Writing, Reading, & Language Center
POLICIES
Student Tutoring Policies
· Students may only see the first available tutor for drop-in sessions. 
· Students may sign up for two appointments per week. 
· Students may see a tutor only once per day, whether it is a drop-in session or a scheduled appointment. 
· The total number of sessions per week, whether on a drop-in or appointment basis, is 3 (when we are open on Saturdays).
· Students may request specific tutors for appointments, but requests are limited to tutor availability. 
·  (
Tutors Contact Information
Crystal Carlson: 
Crystal.Carlson@montgomerycollege.edu
Mark Fisher: 
Mark.Fisher@montgomerycollege.edu
Sandra Grady: 
Sandra.Grady@montgomerycollege.edu
Amina Rahman: 
Amina.Rahman@montgomerycollege.edu
*If you cannot reach a tutor 
or
 have some other concern about the center, please contact our director:
Jason Rivera: 
Jason.Rivera
 @montgomerycollege.edu
)No assistance with final exam assignments is offered.

One-to-one Tutoring
Appointments with a Tutor
· Students may sign up for two 45-minute appointments per week with any one of our Instructional Associates.  
Drop-in Tutoring
· Drop-in tutoring is available from 9:00 AM to 7:00 PM; however, students may see a tutor only three times per week, whether on an appointment or drop-in basis.  Drop-in tutoring is provided by Instructional Associates and Faculty Tutors.  Sessions are limited to a maximum of 30 minutes.
Quick Questions
· The Quick Question Desk is available for students from 8:00 AM to 7:45 PM, Monday through Thursday, and Friday from 8:00 AM to 1:00 PM. There is no Quick Question support available on Saturday.
· Tutors can answer students’ questions about writing, reading, and English language skills including grammar and punctuation, in short (approximately 5 minute) “quick questions.” 
· Tutors can recommend appropriate language lab materials for American English, pronunciation, and the French and Spanish languages.
· Tutors can suggest techniques to help students improve their presentation, reading, writing, and study habits.
· Students are prohibited from interrupting tutoring sessions that are already in progress.

Tutoring Blackout Periods
· Drop-in tutoring is not offered during Orientation; depending on when classes begin, this is generally the first three weeks of classes. However, tutoring by appointment is available.
· Appointments are not offered during Midterms (generally weeks 7 - 8), Portfolio Preparation, or Finals weeks (weeks 14-16).
· Portfolio rubric-based tutoring is provided during Portfolio Preparation and Finals weeks (weeks 14-15) for students in the following courses:
EL104		EN001		EN002		EN101		EN101A

WRITING, READING, & LANGUAGE CENTER MISSION
We, at the Takoma Park/Silver Spring Writing, Reading, and Language Center, are committed to empowering all students in the Montgomery College Community by helping them acquire tools to communicate effectively in order to achieve their goals.
We believe that one-to-one, collaborative and individuated educational opportunities are a necessary complement to whole-class instruction in facilitating student success.
We provide a welcoming, non-judgmental, process-oriented environment where all students can learn to become independent and articulate writers, discerning readers, critical thinkers and proficient speakers in an increasingly global society.

WRITING, READING, & LANGUAGE CENTER VISION
 Our ultimate goal at the WRL Center is to support students in an environment where learners are central; staff develops innovative, research based contributions to the field of tutoring; and respect fosters on-going collaboration with all key stakeholders involved in promoting student success.

	Orientation Schedule

(Effective January 24 –
February 11, 2011)
	Monday
8:00 am – 7:00 pm
	Tuesday
8:00 am – 7:00 pm
	Wednesday
8:00 am – 7:00 pm
	Thursday
8:00 am – 7:00 pm
	Friday
8:00 am – 4:30 p.m.
	Saturday
(Closed)

	
	Quick Question Desk  & Tutoring by Appointment
	



 HOURS OF OPERATION

	Regular Schedule

(Effective February 14 – May 14, 2011)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	8:00 am – 9:00 am
	Quick Question Desk 
Tutoring by Appointment
	


	9:00 am – 1:00 pm
	Drop – In Tutoring
Quick Question Desk
Tutoring by Appointment
	Drop – In Tutoring
&
Tutoring by Appointment

	1:00 pm – 3:00 pm
	Limited Drop – In Tutoring
Quick Question Desk 
Tutoring by Appointment
	

	3:00 pm – 7:00 p.m.
	Drop – In Tutoring
Quick Question Desk
 Tutoring by Appointment
	Drop – In Tutoring
(CLOSED at 4:30 p.m.)
	

	
	
	


	

	7:00 pm  – 8:00 p.m.
	Quick Question Desk
	
	



Appointments are available at various times throughout the week. 
Please contact the Instructional Associate of your choice to make an appointment at a mutually convenient time.
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