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Welcome from the Chair of the English Department

     As instructors of composition, full-time and adjuncts alike, long-term or first-term teacher here, you are a valuable part of our Department and the larger University.  As the Department notes in its Prioritization Report, each member of our Department serves an important role in socializing all UDM students into the conventions of the academic discourse community.  Our primary purpose is to teach the UDM student body to think critically about, to appreciate, and to master the conventions of the English language—both in texts written by others and as producers of written texts themselves.   Especially through our 100-level composition courses, we provide UDM students with the foundation of academic writing, and critical reading and thinking skills that they need to participate in a university-level education.  

        As full-time instructors, you play a critical role, particularly in the Department’s continuing efforts to improve itself and its offerings to majors and non-majors alike.  We are a dynamic Department, continually assessing ourselves as well as responding to changes in the larger culture.  For example, in the nineties, we moved to include multicultural subjects and methods in our literature and composition courses.  In the last several years, we also have moved to incorporate the study of electronic writing and texts in our curriculum.  Currently, we are engaging in a University-wide dialogue concerning Writing Across the Curriculum and how we might incorporate the best thinking in this area to better service the needs of our students.  

       As adjunct instructors, you are part of a team of faculty who share not only common goals but who also work side-by-side in teaching courses at all levels.  I think I speak for all faculty, including our Writing Program Director, in welcoming you and letting you know that we are here to assist you in your teaching here at the University as well as in achieving your career goals. As instructors of composition, you are with us in the front lines of our endeavors, and we will be consulting you about changes you think need to be implemented in our curriculum throughout the course of this year.  

     It is your commitment that means so much to the success of our students, and for that you have our unqualified admiration and respect.

Dr. John Freeman

Chair, English

I.  Course Purposes and Goals


First-year composition courses treat writing as a negotiation between writers and readers; such writing is shaped by specific purposes, expectations, and situations. Students practice writing as a way of thinking, learning, and discovering knowledge, as well as a means of communicating it. Composition courses emphasize both the processes and the products of writing, including both personal and academic writing. Students develop their rhetorical abilities to assess situations in order to decide what kind of writing will work well in those contexts. Through rhetorical analyses of texts by professional and student writers, students learn to improve their writing and their reading skills. Composition courses are workshops in which students work through drafts and revisions with the help of their classmates and the teacher, in some cases publishing their writing for others.  Students should be encouraged to reflect on themselves as readers, writers, scholars, and members of society in contemporary America. Students should have an understanding of the influence of language upon how we engage with, interpret, and shape the world.

II.  Course Descriptions

English 130, College Writing

English 130 provides entering first-year students the opportunity to master the elements of college writing: focus, coherence, development, organization, and critical thinking in writing.  Students learn various planning and revising techniques as they write about their personal observations and experiences of cultures and differences in a short-essay format.  College Writing emphasizes the writing process--from invention strategies through development of claims.  Students work to acquire an understanding of audience and context for their writing. In other words, students learn to develop reader-based prose for college writing.  

College Writing instructors support the connection between reading and writing.  Readings are employed to generate ideas and responses from students.  Assignments in English 130 should ask students to respond to readings; analyze readings as to author's purpose; identify and respond to the needs of their audience; and to master various rhetorical contexts.  

College Writing should involve students in frequent brief-writing exercises and assignments.  Instructors should focus on sentence- and paragraph-level constructions as a first step to building confidence in their charges. Emphasis is on revision and writing workshops.  Instructors and tutors work with students one-on-one and in small groups to refine students' writing.  Instructors address grammar and style issues as the need arises and always in the context of student writing.  Formal research and instruction in documentation are not appropriate at this level.

Because computer literacy skills are important foundations for English 131 and other courses in the curriculum, instructors will provide students opportunities to compose in computer labs.  Whenever possible, English 130 sections will meet in computer labs.

Desired Outcomes.

In ENL 130, students are expected to:

1. Understand writing as a recursive process

2. Understand writing as a learning process

3. Understand how to question ideas through critical thinking processes

4. Demonstrate an ability to read actively, analyze, question, and respond to readings

5. Be able to use those readings to generate ideas in their own writing

6. Be able to recognize and appreciate differences in voice, tone, and style in other writers’ works

7. Recognize the importance of audiencefor their writing: identifying their audience, evaluating its needs, wedding those needs to their own rhetorical purpose and goals

8. Put their work into context with other "texts;" i.e. integrate their own ideas with those of others

9. Know and be able to work through various invention techniques (e.g., brainstorming, clustering, free-writing, among others)

10. Develop a claim (topic sentence/thesis)

11. Support that claim with anecdotal/cultural or textual evidence

12. Understand the importance of ascertaining and responding to audience needs 

13. Recognize the importance of different forms of supporting details such as fable, lore, anecdotes, as well as statistical data

14. Develop an understanding of organization (e.g., development of ideas, coherence in a piece of writing, use of transitions when necessary to maintain coherence) 

15. Be adept at constructing basic paragraphs (e.g., introductory, body, and concluding paragraphs) and know the uses of topic sentences and transitional devices

16. Understand the revision process; i.e. it takes multiple drafts to create a meaningful text 

17. Learn to critique their own and others' work

18. Be able to recognize and put into effect various rhetorical strategies (e.g., personal essay, expository, definition, and argumentative)

19. Understand the collaborative process of writing 

20. Be able to write clear and grammatically correct sentences (avoiding fragments, comma splices, and run-ons).  They should be able to consult handbooks as a means of learning proper usage

Required Textbooks:

A handbook. Suggested handbooks include:


A Writer's Reference

Prentice Hall Reference Guide to Grammar and Usage

Blair Handbook

Suggested Textbooks:    

St. Martin's Guide to Writing

Allyn & Bacon Guide to Writing

Suggested textbooks and handbooks for ENL 130 are available in the Director of Writing's office.  All other textbook choices must have pre-approval by the Director of Writing.

English 131, Academic Writing

Academic Writing immerses students in college-level researched writing.  Students refine their writing process strategies by writing a variety of essays that require responses to texts, broadly defined, with a special emphasis on decoding the hidden assumptions underlying both written and visual texts.  At least one paper should require library and Internet research, and all students must demonstrate the ability to document sources according to the MLA style sheet in order to contextual ideas and address specific audiences. Practice in citing, integrating, and documenting sources should begin as early in the semester as possible to ensure that students master these skills and able to employ them in disciplines other than English.  In addition, students learn how to avoid plagiarism, intentional or otherwise.  

Courses may address specific problems or issues and may be content driven. Students will learn various approaches to research, including field and library research.  While literature can be used within English 131, the goal of the course will focus on argument, the construction of arguments, and the analysis of various discourse communities as a means of responding to audience needs.  Students will not be taught the war model of argumentation; rather, they will learn to address their arguments in the form of analysis and proposal to the solution of the problem presented.  

Desired Outcomes.

In ENL 131, students are expected to master the following:

1. They should recognize that writing is a process of negotiation carried out among writer, text, and audience.

2. Understand elements of rhetoric such as invention, development of ideas, arrangement of their argument, and the context of the issues about which they write.

3.  They should be able to write substantial essays of more than five pages, demonstrating in particular a clear mastery of rhetorical contexts and rhetorical strategies in arguments.

4. They should be able to employ search engines and other reference sources as a means of developing their own approaches to a topic.

5. They should be able to evaluate the relative worth of outside sources, particularly those found on the internet.

6. They should be able to incorporate outside sources (e.g., critical essays, interviews, statistical information, websites, etc.) into their own writing as a means of furthering their own rhetorical purpose and goals. 

7. They should demonstrate a mastery of MLA documentation style and be aware of other forms of documentation (e.g., APA, Chicago style).

8. They should write in a fluent style, free from major grammatical errors. 

9. They should be able to integrate the words and ideas of their sources into their own writing.  They should know both how to recognize plagiarism and how to avoid it.

10. They should become increasingly proficient in using word processing, email, and electronic editing both in revising their own work and in offering peer reviews of the works of others.  In the development of their materials for course portfolios, students will illustrate their revision skills by submitting at least two revisions of essays written for the course.

11. They should recognize the different discourse communities operating both within and without the university, their reading and writing practices reflecting cross-disciplinary modes of thought.

12. They should be capable of writing research papers equal to the standards and expectations of professors in their intended majors.

Required Textbooks:

A handbook. Suggested handbooks include:


A Writer's Reference

Prentice Hall Reference Guide to Grammar and Usage

Blair Handbook

Suggested Textbooks:

Seeing & Writing

Ways of Reading

Convergences 

Textbook

Cyberreader

Rhetoric Through Media

Internet Invention

Negotiating Differences

Suggested textbooks and handbooks for English 131 are available in the Director of Writing's office.  All other textbook choices must have pre-approval by the Director of Writing.

IV.  Tips for Successful Teaching

1. Stay the Course.  Make sure that the day-to-day class discussions of assigned readings and exercises follow what is outlined in the syllabus.  Students appreciate instructors who adhere to their syllabus and resent those who digress from it.

2. Bring Out the Magic.  Look over your course description.  Does it convey a sense of your enthusiasm for the subject or is it just a set of rules and regulations?

3. No Overbooking.  Don’t order more books than can be reasonably read and discussed in a semester.  It is far better to discuss three books in depth than to skim through eight.

4. Close Encounters.  Arrange conferences with your students at least once or twice in a semester.  Students at UDM expect and deserve individual attention.  Conferences can serve as a way to get to know your students better and to go over drafts of essays with them—a great way also to improve upon the quality of what they submit.

5. Early Arrival/Late Departure.  Get to class five or ten minutes early and be the last to leave.  That way you can take care of the various questions and requests students have at those times.  Arriving early to class sends a positive message to students.

6. Lead by Example.  Review your writing prompts: Do they give students enough information about what you expect from the assignment?  Pass out sample essays whenever possible.

7. Advance Booking.  Make sure the last assignment is promptly graded and returned before assigning the next one.  Don’t have multiple large assignments running at the same time.  Students need at least six weeks’ running time to do a proper research paper.  Remember Einstein’s observation: “The only reason for time is so that everything doesn’t happen at once.”

8. Avoid the Lecture Circuit.  Vary the kinds of teaching and learning that go on in the classroom.

V.  Placement into Classes  

The Writing Program at the University of Detroit Mercy strongly believes that no one can better assess the capabilities and needs of our students than the professors who will be working with them and who know the curriculum.  To that end, all placement decisions are made locally through assessment, under the guidance of a professional holding the highest degree achievable in the field of Rhetoric and Composition.  Every new student at UDM writes a one-hour essay during the Summer Orientation Session.  These essays are normally scored under the direction of the Director of Writing and three other English faculty members who have been trained in holistic methods of writing assessment.  Based upon this score, students receive a placement recommendation.  Students are exempted from taking First-Year Writing only by transfer credit.  Students with exceptional performance on the English AP Exam receive credit for English 235.  Students can take the Writing Placement exam as many times as they want to try to improve their scores, but once the semester begins absolutely no changes will be made to placement.  Instructors are not permitted to make placement decisions and thus should not make recommendations to students concerning placement.  Any questions concerning placement should be immediately referred to the Director of Writing.

VI.  Course Policies

Number of Papers

In both classes, students will write a minimum of three papers for each class.  More than three essays may be assigned, but no less than three should be assigned. The length of each essay should depend on the total number of essays assigned, but students should write between 5000 and 6000 words in the course. 

Personal (expressive), expository, persuasive, and analytical essays are suitable for English 130 and English 131, but the latter course should also require a research essay. The research essay should include instruction regarding why research is an important component of any writing. In addition, students should be taught to contextualize their ideas regardless of the genre they write in. Revision and in-class peer review should be required for each essay.  Instructors may also require students to revise all papers for a higher grade, revise papers that have documentation problems, or use a portfolio method of assessment rather than individual assignment grading. The Director of Writing will assist instructors interested in using the portfolio method of assessment. 

Format of Papers

All final versions of papers to be graded must be typed or word-processed.  Planning and drafts may be handwritten.

Writing Prompts

All students should see their writing prompt in writing.  If instructors are not using one of the prompts in the book, they should distribute a handout or write on the board or overhead the prompt for the essay.  Most students find handouts quite helpful.  Students should also understand all planning exercises required, due dates for exercises and drafts, and weight of the paper in the semester grading.  English 130 instructors are required to forward to the Director of Writing one copy of every writing prompt.  Instructors who request tutoring for their English 131 students should also submit their prompts to the Director of Writing.

Instructional Techniques

Instructors should engage in a variety of instructional techniques in addition to the traditional lecture: techniques such as whole class and small-group instruction, invention and discovery activities, peer review sessions, and other methods of empowering education.  Students must workshop on drafts (i.e., do peer reviews, reader responses) in all classes.  Lecture should be kept to a minimum. Student participation should be maximized. The key to teaching ENL 130 and ENL 131 is to get students to write. Instructors should design assignments that allow students to see their writing not as “academic work” but as “work” in general. In this way, students should understand that their work has value and that its success depends largely on the effort they devote to the writing process.  To create such an atmosphere, instructors are encouraged to design assignments that allow students to interact with real audiences--either on campus or in the Detroit-Metro area. The Director of Writing is eager to assist instructors in designing such assignments.

Peer Review

Instructors should set aside in their syllabi class times for peer review and essay workshops. The amount of time allotted for peer review is up to the instructor's discretion. At the very least, one class period per essay should be devoted to peer review. Instructors may, however, designate more than one class period as a peer review session. The more time students spend reading and critiquing each other's work, the more they will understand the importance of feedback and the amount of work and time it takes to produce effective writing.

There are many ways to conduct peer review. Some suggestions to contextualize peer review for students include:

1. Have students bring in multiple copies of their writing for members of their group to critique.

2. Before the sessions begin, remind students that peer review is about making comments on each other's work so that the author (student writer) can improve the paper.  Peer review is not meant as a way to criticize each other on a personal level. Also remind students that they will receive multiple suggestions, some of which will contradict one another. As writers, they must make decisions regarding which suggestions work best for their work.

3. Place students in groups. Groups read and discuss each other's writing, either one at a time or in a more unified manner. Group members offer feedback and critique in both oral and written form. Students must receive written feedback as well as oral responses, or they will forget what they've been told.

4. The instructor gives students specific goals/instructions for the peer review session. For instance, a peer review session may first be devoted only to matters of content and organization. Instructors ask students to look for specific issues regarding a paper's claim, its support, the way its argument is structured, etc. Or a peer review session might be devoted only to proofreading for mechanical issues: grammar, punctuation, and citation. Instructors should show students how to proofread carefully, working from sentence to sentence. 

5. If instructors wish, they can also write up a checklist for students to use in peer review. Peer review works best when students have guidelines to follow.  (See below.)

6. In a follow-up peer review session, instructors can have students discuss with their previous group the changes they made. The group can then discuss if the changes are effective or not.

7. Alternatively, instructors can have students present in front of the class a short presentation regarding how and why they are revising their work.

8. Instructors can require students to turn in with the final essay short narratives explaining what has been changed and why.

These are some ways to conduct peer review. The Director of Writing will work individually with instructors interested in exploring various peer review options.

Guidelines for Individual Peer Response*

1. SAYBACK.  Tell the writer exactly what you got out of the essay—what meaning you found in it.  Interpret what the writer says.  For example, “I feel like this essay is about your frustration with your family.  You seem to feel…”

2. POINTING.  Indicate which specific parts of the writing were effective for you or gave you the impressions you had.  What makes you feel the way you do about this essay?

3. QUESTIONING.  Ask the writer questions about his/her essay.  What were you wondering about when you read this essay?  Was anything unclear? What do you want to know about the writer and his/her views?

4. EXPANDING.  Imagine that this essay needs to significantly longer than it is now.  Indeed, it must be several times longer.  What would the write need to write more about?  What other points could the writer explore?

5. COLLAPSING.  Imagine that this essay needs to be much shorter than it is now—perhaps it must be reduced to only a one-page essay.  What part of the essay would be most important to keep?  Why is this part so crucial to the entire essay?  What part(s) of the essay can be excised?

6. REVERSAL.  How could this essay be the opposite of what it is now?  What’s the other side of the argument?  How would this essay look from someone else’s point of view?

7. COMPARISON.   Compare this essay to something else.  Perhaps you can say, “This is a little like something else I read…” and explain why.  Or you can use a metaphor or analogy.  “This essay is like a magic show. It’s fascinating, but one is never really sure what’s going on behind the scenes.”  As always, be specific.

8. ADVICE.  If you were writing this essay, how would it be different?  How would you portray the subject differently? 

9. WHAT’S MISSING?  Ask the writer what is missing from his/her essay.  Do you, as a reader, notice any gaps?  These could be gaps in the narrative or they could be unstated assumptions.  It is not always necessary to fill in every gap, nor is it always necessary to clear up every ambiguity.  Still, the writer should be able to explain the strategic reason he/she has created the gap(s).  In other words, the gaps should be deliberate choices—and not the result of sloppy scholarship or unreflective thinking.

On the posted class list, find your name.  Then find the student whose name appears below your name and the name of the student above your name.  Read their essays.  Then read one more essay of your choice.  When you respond to these essays, specifically use three of the techniques listed above.  For example, you can start your response with, “Hi, Sarah.  I’ll be responding to your essay using SAYBACK, COLLAPSING, and ADVICE.”  Be sure to sign your name at the end of your comments.

Suggestion:  For in-depth assistance, rewrite each other’s essay.  Or, rewrite each other’s introduction.  The point is: Your comments to your fellow classmates need to be serious, thoughtful and instructive.

*Thanks to Andrew Wright, who provided us with a substantial part of the Guidelines.

VII.  Writing Center

English 130

All English 130 students must attend tutoring sessions in the Writing Center, located in Briggs 225 (Phone: 993-1022).   A second room, Briggs 229, adjacent to the Writing Center, has been designated for fall term to accommodate tutoring sessions as well.  Each tutoring session is scheduled for one-half hour.  Students are not allowed to schedule back-to-back sessions.  When necessary and when available, longer sessions can be arranged at the consultant's discretion.  Students in English 130 are required to attend the Writing Center a minimum of six times per semester.  Students may not receive credit for more than one session per week.  Attendance for attendance’s sake should not be encouraged.  Attendance should be aligned with the work being done in class. Thus, students must bring prompts, writing projects, and other related materials to their sessions.  Students coming to a session without these materials will not be tutored nor will they receive credit for the session.  Instructors make arrangements with the Director of Writing to take their classes to the Center during the second week of classes (Dr. Luisa Rodriguez Connal.  Phone: 313.993.1082)  

The Director of Writing will track each student's progress via the Writing Center database. Instructors are responsible for making sure students attend the Writing Center based on the instructor’s stated requirements. Students who miss one tutoring session and do not make it up will have their grade lowered one letter grade.   Students who miss two tutoring sessions without making them up will fail the class.  Instructors should clearly explain this policy on their syllabi, track students' progress toward fulfilling this requirement, and remind the students over the course of the term of the consequences of missed tutoring sessions.  Writing Center consultants will also be in contact with instructors concerning the progress of their students.  Instructors must consult student compliance before assigning midterm grades.  No student who has not made and kept three tutoring sessions before midterm grades should be given a passing grade.

English 131

The Writing Center is open to all students at every level of writing; therefore, English 131 students should be encouraged to attend the Writing Center as well. During the second week of classes, the Director of Writing will distribute informational handouts on Writing Center walk-in and referral policies and hours.  Just as in English 130, all students will be tracked via online forms, which will be available to instructors.  Instructors may require Writing Center attendance if they desire. Attendance must be aligned with given assignments and no student should be referred to the Writing Center without specific instructions as to what help is needed.

VIII.  Computer Instruction

All first-year writing students must spend a minimum of seven class hours during the semester in one of the Computer Laboratories on campus.  Many of the English 131 classes will already be scheduled in the Writing Center Computer Lab in Briggs 247.  Since this lab is reserved solely for the Writing Program, these classes will meet in the computer lab every class session.  For all other English 130 and 131 classes, instructors will need to contact the labs in the building in which they teach (e.g. Briggs, Marian Hall, Commerce & Finance) to set up lab times for their classes.  If you do not receive confirmation from the lab within 48 hours, e-mail the manager and cc the Director of Writing.

English 131

Beginning Winter 2003, all students in ENL 131 courses will participate in the computer efficiency exam. This exam is required of all UDM students so that they will be familiar with basic computer skills (opening a file, saving a file, sending e-mail, joining a listserv). English 131 instructors do not administer the exam but rather arrange for one day in the first three weeks of class to bring their students to Briggs 310 or 311. One of the program's administrators administers the exam, which takes approximately one class period. English 131 instructors will make arrangements to have their students take the exam in conjunction with the Director of Writing.

English 130

College Writing students will receive the following instruction in

*  Basic familiarity with the computer

*  Word processing

*  E-mail

*  Access to Internet, particularly to the Writing Center and Writing Program Websites 

English 131

Academic Writing students will receive the following instruction in

*  Basic familiarity with the computer

*  Word processing

· The tracking features of Word

· The comment feature of Word

*  Manipulation and integration of graphics within texts

*  E-mail

*  Access to Internet, particularly to the Writing Center and Writing Program Websites 

*  Analysis of validity and reliability of web resources

*  On-line library and database searches, using the UDM Libraries and database homepages

IX.  Library Instruction

English 130

No library instruction is required in English 130; however, instructors may include instruction at their discretion.  An introductory tour of the library on either campus is acceptable in this class.

English 131

Library research is at the heart of this class, and students should receive adequate training in the use of a college library either from the instructor or from library personnel.  One common problem with the advent of the Internet is that students often fail to follow up on research once they have exhausted their repertoire of Internet search strategies.  Instructors should be sure that students learn how to find sources without the use of the Internet.  Students who pass English 131 will demonstrate the ability to locate, evaluate, and document correctly at least the following:

● library books and journals

● popular magazines

● books

● The New York Times

● scholarly journal articles

● reputable Internet sites.

● online databases

In addition to the basics of library research, students should be taught why such research occurs:

● Ideas do not come out of a vacuum; they are the result of gathering information and synthesizing that information

● Research demonstrates ethos; a writer creates credibility by showing that she understands the issue and how others treat the issue

● Research places one’s work in context with other related works

For either 130 or 131, library orientation sessions can be set up with Sue Homant, homantsj@udmercy.edu. 

X.  General Policy Issues

Syllabus

      Course syllabi are important documents in that they operate as contracts between instructors and students defining the nature of the class, student and instructor responsibilities, and rules and regulations regarding the conduct of the class as well as its methods of evaluation.  Syllabi have also proven critical in cases of grievances and, often years later, cases in which an employer or another university needs to verify the content of a particular course for transfer credit in a student's transcript.  Complete and thorough syllabi are critical to the English Department when it is reviewed by outside assessment agencies.  Sample syllabi can be requested from the Department Chair.

     All instructors must distribute to their students during the first day of classes a syllabus that contains at least the following:

1 Class name, number, section number, semester, and year

2 Meeting time and place

3 Instructor name and contact information, including e-mail address

4 Office hours

5 Required and recommended textbooks

6 List of any materials on reserve

7 Required materials (computer disks, folders, etc.)

8 Description of course and objectives/student outcomes

9 Attendance policy, including policy on excused and unexcused absences

10 Late paper policy

11 Plagiarism policy

12 Racist/Sexist/Homophobic language policy

13 Students with disability statement

14 Format of papers

15 Grading methods, rationale, and percentages

16 Due dates of major assignments

   17  Day-to-day reading and assignment planner (mandatory)

     18  Statement concerning the major portfolio requirement, the need for English majors  

          to collect essays and leave them on file with their advisers

     19  Statement stressing the importance of students' doing course evaluations

     20 Tutoring requirements for English 130, when applicable, and/or statement about the availability of the Writing Center for students at all levels.

     21 Writing Center/Writing Program URL (<ids.udmercy.edu/twc>)

Note: Endnoted items can be consulted for examples.

Before the first day of classes each semester, all full-time and part-time faculty are required to submit to the Department Chair for review and assessment one electronic copy of the syllabus for each class taught that semester.  This should be emailed as an attachment directly to the Chair.

The Department Chair will be responsible for submitting to the Liberal Arts Office an e-copy of each faculty member's syllabus.

Class Size

Class size for all writing courses at UDM is 25 students.  If you find that you have more than 25 students listed on your official class roll, notify the Director of Writing immediately.  Classes meeting in Briggs 247 should not exceed 24 students.  Note: In the past, due to enrollment patterns, it has been necessary to add one or two students to some sections; instructors of affected sections will be notified if this becomes necessary.

Attendance and Tardiness Policy

Instructors must clearly state attendance and tardiness guidelines in the syllabus.  These guidelines should be fair and consistent--if instructors insist students be on time, they should be on time, too.  Students may not miss more than three times in a semester for a class which meets three times per week, two times for a class which meets twice a week, and one time for a class which meets once a week. 

The penalty for missing beyond these guidelines is left to the instructor's discretion. The department recommendation is a reduction of one letter grade for each additional missed absence. A reduction of 1/2 a letter grade for each additional absence is also acceptable. 

Midterm Grades

At midterm, all instructors are required to submit midterm grades.  Midterms are particularly important for first-year students who are still trying to understand college expectations and procedures.  They are essential for retention by making it possible to identify students having problems and getting them help.  Submitting midterms is mandatory.

Dead Week

The week before finals is Dead Week.  Instructors should not schedule exams or quizzes during that time.  Usually in First-Year Writing, the last week of classes is devoted to conferences or workshops on final papers and/or portfolios; thus, most instructors do not request major papers during that time.

Final Exams

While final exams in English 130/131 are optional, classes should meet during the final exam period.  Having students turn in papers during final exams is acceptable.  If instructors do give an exam, they should be sure the exam requires writing (and is not just comprised of objective or matching questions).

VIII.  Grading

Criteria for grading are determined by the instructor; however, the criteria should be consistent with the goals of the Writing Program and English Department as a whole.

Instructors may create grading rubrics based on percentages or points. Instructors with questions regarding grading should consult the Director of Writing.

General Guidelines

1. All papers should have an obvious and relevant focus or thesis statement that identifies the subject of the paper and the point of significance the author is trying to make about the subject.  The focus should be sufficiently narrow to be addressed adequately in the allotted length.

2. Everything in the paper should be unified within that focus--no digressions.  The relationships between the various parts of the paper and the focus should be clear and explicit.

3. Papers should contain adequate details, proofs, examples, anecdotes, etc. to fulfill their purpose with a concrete audience of readers.

4. Papers should follow a logical pattern of organization emerging organically from the focus.  We do not write comparison/contrast papers just to prove that we know how to compare and contrast; rather, we use that particular mode to make a point-Why one movie is better than another, for example.

5. Sentence style and diction should be consistent with the expectations of the assigned readership (discourse community).

6. Papers should be free of major grammatical and mechanical errors that impede the comprehension of the essay.  They should also exhibit a minimum of lesser errors such as typos, faulty capitalization, comma errors, etc.

7. The content of the paper should say something new, interesting, or provocative about the issue at hand.  Some evidence of critical thinking and logical process should be present.

8. All researched essays must be consistently and correctly documented.  (See “Plagiarism” below.)

Sample Grading Rubric (Compliments of Dr. Rosemary Weatherston)

Final grades are determined using a point system. There are 1000 potential points to earn over the course of the semester. Your total earned points are divided by 1000, resulting in a percentage that equals your final grade. For example, if your total points earned are 900/1000, your final percentage is 90% which is an "A-". If your final points end in a number equal to or greater than "5", your percentage will be rounded up (e.g., if your final points are 825/1000, your percentage will be rounded up to 83% which is a "B"). On the other hand, if your final points are 824/1000, your percentage will not be rounded up. It will be 82%, which is a B-. 

925-1000 
points 
A 
895-924 
points 
A- 
875-894 
points 
B+

825-874 
points 
B
795-824 
points 
B-
775-794 
points 
C+
725-774 
points 
C
695-724 
points 
C- 
675-694 
points 
D+ 
625-674 
points 
D 
< 625 points F 

Grading Categories and Standards: 

In order to explain both the strengths of your papers as well as what you may do to improve your writing, it is helpful for us to share a set of analytical or descriptive terms that can be used to discuss important dimensions of a text. These terms describe important characteristics of all university-level writing. 

COGENCY (The insight and vitality of the paper's argument or analysis) 

Strong: Paper's argument or analysis is insightful, vigorous, and potentially compelling. 


Acceptable: Paper's argument or analysis is plausible, clear, and consistent. 
Weak: Paper's argument or analysis is implausible, unclear, incomplete, or inconsistent. 

SUPPORT (The extent to which the paper's assertions are supported with examples, evidence, or reasoning which are appropriate for an academic audience) 

Strong: The paper's argument or analysis receives full and convincing support. 
Acceptable: The argument or analysis receives credible support.

Weak: The argument or analysis receives inadequate, unconvincing, or irrelevant support. 

CONTROL (The organizational qualify of the paper, both in terms of its overall structure and of its individual paragraphs) 

Strong: The paper is well-structured; its form at all levels contributes to its purpose. 
Acceptable: The paper is generally well-structured, with few flaws in its overall organization or its paragraphing.

Weak: The paper is poorly structured; organizational flaws undermine its effectiveness. 

ADDRESSING THE ISSUE(S) (The extent to which the paper explores the issue[s] set forth in the assignment and addresses all aspects of the writing task) 

Strong: The paper addresses the assignment in depth, thoroughly exploring the complexities of the issue(s).

Acceptable: The paper addresses the assignment and recognizes the complexities of the issue(s). 

Weak: The paper treats the assignment in a superficial, simplistic, or disjointed manner. 

STYLE (The effectiveness of the paper's sentence-structure, word -choice, fluency, and tone in terms of its purpose and intended audience) 

Strong: The sentence-structure, word-choice, fluency, and tone of the paper enhance its effectiveness and reinforce its purpose. 

Acceptable: The sentence-structure, word-choice, fluency, and tone of the paper contribute to its effectiveness and adequately support its purpose. 

Weak: The sentence-structure, word-choice, fluency, and tone of the paper detract from its effectiveness or are inappropriate to its purpose. 

GRAMMAR & MECHANICS: The quality of the paper at the surface-level: syntax, grammar, spelling, punctuation, and format. 

Strong: The paper is nearly impeccable in its syntax, grammar, spelling, punctuation, and format.

Acceptable: Sentence-level errors do not seriously detract from the paper's effectiveness. 
Weak: Sentence-level errors are so frequent and disruptive as to detract from the paper's effectiveness. 


"A" WRITING: 

The author responds to the assigned topic in a consistently forceful manner that is not only thoughtful but original and thought-provoking. The author addresses the issue(s) raised in the assignment in a provocative, controlled manner. The author fully responds to the writing task, demonstrating a mature knowledge about the subject and a astute sense of its impact on the reader. The argument receives full (and fully convincing) support. When the author employs outside sources, he or she is critical and confident concerning their use, and employs them to further his or her own authority and point of view. All sources are documented properly. He or she employs a style that reinforces the paper's effectiveness and advances its purpose within the context of the academic discourse community. Surface errors do not exist; the reader is left free to enjoy the author's ideas and the intellectual force of the writing. 

"B" WRITING: 

The author responds to the assigned topic in a thoughtful and direct manner; the paper demonstrates a strong and consistent point of view. The paper fully responds to the writing task and explores the complexities of the issue(s) raised. The author demonstrates reliable knowledge about the subject and good sense about its impact on the reader. The argument or analysis receives relevant support; the author includes enough well-chosen materials or details to convincingly support what he or she is trying to do. If sources are used, the author incorporates them to further his or her own authority and point of view. All sources are documented properly. The author demonstrates a good sense of organizational control: the paper's form directly contributes to its purpose; transitions are purposeful. The author directs the reader's attention through the unfolding work. He or she employs a style that is appropriate and furthers the purpose of the paper. Surface errors are infrequent and inconsequential: the reader is left free to consider global matters, hardly ever distracted by surface matters. The author's meaning is always clear. 

"C" WRITING: 

Offers a competent if occasionally limited argument/analysis in a direct response to the assignment topic. The argument or analysis is plausible, clear, and generally consistent. The paper responds to the writing task and recognizes the complexities of the issue(s) raised in the assignment. The author does not just go through the motions, but cares about his or her subject and its impact on the reader. The argument or analysis receives credible support; the author includes enough material or detail to support what he or she is trying to do. When used, sources are reasonably well subordinated to the author's purpose and usually documented properly. The author displays competence in overall organization, paragraph development, and logical transition, even if it occasionally exhibits organizational or argumentative/analytical weaknesses. The author demonstrates structural control (the readers know where they're being taken and why). The language used supports the author's purpose and is appropriate within the academic community. Occasional surface errors don't seriously detract from the paper's purpose or significantly interfere with the reader's comprehension of the essay. 

"D" (NO PASS) WRITING 

Will offer a limited argument/analysis in response to the assignment, marked by several of the following weaknesses: The paper lacks the cogency and purpose necessary for competent college-level writing; it has an implausible, unclear, incomplete, or inconsistent argument or analysis and fails to exhibit careful thinking. The paper treats the issue(s) simplistically; the argument/analysis generally overlooks the complexity of the issue(s) raised. The author doesn't care enough about the subject or the reader's expectations, and may fail to respond to all aspects of the writing task. The paper has inadequate, unconvincing, irrelevant, or derivative support--it accumulates (often paragraph by paragraph) derivative and/or anecdotal examples without integrating them into a focused argument/analysis. The author relies on inappropriate or weak examples or reasoning to support the overall discussion. The author pieces together writing from secondary sources without using it in the service of his or her own argument or point of view. Alternatively, the author may not include enough material or detail to support the purpose of the paper. The paper lacks structural fluency: organizational flaws cause a lack of overall coherence, undermining the paper's purpose. The reader is often puzzled by the course the paper takes, or the paper relies too exclusively on formulaic organization, thereby becoming stilted and predictable. The essay exhibits an inappropriate style or tone that detract from the purpose and are inappropriate in terms of the academic discourse community. Mechanical errors detract from the paper's purpose or interfere with the reader's comprehension. Significant problems in wording or syntax make the writing unclear or confusing. 


"F" WRITING: 

Compounds the weaknesses of D writing, to the point that the paper seems beyond the scope of the normal revision process: an author who has otherwise demonstrated some capability would do well to reconsider the whole enterprise from scratch. Specifically, F writing will: Fail to recognize or adequately respond to the writing task; be far too general or present a careless, simplistic discussion of the issue/s; rely on remarkably weak or inappropriate examples; have little controlling organization or logical coherence; and have serious and extensive flows in syntax, grammar, or usage.

(Thanks to Dr. Weatherston for the use of the above materials from her syllabus.)

Commenting on Papers

One of the most difficult tasks for writing teachers is striking a balance between writing so much on students’ papers that they are overwhelmed and writing so little on the papers that the student cannot understand what the mistakes were or what direction to go in the revision process.  All students deserve more than a letter grade on a paper.  Some instructors prefer using a score sheet; others prefer to write directly on the student text.  In Appendix A are examples of score sheets that can be used to comment on papers.  No matter which method instructors choose, their responses to every student paper should have at least the following: 

             Descriptive comments provide students with an understanding of what they are doing

             The last sentence of paragraph 2 seems to be your focus.

             Evaluative comments tell the students how well they are doing

          You’ve done a good job of organizing your overall argument, but you haven’t  

          provided adequate proof to back up your assertions.

      Recommendation comments suggest what students should do to revise.  Be as specific as possible

           Try adding some examples in paragraph 3 as to why this plan wouldn’t work.

          Consider the opposition’s point of view.  What will be its objections?

         Marginal and interlinear comments.  Even if instructors use a score sheet, they usually write a few reactions in the margins as they are reading.  These reactions could be as simple as great idea! or go into more depth.

Marking Sentence-Level Errors

The majority of your comments should be related to the larger concerns of focus, unity, organization, and development.  However, these are first-year students, and instructors will inevitably find a myriad of sentence-level errors.  As tempting as it might be to take out the red pen and correct all mistakes-don’t.  Students will never learn to edit their own papers if instructors do it for them, and the goal of the class is to make students self-sufficient writers.

       Traditional Method:  Teachers have traditionally used a series of proofreading marks to signal to students the errors in their writing.  The problem here is that students don’t understand the marks, and they often have trouble figuring out the guides in handbooks.  If instructors use this approach, they should be sure to spend some time explaining their method and how to decode the marks.

       Selective Method.  After reading the diagnostics (see below), instructors take an inventory of student problems and decide which issues they want to discuss with the class.  For each paper, instructors choose an issue, such as verb errors or sentence boundary problems.  They spend some time in class discussing the error, particularly how to identify and correct it.  They mark such errors in subsequent papers, gradually adding on new problems as the semester progresses.  This approach is particularly effective with classes whose students make substantial sentence-level errors and who might be overwhelmed trying to deal with all their problems at once.

        Personal Responsibility Approach.  This approach is useful with advanced students or students who have some experience in editing their work.  For each sentence-level error, instructors mark an x in the margin by the line that contains the error.  Then they list on the score sheet the types of errors the students made.  Their students must next actively reread those sentences to try to find the error and correct it on their own.       

Tabulating Grades

On the syllabus, instructors should clearly explain the point value of each assignment 

and the percentages they use when calculating grades.  For example, when students receive an F, do they get 0 points for that F or do they get 50% for trying?  What is the cutoff for a C+?  75%?  77%?  Students will ask anyway, and if the answer is on the syllabus, that’s less time instructors will have explain over and over again what the policy is.  These explanations can be useful especially if essays are weighted, so that students understand that a B+ on one assignment may garner a different number of points than on another assignment.

      Example:  Student W received a B- (80%) on Assignment 1, which is worth 100 

      points, and thus has earned 80 points out of 100.  Student W received a B- (80%) on 

     Assignment 2, which is worth 250 points, and thus has earned 200 points out of 250.

If instructors assign extra credit points, they should make sure students understand how they are added into the grade.

     Example:  Instructor Q adds extra credit into the homework scores.  Q should be sure 

     that s/he still divides the homework by the original amount.  Say, for example, that 

     Q’s students have 10 homework assignments worth 10 points each.  Student X has 

     received 74 points out of the 100 possible and has completed 1 extra credit assignment 

     that earned 10 extra points.  Student X now has 84 points out of 100.

An alternative to using percentages or letter grades for each assignment is to stick with points only. Thus, each essay might be worth 100 points, participation might be worth 100 points, etc.  On the syllabus, instructors indicate how many points each assignment is worth. Then instructors provide a breakdown of how many points students need to get an A, B, C, D, or F.

The advantage to this system is that students always know how many points they need to reach a given grade. In addition, instructors don't have to worry about figuring out percentages. The disadvantage may be that some students may prefer to receive a letter grade on each assignment rather than points.

Instructors should decide which system works best for them.

IX.  Plagiarism

Definition:

     Plagiarism, the use of someone else's words or ideas as your own without crediting the other person, can result in serious consequences…You are probably already aware of cases of deliberate plagiarism--handing in a paper that a friend wrote for a similar course or that was purchased online, copying passages directly from source materials.  In addition, however, you should be aware of unintended plagiarism--a quotation accidentally used without quotation marks, a paraphrase that too closely resembles the original, background details used without acknowledgment in the mistaken belief that none was necessary.  By understanding what material you must document, taking systematic, accurate notes, and giving full credit to sources in both parenthetical citations and in your list of sources cited, you can avoid unintended plagiarism.

    (Lunsford & Connors, The New St. Martin's Handbook, Boston: Bedford, 1999. 495)

Plagiarism will not be tolerated in any class at the University of Detroit Mercy.  Instructors should make sure students understand exactly what plagiarism is, whether it is the result of intentional misrepresentation or unintentional error due to inappropriate documentation strategies.  Instructors should make sure students understand the consequences of plagiarism. 

The best way to avoid plagiarism is to explain to students why authors cite outside sources. Most students are not aware of why we cite.  These reasons include:

1. Giving credit where credit is due.

2. Providing a service to readers.  The citation allows readers who are interested in reading more from this source information regarding where to locate the source.

3. Contextualizing work.  Ideas don’t come out of a vacuum; citation puts one’s ideas into context with other similar or dissimilar ideas.

4. Discovering new ideas.  Research is better taught as a discovery process and  not as a process to reconfirm one’s already held beliefs.

The number of plagiarized papers decreases with the number of planning and drafts instructors require of students.  For research papers, requiring several sources to be less than six months or a year old can cut down on the use of "re-tread" writings for assignments.  Instructors should ask students to create new, original insights to topics rather than offer up accepted, clichéd topics.  Instructors should also check student planning throughout the process and never accept a paper without a draft.

Plagiarized papers can also be reduced by giving students specific instructions ("go write an argumentative paper" may be ambiguous enough to encourage plagiarism) or by not offering assignments that have become commonplace in first year writing (pro and con papers, papers on abortion, smoking, gun control, etc.).

If an instructor suspects plagiarism, the Internet can be very helpful.  Instructors can type in the first few words of the paper and/or the title and see if they get any hits.  If they can download a paper and prove a student has copied all or part of it, we have proof of plagiarism.  Plagiarized papers fail.  

If a paper has been plagiarized because a student does not understand documentation procedures, instructors can mark the problems in the essay and ask the student to do a mandatory rewrite in order to accept the paper.  

Instructors should notify the Director of Writing when they suspect a student has plagiarized. The instructor and the Director of Writing will work together to find a reasonable solution to the problem and the appropriate action to take. 

X.  Program Responsibilities

Pre-Service Seminar

Each semester, all adjunct faculty are required to attend a pre-semester seminar/orientation.  The seminar will provide a refresher of requirements for the program, introduction to new computer resources, writing theory and practice, and familiarization with the English Department's philosophy concerning writing and writing instruction. 

Diagnostic Essays

During the first week of class, instructors have the option of requiring students to write a diagnostic essay.  Prompts should be made in coordination with the Director of Writing.  Diagnostics are optional.

Student diagnostic essays are not for placement purposes (see "Placement"), and they do not affect a student's final grade.  Diagnostics typically are used to help both the instructor and the Department determine the needs of the students so that we can make whatever changes are deemed necessary to the curriculum.

Instructors should be aware, however, that diagnostic testing is not a science. There are many factors as to why a student may perform poorly on a diagnostic:

1. No time for proofreading

2. No feedback

3. No time to develop an idea

4. No audience for the writing

5. No context for the writing

Thus, instructors who give diagnostic tests should keep these factors in mind when determining the test’s results.

Conferences

Instructors should attempt to hold conferences both in class and out of class with individual students.  Our Department emphasizes individual attention paid to students, and such conferences provide an effective means for both parties to consult with each other to that end. Meeting with every student for ten minutes may be time consuming. Instructors, therefore, may also arrange group conferences of 3-5 students at their own discretion. 

Assessment Portfolios

As a part of the program's yearly review, the Department assesses first-year students' portfolios against the criteria established by the Department for English 130 and English 131.  The purpose of collecting student portfolios is to assist the Department's internal assessment of writing instruction. Our assessment goals include: 

  Understanding how instructors are teaching writing 

  Understanding how students are responding to writing instruction 

  Determining the effectiveness of current writing instruction 

  Maintaining successful writing instruction 

  Improving writing instruction

The Writing Program Director will distribute to all full-time and adjunct faculty portfolio folders containing instructions for the collection and maintenance of the portfolio.  Three students are selected at random in each Fall semester composition course, and instructors have the obligation of xeroxing prompts, worksheets, drafts, and final essays for each of these three students.  The three portfolios should be turned in to the Director of Writing during finals week of that semester.  In this folder, instructors will find the cover sheets for both English 130 and English 131 portfolios.  They should keep these materials and make copies of them for their students' portfolios.  Instructors should photocopy the planning, drafts, and final versions of the essays of three students chosen randomly.  Instructors must include written assessments and grades given for student essays.  They should take the student names off the papers and submit the three completed portfolios to the Director of Writing no later than the Monday following finals week. See Appendix B.

The Director of Writing will give instructors guidelines and instructions for collecting student portfolios.

The guidelines for portfolios can be found at:

<http://liberalarts.udmercy.edu/english/portfolioflyer.htm>

In-Service Meetings

The Director of Writing periodically will hold staff meetings during the semester. The Department of English understands that writing instructors often hold many jobs throughout the Detroit-Metro area and that it may be difficult to attend every meeting. Nevertheless, instructors must make every effort to attend meetings.  Meeting times will be announced on the announcement section of Blackboard, to which all instructors are subscribed.  If an instructor cannot attend a meeting, the instructor must notify the Director of Writing. Failure to attend any meetings may result in the instructor not being rehired for subsequent semesters.

Classroom Visits/Evaluation

For purposes of evaluation, The Director of Writing or a designated full-time faculty member will visit each instructor's class one time during the first semester of teaching, sometime between the 3rd and 10th week of classes. This process reflects the Department’s continued desire for self-assessment and improvement. The Director of Writing will distribute to all instructors a form explaining the evaluation process and identifying the faculty member appointed to evaluate the class. The instructor must then make arrangements with the appointed faculty member for a class visit.  If the instructor fails to make arrangements for a visit, the Director reserves the right to visit at any time, unannounced. Failure to participate in the evaluation process may also result in the instructor not being rehired for subsequent semesters.

Course Evaluation Forms

During Dead Week of each semester, instructors will direct students to the online course evaluation forms for students to fill out.  An example of this form can be found in Appendix C.  Once during the year, adjunct staff will meet with the Director of Writing or Chair to review student tabulations and comments.  Instructors should look over these forms in advance of the class in order to familiarize themselves with the standards by which they will be judged at the end of the semester.  

Instructors’ Attendance

Instructors, like students, are expected to attend class and to conduct class for the entire class period.  Arriving a few minutes early for class also sets a good example.  The University of Detroit Mercy prides itself on its student-centered classes, and the relationship between the teacher and the student is at the heart of this process.  If instructors know they are going to miss a class, they should make arrangements with another instructor or with the Director of Writing as soon as possible to find a substitute.  If instructors become ill the day of class, they should call the Dean's Office or Liberal Arts Assistants' Office to report the absence and request a note be posted for students.  Any instructor who finds it necessary to miss two or more consecutive class periods must notify the Chair in advance.

Classroom Management

Occasionally, instructors may find themselves having to deal with an unruly student or students. Instructors should never engage in voice raising or yelling with students. Such action only intensifies a situation. Instead, instructors should notify the Director of the Writing Program and/or the Chair of the English Department in the event of disruptive elements in the classroom.  Early intervention in such situations is key to resolving them before they get out of hand.

Book Orders

The Director of Writing places all orders for English 130 and English 131 adjunct instructors.  Additional materials must be approved with the Director of Writing before their use in the classroom. Instructors must supply the Director of Writing with book requests at least four weeks prior to the previous semester’s conclusion.

XI.  Resources

Computer

Writing Program Website

The Director of Writing will maintain a website specifically for the writing instructors. The website will have resources regarding incorporating specific content issues into writing instruction, technical writing sources, textbook publisher information, recommended pedagogy readings, and online grammar and citation resources. 

Textbook Sites

All major textbook publishers have websites with resources and exercises at the publisher's websites (noted in the textbooks).  Incorporate these exercises as you see fit.  A link to the St. Martin's site, including the Exercise Central link, can be found at the Writing Center website.

Adjunct Instructor Handbook

General college policies and procedures are outlined in the College's Adjunct Instructor Handbook.  The Dean's assistant, Lisa MacDonnell, should be contacted about the Handbook as well as matters relating to employment forms, room assignments, and payroll.  Briggs 127.  Phone: 313.993.3250.  Email address: <macdonnl@udmercy.edu>

Scholarly Journals

The following scholarly journals contain useful articles about the theory and practice of teaching writing as well as other professional concerns

1 College Composition and Communication

2 College English

3 Computers and Writing

4 Forum: Newsletter of the Non-Tenure Track Faculty Special Interest Group

5 JAC

6 Journal of Teaching Writing

7 Research in the Teaching of English

8 Written Communication

9 Kairos

10 Enculturation

11 Composition Forum

12 Composition Studies

13 The Writing Instructor

14 Teaching English in the Two Year College (good source for lesson and unit     plans)

Professional Societies

1.  National Council of Teachers of English

111 W. Kenyon Road

Urbana, IL   61801-1096

http://www.ncte.org

2.  Conference on College Composition and Communication

Same as above

3. Non-Tenure Track Faculty Special Interest Group

Roberta Kirby-Werner

8731 Plainville Road

Baldwinsville, NY  13027-9644

315.443.1213

Rjkirby@mailbox.syr.edu

4. Michigan Council of Teachers of English

Ray Lawson

P.O. Box 1152

Rochester, MI  48307

5. Modern Language Association

Member and Customer Service

MLA

10 Astor Place

New York, NY   10003-6981

212.614.6381

Membership@MLA.org

http://www.mla.org
6. Midwest MLA

302 English-Philosophy Building

University of Iowa

Iowa City, IA   52242-1408

http://www.uiowa.edu/~mmla/

�	Non-Discriminatory Language (Non-Sexist and Non-Racist Language)


	The use of non-discriminatory language (ie language that avoids stereotyping or offending readers in relation to their gender or ethnicity) is important in two ways. Firstly, it avoids irritating and distracting readers and, secondly, it focuses attention on the content of the reading rather than diverting attention to sexual or ethnic bias. If the aim of writing is to communicate effectively, it would seem reasonable to aid that communication by using non-discriminatory language. For example, use of the terms "man," "woman," "he," and "she" need only be used when specific reference to the gender of the person is necessary to the sense of the statement. Similarly, reference to ethnic origin should only be made when it is relevant to the sense of the work. 


	Accordingly, the use of non-discriminatory language is required by students in their written and oral assignments. If you have any questions, please ask me. (Note: This statement was adapted from <www.usq.edu.au/education/policies/acmanual>). [Hill-Vásquez]  


�	Students With Disabilities


	If you need accommodations because of a documented disability, and/or if you have medical information to share with me, please discuss this with me before our second class meeting. If you have not already obtained proper documentation from Disability Support Services, I will be happy to direct you to the appropriate office. Please feel free to e-mail me as well.  [Hill-Vásquez] 


�	Major Portfolios - A Reminder


	All English majors are required to submit a "Major Portfolio" (or "Senior Portfolio") before they graduate. All English Majors (and those planning on majoring in English) should be saving all writing assignments (including drafts, applicable writing assignments, and any other related materials) from your courses in order to prepare your required Major Portfolio. The requirements for the Portfolio may be found at http://liberalarts.udmercy.edu/english/english_portfolio.html. [Hill-Vásquez]  


	 �� 


�	 Course Evaluations 


	While student course evaluations are used in the faculty promotion and tenure process and in the Department and College accreditation processes, their primary purpose is to improve the design of courses and instructors’ teaching. After each semester the English Department and I carefully review your comments re: what works well and what can be improved in my courses. Past student comments in ENL 236 have led to changes in paper due dates, texts taught, types of assignments, etc. The bottom line: although it might be a bit of a pain to complete evaluations, I and the Department very much appreciate your willingness to do so and the time you put into the process.  [Weatherston]





�	 The Writing Center


	A wonderful resource for all students engaged in writing projects, The Writing Center is located in Briggs 225 (across from my office). Please use it. You may find more information about The Writing Center at <ids.udmercy.edu/twc>. You may also phone them at (313) 993-1022. Better yet, stop by.  [Weatherston]


	Unreturned essays





