst. Dir. WLRD 316;  2-1407 
Instructors, WLRD 384;  2-0403 
 
Post-First Year Retention Services 
Low, Sophie, Coord. WLRD 383; 2-4430 
 
Tutorial Services 
Wyatt, Karen, Coord. WLRD 385;  2-8761 
 
Writing Services 
Willis, Julia, Director. WLRD 331;  2-0259 

Writing Instructors. WLRD 317A;  2-6545 
Altman, Cat, Aspec and IA Coord. WLRD 311A;  2-6616 
 
SASC PROGRAMS 

McNeill Academic Program 
Smith, Susan, Director. WLRD 384;  2-1417 
 
Academic Excellence/Student Support Services 
Program 
Embry, Valerie, Coord. WLRD 315;  2-1659 
Admin Asst., WLRD 313;  2-3842 
Becker, Betty, Couns.,  WLRD 314A;  2-7103 
Noll, Stephanie, Couns. WLRD 314A;  2-7103 
Wyatt, Karen, Couns. WLRD 312; 2-8944 
 
Ronald E. McNair Post Baccalaureate 
 Achievement Program 
Beal, Ramona, Coord., WLRD 402A;  2-4379 
Wagner, Kent, Acad.  Couns. WLRD 402;  2-3729 
 
ADMINISTRATIVE STAFF 
 
Wilson, Ken, Dir. WLRD 335;  2-3726 
Miller, Jack, Asst. to Dir. WLRD 318;  2-3732 
Lawlor, David, Coord., Communications and Computing 
 WLRD 401;  2-3734 
 
 


