The City College Department of English

Instructors’ Guide

(Revised August 2013)

This guide provides information on English Department policies, describes some of the resources and services available to faculty and staff, outlines some of the administrative processes that teachers may encounter, and offers advice on  instruction and course management. 
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Syllabus

Functions and Content

A syllabus informs your students about course content, course goals, student learning outcomes, course requirements and policies, required and recommended textbooks, assignment descriptions and dates, your student evaluation strategies (e.g., your approach to evaluating writing),  and how you will determine your students' final course grades. A schedule of classes (by date) and a detailed list of class discussion topics, reading assignments, and writing assignments is an essential component of your syllabus. Before or during the second week of classes, you are required to distribute a final draft of your syllabus together with a complete schedule of classes to your students. 
Your schedule of classes should include dates when the college is closed and dates when a daily course schedule has been changed, e.g., from a Monday to a Tuesday schedule. You can find these dates on the CCNY Academic Calendar (accessible on the CCNY Home Page web site). 
A syllabus serves several functions simultaneously: 
(1) as a contract, it describes obligations and requirements of both faculty and students; 
(2) as an initial written statement to students, your syllabus establishes tone, your expectations, and your style of communicating; 
   Note: Consider the font type, color, and size, use of images, 
[image: image1.jpg]



and use     of        space        to       communicate.  

(3) as a schedule of dates with assignment due dates, your syllabus creates an overall plan of action for your students, who will use the information as a guideline to meet your expectations and submit their work on due dates;

Note: In your schedule of class meetings, you should write down the reading 
assignments and due dates, writing assignment due dates  for first drafts, writing 
assignment due dates  for second drafts, and in-class activities. 

(4) as a formal documentation of your work, your syllabus will be used for a professional evaluation of your work.

Note: Your syllabus will be evaluated by a full-time faculty member when

you are observed. 

Here is the essential information that should be included in your syllabus:


College Name: City College of New York


Semester and Year (e.g., Fall 2013)


Course title, number, section number


Instructor's Name and Contact Information (telephone, email, office location)


Course Description


Course Learning Outcomes


Required Textbooks & Materials


Course Policies for



attendance 


eating during class



bringing containers (water, soda) into class


maintaining a clean classroom environment



use of cell phones, tablets, and computers during class meetings



collegiality and respect for diverse viewpoints


Guidelines for Submitting Assignments (where & how to submit assignments, 

  
a late paper policy)



Your students can submit writing assignments in print copy form, by email, or via



 "safe assign" on your class Blackboard and you can require multiple modes of 


submission for one assignment. 

Due Dates for Reading and Writing Assignments: These should appear as a list

   of assignments in the syllabus and should appear a second time in the schedule


   of classes. 


Format for Writing Assignments (e.g., how to format a college writing assignment


and how to cite sources using, for example, MLA style)


Criteria for Grading Writing

Criteria and Weights for Components of Final Course Grade


CUNY Policy on Academic Integrity 

Here is the url: 
http://www.cuny.edu/about/administration/offices/la/Academic_Integrity_Policy.pdf

Location and Regular Hours of the CCNY Writing Center


Mention of CCNY computer labs and printers as resources for students


Reference to CCNY Blackboard (if you intend to use Blackboard) OR 

  
   reference to a course blog that you will create for your own course

See the following publications for extended commentary on syllabi:

Matejka, Ken, and Lance B. Kurke. "Designing a Great Syllabus." College Teaching 42.3 (1994): 115-117.  

Slattery, Jeanne M., and Janet F. Carlson.  "Preparing an Effective Syllabus: Current Best Practices." College Teaching 53.4 (2005): 159-164. 
Parkes, Jay, and Mary B. Harris. "The Purposes of a Syllabus." College Teaching 50.2 (2002): 55-61. 
Grading Scheme

Explain clearly how you will determine final course grades (e.g., with a list of percentages of various components that are weighted, a system of points, or an explanation of how you will calculate an average).  If you are teaching a Freshman Inquiry Writing Seminar (FIQWS), your syllabus should explain how student work will be evaluated for your course and also how a single final grade for the entire six credit course will be determined. 
The more impressionistic the grading system, the more likely the department will find it necessary to handle student grade appeals.  These become unmanageable without clear and specific documentation of grading criteria and standards. 
If you offer a grade for class participation, you should clearly describe the meaning of "class participation" in your syllabus, and you should also explain how a student may earn particular grades for class participation. This component should not count for more than 10% and is not a mandatory component of your course.  Unless you have clear ways to articulate, record, and determine various forms and levels of class participation, this is a “soft”—i.e. subjective—grading criterion that leaves instructors open to appeals.  The class participation component can also contribute to inflated grades. 
Absences and Tardiness

As with the grade scheme, a policy is essential.  Please refer to the "Policy on Lateness and Absence" (quoted below as it appears in City College Undergraduate Bulletin: 2009-2011 (290-91). If you wish, you may refer to (or quote) the college-wide policy on lateness, tardiness and class absence in your syllabus.  You should use the official CCNY absence policy. 
You should also be aware of the "New York State Education Law, Article 5: S 224-a. Students unable because of religious beliefs to Register or attend classes on certain days" (described on pages 322 & 323 of the City College Undergraduate Bulletin: 2009-2011. 
In addition, you should include a statement on leaving and reentering the classroom while class is in session. Students can fail to receive important information and disrupt a class presentation when they walk out of a class and then return later. 
All of your attendance policies should have enough teeth to be effective but should also be policies that you feel comfortable enforcing. 
Here is the CCNY policy on lateness and absences, as stated in the official CCNY Undergraduate Bulletin: 2009-2011 (290). 

Policy on Lateness and Absence

Students are expected to attend every class session of each course in which they are enrolled and to be on time. An instructor has the right to drop a student from a course for excessive absence. Students are advised to de​termine the instructor’s policy at the first class session. They should note that an instructor may treat lateness as equivalent to absence. No distinc​tion is made between excused and unexcused absences. Each instructor retains the right to establish his or her own policy, but students should be guided by the following general College policy:

In courses designated as clinical, performance, laboratory or field work courses, the limit on absences is es​tablished by the individual instructor. For all other courses, the number of hours absent may not exceed twice the number of contact hours the course meets per week.

When a student is dropped for ex​cessive absence, the Registrar will enter the grade of “WU”.
Plagiarism
A statement defining plagiarism and penalties for engaging in it must be included in your syllabus.  See the City College Undergraduate Bulletin: 2009-2011  (313-14) for a description of the CUNY Academic Integrity Policy and procedures for handling violations of this policy. (See also the CUNY website, www.cuny.edu, for the CUNY statement on academic integrity.)  The Director of Composition encourages anyone with questions about plagiarism to contact her.  City College’s plagiarism policy requires you to meet with any student that you suspect of plagiarism, even if you have documentation of it.  Should a student not admit to a justifiable charge of plagiarism and wish to contest it, the instructor must refer the matter to a college-wide committee.  Once referred to the committee, the student may face disciplinary penalties (e.g., suspension or expulsion) in addition to academic penalties (e.g. a failing grade on the assignment or for the course.)  If the student admits to plagiarism, the instructor may impose academic (grade) penalties per his or her syllabus and file a report with the college.  

Keep in mind that part of the mission of lower-division English classes is to teach students about academic integrity, including plagiarism. You can help students avoid plagiarizing by teaching them the various forms that plagiarism can take and by making sure that students learn to quote, paraphrase, summarize and cite sources effectively. 
You can discourage plagiarism by providing assignments tailored to your course content and by routine collection of drafts that you comment on and return to students for revision and resubmission.  
Plagiarism can often be detected by doing web searches of suspect passages.  

A plagiarism statement on your syllabus must include a reference to the CUNY Policy on Academic Integrity, which you should discuss with your students. You are not 

required to quote the full policy in your syllabus, but you may want to quote part of it

and then refer your students to the Undergraduate Bulletin for the entire statement.  

Here is a possible statement on plagiarism for your syllabus: 
Plagiarism is the unacknowledged use of another person's words or ideas. Words copied verbatim from another source must be quoted and the source must be cited. When you paraphrase words/ideas from another source, you must acknowledge the original author unless the ideas are

common knowledge.  If you collaborate with another author to

produce ideas or words presented in a written product, you must acknowledge that person's contribution. The CUNY Policy on Academic Integrity appears on pages 313 and 314 of the City College Undergraduate Bulletin: 2009-2011 . We will discuss this policy in our class
Violations of the CUNY Policy on Academic Integrity--including plagiarizing--can result in an academic sanction such as a grade of F for a writing assignment or a deduction of the final course grade.
Freshman Inquiry Writing Seminar (FIQWS)
FIQWS Overview
The Freshman Inquiry Writing Seminar (FIQWS) provides incoming freshmen at CCNY a communal learning experience where participation, discussion, and critical engagement with challenging material are encouraged—classroom elements that students don’t always experience sufficiently in their beginning semesters.  Close interaction among students and with instructors is an important part of each FIQWS.  

Goals
The goals of the FIQWS are to provide students with:
· A first major step in developing the reading and writing skills necessary for college study.
· An environment to further their analytic writing and critical thinking
· Experience in researching and writing a research paper.

· A “learning community” in the form of 6 hours spent with the same group of students and the same team of instructors.

· An understanding of college readiness skills (attendance, handing in work on time, and academic integrity).

· Close contact with full-time faculty (class size is usually capped at 22).

FIQWS Course Learning Outcomes
Composition Section Learning Outcomes
Students successfully completing a FIQWS composition course will demonstrate ability to:

· Read and listen critically and analytically, including identifying an argument’s major assumptions and assertions and evaluating its supporting evidence.

· Carry out essential steps in the writing process (note-taking, prewriting, organizing, composing, revising and proof-reading).

· Write effectively using a number of rhetorical strategies and patterns, including argument, exposition, and comparison and contrast. 
· Demonstrate the ability to synthesize materials drawn from multiple sources using critical reflection and independent judgment.

· Demonstrate an intermediate level of information literacy, including the ability to locate and critically evaluate relevant library and on-line resources and employ the conventions of ethical attribution and citation.

· Demonstrate the ability to write a research paper of 2,500 words that develops a central thesis coherently and in detail. 

Topic Section Learning Outcomes
Starting in the fall 2013 semester and under Pathways General Education requirements, each FIQWS topic section will fall into one of the Flexible core categories and will address the learning outcomes pertinent to that category.

A. World Cultures and Global Issues

A Flexible Core course must meet the three learning outcomes.


•
Gather, interpret, and assess information from a variety of sources and points of view. 


•
Evaluate evidence and arguments critically or analytically. 


•
Produce well-reasoned written or oral arguments using evidence to support conclusions.

A course in this area must meet at least three of the additional learning. A student will: 


•
Identify and apply the fundamental concepts and methods of a discipline or interdisciplinary field exploring world cultures or global issues, including, but not limited to, anthropology, communications, cultural studies, economics, ethnic studies, foreign languages (building upon previous language acquisition), geography, history, political science, sociology, and world literature.


•
Analyze culture, globalization, or global cultural diversity, and describe an event or process from more than one point of view. 


•
Analyze the historical development of one or more non-U.S. societies. 


•
Analyze the significance of one or more major movements that have shaped the world's societies. 


•
Analyze and discuss the role that race, ethnicity, class, gender, language, sexual orientation, belief, or other forms of social differentiation play in world cultures or societies. 


•
Speak, read, and write a language other than English, and use that language to respond to cultures other than one's own. 

******************************************************************************

B. U.S. Experience in its Diversity

A Flexible Core course must meet the three learning outcomes.


•
Gather, interpret, and assess information from a variety of sources and points of view. 


•
Evaluate evidence and arguments critically or analytically. 


•
Produce well-reasoned written or oral arguments using evidence to support conclusions.

A course in this area must meet at least three of the additional learning outcomes. A student will:


•
Identify and apply the fundamental concepts and methods of a discipline or interdisciplinary field exploring the U.S. experience in its diversity, including, but not limited to, anthropology, communications, cultural studies, economics, history, political science, psychology, public affairs, sociology, and U.S. literature. 


•
Analyze and explain one or more major themes of U.S. history from more than one informed perspective. 


•
Evaluate how indigenous populations, slavery, or immigration have shaped the development of the United States. 


•
Explain and evaluate the role of the United States in international relations. 


•
Identify and differentiate among the legislative, judicial, and executive branches of government and analyze their influence on the development of U.S. democracy. 


•
Analyze and discuss common institutions or patterns of life in contemporary U.S. society and how they influence, or are influenced by, race, ethnicity, class, gender, sexual orientation, belief, or other forms of social differentiation.

******************************************************************************
C. Creative Expression

A Flexible Core course must meet the three learning outcomes.


•
Gather, interpret, and assess information from a variety of sources and points of view. 


•
Evaluate evidence and arguments critically or analytically. 


•
Produce well-reasoned written or oral arguments using evidence to support conclusions. 

A course in this area must meet at least three of the additional learning outcomes. A student will:


•
Identify and apply the fundamental concepts and methods of a discipline or interdisciplinary field exploring creative expression, including, but not limited to, arts, communications, creative writing, media arts, music, and theater. 


•
Analyze how arts from diverse cultures of the past serve as a foundation for those of the present, and describe the significance of works of art in the societies that created them. 


•
Articulate how meaning is created in the arts or communications and how experience is interpreted and conveyed. 


•
Demonstrate knowledge of the skills involved in the creative process. 


•
Use appropriate technologies to conduct research and to communicate.

 
******************************************************************************

D. Individual and Society

A Flexible Core course must meet the three learning outcomes.


•
Gather, interpret, and assess information from a variety of sources and points of view. 


•
Evaluate evidence and arguments critically or analytically. 


•
Produce well-reasoned written or oral arguments using evidence to support conclusions. 

A course in this area must meet at least three of the additional learning outcomes. A student will:


•
Identify and apply the fundamental concepts and methods of a discipline or interdisciplinary field exploring the relationship between the individual and society, including, but not limited to, anthropology, communications, cultural studies, history, journalism, philosophy, political science, psychology, public affairs, religion, and sociology. 


•
Examine how an individual's place in society affects experiences, values, or choices. 


•
Articulate and assess ethical views and their underlying premises.


•
Articulate ethical uses of data and other information resources to respond to problems and questions. 


•
Identify and engage with local, national, or global trends or ideologies, and analyze their impact on individual or collective decision-making.

******************************************************************************
E. Scientific World
A Flexible Core course must meet the three learning outcomes.


•
Gather, interpret, and assess information from a variety of sources and points of view. 


•
Evaluate evidence and arguments critically or analytically. 


•
Produce well-reasoned written or oral arguments using evidence to support conclusions. 

A course in this area must meet at least three of the additional learning outcomes. A student will:


•
Identify and apply the fundamental concepts and methods of a discipline or interdisciplinary field exploring the scientific world, including, but not limited to: computer science, history of science, life and physical sciences, linguistics, logic, mathematics, psychology, statistics, and technology-related studies. 


•
Demonstrate how tools of science, mathematics, technology, or formal analysis can be used to analyze problems and develop solutions. 


•
Articulate and evaluate the empirical evidence supporting a scientific or formal theory. 


•
Articulate and evaluate the impact of technologies and scientific discoveries on the contemporary world, such as issues of personal privacy, security, or ethical responsibilities. 


•
Understand the scientific principles underlying matters of policy or public concern in which science plays a role.
Collaborative Teaching
FIQWSs are taught in collaboration by a topic and a composition instructor.  It is essential that instructors present a clear and shared understanding to students of how the two sections work together as one course.  It is strongly recommended that instructors meet regularly to discuss their sections, student performance, and upcoming assignments.  

Topic Instructor Responsibilities
The topic instructor has primary responsibility for designing the topic (although both instructors should collaborate in designing the syllabi linking the two parts of the course -  and all major writing assignments).  The topic instructor should bear in mind that students will be doing a large amount of in-class and take-home writing assigned by the composition instructor in addition to any short assignments given in the topic section.  The topic instructor should thus:

· Teach the class topic through a combination of lecture and seminar-style discussions of assigned readings;
· Dedicate class time to building critical thinking, communication, and participation skills through small-group and class discussions;
· Develop and assess students’ oral communication skills through oral presentations, recitation of texts (in a FIQWS focusing on poetry, for example), performance of scenes (in a FIQWS class focusing on theater, for example), etc.;
· Guide students in identifying a topic for a research paper and in situating their own writing within a larger network of public discourse. This guidance may include providing, in collaboration with the writing instructor, small clusters or “kits” of research material that students can use as possible sources for the research paper.
· Share responsibility for designing and providing feedback on major assignments as indicated below.
Composition Instructor Responsibilities
In addition to collaborating in syllabus-design and the design of major assignments, the composition instructor designs smaller in-class and take-home writing assignments to guide students through the “scaffolding” process of building a longer essay.  Composition deals with mechanics and grammar, but also, and more importantly, with the larger structural and rhetorical issues of writing—invention, audience, diction and word choice, the appropriate use of source, the research process, paragraphing, etc.—including how to construct an argument. The composition instructor should thus:
· Use the class topic to teach students the skills necessary for college-level analytical essay writing and critical thinking.  This should include reviewing material presented in the topic section, as well as working incrementally with students on their assigned papers to make sure they develop a working understanding of the writing and scaffolding process, from identifying a topic and formulating a thesis, to developing an outline, to strengthening and polishing their working through the revising of drafts, to preparing a bibliography;
· Provide additional writing practice through both in-class and take-home journal writing, peer-editing, response papers, free writing, or other assignments. 

Joint Responsibilities

As already indicated, effective collaboration between both instructors is a crucial part of a successful FIQWS.  All major assignments should be read by both instructors, either through agreement on a common grade, or through the assignment of a “topic” grade and a “writing” grade. While we recommend the former practice, we recognize that each collaboration has its own chemistry, and encourage instructors to explore what particular arrangements work best for them. It is recommended that instructors meet and/or confer frequently to discuss the course, graded assignments, and student performance. In this context, it is especially important for instructors to identify and reach out to students who are struggling in the course.  Instructors must work together to:

· Submit a Midterm progress report to every student during weeks 6-8 of the semester.  (See page 10 for more on Midterm progress reports.)
· Keep in email contact with students, communicating with them about missed assignments and attendance. Part of a student’s experience of FIQWS is learning to be a college student.  Instructors should help students make the transition to individual responsibility for their own success. The use of Blackboard to post assignments and other course information is particularly recommended for this reason.

Grading

For the fall 13 semester, students may receive separate final grades for the topic and composition sections respectively. That said, teaching teams may decide to award the same grade in each section, and are, in general, strongly urged to communicate about grading with a view to alignment and holistic evaluation. Professor Gleason recommends that first drafts of the research paper be responded to by the topic instructor alone, that second drafts be read and evaluated by both instructors, who should then compare notes, and that the final grade (after a third revision) be determined by the topic instructor. The composition instructor would have primary responsibility for grading the earlier major assignments. Attention of both instructors to all major assignments is encouraged.  

Collaboration Framework
	Instructors should develop two linked syllabi or a double-column single syllabus that make(s) clear the connection between both sections (e.g. matching dates for joint assignments). 

The framework below has been suggested by Prof. Barbara Gleason, Director of Composition.  Depending on the sequencing of the topic material, the spacing of assignments may require some adjustment.  In any case, the research paper should not be assigned later than the 9th week of the semester.  Assignments marked with an * are required. 


	When to Assign
	Assignment
	Elements 
	Division of Labor

	FORMAL WRITING ASSIGNMENTS

	First class ( in class)
	Diagnostic
Assignment*β
	Low-stakes, informal, ungraded; See Composition Handbook for recommended format
	Composition Instructor

	Week 2
	Literacy Narrative (recommended)
	See Composition Handbook
	Composition Instructor

	Week 3
	Summary and Response Essay*
	A short, 3-page intro to formal writing.  Related to material in topic section.
	Composition Instructor 

	Week 4
	Second draft of Literacy Narrative (recommended)
	See Composition Handbook
	Composition Instructor

	Week 5
	Expository Essay* 
	Possibly scaffolded with revision opportunity, 5-7 pages
	Composition Instructor

	Week 6
	Critical Analysis Essay*
	Analysis of data or textual material, with limited embedded research components; scaffolded. 5-7 pages (min) + works cited page
	Composition Instructor

	Week 7 
	Annotated Bibliography*
	
	Composition Instructor

	Week 8
	Final Research Paper* (supplemented by annotated bibliography)
	With embedded research components; scaffolded with 1 page annotated bibliography; final paper: 6-8 pages + works cited page
	Topic Instructor


In weeks 7 through 14, the composition instructor grades revisions of all former essays and supports the topic instructor with lessons on research strategies. 

β  Many students have some ESL issues; instructors need to encourage them to take advantage of ESL tutoring at the Writing Center.  If severe ESL issues are suspected, and the student does not appear to possess the English language skills necessary to pass FIQWS, the instructor should notify Ana Vasovic avasovic@ccny.cuny.edu, who will follow up with the student’s advisor
Timing and Spacing Assignments

Particularly in a writing course, timely feedback is essential for student progress; in short, the student needs to receive paper A back with comments and a grade before embarking on paper B (with the possible exception of the research paper, the early stages of work for which may overlap with work on other assignments). Although it is tempting to leave students a few weeks to “settle in” before beginning with the major assignments, this usually results in insufficient time for the work planned for the latter part of the course. It is therefore recommended that the first formal essay be assigned no later than the third week of class.
Midterm Progress Reports
The Midterm reports are a chance for students to meet with instructors and discuss their progress within the course.  Instructors have an opportunity to commend students on their good work, discuss with students where they are struggling in the course, and recommend or require tutoring if they feel it will benefit students.  While it is important to reach out to a struggling student as early as possible, it is also important that enough coursework / homework has been assigned to provide an accurate gauge of the student’s performance thus far in the semester. Therefore, we ask that the midterm progress reports are conducted during the weeks 6-8 of the semester. Instructors can alert Ana Vasovic avasovic@ccny.cuny.edu at any point earlier in the semester if a student is endangering his/her successful completion of the course by not attending, not doing the work, doing poorly, etc. 
Midterm progress reports are available online: https://enrollment.ccny.cuny.edu/midterm/ .

Instructors should work together to fill out the form online (discussions between the instructors can be held in person or over the phone).  Reports are then printed out and given to each student individually during the Midterm meetings, held with both instructors present.  The instructors should also retain a copy, and both copies should be signed and dated by student and instructors alike to help impress on students the importance of these discussions. Classes can be canceled on the day that Midterm evaluations are held.
The report will invite you to recommend interventions. Any number of recommendations can be selected; instructors have an option to require students to follow through. Referral to tutoring is for any student who may benefit from it not only those in danger of failing.  ESL support is for students struggling with ESL issues. Seeing an advisor is for students in danger of failing the course.  The college will follow up with flagged students (Writing Center staff for those referred to tutoring and/or ESL, and advisors for those who need to see them).

***********************************************************************

Midterm Progress Report – sample

Student Name: 

Course & Section: FIQWS 100XX; section XXXX

Instructors: _________________
Estimated grade to date:         ___  

Number of Absences to date: ___ 

Class participation:     


Excellent
Good
 Average
Fair
Poor 
NA
Performance on exams/quizzes:   
Excellent
Good
 Average
Fair
Poor 
NA

Performance on written 

assignments/homework:     

Excellent
Good
 Average
Fair
Poor 
NA
Time Management and Attendance:  Excellent
Good
 Average
Fair
Poor 
NA

Recommendation:     
Attend tutoring sessions 




ESL support 




Improve attendance




Keep up the good work




No recommendation




See academic advisor

 


Your work is satisfactory but could be improved (see comment 




section for specific information)

Comments/Concerns/Recommendations: 
Date: 
**************************************************************** 

INSTRUCTIONAL PROCEDURES 
Class Rosters

Class rosters are accessible at https://attendance.ccny.cuny.edu at the beginning and in the middle of each semester via the web.  You will receive directions from the department for accessing your rosters.  Please send corrections to the Registrar’s Office during weeks three and seven according to the guidelines on the website.  Students must be removed from rolls of classes that they have never attended.

If a student’s name does not appear on your roster, but the student continues to attend your class, please send him/her to Yana Joseph, Director of Administration of the English Department, to clarify the situation.  This will save a lot of administrative work for both you and the office at the end of the semester and several semesters later.  After the 1st and 3rd weeks of classes, please let Yana know of such situations.  

Grades

The administrative procedures that surround grades are important for maintaining students’ records and standing.  You must file grades punctually so that students can register, advance to upper-level classes, and receive financial aid.  Filing grades punctually is one of many factors that the Department considers in reappointment decisions.  Grades should be submitted correctly the first time. That said, a grade can be changed if there is a clerical error in grades submission but not for any other reason. Students might ask if they can do extra work after the class ends in order to obtain a higher grade.  If you have any questions, please contact Professor Barbara Gleason or Ms. Yana Joseph. 
Submitting Final Grades

At the end of the semester, you will post your official final grades on the web.  Please read and follow the instructions you will be given at that time. 

Students in English 110, 210, and 230 courses earn letter grades.  Do not assign Incompletes without prior clearance from the Director of Freshman English or the Department Chair.  Never use the ABS grade.  NB: PEN grade stands for plagiarism, and not for a pending grade.

Change of Grade

In order to change a temporary grade (INC, ABS, or PEN), ask the department for a Change of Grade Form.  Be certain to fill in term starting, department, course number, and section number.  Submit the completed change-of-grade form with explanation to the English Department office.  Please remember that a temporary grade turns into a permanent grade (e.g. INC ( FIN) after ten weeks into the succeeding semester and can be changed after that only through the student grade appeal process.  Make sure your students are aware of this time limitation to get a permanent grade.

Dropping and Adding Courses

During the first week of the semester students will, for various reasons, change sections.  They need to do this officially.  After the first week of the semester, please check your class attendance sheets against your computer roster.  If students who are attending your course are not listed on the computer roster, send them to Yana Joseph.

During the first few days of classes, while rolls are in flux, please do not add additional students to your classes without first checking with the department.  Doing so may result in your class becoming overenrolled.

Withdrawal from Courses

Every semester has an official drop date by which students may withdraw from a class without academic penalty.  Again, students must drop officially, or they will receive a WU (counting as an F in their GPA) on their transcript.  Students should have received your assessment of written work in advance of this deadline, and you may advise students to drop the course if they are at risk of failing.  Ask students to pick up a withdrawal form from the Registrar and follow the directions the Registrar gives them.  

Finding Students’ Contact Information

You can find your students' CCNY emails on your course Blackboard. To avoid various sorts of problems, you should ask your students to change their emails on their Citizen CUNY web sites so that a CCNY email appears on your list of users in your course Blackboard. 

If you have difficulty navigating your Blackboard site, Yana Joseph can access the student records system to provide you with contact information for students in your class. 
Disciplinary Problems

If you have classroom disciplinary problems that you cannot resolve yourself, you should report the situation to the Director of Composition (Barbara Gleason) and ask for advice. 
If students have classroom issues, they will be advised to (in this order) 1. see the teacher; 2. see the Director of Composition; 3. see the Department Chair; 4. see the Dean of Student Services.

Course Book Request

All first-time instructors of the writing part of FIQWS and of ENGL 110 are required to use The Norton Field Guide to Writing, 3e and The Little Seagull Handbook.  These books have been ordered through the bookstore by the Department of English.  Yana Joseph can provide you with Instructors’ copies. If your students purchase NEW (note used) books through our college bookstore, they will gain access to a four-year app that provides access to contents of The Little Seagull Handbook. The access code will be printed on a paper inserted into a copy of the book. 
English 210 classes have common primary texts.  Yana Joseph can provide you with Instructors’ copies.  

World Humanities instructors may use either the standard reading lists for 101 and 102, for which books are on order.  Upon request, Yana will provide with Instructors’ copies.

ADMINISTRATIVE QUESTIONS

Faculty and Staff Information

Please keep the English office updated about your current home address, email address, phone number, and emergency contacts.

Office Hours

Instructors should submit office hours early in the semester to the main English office.  Please also post them on your office door. 
Do not meet your class in any other room than the assigned, posted classroom without first discussing it with the English Department Chair or Director of Composition. 
Syllabus

Before the beginning of the semester, instructors should submit their syllabi to Yana Joseph.  We are required to collect these each semester and keep them on file.  You are required to have clearly stated policies about such things as absences, tardiness, plagiarism, and grading scheme on your syllabus.  Finally, unless you are on a full-time line at faculty rank, you are not a professor; please use Ms. or Mr. before your name (rather than Professor). 
Human Resources

The staff in the Human Resources office can answer questions about employee benefits and policies.  The office is located in Shepard 50, ext. 7226.

ID


Instructors should have a currently validated faculty ID.  An application form is available in the main office.  Please see Yana Joseph for further information.

Keys


Yana Joseph (ext. 6301) can order keys for the restroom, the mailroom, and your personal office.

Getting locked out of your office

If you get locked out of your office, check first with the department for a spare key.  If the office is closed, call Security at ext. 6911.


STUDENT SERVICES & INTERESTS

Academic Standards
The English Department office staff advises students about their academic standing and approves/disapproves grade changes. 
English Writing and Merit Awards


Every spring semester, the English Department offers various awards to both undergraduate and graduate students.  The list of awards and entry requirements are posted in the main English office.  Please urge your students with successful pieces of writing to enter these contests.

Writing Center

Located in the Rudin Center (ext. 8104), the Writing Center staff, composed of experienced and well prepared student writing tutors, consults with students about their written compositions.  Although walk-in sessions are accepted if tutors are available, students should schedule appointments in advance by visiting or telephoning the Writing Center. It is also possible for students to schedule appointments online. The Center will not correct papers, nor is it an all-purpose answer for students who struggle with writing (i.e., “Go to the Writing Center” is not your answer for students with problems).


The Rudin Center also offers student access to self-paced instructional software designed to improve their grammar, punctuation, and style skills.

COLLEGE AND DEPARTMENTAL RESOURCES

Composition Director: Professor Barbara Gleason, English Department
Senior Faculty Advisor for Undergraduate Education:  Professor Joshua Wilner

English Department Undergraduate Programs Director: Professor Elizabeth Mazzola

English Department Chair: Professor Renata Miller

Center for Teaching and Learning (CETL): Directed by Bruce Rosenbloom, CETL (NA 4/220) offers workshops for faculty on assessment, grading, and composing syllabi, as well as technical instruction on using Blackboard.  If you have a CCNY email address, you will receive blast emails of their workshop schedule.

Professional Staff Congress City University of New York (PSC-CUNY): Please read about the PSC-CUNY online at http://www.psc-cuny.org/.  PSC-CUNY is a union for staff and faculty at all CUNY colleges. Adjunct faculty are included in PSC-CUNY. 
Duplicating: Marshak Building 024/ ext. 6745
Limited copying may be done on the machines in the main English office or the mailroom.  Because of shortages of paper and photocopying supplies, photocopying is limited for the entire department, so please use it wisely and send bigger jobs to Duplicating.

The duplicating services offered at City College (in the Marshak Building) are efficient and convenient.  You should always give Duplicating a two- or three-day advanced notice to finish your request—longer at busy times such as the beginning of the semester.  Large requests are best done during intersession periods (January, Summer).  Duplicating personnel will do on-the-spot requests if they have available machines and time.  It is best to call ahead about the possibilities of a rush job.  

Duplicating Procedures

1.
Fill out a request form completely.  The forms are found in the Duplicating office and in the English Department office.

2. Department Acct. # is 265001

3.
Deliver request form with original to Marshak Building, room 024.  The copies normally return to you within a week through intercampus mail.  Check the mailroom for a wrapped package with your name on it.
Duplicating Tips

· Legibility

The originals submitted for duplicating should be legible.  Please make sure that the type is dark enough, that the text has ample margins, and that the originals are clean, and with no black “shadows” at their edges.

· Reduction

Instead of copying each page of a book individually, it is more economical to reduce it 10-15% so that you can copy two pages onto one.  15% reductions remain readable.

· Back to Back

Also to save paper, you should request that multi-paged orders be copied back to back.  The originals you submit should be one-sided.

· No Staples

The originals should NOT be stapled.  Please do not risk damaging already overused machines.

Faxes
Faxes can be sent from the English main office.

To receive a fax, give your correspondent the fax number (212) 650-5410.  You will receive the fax in your mailbox.

Mail
You will have a mailbox in the mailroom. 

Please check it regularly.  Please respond promptly to department requests for forms or information.
English Department Address:

The City College of New York

English Department

NAC 6/219

160 Convent Avenue

New York, NY 10031

Intercampus Mail
To send mail to other departments and offices on campus, place your correspondence in an intercampus envelope with the name and office of the person to whom you are sending it.  Place the envelope in the outgoing mail basket in the English Department mailroom.
Regular Mail
For college-related correspondence, put correspondence in an official City College envelope with your name in the upper-left-hand corner.  City College envelopes are available in the main English office.  (If you do not put the City College return address with your name in the upper-left-hand corner, your mail will not be sent.)  Place it in the outgoing mail basket in mailroom.

Voice Mail
If you would like voice mail in your office, contact Yana Joseph. You will need to know your office room number, your telephone extension, and the names of the faculty with whom you share the office.  Voice mail allows you to stay in contact with your students and your fellow faculty.  You may access your messages from on or off campus.  Please arrange a message-retrieving system with your office mates.  For questions contact Telecommunications at ext. 7165 or Yana Joseph at ext. 6301.

E-Mail
As an instructor working in the English Department, you must use your City College e-mail account.  (You may set your City College address to forward mail to another account that you use.)  Activate your account by following the “Email” link at the bottom of the CCNY main page (www.ccny.cuny.edu).  

You are required to respond in a timely way to all email requests made by Yana Joseph. 
Audio/Visual Equipment
Audio/Visual equipment, such as DVD players, VCRs, TVs, audio-recorders, laptops and projectors, and old-fashioned overhead transparency projectors can be reserved and borrowed from iMedia. You will need to reserve the equipment a few days in advance.  Contact ext. 5480 or go to NAC 5/220 for the necessary procedures to borrow equipment.
Composition Library
Composition textbooks (readers, rhetorics, handbooks, etc.) and scholarly books on composition instruction  and on writing development  are available in the English Department for your perusal. Additional textbooks and instructor resources are available in the English Department Student Lounge. 
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