General Guidelines for Getting Responses from a Writing Group or Peer Partner
Adapted from Lisa Ede’s Work in Progress: A Guide to Academic Writing and Revising 6th ed. Boston: Bedford/St. Martin’s, 2004. 291-2. Refer also to the St. Martin’s Handbook p. 85-88 for ways to benefit from peer review, especially the Guidelines for Reviewing, on p. 87-88.
Advice for Writers
1.  Learn to distinguish between your writing and yourself.
Try not to respond defensively to suggestions for improvement, and don’t argue with readers’ responses. Instead, use their responses to gain insight into your writing.

2.  Prepare for group meetings by carefully formulating the questions about your work that you most need to have answered.  Keeping this list short will help readers focus.  

3.  Always bring a legible draft to class.
Most peer review assignments will call for a typed, double-spaced draft, stapled, with enough copies, one for each person.

4.  Be sure to bring a real working draft, not a jumble of brainstorming ideas, freewriting, and/or notes.
Most class assignments will specify the number of pages of your draft.  Writing a draft that is at least that long helps ensure that your ideas are developed.

5.  Provide information that will enable readers to understand your rhetorical situation.
If you are addressing your essay to a specific audience – members of a certain organization, for example, or readers of a particular magazine – be sure classmates know.

6.  Remember that your fellow students’ responses are just that:  responses.
Treat these comments seriously, for they are a potentially powerful indication of the strengths and weaknesses of your draft. But maintain your own authority as the writer. Your readers’ responses may be useful evidence about the effectiveness of your essay, but you must always decide how to interpret these responses – what to accept and what to reject.

7.  Remember to thank your readers for their responses.
When people take time to read your work seriously, they are doing you a good service.

Advice for readers
1.  Remember the golden rule:  Respond to the writing of others as you would like them to respond to your work.  
Be sure to tell the writer what is working well in the piece as well as areas that confuse you.  Generally, it’s more helpful at first to focus on global issues rather than local errors of spelling, grammar, or punctuation.

2.  Don’t attempt to “play teacher.”  If your instructor provides a list of questions or scoring guide for you to use while responding, be sure to follow it and answer the questions.  Your job is not to evaluate or grade your classmates’ writing but to respond to it.

3.  Take your cue from the writer.  If he or she asks you to summarize an essay’s main point, don’t launch into an analysis of its tone or organization.

4.  Remember that the more specific and concrete your response is, the more helpful it will be. Pointing to specific sentences and areas that worked well or didn’t, helps a writer know where problems might be occurring.

5.  Don’t worry if you are not an expert. You don’t need to be an expert to provide helpful responses to work in progress.  You simply need to be an attentive, honest, supportive reader.

6.  Don’t worry if the draft is skimpy.  Answer the questions as much as possible based on what is there, and then brainstorm about what could be added for the parts that are not yet present. By making some extensive suggestions, you not only help your partner but also yourself because you practiced thinking about how to develop an essay, which will help you on your own papers.  

7.  Remember to thank the writer for the opportunity to read and respond on the work.

Reading the work of writers can provide useful insights and ideas into your own work.
 Guidelines for Using Your Instructor’s Responses

Meeting with your instructor in person and/or getting written responses to a draft of your essay can be very helpful to guide your improvements, especially if you take an active role.

Coming to a conference with your instructor.

Conference date __________  time _____________  location ____________________

1.  Come on time with pen and paper to take notes.  Bring your draft unless you have previously handed in a draft for the instructor to read in advance of your conference.

2.  Before meeting with your instructor, reread your writing and identify your major goals.

Would you benefit most from a discussion of your essay’s organization, an examination of a section of your draft, or some other activity?  If you have specific questions, have them ready.

3.  Begin your conference by sharing these goals for the meeting. Take a pro-active role of authority and responsibility for your writing.  Three Questions I Have Prepared Ahead of Time for my Instructor:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.  Remember to bring your writing assignment directions.
You may have specific questions or your instructor may want to point out certain aspects.

5.  Be realistic about what you can accomplish in the time available to you.
If you have a 10- or 20-minute conference, you won’t be able to cover every aspect.  You might want to schedule a follow-up conference for other questions.  Recognize, as well, that the instructor’s job is to advise, not to correct or rewrite your draft.

6.  Take detailed notes of what is said to supplement any written comments on the draft.
If you are expected to write a report about the conference, look over the report directions to make sure that you understand and that you can answer each of the questions.

Using your instructor’s written responses.

1.  Read your instructor’s written comments carefully.
These comments are the clearest, most specific indication that you have of how well you have fulfilled the assignment.

2.  Read your instructor’s comments more than once.
When you first read them, you will be reading mainly to understand his or her general response to your writing. That’s a useful reading, but it does little to help you set goals for revision.  Later, read the comments again several times, looking to establish priorities for revision.

3.  Recognize the different between your instructor’s local and global comments.
Local comments indicate specific questions, problems, or errors.  For example, a margin note such as “awkward sentence” is a local comment indicating some stylistic or structural problem with a specific sentence. Global comments address broader issues, such as organization or the effectiveness of your evidence.  The global comments in particular can help you set large-scale goals for revision.

Notice, too, the difference between comments, questions, and suggested rewording.

4.  Talk with your instructor if you don’t understand his or her comments. 

Even if you do understand the comments, you may wish to meet to discuss your plans for revision.

Adapted from Lisa Ede’s Work in Progress: A Guide to Academic Writing and Revising 6th ed. Boston: Bedford/St. Martin’s, 2004. 294.

General Guidelines for Getting Responses from a Writing Tutor

Adapted from Lisa Ede’s Work in Progress: A Guide to Academic Writing and Revising 6th ed. Boston: Bedford/St. Martin’s, 2004. 293-4.

1.  Before meeting with your writing tutor reread your writing and identify your major goals.

Would you benefit most from a discussion of your essay’s organization, an examination of a section of your draft, or some other activity?

2.  Begin your conference by sharing these goals with your writing tutor. 
You might also find it helpful to give the writing tutor some sense of where you are in your process – in the early stages of drafting, for instance, or in the process of final editing.

3.  Remember to bring a copy of your writing assignment with you to the appointment.
Showing the writing tutor the assignment helps him or her understand your teacher’s expectations and focuses the comments.

4.  Be realistic about what you can accomplish in the time available to you.
If you have a half-hour appointment, you won’t be able to cover as much as you can in an hour appointment.  Recognize, as well, that the writing tutor’s job is to respond and advise, not to correct or rewrite your draft.

5.  Remember to allow enough time before the paper is due to take advantage of the writing tutor’s ideas and suggestions.
Attending the writing center the same day the paper is due does not allow enough time for your to benefit from the comments.

Guidelines for Getting Responses from Friends and Family

Adapted from Lisa Ede’s Work in Progress: A Guide to Academic Writing and Revising 6th ed. Boston: Bedford/St. Martin’s, 2004. 290-291.

1.  Choose your respondents carefully.  

Is this person a competent writer?  Have you benefited from his or her responses in the past?

2.  Recognize that friends and family members can’t fully understand the assignment or situation, even if you take some time to explain it. 

Take this lack of knowledge into consideration when evaluating their comments.

3.  Draw on their strengths as outsiders. 

Rather than asking them to respond in detail to your essay, for instance, ask them to give a general impression or a descriptive response. You might also ask them to tell you what they think is the main idea or controlling purpose of your essay. If they can’t identify one, of if their understanding differs substantially from your own, you’ve gained very useful information about your essay.

4.  Try asking them to read the work aloud to you without having first read it silently themselves.  

When you read your own work, you unconsciously compensate to reflect your intentions. Listening to someone else read your work can help you hear problems that you might not otherwise detect yourself. If your reader falters over a phrase or has to read a sentence several times before it makes sense, that may indicate a problem of style or logic.

5.  Don’t rely solely on the response of friends or family members.  

Try to get at least one other informed response to your work.

