
Center for Theology, Writing & Media 
Duke Divinity School 

 
GUIDELINES FOR TUTORING SERVICES 

Tutors: Jill Hicks, Tony Willms, Brad Burroughs, Scott Ryan 
 
* Please sign up for appointments using the appointment scheduling 
folder located in the writing center. We do not schedule appointments over 
the phone or via email. We ask that students turn in both a hard copy and an 
email copy of their papers 24 - 36 hours before their appointments.  If you sign 
up for a Monday appointment, please turn in the paper by the same time on 
Friday. 
 
1. Longer (seminar) papers will generally require more than 24 hours’ 

reading time, depending on the current load of appointments. If you are 
submitting a paper longer than 6 pages, you need to let your tutor know in 
advance and please submit it at least 48 hours ahead of time. Please 
speak with your tutor to ensure adequate time for preparation. 

 
2. Please include the time and the date when you are scheduled to meet with us 

at the top of your paper. (Double-space all papers please.) 
 
3. When you turn in your paper, please include a note stating the class it is for, 

explaining the assignment, and any concerns you have. 
 
4. In the interest of equity, we ask that you sign up for only one appointment 

per week.  If you feel that you need more extensive assistance, please speak 
to us about other services available to university students.  Also be sure to 
make use of the resources on the CTWM website.  

 
5. If you need to cancel an appointment, please let your tutor know as early as 

possible by emailing her/him.  Email addresses are posted next to the office 
doors.  We ask for at least 24 hours advance cancellation notice.  Please do 
not cross your name off the sign-up sheet.  Your tutor can do that 
after you have notified him/her.  Students who repeatedly skip 
appointments may lose the right to schedule future appointments. 

 
6. Please keep in mind that we are not a proofreading or editing 

service.  Our goal is to help you become a better writer.  While you are 
welcome to ask us questions about grammar and format, you are ultimately 
responsible for proofreading your paper.  


