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Writing Center Orientation Document: Fall 2026

We are here for you, and we want to help you! 
Dr. Terry Kundell, Director of the Writing Center, tlkundell@umes.edu
Mr. Christian Ferguson, Assistant to Director, caferguson@umes.edu 
Dr. Gabriela Vlahovici-Jones, Professional Tutor, gvjones@umes.edu
Wilson 1106 M-F 12m to 5pm; Phone: 410-621-3656
Depending on tutor availability, open online 7 days a week 9am to 9pm

Understanding the Writing Center's Purpose
We provide assistance with the following:
· Undergraduate writing assignments from all departments and disciplines;
· Any stage of the writing process: pre-writing, drafting, revising, editing;
· General writing skills; 
· Grammar/ punctuation/ mechanics skills.
We are a tutoring service; we do not create or edit documents for students.

Knowing our Tutor Team
Our amazing tutor team is the reason for our success. In addition to the 3 members of our professional staff, we currently have 4 excellent peer tutors:  
· J’nae Alvarado, Urban Forestry major (jalvarado@umes.edu);  
· Jeffrey Chris-Osisiogu, Aerospace Engineering major (jchrisosisiogu@umes.edu)
· Jada Brown, DMST major (jsbrown@umes.edu);
· DaJanell Diaz, Biochemistry major (dadiaz2@umes.edu);
Peer tutors are UMES students, and it is often easier for other students to relate to them more than to professional tutors.  

Working with Writing across the Disciplines
You may also have Writing Center appointments for papers in your other classes and documents for other purposes, such as application letters and résumés for jobs, internships, or scholarships.
Registering for an Account
Go to My UMES, and select the app: Writing Center. The first time you use the app, you will be taken to the registration screen. I find it easier to register on a computer, but you can do it on your phone. 

Making an Appointment
After registering, you will be taken directly to the schedule, where you can make your appointment. You make an appointment by clicking on a white space, which indicates an available appointment time. 
· ENGL 101 and 102 students are expected to have 3 WC visits for your 3 Major Writing Assignments.
· However, you are allowed to have more! You may not only have a Writing Center appointment for every Major Writing Assignment but also for various stages for a single Major Writing Assignment. And your instructor is allowed to give you extra credit for extra visits. We are here to help you. You will probably get to know a particular tutor with whom you become comfortable and make most of your appointments with that tutor; that is probably a good idea. You want to form a relationship.

Understanding Face-to-Face (F2F) Hours and Appointments
· F2F Hours: Monday-Friday 12pm–5pm
· F2F appointments are best for planning or organizing. You go to Wilson 1106 and sit with your tutor to discuss your assignment or document. If you have a written document, it is best to attach it to your appointment at least an hour before the appointment, so both you and your tutor can view it.
· Hours are subject to change since they are dependent on tutor availability. If any change occurs, it will be noted on the online schedule and on a note on the WC door. 

Understanding Appointment Options
· Face-to-Face Appointments: During F2F hours, you can still make both Live Online and Written Online appointments; they are an option when making the appointment. However, we prefer that these times be used for F2F appointments.
· ONLINE ONLY Appointments: We offer online-only appointments 9am-12pm and 5pm-9pm weekdays and 9am to 9pm weekends based on tutor availability. These are online appointments and are NOT held in the Writing Center. 
· Live Online Appointments: If you choose a Live Online appointment, log in to the schedule a few minutes before the start of your appointment. Then, open your appointment and click "Start or Join Live Online Consultation."  If you want your tutor to be able to see your document, make sure you attach it to your appointment at least an hour before your appointment time. Live Online appointments work best for planning and organizing.  If you have a complete draft, select a Written Online appointment.
· Written Online Appointments: If you choose a Written Online appointment, upload your paper as a Word document (no pdfs or Google docs) at least an hour before the start of your appointment.  Also upload any assignment documents or rubrics that will help your tutor respond.  This is especially important since there is more variation in assignment documents across instructors this semester. You do NOT meet with your tutor.  By the end of the appointment or soon after, your tutor will attach a pdf of your document with inserted comments and track changes feedback both attached to your appointment and by email. Written Online appointments are 30 minutes, but you may make 2 adjacent appointments if you want a more thorough review. Written Online appointments are best for completed rough drafts. 
· NOTE about having to attach documents:  If you are planning ahead and want to make a Written Online appointment well in advance of the appointment day/time, just attach the Assignment Document or another placeholder document when you make the appointment and then delete it and add the actual draft at least an hour before the appointment time.

Honoring 1-Hour Limit for Changes before Appointment
· You have up to 1 hour before your appointment time to make, cancel, or edit an appointment by adding an attachment to it. 



Knowing our “No Show” Policy
· F2F Appointment Policy: If you are 15 minutes late to your 30-minute appointment, your appointment will be marked a “no show.”
· Live Online Appointment Policy: If you do not log on to the appointment by 15 minutes after the start time, your tutor will mark it as a “no show.”
· Written Online Appointment Policy: If you do not attach a Word document at least an hour before the start time, your tutor will mark it as a “no show.”

Account Deactivation
· After 2 no-show appointments, your account will be locked until mid-semester. Then it will be re-activated. You may email Dr. Kundell (tlkundell@umes.edu) for consideration of having it unlocked before that time. 
· After mid-semester, the policy applies again: after 2 no-show appointments, your account will be locked until the end of the semester.
· We don’t want to lock any accounts, but we have to pay your tutor even when you don’t show up for your appointment, and that appointment is not available to another student. Therefore, we have to enforce this policy to encourage students to keep their appointments or cancel them if they won’t be able to attend.  

Reminders of Appointment
· You will get an Appointment Confirmation email or text if you selected text when you registered.
· You will get an Appointment Reminder email or text around 7pm the evening before your appointment, and you can cancel the appointment up to 1 hour before it. So please cancel your appointment if you won’t be able to attend or if you won’t have a Word document ready to attach. It’s that easy to avoid a “no show”!
· NOTE: You might need to check your spam folder if you don’t get an email and add the My Writing Center Online email to your “safe” list.

Getting Credit from your Instructor for your Appointment
At the end of a Writing Center appointment session, you and your instructor (if you included the instructor’s name in your appointment) will receive a copy of a Client Report Form (CRF), so many will accept that as evidence of attendance. It also contains details of what was covered during the session. 

In ENGL 101 and 102, your instructor might have an “assignment” in your Canvas class to which you upload a copy of your Client Report Form (CRF), usually as a pdf document. To save your CRF as a pdf, open it in your email. Go to the printer icon at the top of the email, select “print,” but, instead of selecting a physical printer, select “save as pdf.”  Save it on your computer. Then open your class in Canvas and upload the pdf of the CRF to the assignment. Some instructors might also accept photos of the CRF (jpegs or pngs). If so, they will indicate that in the instructions for the assignment. Note: Do NOT submit your Appointment Form or Appointment Reminder: they do not indicate that you attended your session. Only your Client Report Form indicates a completed Writing Center session.  

We thank you in advance for using the UMES Undergraduate Writing Center to improve your writing!  
