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Department of English Adjunct Faculty Handbook 
Introduction 
This handbook is designed to provide guidelines and background information for adjunct faculty in the Department of English. While the handbook is designed to provide answers to policy questions, it should be viewed as a work in progress.  The careful reader is likely to notice repetition between departmental and University policies.  The reason for this repetition is a desire to include the complete University policy without deleting similar departmental policies.
The handbook is not a substitute for personal interaction, so please feel free (and encouraged) to speak with the department chair about any policy-related questions. 
Department Policies 
Parking Decal 
Parking decals are required for parking in University parking lots.  Decals are available at the Office of Public Safety located at 706 Waterloo Road (See #42 on the map at http://www.una.edu/visit/CampusMap2008.pdf).  The extension for Public Safety is 4357. 
Mane Card 
A Mane Card is necessary for checking materials out of the University libraries.  Mane Cards are available in 102A (beneath the stairs) in the Guillot University Center.  You may also use the Mane Card to make purchases on-campus and at certain off-campus locations; you may deposit money for use on your Mane Card at the Mane Card Office. 
Teaching Schedules 
Adjunct faculty are restricted to first-year composition courses, with an occasional opportunity to teach a sophomore literature class.  University policy restricts adjunct teaching loads to a maximum of three courses.  There is no summer teaching available for adjunct faculty. 
Grade Book/Rosters 
Faculty members are required to keep an up-to-date record of grades and attendance.  Grade books are available in the departmental office.

Rosters are available through the Banner tab of the University’s Portal system.  Because of the fluid nature of registration, official rosters may change several times during the first few days of classes.  Consequently, it will be necessary for individual faculty to develop a plan for keeping track of attendance until permanent rosters are made available. 
Syllabi 
The Department of English uses common syllabi for EN 099, EN 111, and EN 112. While faculty members are free to develop their own syllabi, policies and requirements must be consistent with departmental policies and requirements.  (Fillable templates are available for EN 111 and EN 112.)  Sample instructor syllabi appear on pages 9-19.
It is important to note that while EN 112 allows literary works to be a portion of assigned classroom reading, EN 112 is NOT an introduction to literature course.  Erika Lindemann’s article, “Freshman Composition: No Place for Literature” offers a discussion of the role of literature in the composition classroom and should provide some direction on keeping the focus in EN 112 on written composition.  Lindemann’s article appeared in the March 1993 issue of College English and can be accessed through the library’s database via JSTOR.  The sophomore literature survey courses also use a common syllabus; faculty members are encouraged to speak with the Sophomore Literature Committee Chair and the Department Chair if they have questions regarding works to be covered as well as other course requirements.  Sample instructor syllabi appear on pages 20-21.
Textbooks 
The common required textbook for EN 099, EN 111 and EN 112 is A Writer’s Reference, UNA Edition.  In addition EN 099 requires The Writer’s World: Paragraphs and Essays.  An optional text, Successful College Writing, may be used in EN 111/112. Desk copies of these texts are available in the departmental office.  Faculty members may choose from a list of approved texts for sophomore literature survey courses; that list is available from the departmental secretary or the Sophomore Literature Committee Chair. 
Office Hours 
University policy states “When appropriate, a minimum of two hours per week should be provided” ( Faculty Handbook Appendix 3.B).  Office hours must be on syllabi, turned in to the departmental office, and posted on office doors. 
Offices 
Adjunct faculty will be assigned an office prior to the beginning of each semester.  Space limitations make it necessary for adjunct faculty to share offices.  Because employment of adjunct faculty is contingent upon enrollment, it is necessary for adjunct faculty to turn in building and office keys at the end of each semester. 
There will be an updated University directory in each office; it needs to remain in the office.  This directory includes the extension numbers of University offices and support services. 
Computers/UNAPortal 
Each adjunct faculty office will have at least one computer with access to UNAPortal.  It is important for each adjunct faculty member to have an active Portal account for posting final grades to the Registrar’s Office.  Portal access is also useful for e-mailing students and for posting assignments online (if so desired).  Individual problems with computers or with Portal access should be reported to computer support services at 4210. 
Additionally, adjunct faculty will have access to class rosters and grade forms through the Banner tab in Portal.  Midterm and final grades must be submitted through Banner per the instructions provided by the Registrar’s office. 
Supplies 
Notepads, paper, pens, printer cartridges, etc. are available in the departmental office. 
Photocopies 
The departmental office staff will make photocopies of classroom materials if the materials are turned in twenty-four hours before they are needed. Adjunct faculty members will be given a card that may be used with any photocopy machine on campus so that they may make their own copies; the copy cards have a limited amount of cash loaded onto them and will not be refilled during the course of the semester.  
Whether the copies are made by the office staff or by the faculty member, faculty must be selective and judicious in reproducing materials for classroom distribution.
Textbooks are selected, in part, for the exercises within the texts, so that those exercises may be assigned by the instructor.  Essay topics should be written on the board, placed on overhead transparencies, and/or posted on a classroom homepage (either through Portal or Angel). 
Evaluations 
Adjunct faculty members are required to have student evaluations each semester.  Evaluation forms, schedules, and procedures will be provided by the departmental office. 
Adjunct faculty members must arrange a classroom observation by the Department Chair (or the Chair’s representative) during the first semester of teaching at UNA.  They must also provide the Department Chair with a set of graded essays from a current class. 
Final Grades 
Final grades for EN 099 should be entered as S or U.  Final grades for EN 111 and EN 112 must be entered as A, B, C, or NC.  Procedures for entering final (and mid-term) grades through Banner are provided by the Registrar’s Office each semester. 
Departmental Meetings 
Adjunct faculty are welcome (but not required) to attend departmental meetings.  Adjunct faculty members will elect a representative to serve on the First-year Composition Committee.  This election takes place early in the fall semester. 
Departmental Communications 
It is important for adjunct faculty members to check their e-mail accounts, their departmental mailboxes, and the departmental white board DAILY for important information on University or departmental deadlines. 
Departmental Support 
The departmental secretary and student workers are here to help all departmental faculty.  A card file is available for dropping off requests when the office staff is engaged in other work and the faculty member is not able to wait for personal attention.  Requests may also be e-mailed to either the departmental secretary or to the Department Chair. 


University Policies 
The information in this section is extracted from the University of North Alabama Faculty Handbook.  (You may want to look at the entire handbook, which can be found at the following URL:  http://www.una.edu/administration/faculty-handbook.html.) 
3.4.3  Adjunct 
These appointments are part-time assignments specifying both the part-time workload and the period of time--normally one term--with the appointment terminating automatically at the end of the period specified.  Adjunct appointment is limited to less than a full-time teaching load.  Adjunct faculty are not eligible for promotion or tenure but do participate in the retirement plan if already holding active membership in the Teachers' Retirement System of Alabama or if appointed for a minimum of one-half the normal teaching (or work) load.  (See Section 6.1, infra.)  All adjunct faculty share the general rights and privileges accorded regular faculty except when regular and/or full-time status are stipulated. (See Appendix 3.B, Policies Concerning Adjunct Faculty.)   

APPENDIX 3.B 
POLICIES CONCERNING ADJUNCT FACULTY 
The University recognizes the benefit both to the University and to the students brought by adjunct faculty. It is also recognized that a university cannot develop or maintain a quality program using only adjunct faculty. Therefore, the University will limit its employment of adjunct faculty to no more than 25% of the credit hours produced by a department except for compelling circumstances. Adjunct appointments, by definition, are part-time assignments specifying both the part-time workload and the period of time – normally one term – with the appointment terminating automatically at the end of the period specified. 
A.  Recruitment and Selection of Adjunct Faculty 
Positions for adjunct faculty will generally be advertised in local or area newspapers. 
Academic departments that have a need for adjunct faculty will establish an "adjunct faculty applicant pool" for their department. This pool should be established in advance of anticipated needs and maintained with current applicants that are available for teaching duties. When the need arises for an  adjunct faculty member, an offer of employment will be made to a member of the "adjunct faculty applicant pool." 
The advertising of adjunct faculty positions, processing applications and the selection of adjunct faculty will follow the following steps: 
(a) Department chairs take the necessary action to plan for and anticipate the need for adjunct faculty. 
(b) Requests to fill anticipated adjunct faculty needs, including suggested advertising copy and recommended publications for advertising, should be forwarded through the appropriate dean to the Vice President for Academic Affairs and Provost according to the following dates: 
a. Fall Semester
March 1
b. Spring Semester
October 1
c. Summer Sessions
March 1 
(c) The Vice President for Academic Affairs and Provost finalizes the anticipated need for additional adjunct faculty and forwards a list to the Office of Human Resources and Affirmative Action requesting that the positions be advertised. The Vice President for Academic Affairs and Provost also coordinates with the Office of Human Resources and Affirmative Action and the Assistant to the President for Minority Affairs in determining publications to be used for advertising and recommending changes to the suggested advertisement(s).  If changes in either suggested publications or suggested advertising copy are recommended, these recommended changes should be discussed with the appropriate dean and department chair prior to proceeding.  The VPAA is the final authority in these matters when disagreements occur.  
(d) Once agreement is reached on publications for advertising and the content of the ad copy, the Office of Human Resources and Affirmative Action takes the following actions:

(e) advertises the positions, 
(f) accepts applications, and 
(g) maintains a file on adjunct positions by department 
(h) The Office of Human Resources forwards all applications to the department chair through the appropriate dean. 
(i) The department chair does an initial screening of applications for minimum qualifications and will endeavor to interview all qualified applicants.  It is recommended that the chairs consult with appropriate faculty members teaching in the proposed adjunct area.  The faculty may be consulted at both the initial screening stage as well as at the point when selections from the pool are made. 
(j) All adjunct faculty are required to meet Southern Association of Colleges and Schools standards which require at least the master's degree and 18 graduate semester hours in the teaching field. 
(k) The department chair, after consultation with the departmental faculty, where possible, will submit recommended applicants to the appropriate dean. 
(l) The dean forwards recommended additions to the pool of adjunct faculty to the Vice President for Academic Affairs and Provost.  The VPAA and Provost will consult with the Assistant to the President for Minority Affairs concerning diversity issues. 
(m) The Vice President for Academic Affairs and Provost will forward to the Office of Human Resources and Affirmative Action the dean's recommendation that a person be added to the adjunct faculty pool.  The Office of Human Resources and Affirmative Action will send letters to the individuals stating that they have been added to the pool with a copy sent to the VPAA and Provost, dean, and department chair. 
(n) When an individual is approved for the pool, that individual's credentials will remain on file for five years even if they are not selected for teaching.  After five years, an individual will have to re-apply for inclusion in the pool unless he/she has been selected to teach. 
(o) When a need arises to employ adjunct faculty, the department chair, after consultation with the departmental faculty, where possible, will recommend employment of an approved candidate from the pool to the VPAA through the dean. 
(p) The Vice President for Academic Affairs and Provost will prepare a letter of employment and forward the letter to the President for signature.  Once the President has signed the letter, the letter will be sent to the Office of Human Resources and Affirmative Action.  Upon receipt of the letter of employment, the Office of Human Resources and Affirmative Action will call the appointee and ask that person to come in and sign the letter of employment and complete all necessary paperwork, e.g., I-9 form, tax forms, etc. 
(q) Adjunct faculty members who have taught during the past five years will be considered as being a part of the Aadjunct faculty applicant pool" and will not 
(r) be required to reapply. The department chair can request through his or her dean to the Vice President for Academic Affairs and Provost that a 
(s) continuation of employment contract be prepared. 
B.  Employment of Adjunct Faculty 
For employment of adjunct faculty, the department chair should submit to the college dean a Departmental Appointment Request form. The college dean should endorse the request and send it to the Vice President for Academic Affairs and Provost. For adjunct faculty, no interview is required at the Vice President for Academic Affairs and Provost level or higher.  If it is the first time that this person has been employed at UNA, a vita and official transcripts for all degrees and any additional graduate work need to be forwarded with all the paperwork to the Vice President for Academic Affairs and Provost. Once received, the Vice President for Academic Affairs and Provost will keep vitae and transcripts on file. 
All adjunct faculty will be employed using the UNA salary scale for adjunct faculty. 
Any offer of adjunct appointment will be for one semester only, renewable according to the needs of the University. 
Adjunct faculty should not be employed for more than one‑half time of the published normal faculty teaching load except for compelling circumstances. 
After review and approval of the employment request by the President of the University, the adjunct faculty member will receive an employment letter signed by the President. This letter will include: 
d. a list of courses that person will teach, 
e. the salary for that semester, 
f. indication of when salary payments will be made, 
g. a notice that the class and employment will be canceled if there is insufficient enrollment of students in the class listed, 
h. a notice that the only fringe benefit offered to adjunct faculty is a remission of course hour fees benefit, on a space available basis, 
i. equal to six semester hours of coursework per semester, 
j. a deadline for the President to receive a written response to the employment letter, and 
k. The Office of Human Resources and Affirmative Action complies with established procedures in preparing a personnel file and all other 
l. required administrative paperwork. 
C. Adjunct Faculty Supervision, Performance Expectations, and Evaluation 
At the beginning of each semester, the department chair will hold an orientation meeting for new adjunct faculty. 
It will be the responsibility of the department chair to supervise the adjunct faculty member and to evaluate the performance of the adjunct faculty member at the end of each semester. Evaluations for adjunct faculty will be kept on file in the departmental office. 
Office space or an area will be provided when appropriate and available so that the adjunct faculty member can be available to students. 
Each adjunct faculty member will have access to on‑campus mail through the department chair's post office box. 
It is the department chair's responsibility to certify to the Director of Public Safety the names of official adjunct faculty so that he/she can provide them with parking decals. This certification should be made as soon as the faculty member has accepted employment. 
Adjunct faculty members, when appropriate, will establish, post and/or distribute to students a listing of office hours where they can be reached if the students need help. When appropriate, a minimum of two hours per week should be provided.  Normally, these office hours are listed immediately before or after class hours. 
For each class taught, the adjunct faculty member must develop a syllabus for the course. This syllabus must be handed out to the students during the first or second class period and be on file in the department chair's office. If the faculty member is teaching one section of a multiple‑section class, he or she may wish to use a common syllabus that other faculty are using. 
Adjunct faculty members should be informed of any departmental regulations in relation to grading and these should be followed. 
The department chair must emphasize that grades must be turned in according to the university schedule at the end of the semester. It is the department chair's responsibility to see that this grading schedule is made available to each adjunct faculty member. 
Adjunct faculty are to be evaluated by students using the standard student evaluation form for faculty for that department, and the results will be retained in the department chair's office. Results of these evaluations will be shared with the adjunct faculty member in a timely fashion and will be considered in future employment agreements with the faculty member. 
Adjunct faculty are invited but not required to attend general university faculty meetings. It is the department chair's responsibility to determine if the adjunct faculty members should attend departmental faculty meetings. 
Adjunct faculty do not hold voting rights within the department or college in relation to promotion, tenure, or employment of faculty decisions. 
It is the adjunct faculty member's responsibility to notify the department chair of an interest to continue to be considered for adjunct appointment since each semester requires a new letter of employment. 
For compelling reasons, the President is authorized to make limited exceptions to this policy. 
English 099: Basic Writing Instructor’s Syllabus 
As described in the 2010-11 University of North Alabama Catalog, EN 099 is a “noncredit course in basic grammar and composition required of all students with scores of 15 or below on the ACT English Subtest” and “counts as three semester hours in determining hour load” (236). Learning Outcomes: Students who complete this course should be able to 
1. recognize and compose a thesis sentence; 
2. compose a paragraph or essay that is relatively free of major errors; 
3. recognize, analyze, and write essays that contain a clearly stated thesis, detailed paragraphs, and a conclusion; 
4. write essays based upon personal experience, current events, general knowledge, and readings; 
5. analyze and synthesize information for the writing process; 
6. organize in advance using prewriting techniques, including outlines; 
7. apply the skills of editing and revising; 
8. apply basic grammar and punctuation skills; 
9. improve spelling, increase vocabulary, and improve reading comprehension

Required Texts: 
Gaetz, Lynne and Suneeti Phadke. The Writer's World: Paragraphs and Essays. 2nd Edition.  
Hacker, Diana.  A Writer’s Reference (University of North Alabama 2nd Edition) 
Diagnostics: Students should compose a short diagnostic essay within the first week of class.  The Nelson-Denney Reading Test will be administered at the start of each term.  Instructors should see the departmental secretary for testing materials.  Once the tests have been completed, instructors should follow the instructions to calculate all scores with the exception of the reading rate.  Instructors should send a copy of the report to the chair of the First-Year Composition Committee. 
Assignments: This course requires the preparation of expository academic paragraphs and essays.  In the absence of specific guidelines from AGSC & STARS, it is recommended that 6 texts of acceptable academic quality, ranging in lengths from paragraphs to essays, be produced in this course. 
Conferences: Instructors should schedule one conference with each student to discuss writing concerns and progress.  Typically these conferences are scheduled before midterm grades are assigned.

Reminders: Resource materials and software are available in the Academic Resource Center.  Instructors should encourage students to take advantage of the tutors available in the ARC and the Center for Writing Excellence.  Additionally, instructors may wish to schedule a Center for Writing Excellence presentation on services offered.
Instructors may allow ESL students additional time to finish their in-class assignments.  The First-Year Composition Committee recommends only allowing an additional 15 minutes.

INSTRUCTOR’S SYLLABUS, English 111: First-Year Composition I (3 semester hours credit) 
Prerequisite: Minimum ACT English Subtest score of 16, Minimum SAT English Subtest score of 411 or completion of EN 099 Basic English.
Note: Final grades of D and F will be recorded as NC (no credit), and students who earn NC will be required to repeat the course.

Statement of Purpose: The Written Composition (EN 111/121 and EN 112/122) requirement of the General Education Curricula is designed for students to develop skill in prewriting, writing and rewriting expository and persuasive essays of various lengths for a variety of rhetorical situations, in thinking critically, in analyzing texts of various types, and in conducting research to seek out and acquire knowledge.

Books and Resources (Available in the English Department Office)

Required Texts: Hacker, Diana. A Writer’s Reference (University of North Alabama Second Edition) http://bcs.bedfordstmartins.com/custom/una/, link to corrected custom material for AWR.
Required Dictionary: a good collegiate dictionary, such as one of the following: The American Heritage Dictionary of the English Language, Webster's New World Dictionary, Webster's New Collegiate Dictionary, American Student's Dictionary, The Random House Dictionary, Merriam-Webster's Collegiate Dictionary, and Funk and Wagnall's Standard College Dictionary.
Optional Text: McWhorter, Kathleen T. Successful College Writing, Brief Fourth Edition.

Optional Resources: In UNA’s Academic Resource Center, instructors may check out half-hour video programs covering basic skills such as shaping a thesis, prewriting, drafting, revising, and planning a composition. 
Specific Text Material

A Writer’s Reference: Instructors should focus on Sections C (especially C4) and A of the text; these sections may be supplemented by the material in Successful College Writing (if in use). Additionally, the instructor will require students to use the handbook during the course both as a source of class assignments and as an aid for correcting grammatical deficiencies. Early in the semester, emphasis should be placed on the study of grammar in the context of the student's writing. Thus, the instructor should teach students how to use the handbook as a tool to aid in the revising and editing of essays; moreover, the instructor should be available to supervise the revising and editing of each student's writing assignments. Instructors should incorporate lessons based on sections G, P, and M. Sections S, W, and B should also be given emphasis when discussing style and tone. Exercises are embedded into these sections for class use as the instructor deems necessary. All grammar and mechanics related assignments from A Writer’s Reference should focus on the serious errors outlined in Section IV, #8 as well as the needs of the individual class.  Students whose native language is not English should be made aware of section E, pages 243-84, and section H.

Successful College Writing (if in use): Instructors should cover Parts One, Two and Three of the text. In Part Two, instructors should take note of Chapters 5, 8, and 9.  

Internet Resources: Additionally, instructors and students may make use of the following Internet resources provided by Bedford/St. Martin’s.  Use of the Internet resources may require that the students register with Bedford/St. Martin’s, but use of the sites does not require additional software or payment.   http://bcs.bedfordstmartins.com/exercisecentral/default.asp?uid=0&rau=0 links to “Exercise Central,” which is an exercise bank for basic grammar.  http://bcs.bedfordstmartins.com/writersref6e/Player/Pages/Main.aspx is the companion site for A Writer’s Reference. It offers additional exercises in grammar as well as writing and research.  The site also includes sample student essays. http://bcs.bedfordstmartins.com/rewriting/default.asp?uid=0&rau=0 is the link for the “Re:Writing” site; it incorporates elements of both Exercise Central and the companion site for A Writer’s Reference.   
Writing Requirement: The instructor will neither give nor accept writing assignments of short stories, poetry, or any purely creative literary forms. The instructor should give maximum weight in grading and emphasis in teaching to the processes of composition. The English 111 student is required to write a minimum of six (6) expository essays. Of those six, at least three (3) essays should be written in class during the class period. All essays should demonstrate a knowledge of Standard American English. A student's essay may be given an additional grade as it is revised and edited; however, revisions may not be counted as separate essays toward the required six. In other words, a student may receive several grades on one essay as the student improves that essay through revision, but regardless of how many grades a single essay may receive, the essay is to be counted only once toward the minimum requirement. A composition of less than three paragraphs may NOT be counted toward the requirement. The final essay written during the final examination period DOES count toward the requirement of six essays. The summer session will compose the same number of essays as the regular term course. The instructor should be certain that the minimum requirement of essays is maintained.  
The instructor has the option of keeping or returning essays and research papers at the end of the semester.

Learning Outcomes: Upon completion of the Written Composition sequence, the student will be able to:
10. develop and phrase controlling ideas;
11. support ideas with adequate and appropriate evidence and thoughtful analysis;  
12. apply a reasonable method of organization; 
13. demonstrate a sensitivity for words in the language;
14. employ a variety of sentence structures;
15. locate primary and secondary sources using existing and new technologies; analyze and evaluate sources; and synthesize sources without committing plagiarism;
16. and use the grammar and mechanics of Standard American English. Specifically, the following serious errors will be heavily penalized:
m. the comma splice
n. fused sentences and run-on sentences
o. the sentence fragment
p. lack of subject-verb agreement and verb errors
q. incorrect use of pronouns
r. excessive spelling errors, including misuse of the apostrophe
s. inconsistent tense usage
t. use of nonstandard verb forms
u. use of nonstandard constructions
v. inappropriate diction 
(Please see the Assessment section of A Writer’s Reference, pages 7-9 for more information.)
Reading Requirement: Instructors should assign ONLY NONFICTION readings in EN 111.  Instructors may assign readings from Successful College Writing (if in use) and from other sources (reserve materials in the library, online articles, etc.).
Reading Goals: The instructor will assign readings to help students to improve their reading comprehension, to encourage thoughtful responses, and to increase students’ knowledge of the world around them.

Conferences: The instructor will schedule a MINIMUM of one conference (at least 15 minutes) with each student and will encourage students to schedule additional conferences as needed.
Library Orientation: A library orientation must be scheduled before midterm through the Instructional Services Librarian (4466).  
Assessment: Evaluation of essays should address learning outcomes (IV). If instructors have developed any specific criteria they intend to utilize for evaluating essays, they should inform the students of these standards during the first week of class. Teachers should include a grading scale and procedures for assessment in a course syllabus distributed to students during the first week of class meetings. Students who are not proficient in writing should not pass the course. Students who cheat on tests or on essays or who commit plagiarism may receive a grade of NC in the course. The student's grade for English 111 may be computed as follows:
Three-fourths: All essays other than the final, and optional tests and quizzes.
One-fourth: Impromptu essay, including thesis and outline, to be written during the final examination 
period, on a topic selected from several topics provided by the instructor. Evaluation of final examinations should address learning outcomes (IV).
Academic Honesty and Plagiarism: The UNA 2010-11 Catalog outlines the University’s policy regarding academic honesty (48). Guidelines on avoiding plagiarism can be found in Successful College Writing (591-593), in Section R3 of A Writer’s Reference (383-389), and at http://www.una.edu/library/help/plagiarism-students.html. The English Department’s web page outlines the department’s stand on plagiarism and other forms of academic dishonesty at  http://www.una.edu/english/plagiarism-policies.html. Early in the semester instructors should review with students the following discussions of plagiarism: in Successful College Writing pages 591-593 and in A Wrtier’s Reference pages 383-389. Instructors MUST have students submit a signed copy of the “Plagiarism Awareness Form” (available on the departmental website) BEFORE accepting any work to be graded. “Re: Writing” has a useful tutorial on avoiding plagiarism at http://bcs.bedfordstmartins.com/plagiarismtutorial/default.asp?uid=0&rau=0. Again instructors and students will need to register with Bedford/St. Martin’s to access the tutorial.
Incidents of academic dishonesty (cheating, plagiarism, etc.) should be documented using the “Academic Dishonesty Form” available on the English Department website.
Withdrawal Policy: Instructors should refer to the Academic Calendar for specific dates regarding withdrawal. Students who choose to withdraw from the course may do so, but they are solely responsible for handling any appropriate paperwork.  Students who do not follow procedures properly often remain on class rosters and receive failing grades for the course. The following statement is from page 60 of the 2010-11 Catalog published by the University:  
A student may withdraw from a course with a grade of W up to and including the Friday that falls one week after the designated midterm date by bringing a completed withdrawal slip (signed by the instructor) to the Registrarʼs Office or sending an email to Registrar@una.edu. This email must be sent from the studentʼs UNA Portal account. After that deadline and up to the Wednesday that falls two weeks prior to the last day of class, a student may withdraw from a course with a grade of WP (withdraw passing) or WF (withdraw failing) assigned by the instructor. During the final two weeks of class, withdrawal is not permitted except in extraordinary circumstances. Permission of both the instructor and department chair is required, and the grade of WP or WF will be assigned by the instructor.

Students should review the listed exceptions and notes to this rule as printed in the 2010-11 UNA Catalog.
Accommodation Statement:  It is the policy of the University of North Alabama to afford equal opportunity in education to qualified students.  Therefore, a student who has a disability that inhibits the student’s ability to meet course requirements and who desires accommodations must contact the instructor and Developmental Services within the first three class meetings of the semester (within the first three days during summer terms). The goal is to develop a timely accommodation plan and to file an Americans with Disabilities Act (ADA) Accommodation Form. Course requirements will not be waived, but accommodations will be made to allow each student to meet course requirements, provided the student acts within the first three class meetings in working with the instructor to develop an accommodation plan. If a disability is identified later in the semester, a non-retroactive accommodation plan will be developed at that time.
Revised: August 2010

INSTRUCTOR’S SYLLABUS, English 112: First-Year Composition II (3 semester hours credit)
Prerequisite: Successful Completion of EN 111 or EN 121.
Note: Final grades of D and F will be recorded as NC (no credit), and students who earn NC grades will be required to repeat the course.
Statement of Purpose: The Written Composition (EN 111/121 and EN 112/122) requirement of the General Education Curricula is designed for students to develop skill in prewriting, writing and rewriting expository and persuasive essays of various lengths for a variety of rhetorical situations, in thinking critically, in analyzing texts of various types, and in conducting research to seek out and acquire knowledge.
Books and Resources (Available in the English Department Office)

A. 
Required Texts: Hacker, Diana. A Writer’s Reference (University of North Alabama Second Edition) http://bcs.bedfordstmartins.com/custom/una/, link to corrected custom material for AWR 

B.  
Required Dictionary: a good collegiate dictionary, such as one of the following: The American Heritage Dictionary of the English Language, Webster's New World Dictionary, Webster's New Collegiate Dictionary, American Student's Dictionary, The Random House Dictionary, Merriam-Webster's Collegiate Dictionary, and Funk and Wagnall's Standard College Dictionary.
C. Optional Text : McWhorter, Kathleen T. Successful College Writing, Brief Fourth Edition
D. Optional Resources: In UNA’s Academic Resource Center, instructors may check out half-hour video programs covering basic skills such as shaping a thesis, prewriting, drafting, revising, and planning a composition. 
Specific Text Material
A Writer’s Reference: Sections C and A of A Writer’s Reference should be used. The instructor will require students to use the handbook during the course both as a source of class assignments and as an aid for correcting grammatical deficiencies.  Although instructors should continue to stress thesis sentences, outlining, and frequent revisions, the emphasis in 112 is on word and style sensitivity, effective sentence structure, clear thought, and library research and documentation. The text offers three sections (R, MLA, and APA|CMS tabs) on research.  Instructors should incorporate lessons based on sections G, P, and M. Sections S, W, and B should also be given emphasis when discussing style and tone. Exercises are embedded into these sections for class use as the instructor deems necessary. All grammar and mechanics related assignments from A Writer’s Reference should focus on the serious errors outlined in Section IV, #8 as well as the needs of the individual class.  Students whose native language is not English should be made aware of section E, pages 243-84, and section H.

Successful College Writing (if in use): In addition to a review of Part Two (especially Chapters 5, 8, and 9), instructors should cover Parts Four, Five and Six.  

Internet Resources: Additionally, instructors and students may make use of the following Internet resources provided by Bedford/St. Martin’s. Use of the Internet resources may require that the students register with Bedford/St. Martin’s, but use of the sites does not require additional software or payment.   http://bcs.bedfordstmartins.com/exercisecentral/default.asp?uid=0&rau=0 links to “Exercise Central,” which is an exercise bank for basic grammar. http://bcs.bedfordstmartins.com/writersref6e/Player/Pages/Main.aspx is the companion site for A Writer’s Reference. It offers additional exercises in grammar as well as writing and research.  The site also includes sample student essays.  http://bcs.bedfordstmartins.com/rewriting/default.asp?uid=0&rau=0 is the link for the “Re:Writing” site; it incorporates elements of both Exercise Central and the companion site for A Writer’s Reference.   
Writing Requirement: The English 112 student is required to write a research paper and a minimum of five (5) expository essays. At least three of the five essays must be written during the class period. The final essay written during the final examination period counts toward the minimum of five, but revisions of essays may not be counted toward the essay requirement. Since this is a course in expository and persuasive writing, the instructor will neither give nor accept writing assignments of short stories, poetry, or any purely creative literary forms. 
Working under the careful supervision of the instructor, each English 112 student will write a full‑length research paper. The instructor should require adequate library research, careful organization, attention to prewriting and drafting, and a final, well‑documented paper with bibliography. Instructors may wish to utilize the research topic as they plan the impromptu essays. Additional requirements, such as notecards and outlines, are left to the discretion of the instructor. Throughout the research paper writing process, the student will acquire knowledge and techniques of library research methodology, manuscript style, and organizational skills required for a lengthy paper, in addition to those skills required for prewriting, writing, and rewriting. 
The instructor has the option of keeping or returning essays and research papers at the end of the semester.
Learning Outcomes: Upon completion of the Written Composition sequence, the student will be able to:

17. develop and phrase controlling ideas;

18. support ideas with adequate and appropriate evidence and thoughtful analysis;  

19. apply a reasonable method of organization; 

20. demonstrate a sensitivity for words in the language;

21. employ a variety of sentence structures;

22. locate primary and secondary sources using existing and new technologies; analyze and evaluate sources; and synthesize sources without committing plagiarism;

23. and use the grammar and mechanics of Standard American English. Specifically, the following serious errors will be heavily penalized:

w. the comma splice

x. fused sentences and run-on sentences

y. the sentence fragment

z. lack of subject-verb agreement and verb errors

aa. incorrect use of pronouns

ab. excessive spelling errors, including misuse of the apostrophe

ac. inconsistent tense usage

ad. use of nonstandard verb forms

ae. use of nonstandard constructions

af. inappropriate diction 

(Please see the Assessment section of A Writer’s Reference, pages 7-9 for more information.)
Reading Outcomes and Requirements: To introduce students to literary analysis and to help them improve their reading comprehension, to improve their knowledge of the world of literature, and to learn to write from literature, the instructor will require EN 112 students to read literary selections as needed from Part Six of Successful College Writing (if used) and other readings as assigned by the instructor. Selections must be identified in the course syllabus. REMINDER ABOUT READINGS: EN 112 is the second part of a two-semester course in composition; therefore, the emphasis should be on helping students to develop skill in expository writing. While instructors may incorporate works of literature into their syllabi, the emphasis is not on a study of literature or writing about literature.  Instead, instructors should choose works that will generate writing assignments FROM literature. Non-fiction readings may also be assigned in this course.
Conferences: The instructor will schedule a minimum of one conference (at least 15 minutes) with each student and will encourage students to schedule additional conferences as needed. The instructor may wish to schedule an early conference with students who come to EN 112 with deficiencies in grammar.
Library Orientation: A library orientation must be scheduled before midterm through the Instructional Services Librarian (4466).  
Assessment: If instructors have developed any specific criteria for evaluating essays, they should inform the students of these standards during the first week of class. Instructors should include a grading scale and procedures for assessment in a course syllabus distributed to students during the first week of class meetings. Primary emphasis in determining the student's grade will be placed on the student's ability to write lucid, correct prose. Students who are not proficient in writing should not pass the course. Students who cheat on tests or on essays or who commit plagiarism may receive a grade of NC in the course. The student's grade in EN 112 may be computed as follows:
One‑fourth: Impromptu essay, including a specific thesis sentence, to be written during the final examination period, on a topic selected from several topics provided by the instructor.
One‑fourth: Full‑length research paper.
One‑half: All other essays, tests, and quizzes.
Academic Honesty and Plagiarism: The UNA 2010-11 Catalog outlines the University’s policy regarding academic honesty. Guidelines on avoiding plagiarism can be found in Successful College Writing (591-593), in Section R3 of A Writer’s Reference (383-389), and at http://www.una.edu/library/help/plagiarism-students.html. The English Department’s web page outlines the department’s stand on plagiarism and other forms of academic dishonesty at  http://www.una.edu/english/plagiarism-policies.html. Early in the semester instructors should review with students the following discussions of plagiarism: in Successful College Writing pages 591-593 and in A Writer’s Reference pages 383-389. Instructors MUST have students submit a signed copy of the “Plagiarism Awareness Form” (available on the departmental website) BEFORE accepting any work to be graded. “Re: Writing” has a useful tutorial on avoiding plagiarism at http://bcs.bedfordstmartins.com/plagiarismtutorial/default.asp?uid=0&rau=0. Again instructors and students will need to register with Bedford/St. Martin’s to access the tutorial.
Incidents of academic dishonesty (cheating, plagiarism, etc.) should be documented using the “Academic Dishonesty Form” available on the English Department website.
Withdrawal Policy: Instructors should refer to the Academic Calendar for specific dates regarding withdrawal. Students who choose to withdraw from the course may do so, but they are solely responsible for handling any appropriate paperwork.  Students who do not follow procedures properly often remain on class rosters and receive failing grades for the course. The following statement is from page 60 of the 2010-11 Catalog published by the University:  

A student may withdraw from a course with a grade of W up to and including the Friday that falls one week after the designated midterm date by bringing a completed withdrawal slip (signed by the instructor) to the Registrarʼs Office or sending an email to Registrar@una.edu. This email must be sent from the studentʼs UNA Portal account. After that deadline and up to the Wednesday that falls two weeks prior to the last day of class, a student may withdraw from a course with a grade of WP (withdraw passing) or WF (withdraw failing) assigned by the instructor. During the final two weeks of class, withdrawal is not permitted except in extraordinary circumstances. Permission of both the instructor and department chair is required, and the grade of WP or WF will be assigned by the instructor.

Students should review the listed exceptions and notes to this rule as printed in the 2010-11 UNA Catalog.

Accommodation Statement: In accordance with the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973, the University offers reasonable accommodations to students with eligible documented learning, physical and/or psychological disabilities. Under Title II of the Americans with Disabilities Act (ADA) of 1990 and Section 504 of the Rehabilitation Act of 1973, a disability is defined as a physical or mental impairment that substantially limits one or more major life activities as compared to an average person in the population. It is the responsibility of the student to contact Developmental Services prior to the beginning of the semester to initiate the accommodation process and to notify instructors within the first three class meetings to develop an accommodation plan. Appropriate, reasonable accommodations will be made to allow each student to meet course requirements, but no fundamental or substantial alteration of academic standards will be made. Students needing assistance should contact Developmental Services. 
Revised August 2010.

EN 231: LITERATURE OF THE WORLD I
Credit:  3 semester hours

Prerequisites:  Successful completion of EN 111, 112, or 120, 121
I.    Course Description: EN 231 is a survey of selections from the great literature of the world, covering major writers of the Ancient World to 1650. 

 II.   Course Objectives: Upon successful completion of the course, students should:

1.  Demonstrate knowledge of aesthetic theory and practice in the Humanities and Fine Arts.        

2.  Demonstrate the critical and analytical methodologies of the Humanities and Fine Arts.

3.  Recognize and value the strengths and challenges inherent in global diversity.

4.  Develop and demonstrate an understanding of how the Humanities and Fine Arts express and perpetuate culture. 

5.  Demonstrate competence in oral communication.

6.  Recognize the historical periods that produced the literature.

7.  Understand genres and methods of literary interpretation.

8.  Be able to recognize structural elements that comprise a literary work.

III.   Possible Texts:
The Norton Anthology of Western Literature  (8th Edition, Volume 1)  

The Norton Anthology of World  Literature  (2nd  Edition, Volumes A, B, C)  

The Bedford Anthology of World Literature 

The Longman Anthology of World Literature (2nd Edition, Volumes A, B, C)

IV.   Tests:
1.
Two or three tests are recommended.  An analytical paper research project or book report is often substituted in lieu of one test.  It is required that students write about the literature.  Successful completion of analytical paper or research project may be required for satisfactory completion of the course.

2.
Short tests or pop quizzes are recommended, but not required, to encourage students to prepare their assigned reading.


 V.   Attendance: Since 231 is a required course, it is strongly recommended that students attend class regularly.  Refer students to the "class attendance" statement in the college catalog.

VI.    Syllabus Assignments: Instructors may assign specific authors and works that, in their individual experiences, best fulfill the stated purpose of the course and best represent individual training and interest.  

Accommodation Statement: In accordance with the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973, the University offers reasonable accommodations to students with eligible documented learning, physical and/or psychological disabilities. Under Title II of the Americans with Disabilities Act (ADA) of 1990 and Section 504 of the Rehabilitation Act of 1973, a disability is defined as a physical or mental impairment that substantially limits one or more major life activities as compared to an average person in the population. It is the responsibility of the student to contact Developmental Services prior to the beginning of the semester to initiate the accommodation process and to notify instructors within the first three class meetings to develop an accommodation plan. Appropriate, reasonable accommodations will be made to allow each student to meet course requirements, but no fundamental or substantial alteration of academic standards will be made. Students needing assistance should contact Developmental Services. 

Rev. December 17, 2009

EN 232: LITERATURE OF THE WORLD II
Credit:  3 semester hours
Prerequisites:  Successful completion of EN 111, 112, or 120, 121

I.    Course Description: EN 232 is a study of the great works of world literature, covering major writers from 1650 to the modern era.. 

 II.   Course Objectives: Upon successful completion of the course, students should:

1.  Demonstrate knowledge of aesthetic theory and practice in the Humanities and Fine Arts.        

2.  Demonstrate the critical and analytical methodologies of the Humanities and Fine Arts.

3.  Recognize and value the strengths and challenges inherent in global diversity.

4.  Develop and demonstrate an understanding of how the Humanities and Fine Arts express and perpetuate culture. 

5.  Demonstrate competence in oral communication.

6.  Recognize the historical periods that produced the literature.

7.  Understand genres and methods of literary interpretation.

8.  Be able to recognize structural elements that comprise a literary work.

III.   Possible Texts

The Norton Anthology of Western Literature  (8th Edition, Volume 2)  

The Norton Anthology of World  Literature  (2nd  Edition, Volumes D, E, F)  

The Bedford Anthology of World Literature 

The Longman Anthology of World Literature (2nd Edition, Volumes D, E, F)

IV.   Tests

1.
Two or three tests are recommended.  An analytical paper research project or book report is often substituted in lieu of one test.  It is required that students write about the literature.  Successful completion of analytical paper or research project may be required for satisfactory completion of the course.

2.
Short tests or pop quizzes are recommended, but not required, to encourage students to prepare their assigned reading.


 V.   Attendance: Since 231 is a required course, it is strongly recommended that students attend class regularly.  Refer students to the "class attendance" statement in the college catalog.

VI.    Syllabus Assignments: Instructors may assign specific authors and works that, in their individual experiences, best fulfill the stated purpose of the course and best represent individual training and interest.  

Accommodation Statement: In accordance with the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973, the University offers reasonable accommodations to students with eligible documented learning, physical and/or psychological disabilities. Under Title II of the Americans with Disabilities Act (ADA) of 1990 and Section 504 of the Rehabilitation Act of 1973, a disability is defined as a physical or mental impairment that substantially limits one or more major life activities as compared to an average person in the population. It is the responsibility of the student to contact Developmental Services prior to the beginning of the semester to initiate the accommodation process and to notify instructors within the first three class meetings to develop an accommodation plan. Appropriate, reasonable accommodations will be made to allow each student to meet course requirements, but no fundamental or substantial alteration of academic standards will be made. Students needing assistance should contact Developmental Services. 

Rev. December 17, 2009

English Composition Sequence and Literature Survey Assessments
Each year the department will be conducting an assessment of both the composition sequence (EN 111/112) and the literature survey courses (EN 232/234).  All departmental faculty members are required to submit selected student work for this assessment.  Faculty members will be notified in advance if they have students whose work will be used for the assessment.  Specific guidelines regarding work used for assessment will be sent by the appropriate committee chairs or their designates via email; notifciation may also be placed in faculty boxes.  The following pages contain samples of directions for the assesement process and the rubric used to evaluate the essays.  The rubric is for informational use ONLY.
Instructor Guidelines for EN 111/121 Diagnostic Essay
To assist in the assessment of our First-Year Composition program, we will be conducting a diagnostic essay in all EN 111/121 classes.  As in the assessment of EN 112/122 in the spring, you will receive a list of students selected for the assessment sample.  Please pull the essays written by these students, and make a copy of each essay for the assessment team.  Specific instructions regarding implementing this diagnostic and the suggested topics are listed below.
24. This assessment is designed to determine a baseline for the First-Year Composition sequence.  We will use the results of this assessment to ascertain what our students’ skills are coming into our program.  Again, this assessment will focus on the program’s outcomes, not individual instructors or students.

25. This assignment should occur within the first two weeks of class.  Avoid offering students too much assistance with this assignment; remember we want to see what their skills are coming into our program.  Copies of the chosen essays are due in the English Department office no later than ________________________. 

26. Please make copies of the ungraded essays of the students on your list.  Do not begin grading the essay until after you provide the team with an unmarked copy.  

27. This assignment should be impromptu; don’t let the students know the topics ahead of time.  Essays should be completed within a 50-minute period.

28. If a student on the assessment list is absent the day you assign the topics, do not have him/her make up the essay.  

29. Use the attached student instruction page with the ELMO or overhead projector.  The department staff will be happy to make an overhead for you should you need one.
Format and Other Requirements–

30. Essays should be double-spaced and written in blue or black ink on the front side of the page only.

31. Neither the student’s name nor the instructor’s should appear on any page of the essay sent to the Assessment team.

32. Students should write their student numbers in the upper right-hand corner of each page of their essays.
33. Students should write “Diagnostic” at the top of the first page.

Instructions and Topics for the Diagnostic Essay
Instructions–

· Choose one of the following topics, and write a well-developed essay.

· Write your student number in the upper right-hand corner of each page of your essay.

· Write “Diagnostic” at the top of first page.

· Skip lines, and write in blue or black ink on the front side of the page only.

· The use of dictionaries of any kind is permitted.

Topics– (Instructors should list a maximum of three topic choices.)
The following are example topics which may be used.

· Discuss qualities (2-4) of a good role model. Name and explain or define each quality. Give detailed examples of people you have known personally or people who are generally known that you consider good role models. This person does not have to be rich or famous or "important" by any objective measure.  Be sure your examples clearly illustrate why you have chosen each person.

· Discuss what qualities a high school student should consider when choosing a college or university. Explain which areas should be considered and why, perhaps by giving the pros and cons of the areas considered. Use your personal experiences in this decision-making process or the experiences of others for examples, either positive or negative.

· One contributing factor to the great diversity in the backgrounds of students attending such a large university as this is the influence of their hometowns on their lives. Discuss your hometown--its good points and/or deficiencies. Explain each point and give detailed examples of how each strength or weakness is manifested in your hometown and how it has influenced you and your friends.

· Each of us plays a wide variety of roles every day.  For instance, you might be a son or a daughter, a husband or a wife, a father or a mother, a boss or an employee, and a student.  Discuss which of these roles is most important to you, and explain the importance of the role to you using examples from your life.

· Describe your most (or least) successful writing experience. Consider what lessons you may have taken away from the experience.

Instructions for Administering and Collecting First-Year Composition Portfolios
Spring 2010
In accordance with new assessment guidelines, the English department has chosen to assess First-Year Composition portfolios. These portfolios will include the following texts: 
· Diagnostic essay written in the first two weeks of EN 111/121 

· Argumentative/Persuasive Research paper written in EN 112/122

· Argumentative/Persuasive Final-Exam essay written at the completion of the First-Year Composition sequence
The assessment is of the First-Year Composition sequence – not of any one instructor or student. The assessment team will not know from which class the essays have been pulled nor the identities of the students.
Instructions for Collecting EN 112/122 Research Papers
Below are the guidelines for the research paper. Please take a few moments to review the specific requirements for the completion of the research paper for assessment purposes. Contact Christa Raney (chraney@una.edu) or Anissa Graham (amgraham@una.edu) if you have questions regarding the process.

· For this assignment, students will be asked to write an argumentative/persuasive research paper. The prompt(s), the process, and the timeline are at the discretion of the instructor of the course. However, the research paper should not be based on literature, although it may be inspired by literature. 

· After completing the research essay, instructors will request from the departmental secretary a list of students whose papers will need to be copied for the assessment team to grade. The assessment team will need a clean copy of the paper to grade. Instructors should not begin grading the paper until after they have provided the team with an unmarked copy. 

· Neither the student’s name nor the instructor’s name should appear on any page of the paper sent to the assessment team. Therefore, when making copies, please cover personal identification information. 

· Write the student’s student number in the upper right-hand corner of each page of the copied papers. 

· Once copies of the student papers have been made for assessment, papers may be graded as they would be normally.

· Format and Other Requirements:

· Paper format (MLA, APA, etc.) is at the discretion of the instructor. 

· Paper should be typed in 12 point Times New Roman or an equivalent font.

· Paper should be 6-8 pages in length (text only, not including Works Cited page).

· Paper should incorporate 6-10 outside sources (both primary and secondary). 

· It is not necessary to submit the writing prompt(s) with the paper.

Instructions for Administering the Final-Exam Essay for EN 112/122
In accordance with new assessment guidelines, the English department has chosen not to give a common 112 final exam. Below are the guidelines for the final-exam essay. Please take a few moments to review the specific requirements for the completion of the essay for assessment purposes. Contact Christa Raney (chraney@una.edu) or Anissa Graham (amgraham@una.edu) if you have questions regarding the process.
· For this exam, students will be asked to write an argumentative/persuasive essay in response to a prompt or prompts (no more than three) determined by the instructor of the course.  Sample prompts appear on the sample instruction page.  Instructors should provide no more than THREE prompts for the exam.
· It is vital that students NOT receive topics ahead of time; one of the goals of this assessment is to ascertain our students’ facility with impromptu writing.  

· Students must complete the assignment within the specified exam time. NO EXCEPTIONS.  

· Before the exam, instructors will receive a list of students whose essays will need to be copied for the assessment team to grade. The assessment team will need a clean copy of the essay to grade. Instructors should not begin grading the essay until after they have provided the team with an unmarked copy. 

· Neither the student’s name nor the instructor’s name should appear on any page of the essay sent to the assessment team.

· Students should identify themselves by name on a separate title page; this page should NOT be copied when sending essays to the assessment team.

· Students should write their student numbers in the upper right-hand corner of each page of their essays.

· Students should write “Final Exam” at the top of the first page of the exam.

· Once copies of the student essays have been made for assessment, exams may be graded as they would be normally. 

Format and Other Requirements:

· Essays should be double-spaced and written in black ink on the front side of the page only.

· Essay prompts should avoid specifying essay length and instead encourage students to write a “well developed essay.”

· The assessment committee is not asking that students outline their papers; however, there is a space on the attached instruction sheet if individual instructors would like to require outlines as part of their requirements for successful completion of the exam.

· It is not necessary to submit the writing prompt(s) with the essays.

· The following page is a sample instruction sheet for students for the final exam.
Instructions to the Students for Final-Exam Essay
· Choose one of the following topics, and write a well-developed essay.

· Write your student number in the upper right-hand corner of each page of your essay.  Do not write your name or your instructor’s name anywhere on the essay.

· Write “Final Exam” at the top of the first page of your essay.

· Skip lines, and write black ink on the front side of the page only.

· The use of dictionaries of any kind is permitted.

· A separate title page is required.  
· Outlines are optional.
Here are sample prompts that may be used as guides in generating your own prompts:

· A recent study contends that “today’s college students are more narcissistic and self-centered than their predecessors.” Do you agree or disagree with this finding? Are today’s college students self-centered, and should society be concerned about this trend? Why or why not?

· Some universities have degree programs that allow students to take all of their classes online only. Should students be able to earn a degree by taking all their classes online and never visiting a campus? Why or why not?
· Some people think that sororities and fraternities are beneficial to a university while others think that they are a distraction. In what ways do sororities and fraternities contribute or detract from college life? 
Student Number _____________________


Assignment ______________________
Evaluator __________________________


Date ____________________________

Assessment Rubric for Area I

Written Communication

	Measurement:
	Score
	1
Unacceptable
	2

Weak


	3

Competent


	4

Good


	5

Superior



	1. Has a controlling idea
	
	no controlling idea
	ineffective controlling idea
	adequate controlling idea


	clearly focused controlling idea
	clearly focused and insightful controlling idea

	2. Support ideas with adequate and appropriate evidence and thoughtful analysis 


	
	ideas insufficiently developed with weak and ill-defined evidence and no analysis
	ideas incompletely developed with meager evidence and little analysis


	ideas satisfactorily developed with limited evidence and some analysis


	ideas thoroughly developed with adequate evidence and solid analysis
	original ideas thoroughly developed with interesting and substantial evidence and in-depth analysis

	3. Apply a reasonable method of organization
	
	poor method of organization


	flawed method of organization
	suitable method of organization
	effective method of organization
	sophisticated method of organization

	4.  Demonstrate a sensitivity for words in the language
	
	negligent attention to language based on purpose and audience
	lax attention to language based on purpose and audience
	adequate attention to language based on purpose and audience
	careful attention to language based on purpose and audience
	meticulous attention to language based on purpose and audience

	5. Employ a variety of sentence structures
	
	imprecise sentence structures
	awkward sentence structures
	minimal sentence structures
	varied sentence structures


	mature, precise, and varied sentence structures

	6. Locate primary and secondary sources using existing and new technologies; analyze and evaluate sources; and synthesize sources without committing plagiarism 
	
	overreliance on or omission of source material 
	inappropriate use of source material
	appropriate use of source material
	skillful use of source material 
	expert use of source material

	7. Use the grammar and mechanics of Standard American English
	
	multiple errors in grammar and mechanics


	frequent errors in grammar and mechanics


	occasional errors in grammar and mechanics
	isolated errors in grammar and mechanics
	 no major and few minor errors in grammar and mechanics


Instructions for Administering and Collecting Sophomore Literature Assessment
Spring 2009
In accordance with new assessment guidelines, the English department has chosen to assess EN 232/234 sophomore literature classes. The assessment is of the sophomore literature sequence – not of any one instructor or student. The assessment team will not know from which class the essays have been pulled nor the identities of the students.
Below are the guidelines for the assessment process. Please take a few moments to review the specific requirements for the completion of the assignment for assessment purposes. Contact Nancy Atkinson (neatkinson@una.edu) or Christa Raney (chraney@una.edu) if you have questions regarding the process.
· For this assignment, students will be asked to write a two-to-three paragraph explication of either a prose excerpt by Edgar Allan Poe or a short poem by William Butler Yeats. 

· It is vital that students NOT receive the prompt or sample passages ahead of time; one of the goals of this assessment is to ascertain our students’ literary knowledge and facility with impromptu writing.  

· Students must complete the assignment within the specified time of 50 minutes. NO EXCEPTIONS. Instructors of Monday/Wednesday/Friday classes should allot an entire class period for the assignment. Instructors of Tuesday/Thursday classes should limit students to 50 minutes.

· Instructors should choose an appropriate date in April to administer the explication assignment. This assessment requirement may require that instructors shuffle already assigned texts or cut texts from the syllabus to create the necessary time to administer the assignment.

· After administering the assignment, instructors will request from the departmental secretary a list of students whose responses will need to be copied for the assessment team to grade. The assessment team will need a clean copy of the response to grade; thus, instructors should not begin grading the response until after they have provided the team with an unmarked copy. Copied responses should be submitted to the departmental secretary. 

· Neither the student’s name nor the instructor’s name should appear on any page of the response sent to the assessment team.

· Students should identify themselves by name on a separate title page; this page should NOT be copied when sending responses to the assessment team.

· Students should write their student numbers in the upper right-hand corner of each page of their response.

· Reponses should be double-spaced and written in black ink on the front side of the page only.

· Once copies of the student responses have been made for assessment, responses may be graded as they would be normally. Instructors will choose how to count this assignment in their overall grading of the course (or not to count the assignment at all). 

· The following page includes the directions for the student and the sample passages. This page should be copied and given to students on the day the assessment is administered.

Sophomore Literature Assessment
Directions: Carefully read ONE of the following passages below. Write a two-to-three paragraph explication of your chosen passage in which you draw a larger conclusion about its meaning. In your response, identify relevant literary terms (i.e., theme, conflict, imagery, simile, personification, etc.) and explain their function. In addition, consider the various ways in which the text can be read (i.e., from a historical or feminist perspective, etc.).  
Passage 1:
from “The Fall of the House of Usher” by Edgar Allan Poe
DURING the whole of a dull, dark, and soundless day in the autumn of the year, when the clouds hung oppressively low in the heavens, I had been passing alone, on horseback, through a singularly dreary tract of country; and at length found myself, as the shades of the evening drew on, within view of the melancholy House of Usher. I know not how it was - but, with the first glimpse of the building, a sense of insufferable gloom pervaded my spirit. I say insufferable; for the feeling was unrelieved by any of that half-pleasurable, because poetic, sentiment, with which the mind usually receives even the sternest natural images of the desolate or terrible. I looked upon the scene before me - upon the mere house, and the simple landscape features of the domain - upon the bleak walls - upon the vacant eye-like windows - upon a few rank sedges - and upon a few white trunks of decayed trees - with an utter depression of soul which I can compare to no earthly sensation more properly than to the after-dream of the reveller upon opium - the bitter lapse into everyday life - the hideous dropping off of the veil. There was an iciness, a sinking, a sickening of the heart - an unredeemed dreariness of thought which no goading of the imagination could torture into aught of the sublime. What was it - I paused to think - what was it that so unnerved me in the contemplation of the House of Usher? It was a mystery all insoluble; nor could I grapple with the shadowy fancies that crowded upon me as I pondered. I was forced to fall back upon the unsatisfactory conclusion, that while, beyond doubt, there are combinations of very simple natural objects which have the power of thus affecting us, still the analysis of this power lies among considerations beyond our depth. It was possible, I reflected, that a mere different arrangement of the particulars of the scene, of the details of the picture, would be sufficient to modify, or perhaps to annihilate its capacity for sorrowful impression ; and, acting upon this idea, I reined my horse to the precipitous brink of a black and lurid tarn that lay in unruffled lustre by the dwelling, and gazed down - but with a shudder even more thrilling than before - upon the remodelled and inverted images of the gray sedge, and the ghastly tree-stems, and the vacant and eye-like windows.
Passage 2:
“Leda and the Swan” by William Butler Yeats
A sudden blow: the great wings beating still
Above the staggering girl, her thighs caressed
By the dark webs, her nape caught in his bill,
He holds her helpless breast upon his breast.
How can those terrified vague fingers push
The feathered glory from her loosening thighs?
And how can body, laid in that white rush,
But feel the strange heart beating where it lies?
A shudder in the loins engenders there
The broken wall, the burning roof and tower
And Agamemnon dead.
Being so caught up,
So mastered by the brute blood of the air,
Did she put on his knowledge with his power
Before the indifferent beak could let her drop?
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