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MATH 3311, Fall 2011:
Instructions for Writing Center Meetings
(Rev. September 8, 2011)

To help you prepare for your writing in this course, your instructor and Writing Center specialists have created a program designed to help you consider strategies for composing and revising your written assignments.  As part of your required coursework, you will attend four meetings at the Writing Center this semester—three individual consultations of 30 minutes each, and one group meeting with several of your classmates—all with the same Writing Consultant.  
On pages 3 through 4 below, you will find the name and initials of the consultant with whom you will work this semester.

BE SURE TO SCHEDULE YOUR INDIVIDUAL CONSULTATIONS WITH YOUR ASSIGNED CONSULTANT AS EARLY AS POSSIBLE. 
Listed below is a calendar of events related to your meetings with your Writing Consultant:
	Event or meeting dates
	Events or meetings
	What you will need to bring

	Sept. 13 through Sept. 21
	Schedule your appointment for your first individual meeting on the Writing Center’s Online Scheduler.
	---

	Sept. 19-Sept. 23
	Attend your scheduled meeting.
	A hardcopy draft of Paper 1 and Paper 1 prompt or instructions; your UH student ID card; a printed e-mail confirmation of your appointment 

	Oct. 5-Oct. 16
	Schedule your appointment for your second individual meeting on the Writing Center’s Online Scheduler.
	---

	Oct. 12-Oct. 18
	Attend your scheduled meeting.
	A hardcopy draft of Paper 2 and Paper 2 prompt or instructions; your UH student ID card; a printed e-mail confirmation of your appointment

	Oct. 31-Nov. 9
	Schedule your appointment for your second individual meeting on the Writing Center’s Online Scheduler.
	---

	Nov. 7-Nov. 11
	Attend your scheduled meeting.
	A hardcopy draft of Paper 3 and Paper 3 prompt or instructions; your UH student ID card; a printed e-mail confirmation of your appointment

	Dec. 1, 1:00-2:30
	Attend your group meeting at the Writing Center.
	Your UH student ID card; the prompt or instructions for your term paper


Scheduling Your Individual Writing Consultation
BE SURE TO BOOK YOUR INDIVIDUAL CONSULTATIONS WITH YOUR ASSIGNED CONSULTANT AS EARLY AS POSSIBLE.

To schedule your writing consultation, you must access the UH Writing Center’s online scheduling system through the Writing Center’s website at www.uh.edu/writecen.  Click on the “schedule appointments” tab at the top of the left hand column, read through the instructions and policies, and then go to the online scheduler.
The first time you access the WC Online site you must register for a new user account before you can schedule your consultation time.  Click on “Click here to register,” fill out the required personal information receive an e-mail indicating that your registration has been successful.  Now you are ready to schedule your consultation time with your assigned Writing Consultant.
You will need to log in with the e-mail address and password you created when you registered.  Then click on “Go to the Online Scheduler” (or “Go to the Control Panel” if you need to update your information or password) at the top of the opening page.  Make sure to select course name “MATH 3311 Fall 2011” from the drop-down course menu.  Then scroll down and you will see a calendar and a list of days and times offered for your course.  Find your assigned consultant’s initials, then choose a day and click on the 30-minute time slot that works best for you; a reservation box will appear confirming your consultant’s initials and your meeting day and time.  Complete the required information in the reservation box, and then click “Save  Appointment”; you will receive an e-mail confirming that you have successfully reserved the time slot.  Print this email as a reminder of your consultant’s initials and your meeting day and time, and bring it to your consultation.
NOTE: You must schedule all appointments with the consultant to whom you have been assigned in order to fulfill this course requirement, so SCHEDULE YOUR INDIVIDUAL CONSULTATIONS WITH YOUR ASSIGNED CONSULTANT AS EARLY AS POSSIBLE.
 Important WC Online Usage Policies

Note the following Writing Center policies regarding WC Online:
· Consultation times are limited and reserved on a first-come, first-served basis.  Schedule your consultation as soon as possible to avoid being left with an inconvenient time, or not being able to schedule a consultation at all.

· You must schedule your consultation at least two days in advance.
· If you do not attend your consultation, your appointment will be marked within the scheduler system as a “no-show,” but you will be able to schedule a second appointment time.  If you “no-show” a second time, you will be locked out of the scheduling system and will not be able to schedule any further appointments.

Attending Your Individual Writing Consultation

Bring to your consultation 1) a hardcopy of your assignment draft; 2) your UH student ID; and 3) a copy of your confirmation e-mail.  A few minutes before your consultation time, check in at Room 210 of Agnes Arnold Hall at the Appointment Check-In computer.  Click on your name listed on the screen of the check-in computer, and then take a seat and wait for your writing consultant to call your name.  If you have any problems checking in or connecting with your Writing Consultant, notify a Writing Center staff member in room 217 of Agnes Arnold Hall.
In order to receive credit for attending your consultation, you must come prepared and actively participate.  Be sure to bring any information you have received from your course professor, including the assignment prompt and any grading information.  Most importantly, you must bring your draft of your paper.  After you have discussed your paper with the consultant, he or she will instruct you how to complete your consultation and receive your proof-of-attendance form.  This form confirms that you scheduled and attended your consultation in accordance with Writing Center policies and the instructions provided by your professor, so be sure to keep this.

Your Assigned Writing Consultant

In the table below, you will find the name and initials of your consultant. You will work with him or her during all four meetings this semester.

	Student Name
	Group #
	Consultant's Initials

	Ali,Shahzeen S
	1
	DEK

	Artis,Brandon Keith
	2
	JD

	Balbuena,Jose Francisco
	3
	AH

	Blissitte,Elizabeth Jane
	4
	DL

	Bynum,Jill Nicole
	5
	CtS

	Cadena,Eric C
	6
	SW

	Calvary,Mary A
	1
	DEK

	Calvez,Mary K
	2
	JD

	Carrillo,Maria I
	3
	AH

	Castro,Pablo A
	4
	DL

	Chau,Huong Ngoc
	5
	CtS

	Cleland,Tyler Joel
	6
	SW

	Cortez,Kisika Tamara Dawn
	1
	DEK

	Coryea,Christina Marie
	2
	JD

	Donihoo,Cameron Michael
	3
	AH

	Doyle,Quenisha C
	4
	DL

	Espinoza,Ruben
	5
	CtS

	Galvan,Katalina
	6
	SW

	Garcia,Jessica Margaret
	1
	DEK

	Garrison,Tyler Wade
	2
	JD

	Hinson,Dawn-Marie
	3
	AH

	Hornsby,Ashley Jessica
	4
	DL

	Mathis,Spencer Marlin
	5
	CtS

	Moe,Jordan Nichole
	6
	SW

	Norwood,Christina A
	1
	DEK

	Olivares,Fred Albert
	2
	JD

	Ouseph,Steffi Augustine
	3
	AH

	Pel,Rebecca D
	4
	DL

	Razo,Jose C
	5
	CtS

	Rodriguez,Nataly
	6
	SW

	Sarabia,Jared Austin
	1
	DEK

	Shaikh,Saadia Naseem
	2
	JD

	Simon, Rachel
	6
	SW

	Truong,Tony
	3
	AH

	Vasquez,Miguel Angel
	4
	DL

	Williams,Savannah R
	5
	CtS
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