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Overview of the Internship 

CV II Class (2 hours/ every other week) 
On Thursdays from 4pm to 6pm weeks 1, 3, 5, 7, and 9, interns will gather for a 2-hour Cultivating Voice II class to continue delving into tutoring theory 
through readings, seminar discussion, and reflective writing. More details below. This time is part of your 2-credit ILC course work (do not include these 
hours on your timesheet).  
 
Inkwell Writers’ Room (2 hours/ every other week) 
On Thursdays from 4pm to 6pm weeks 2, 4, 6, 8, and 10, interns will meet to work on their drafts for Inkwell: A Student Guide to Writing at Evergreen  or 
their “My Tutoring Philosophy” with members of the Inkwell Board and Curriculum Club. The Inkwell Board will hold two workshops Fall quarter geared 
towards revision (week 6) and citation (week 10), but this time can also be used to check in with any relevant questions, work independently, or to catch up 
on other CVII related work. This time is part of your 2-credit ILC course work (do not include these hours on your timesheet). 
 
Tutoring (8-10 hours/week) 
For most of your scheduled hours, you will be available to meet with students by appointment or drop-in, and offer feedback on their writing. You will put into 
practice everything you have learned about tutoring and develop new insights and strategies through this practice. You may also answer brief questions 
about writing or the Center that do not require a formal appointment; if ever you’re not sure, feel free to ask another tutor! This time is part of your paid 
internship work.  
 

❖ Reflection Pairs (30 minutes/week) 
You will be paired with another tutor and blocked out for half an hour each week for reflecting. This is an opportunity to talk about how your sessions 
are going, share tutoring strategies, discuss CVII course readings, and process experiences in the Center.  

 
❖ Workgroups (1 hour/week) 

The Center has five workgroups (Curriculum Club, Inkwell Board, Publicity Squad, Tutoring Across Significant Differences [TASD], and Workshop 
Group) that support the Center’s operations around and beyond tutoring. You will be assigned to a workgroup and meet with your group for at least 
one hour each week. You can be blocked out to do additional work beyond the one hour with approval from the Assistants to the Director. 
 

Staff Meetings (2 hours) 
Fridays of weeks 1, 3, 5, and 8, the entire staff will gather for a meeting. These meetings provide time for staff development workshops and tutor talk. This 
time is part of your paid internship work.  



 

Cultivating Voice II Class Syllabus 
 

Date 
to do before class during class 

Readings Assignment In-Class Activities 

Week 1 
 
Pg count: 
17 

         ⃞   “Becoming   a   Writing   Tutor   as   an   ESL   Student:   Why   Take   the   Risks?”   (Deborah 
Bitanga, Inkwell 12, 2017) [3 p] 
         ⃞   “Breaking   Ice   and   Setting   Goals”   (Shanti   Bruce,    ESL Writers) [8 p] 
         ⃞   “The   Tutoring   Process”   (MacAndrew,   Registad,   &   Strickland, Tutoring Writing, 
2001) [3 p] 
         ⃞   “About   Responding   to   Student   Writing”   (Peter   Elbow)   [3p] 

 ● seminar 

Week 3 
 
Pg count: 
16 

         ⃞   “Redefining   Authority”   (Sandy   Yannone, Inkwell 2, 2002) [2 p] 
         ⃞   “What   Tutoring   Writing   Isn’t”    (Tutoring Writing) [4 p] 
         ⃞   “Minimalist   Tutoring” (The Writing Lab Newsletter) [4 p] 
         ⃞   “Tutoring   When   the   Writer   Doesn’t   Have   a   Draft”    (Tutoring Writing) [6 p] 

● written reflection ● seminar 

Week 5 
 
Pg count: 
14 

         ⃞   “Talk   to   Me:   Engaging   Reluctant   Writers” (A Tutor’s Guide) [5 p] 
         ⃞   “Use   Your   Words”   (Thane   Fay, Inkwell 8, 2013) [5 p] 
         ⃞   “I   Don’t   Know,   What   Do   You   Think?”   (Mary   Kallem, Inkwell 8, 2013) [3 p] 
         ⃞   “Considering   the   Role   of   Silence”   (David   Hunter, Inkwell 2, 2002) [1 p] 

● written reflection 
● Inkwell article / “My 

Tutoring Philosophy” 
check-in 

● seminar 
● peer review 

(Inkwell  / 
Tutoring 
Philosophy) 

Week 7 
 
Pg count: 
16.5 

         ⃞   “Can   You   Proofread   This?” (A Tutor’s Guide) [3 p] 
         ⃞   “Writing   from   Life”   (Chris   Wukasch, Inkwell 7, 2012) [2.5 p] 
         ⃞   “A   Multi-Dimensional   Pedagogy   for   Racial   Justice   in   Writing   Centers”   (Diab, 
Godbee, Ferrel, & Simpkins, Praxis, 2012) [11p] 

● written reflection ● seminar 

Week 9 
 
Pg count: 
1.5  

            ⃞   “Who   Knows   Best?”   (Caryn   Dudley, Inkwell 9, 2014) [1.5 p]  

● written reflection 
● Inkwell article draft / 

“My Tutoring 
Philosophy” new 
iteration 

● seminar 

 
  



 

Cultivating Voice II Class - Activity Descriptions 
 

❖ Readings: All readings will be provided at no cost in PDF format on the Writing Center’s website at http://evergreen.edu/writingcenter/cultivatingvoice.htm 
 
❖ Written Reflection: As with Cultivating Voice I, you will compose a reflective piece of writing for each class that shows your developing thoughts and 

insights on the practice of tutoring and cultivating voice, connecting the readings, class activities, and tutoring. 
 
❖ Reflection Journal: At the beginning of fall, you will be given a $5 gift card to go toward the purchase of a notebook to keep as a reflection journal. We 

recommend reflecting after each session, or daily, to think about what went well, what was challenging, and what skills you want to work on developing 
further as a tutor. Best practices for reflection vary from person to person—some tutors may find it beneficial to write detailed notes of tutoring experiences, 
while others may process their experience with just a few notes. 

 
❖ Inkwell article draft: As an intern, you have the option to participate as a writer in the Inkwell process, brainstorming, drafting, and revising a potential 

article for the center’s in-house publication, Inkwell: A Student Guide to Writing at Evergreen. After the Fall, carrying your article through to publication is 
optional. Interns who choose not to participate in the Inkwell process will work on creating a new iteration of their “My Tutoring Philosophy” from Cultivating 
Voice I.  
 
OR: 
 
“My Tutoring Philosophy” new iteration: You will continue to revise your tutoring philosophy towards sharing a new iteration at the end of the quarter. 
You will have the option to make your final draft available as a resource in the center for current and future tutors. While a continuation of your writing 
process from Spring quarter, your “My Tutoring Philosophy” should be given a similar amount of effort as if you were participating in the Inkwell process. 
 

❖ Portfolio: At the end of the quarter you will submit a portfolio of all your work over the quarter. This is required to earn credit for the internship. The portfolio 
will include (but is not limited to): 

❏ Table of Contents with your name 
❏ Self-Evaluation 
❏ Most recent iteration of Inkwell article, followed by past drafts if you feel inclined to share 

OR 
Most recent iteration of “My Tutoring Philosophy,” followed by past drafts if you feel inclined to share 

❏ Written reflections (4 total) 
❏ Anything else you’d like to include! 

 
❖ Interviews: At the end of the quarter you will have an interview to stay on for Winter and Spring as an official member of the tutoring staff. Sign-up will occur 

at the last class and interviews will be held week 10 unless otherwise stated.  



 

Inkwell Vol. 13 2017-2018 

Inkwell 13 Syllabus Part I: An Overview of Inkwell 

 

What is Inkwell? 

 

Inkwell: A Student Guide to Writing at Evergreen is the Writing Center’s annual publication. Inkwell contains articles authored by members of the Writing 

Center staff for an audience of student writers at Evergreen. Inkwell was founded in 2006 as a way to begin an ongoing dialogue between tutors, student 

writers, and the campus as a whole. The pages of Inkwell have since reached many readers at Evergreen and beyond, and sparked countless conversations 

both in and out of the Center. 

 

Why is writing for Inkwell part of your CV internship? 

 

As a member of the Writing Center staff, you are being asked to critically and continuously study, reflect on, and discuss the work we do as writers, tutors, 

students, and advocates. This publication is a way for us to make all that work serve our campus and future readers of Inkwell for years to come. Writing for 

Inkwell is also an amazing opportunity to learn more about your own writing process, grammar, citation, editing, and the publishing process. 

 

What can you write about? 

 

Past issues contain straight-forward “how-to” guides, essays on identity and social justice and the academic writing process, poetic reflections on writing, 

lists of resources for writers, interviews, and more. Anything that interests you and is related to the work that we do at the Writing Center and/or the work 

you do as a student writer could be an ideal topic for an Inkwell article. Below are some questions to help guide your brainstorming process:  

 

What can you say, from your specific position, that would help your fellow student writers, faculty, and staff? 

 

What are you curious about when it comes to writing at Evergreen that you feel you could research and then articulate for others? / What’s 

missing from what you’ve been taught so far that you’ve come across independently as helpful? / What have you learned as a CV student and 

writing tutor that you feel the general campus hasn’t gotten a chance to learn? 

 

What about academic writing are you constantly thinking about? What tangles related to writing (at Evergreen) are you willing to 

describe/write through in service of helping others? 

 

If you’re still having trouble coming up with a compelling topic for your article, we suggest that you use your CV I and II readings, discussions, reflections, 

and essays (“My Tutoring Philosophy” and “How I Write”) as inspiration. Additionally, check out the Inkwell Digital Archive to see what past writers have 

delved into: http://www.evergreen.edu/writingcenter/inkwell/index. 
 

 

http://www.evergreen.edu/writingcenter/inkwell/index


 

 

What will this process look like? 

 

The Inkwell process is one of the most rewarding and thorough editing processes available to Evergreen writing students. During both Fall and Winter 

quarter you will receive extensive feedback from an Editorial Board consisting of at least four of your experienced peers. This is because the Editorial Board 

is invested in helping you guide your article through every stage of the writing process. For this reason, it’s wise to choose to write about something you think 

is engaging enough to spend two quarters with, but not so involved  that your article needs more than one quarter to write alongside all of your other 

academic and Center related work. The Editorial Board will help design a plan with you that will ensure that both you and the board are happy with your 

publishable document. Here is a brief breakdown of the process quarter by quarter (for a more detailed timeline, see Inkwell 13 Syllabus Part II): 

 

FALL 

Research/Brainstorming, Drafting, Revisions, Article Due to Board and/or CVII 

Over Fall quarter, we will be offering 2-hour Writers’ Rooms on the weeks when your CV II class isn’t held. Members of the Inkwell Board will be 

available to you during these sessions to offer resources (including workshops on revision, citation etc.), answer questions, hold impromptu tutoring 

sessions, or support you however you need (please note that these sessions are optional and will not be paid). If these don’t sound appealing to you 

or if you’d like more one-on-one time with the Inkwell Board, you can schedule individual weekly tutoring sessions with a board member to continue 

working on your drafts and revisions. These sessions might look like briefly checking in with a board member but mostly working on your own if 
that’s how you can best use the time. Depending on your individual process, topic, and course load, expect to spend about 1-3 hours per week on 

your research, drafting, and Inkwell sessions/Writers’ Rooms combined.  We highly recommend all writers attend the revision workshop offered by 

the board during the week 6 Writers’ Room. At the end of Fall quarter, your draft will have seen multiple revisions and should feel like a complete 

draft, i.e. your thesis is well constructed, clear, and supported; all the pieces are present and in the most effective order; your content, tone, and 

format are appropriately geared towards your audience; etc. 

 

Researching your work: While we are not imposing a minimum citation requirement on your Inkwell piece, we do expect all writers to have cited 

works. We believe Inkwell should always be in conversation with the vast body of creative thought and concrete research that has come before it. As 

Inkwell writers we expect you to honor that ongoing dialogue with integrity and transparency and to find places in your own work where you can tap 

into that dialogue. We highly encourage you to consult the faculty research librarians about the best way to utilize research to strengthen your ideas. 

The Inkwell Board is also happy to help. 

 

WINTER 

 Line-editing, Design & Illustration 

During Winter quarter, you will meet regularly with the whole Editorial Board to revisit your completed draft and line-edit it. Why does it take a 

whole quarter to do line-editing? Because this is the stage when we read your article sentence by sentence to discuss the implications of your stylistic 

and grammatical choices and to discuss whether everything has been said in the best possible way. The board’s opinions may differ when it comes to 

these issues, which is why we will spend some time at the beginning of the quarter outlining how we can, as a team (board + individual writer), get 

the most out of this process. A lot can change during line editing through adjusting minor connections, and you may continue to draw on your 

previous research to polish and complete each thought in your article, however you should be adding support to an already existing, solid draft.  



 

 

It's tempting at this stage to want to write and rewrite the throughline of your piece, but that will leave you and the board with limited time to 

actually polish and refine your work for publication. This is why we encourage you to revise in Fall as much as possible! This is especially important 

because the Inkwell process operates on deadlines. If you are still revising your piece in Winter quarter it will place a strain on the editors 

who need to get the publication to print, and a strain on you, because it’s unlikely that you will then have the time to line-edit an article we are all 

satisfied with. If a situation like this occurs, the board may need to retract our invitation to publish your article. None of us want to be in that 

position, so make sure you are communicating with us and asking us for support before deadlines arise; we all want this process to run smoothly and 

for you to be proud of your published document. 

 

During Winter quarter, the Inkwell Board will be working hard on the design and illustration for what will soon be the print copy of Inkwell 13! 
Every year, the design and illustrations change with the incoming Publication Editor; this year it is the Publication Editor’s intention to put special 

attention on Inkwell 13’s illustration and design in order to create a visual element that is cohesive with and representative of the themes contained 

in the publication.  

 

If you’re not a member of the board but you are interested in contributing to the design of the publication, please speak with the Publication Editor 

Morgana Faye. The designer may be able to create an ILC and get credit for learning and using these skills.  If you’re interested in doing an ILC 

for design or illustration, talk to Morgana no later than the middle of Fall quarter so that you can meet the ILC application deadline, 

(which is at week 10 of Fall quarter for a Winter ILC). Illustrators, designers and design apprentices are paid for their work up to the 18/hr per week 

limit. Expertise in InDesign and/or Photoshop is not necessary, but willingness to become proficient rapidly will be to your advantage in juggling 

design/illustration work, academic work, tutoring, and your personal life.  

 

SPRING 

{Editorial Board, Proofreaders, Designer(s), and Illustrator(s) only}  

Proofreading & Publication 

During the first three weeks of Spring quarter, all of the written components of Inkwell 13 will be final and the designer(s) will assemble them in a 

well-considered layout. 

 

Proofreaders will mark their edits and final changes will be made to the issue. 

Arrangements with the printers will be made regarding payment and shipping. 

 

Finally, Inkwell 13 will be published! And you will be a published writer and your article will be distributable to your friends and family at 

graduation. Your words will live on to guide other students through writing—at Evergreen and beyond. Good work! 

 

Please contact Morgana or Sandy if you have any questions. Morgana is reachable at Inkwellworkgroup@gmail.com, and Sandy at yannons@evergreen.edu. 
 
 

 

mailto:yannons@evergreen.edu
mailto:Inkwellworkgroup@gmail.com


 

Inkwell Vol. 13 2017-2018 

Inkwell 13 Syllabus Part II: A Detailed Timeline 

DATE WRITER’S TASK INKWELL BOARD’S TASK 

FALL QUARTER: 

Fall Retreat and 

Week 1 

● Read through Inkwell syllabus 

● Begin brainstorming proposal idea 

● Sign up for proposal meeting 

Handout: This syllabus!  

● Distribute Inkwell syllabus at Fall Retreat  

● Create sign up sheet for proposal meetings  

● Get to know the other members of the 

Editorial Board! 

Week 2 

Thurs 10/05 

4pm-6pm 

Inkwell Information Session 

● 1st hour: Address any questions, comments, 

or concerns about the Inkwell syllabus 

● 2nd hour: Discuss Writers’ Rooms’ process 

and best facilitation methods 

● Facilitate Inkwell Information Session 

Weeks 2 and 3 Proposal Meetings with Full Editorial Board 

 

● Meet with Inkwell board to discuss article 

proposal, your working style, and how to get 

your article off the ground 

 

 

Due: Article proposal 

● Meet with writers to discuss proposal: How 

we can help you stay on track? Do you prefer 

to receive feedback face-to-face or digitally? 

Would intermediate deadlines help in your 

writing process? Do you plan on attending 

the Writers’ Rooms? 

● Host Inkfest event to officially release last 

year’s Inkwell! 

Week 4 

Thurs 10/19 

4pm-6pm 

 

Inkwell Writers’ Room: Drafting! 

 

Both hours: Free time to work on drafting 

● Provide Writers’ Room resources: available 

Inkwell board member(s), handout resources 

on current stage, a quiet space to work, other 

tutors/Inkwell writers available as support.  

Week 5 Are you interested in doing 

design/illustration for Inkwell?  

● Talk to Morgana now about your ideas! 

● Choose Inkwell designer/illustrator  

● Begin brainstorming Inkwell illustrations 

● Prepare for revision workshop 

 

Week 6 

Mon 10/30 

By end of day 

● Turn in copy of first draft to Inkwell Board 

 

Due: First draft 

● Read through all first drafts as a board 

● Collect initial feedback to be passed along to 

writers. 



 

Week 6 

Thurs 11/02 

4pm-6pm 

Inkwell Writers' Room: Revision 

● 1st hour: Revision workshop  

● 2nd hour: Work on revisions, consult board 

members with any questions 

Handout: List of revision strategies  

● Facilitate workshop on revision 

● Provide Writer’s Room resources 

Week 7 ● Read through the board’s feedback and 

compile any questions, comments, or 

concerns you have to be addressed in week 

8 writer’s room/with board members or 

prior 

● Pass along board feedback 

● Prepare for workshop on Chicago Style  

Week 8 

Thurs 11/16 

4pm-6pm 

Inkwell Writer’s Room: Re-revision 

● 1st half hour: Check in 

● 2nd hour and a half: Free time to work 

● Check in with writers about how their 

revision is coming along and how we can best 

support them in completing their draft. 

Week 9 ● Turn in final revision to the Inkwell Board. 

Please ask for help if you are having trouble 

revising your work! 

Due: Revision ready for full board work 

● Collect final drafts from writers 

● Begin regular design meetings 

Week 10 

Thurs 12/07 

4pm-6pm 

Inkwell Writer’s’ Room: Chicago Style 

● 1st hour: Workshop on Chicago Style/do I 

cite this?/Finding citations 

● 2nd hour: edit your citations!  

● Facilitate workshop on Chicago style 

WINTER 

QUARTER: 

Weeks 1-10 

Line Editing 

● Meet regularly with full board to begin 

in-depth work/line-editing on your 

completed draft 

● Facilitate line-editing sessions 

● Work on designing Inkwell 

● Communicate with printers to decide on 

paper, ink, quantity, etc.  

Week 10 Due: Complete, publishable draft with 

appropriately formatted citations (this will 

likely be completed with the full board before week 

10, but we have up until now to make any final 

changes) 

 

SPRING You’re finished! (Though if anything that needs ● First proofread conducted by outside readers  



 

QUARTER: 

Weeks 1 and 2 

your approval comes up in proofreading we may 

have to contact you to make a very minor change.) 

● Inkwell collects proofreaders marks and 

makes adjustments (e.g. grammar, typos, 

etc.) or contacts writer to make adjustments 

(e.g. find a missing citation)  

● Inkwell board inputs appropriate changes 

into InDesign document. 

Week 3  ● Send proofread and complete copy to the 

printers for first print proof. 

Weeks 5 and  

6 

 ● Final Print proofreading conducted  

Weeks 6-10  ● Final copy of Inkwell sent to printers and 

printing in progress 

Week 10  ● Inkwell is printed and ready for distribution!  

 

 

Note: The publication process is a long one with lots of moving pieces. This timeline is therefore subject to change. The Editorial Board will 

notify you of any changes that may affect you as soon as possible and will strive to respect both your time and ours. Make sure to stay in the 

loop by regularly checking Slack! 

 

 


