INTRODUCTION


This departmental handbook isn’t quite all you will ever need to know about CFCC but were afraid to ask, but its aim is to supplement other useful, available sources such as your orientation and your Faculty-Staff Handbook.  All these resources are here to make your time at CFCC more informed, smooth, and enjoyable.


Your English Department Handbook starts with general but important information such as introducing the mission statements of North Carolina Community College System and CFCC.  Then it proceeds to more practical, everyday matters and logistical information – specific ideas you can use right away.  If some of this information at time seems clipped and formal, please remember that people here in the department will help you with everything from any major question not covered in this handbook to practically any detail or minor question you may have.  Just ask!


Meanwhile, we have tried to anticipate many of your questions.  We on the staff are looking forward to meeting new members and to working together.  Happy reading, and welcome to a memorable CFCC experience!
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MISSION STATEMENTS

NORTH CAROLINA COMMUNITY COLLEGE SYSTEM 

The mission of the North Carolina Community College System is to open the door to opportunity for individuals seeking to improve their lives and well being by providing 

1. Education, training, and retraining for the workforce, including basic skills and literacy education, occupational and pre‑baccalaureate programs;    

2. Support for economic development through services to business and industry; and         

3. Services to communities and individuals which improve the quality of life. 

CAPE FEAR COMMUNITY COLLEGE 

Cape Fear Community College is an open door, comprehensive college that strengthens the academic, economic, social and cultural life of the citizens of New Hanover and Pender counties by promoting enrichment through lifelong learning. 

As a member of the North Carolina Community College System, Cape Fear Community College fully supports the mission and fulfills its purposes by 

1. Focusing on vocational, technical, pre‑baccalaureate, and basic skills and literacy education and continuing education programs and services;

2. Recruiting, enrolling, advising and retraining a diverse student body;

3. Recruiting, retaining and developing a qualified and diverse faculty and staff who are dedicated to quality education and service to the College and community;

4. Evaluating existing programs and implementing new curricula to serve the changing needs of the service area;

5. Providing financial, academic, and technological programs and support services that help students succeed; and

6. Interacting and cooperating with others to encourage, promote and facilitate economic and community development.

ARTS AND SCIENCES DIVISION 
The purpose of the Arts and Sciences Division is to provide the following: liberal arts courses for vocational, technical and college transfer students; developmental education; and academic support. The Division has two major planning units: 1) the College Transfer program, which prepares students for the first two years of a baccalaureate degree, and 2) the Center for Academic Enhancement, which provides academic support through instructional facilitation and through instruction for basic computer competency. 

THE ENGLISH DEPARTMENT 

The English Department provides for the empowerment of students as more effective and efficient listeners, speakers, readers, writers, and critical thinkers; the enhancement of student success in other courses, jobs and careers; and the facilitation of students’ connectedness of self and others for the appreciation and understanding of diversity. 

GETTING STARTED

1. For all courses you teach, obtain an official course outline and sample syllabi from the department chair or secretary. 

2. Plan, print for distribution, and file a copy of each first‑day handout with the chair, who has  samples of current ones.   The copy is to be placed in the First-Day Handout Binder on the counter of S301.  Note the school‑wide grading scale below.


92   -
100 
A                                                                                                                                




84   -
91  
B                                                                                                                                




76   -
83  
C                                                                                                                                




68   -
75  
D                                                                                                                             




Below 
68
F 

Remember that this is your contract with the student.  You need to make sure that you are clear in your expectations for the student.  The first-day handout also binds you to what you have listed.

3. Go to the Student Activities Office to have an I.D. card made.  The card is necessary to reserve or check out books and/or A.V. materials.  It may also be required at certain school functions. 

4. Obtain a parking decal and/or parking instructions from the Business Office.  There is a fee.

5. Locate your mailbox in S‑301K (day instructors) or S-200 (evening instructors).  Check regularly in S-301 for posted memos. 

6. See the department secretary to request a CFCC e-mail account as well as office and computer classroom keys.

7. Post a copy of your schedule (including office hours) outside your office door.  When a change is made, let the secretary know so that she can print a new schedule.  Schedule changes involve many different people so please do not make them unnecessarily.

8. Official rosters will be placed in your mailbox or on the counter in S‑301 by 8:00 the first day of class.  

9. Check attendance beginning with day one.  Students not on the roster must present an official, validated pink registration slip with the correct course and section listed. It is vital that you have that verification.  Check to make sure that students have met the prerequisites for the course.

Send those students not on the roster and with no pink slip to the Registrar for validation.    Remember:  A student who is not on the roster and has no registration slip may not stay in your class.   No student may stay in class "unofficially."  

Record an "E" when the student first enters class and record attendance each day, noting day of W, WP, or WF.  You will be required to transfer this information to the final grade roster at the end of the semester.  A student who never shows up will receive a NS (No Show).

10. Note that students must be in attendance 80 percent of the contact hours in order to receive credit for the course.  Missed hours prior to enrolling are considered in calculating hours. Missing a two‑hour class results in a loss of two hours.  If a student exceeds the maximum number of absences, he or she receives an F for the course. 

A student may not drop a class during the last three weeks of a semester without your approval and approval from the Dean of Student Development.  The 80 percent policy is state policy.  An individual instructor may have a more rigorous policy.  To determine the 80 per cent cut off point for awarding no credit (NC) to a student, multiply the number of class hours for the course by .20.  

For example, a three-hour class meets 48 hours in a semester.  At 9.6 hours, the student has reached the limit of possible absences.  Thus after the tenth absence, the student has an NC. For a five-hour course, the student has an NC after the sixteenth absence.  Remember that it is the hourly rate, not the days, that determine the number of hours absent.  Tuesday and Thursday classes meet for one and one half hours a day; therefore, the hourly absence will be adjusted for this schedule.  

11. Remind students of the prerequisites and tell them that they will be purged from the class if they do not have them. Also remind them that the computer competency requirement may be met by taking CIS 110 (College Transfer), CIS 111 (non-transferable), ENG 111 in a writing lab or the computer tutorial in The Learning Lab.  If you are teaching ENG 111 and you have students who have not had a computer class, give them the computer competency test at the end of the semester.  There is a copy on the “English Drive” on your computer.  Please sign and turn in the test to the registrar to certify the student for graduation.

12. Inform students of the services provided by the Learning Lab.  

13. The first day of class is the time to address minimum expectations of students, such as preparation for class, respect for class and instructor, completion of assignments, and participation in discussion. Use often the phrase “work ethics.”  Model such behavior and require the same from your students. In addition, inform them of the NO FOOD, NO DRINKS in the classroom rule.  As a model, do not bring food or drink into the classroom yourself.

14. Developmental English instructors should give a diagnostic test and writing sample on the first day of class.  Please make up your own prompt for the writing sample.  Students with 80 percent proficiency on the diagnostic, a good reading score on ASSET, and a strong writing sample can be placed in the next level with the chair's approval.  

15. Instructors of ENG 095 should expect and prepare their students for a common final during the last part of the semester.   ENG 111 instructors will have two common finals at the end of the semester.  One is an in-class common writing, and the other is a common editing proficiency.

16. Full‑time instructors will be assigned advisees and will be expected to be available to them during the advising period prior to registration.  

17. We sometimes have short notice concerning duty during registration and drop‑add periods. If you have a conflict during your assigned time, you can swap with someone else, just notify the Dean of Arts and Sciences of the change.  

HOLIDAYS, SICK DAYS, AND PERSONAL LEAVE DAY
1. For full-time faculty, one day of personal leave may be taken each fiscal year (July 1‑ June 30).  Check with the department chair for details and a prior‑approval form. Use it or lose it; it may not be carried over from year to year.  

2. For full-time faculty, sick leave is earned at a rate of eight (8) hours per month. Unused hours accumulate from year to year.

3. If you are sick or detained, call the department secretary (362-7238) and/ or department chair (x7007). A message can be left at x7000, the switch-

board operator, in emergencies or if you are an evening instructor.  If you know ahead of time that you must miss a class, arrange coverage by another full-time instructor (if you are full-time) or adjunct instructor (if you are adjunct) and fill out the appropriate form.  The substituting adjunct will receive pay for the coverage.  

IMPORTANT:  Do not dismiss your class early.  Do not post notes on your door informing that you are not in class.  Do not cancel classes on your own.  The proper channel is through the departmental secretary or the chair.

4. Check the official school calendar in the catalog for officially designated holidays.  

5. Faculty is generally not expected to be on campus (holiday and breaks) when classes are not in session.  However, you may be assigned advising duties during these times if you are a full-time instructor.

6. A copy of the Faculty-Staff Handbook is available in the Personnel Office, in the LRC, and posted on CFCC’s Intranet.  The school has a student handbook in the last part of the Catalog and on the CFCC web site.

7. Remember that student information is confidential.  Grades, attendance, or progress of student cannot be discussed with family members or friends of students without written permission of the student, unless the parent has proof of the student’s status as a dependent or the student is present.

EXPECTATIONS OF INSTRUCTORS
1. Be professional by precept and example (dress, conduct, interactions, and  handling of confidential  information).  Tee shirts, blue jeans, shorts, and flip‑flops are considered less than professional attire in an academic setting. 

2. Full‑time instructors should abide by the 30 hour on‑campus work policy and post and keep five office hours per week.  Adjunct instructors should make time available for students outside of class.  

3. Be punctual to class; have prepared, organized instruction; and keep class for the entire scheduled period of time.  

4. Check mailbox and e-mail regularly; respond to requests punctually.  

5. As required, be available to the chair, to staff, to students, and to colleagues when necessary.  

6. Keep accurate, organized records.  

7. Be punctual with reports and departmental assignments. 

8. Ask for clarification if an assignment or policy is unclear.  

9. Be consistent, fair, and unbiased in establishing and implementing classroom policy, practice, and procedure.  

10. Expect at least one classroom visit by the chair or a peer per year.  

11. Follow the chain of command: instructor, chair, dean, vice president, president, board of trustees. Issues should be resolved at the lowest possible level.  

12. Familiarize yourself with the advising and college transfer process.  Ask more experienced members for assistance when you need it.  

13. Note the evacuation routes for each classroom.  You are responsible for all students, including the differently-abled.  

14. Before leaving a classroom, please erase the board and remove any materials you have brought with you.

15. Leave a note on the board or door if the class will be meeting somewhere other than the assigned room.  

16. Full-time instructors should keep a log of professional meetings, workshops, and events attended to be included in your yearly evaluation. 

17. Send a student to Student Development or to a security guard if an emergency occurs during class.  If there is a medical emergency, dial x7777.

18. Class time missed due to emergency school closing must be made up according to school policy.  The department chair, when necessary, will provide guidelines for make-up hours.  

19. Full-time instructors must participate in professional development activities.  Time must be reserved for meetings if they are called and you are not in class. In-service is a requirement when it is offered. You are also expected to attend at least one retreat, which is productive, informative‑‑and FUN!  Part-time instructors are always welcome at in-service.

20. Each course has designated texts, but there is opportunity periodically to change them. You may supplement the textbook with additional materials. 

21. Students who commit blatant plagiarism will receive a zero or F on the assignment OR in the course.  You should notify the Vice President of Student Development and the Lead Instructor or Department Chair of the student’s curriculum.  See the student handbook (catalog) under cheating. 

22. Technological workshops are available for instructors who want to upgrade their current skills.

23. If you take students out of class (to The Learning Lab or LRC, for example), please post a note telling class, time, instructor, and where the class is meeting.

24. If you take students off campus for a field trip, file a field trip request form listing the place, the date of the field trip, and the students who will participate.

25. If you teach in one of the computer labs, notice the form for informing computer services of malfunctioning computers or printers in the holder on the wall.  Please fill it out as you find the need for service.  It should go without saying that you are expected to be aware of students who mark computers or desks in those rooms. Although students may be working on the computers, the instructor should be making rounds to make sure students are on task or to give help.  IMPORTANT: Please keep the door to a computer classroom closed and locked when an instructor is not in the class.  Either wait for the next instructor to come or keep the next class from entering and lock the door.

PLEASE HAVE STUDENTS DOWNLOAD INFORMATION FROM THE INTERNET ON A DISK RATHER THAN PRINTING OUT REAMS OF PAPER.  PLEASE MAKE A NOTE ON YOUR FIRST-DAY HANDOUT AND REMIND THEM IN CLASS.

The computer lab is not for students to surf the net or send or check on their personal e-mail.  Please make this clear and check on this.

  SERVICES  

1. Supplies from Central Stores are located under the counters in the hall section of S‑301.  If you teach in the evening and need something, please call the department secretary to have it placed in your mailbox.

2.

Supplies not kept in Central Stores and all equipment must be budgeted for and requisitioned.  With proper approval and receipt, you may purchase urgent supplies costing less than $25.00.  Make arrangements with chair prior to purchasing.

 3.

A test scanner is located in the S301 area on the countertop.  A video/vcr is available for previewing videos or getting them set up for a class.  A small portable CD player is available as well.  Please use the sign-up sheet located in Room S301-K to reserve these items.


4. The Copy Center should be used for 30 or more copies.  It is located on the ground floor in the area behind the auditorium. Allow as much lead time as possible.  There are forms in the metal cabinet outside the chair’s office.  Your requests will be delivered and returned on a regular basis.  Our budget code is 51200.  


The department copiers can be used by instructors making less than 30 copies at a time.  In order to preserve our copy machines and have them run efficiently, we found it necessary to assign codes for each instructor.  You will be given a copier code and monthly limit as to number of copies. 

5.

Mail is picked up and distributed each day.  Incoming and outgoing boxes are located in S‑301 for daytime instructors.  Evening instructors’ boxes are on the second floor across from the reception area.  Interoffice envelopes may be used and reused for internal mail. There are some under the counter in S301.  

6.

A fax machine is located in the Business Office and the Library and in the Dean’s area.  Check the appropriate numbers. 

MEDIA CENTER
The Media Center, located in the Learning Resource Center, provides support for instructional efforts in terms of various media delivery resources.  Media Center staff will advise and assist faculty.  

Services provided by the Media Center include:

1. Audiovisual equipment circulation and repair

2. Assistance to faculty in the use of audio visual equipment

3. Dubbing of telecourse presentations for students

4. Media production for faculty to use

5. Teleconference coordination

6. Computerized graphics and work stations

7. Laminating

8. Comb binding of booklets

9. Construction of signs

10. Thermal transparencies

11. Photocopying with a 35mm camera and stand

12. Rough editing of in-house videotapes

13. Videotaping

Audiovisual equipment may be checked out by faculty and staff for two weeks.  The equipment may be checked out for off-campus use only if such use is a necessary component of an educational activity of CFCC.  Equipment must be returned immediately after the educational event.

MONEY MATTERS

1.

Paychecks are disbursed on the last working day of the month.  Checks can be direct deposited to your bank or the Credit Union or picked up in the business office.  See the Personnel Office for additional information. 


2. Part-time instructors may pick up their checks at the business office on the last weekday of the month.  Pay sheets must be in the business office on the 15th of the month, so please provide your signature to the department secretary prior to the 15th each month.

3. Nine‑month employees may request that their salaries be divided into twelve monthly payments.  See the Payroll Office for details.  

4. Approved travel reimbursement request forms are processed and a check is held for pick‑up in the Business Office. Save receipts for transportation, lodging, and registration.  Meals are paid on the basis of the subsistence allowance.  Conference registration fees are frequently paid for with "Tier A" funds. These are distributed early in the fall. You need to decide early which conferences you would like to attend. Ask the chair for details about Tier A.  Travel advance funds may be requested for conferences if they meet time and expense requirements. There are several venues for travel requests.

a. Tier A funds

b. Arts and Science funds for in-state travel

c. Vice President of Instruction funds for out-of-state travel

d. Mini grants from the foundation

5. Wish to join the Coffee Club?  

6. We have a Flower Fund to send flowers to faculty in our division who have been hospitalized or have had a death in the family.  See our department secretary for details.

CAMPUS POINTS OF INTEREST

The “A” wing and the “S” wing are disjointed and mismatched.  Levels 2, 3, and 4 are connected.  Levels G, 1, 5 and 6 are not.  Separate elevators and/or stairs must be used for these levels.

“A” Wing –



Level 1 – Machine Shop and outside back entrance to parking lot



Level 2 – Student Development and Admissions, Registrar’s Office, Financial Aid,




Woman’s staff restroom (security coded), Career and Planning



Level 3 – Classrooms, woman’s faculty restroom (security coded)



Level 4 – Classrooms

“S” Wing –



Level G – Auditorium; Copy Center, Shipping & Receiving



Level 1 – Basic Skills, Faculty Lounge


Level 2 – Switchboard, Deans of Arts & Sciences and Business & Technology, 



Classrooms, Marine Technology


Level 3 – English Department and Social & Behavioral Sciences Department, 



Instructor offices, computer writing labs, classrooms


Level 4 – Classrooms, offices


Level 5 – Teleconference room (S-501), classrooms, Business Department


Level 6 – Math offices and classrooms

“W” Building –


is across Water Street – back of the main building – classrooms, culinary dining 


room, music classroom and offices

“N” Building –



is the Science Wing and is adjacent to the “A” Building – classrooms, science labs,



science faculty offices, Math & Science Chair and secretary offices

“E” Building –



houses the Electronics curriculum and is north of the Schwartz Center

“B” Sections –



refer to the satellite campus in Burgaw

“H” Sections –



refer to the satellite campus in Hampstead

“HU” Sections –



refer to Huskins classes taught for high school students

“F” Classrooms –



refer to the classrooms in the Work Force Training Center north of the bridge



on Front Street

“J” Building –



refers to the Art building on Fourth Street

“Administration” Building –



refers to the building across Front Street housing the offices of Business,



Payroll, Purchasing, Personnel, and offices of the Vice President of Instruction



and President of the College

“L” Building –



houses Allied Health, the Learning Resource Center, the Audio Visual Center, the



Center for Academic Enhancement, and the day care center

“Schwartz Center” (or Student Activity Center) –



Is north of the bridge on Front Street

“Cosmetology” Building –



North of campus on Third Street

“North Campus”



is off Blue Clay Road and Hwy 132, and the first building is the Eric McKeithen



Center which houses the Information Systems Program, Criminal Justice Program,



Paralegal Program, and the Business programs.  In addition, Arts & Sciences 



Instructors are housed on that campus to support those programs.

LEARNING OBJECTIVES FOR COLLEGE TRANSFER GRADUATES

College Transfer graduates obtain:  

1. Skills in problem solving, logical organization, and written and oral accuracy, as well as aesthetic awareness. 

2. A basic knowledge of human needs, values and achievements and an understanding of other cultures.  

3. A broad base of academic subject matter that prepares them for opportunities in decision-making positions that require the critical thinking skills of analysis, synthesis, and evaluation.

FIRST DAY HANDOUTS

Please use the following format to create your first-day handout.  The course outline (may be found on the English drive or ask the department secretary if you are an adjunct) gives general information that allows standardization in courses.  Please use the course outline to create your first-day handout (syllabus); the course outline is not distributed to students in lieu of your syllabus.  Use your syllabus to create the tone you plan to set in the course.  Your first-day handout represents you and stands as an official document for the course.  Be sure to place a copy in the binder on the counter.

Prefix and Number:

Course Title:

Semester:

Instructor:

Office:

Telephone Number:

Mailbox:

E-mail:

Office Hours: In addition to your office hours, state “Other Times by Appointment”

Text:

Other Materials:

Course Description: To be copied from official course description of the College Catalog.  You may not make up your own description.  You may, however, use second person--you-- instead of third, the student.

Class Hours Per Week:

Semester Hours Credit:

Holidays:

Prerequisites:

Course Objectives: Copy the objectives from the course outline.

Grading Scale: CFCC has an official scale; you may not use another scale.

A 92-100

D 68-75

WP Withdrawal Passing

B 84-91

F   0-67

WF Withdrawal Failing

C 76-83




I  Incomplete

Last day to withdraw from this course is _________.  (Three weeks from the last day of the semester).

General Course Requirements and Class Policy Statements:

Attendance

Testing

Special Assignments

No food, beverage, smoking in classrooms statement

Any other conduct policies

Departmental plagiarism statement

Course Structure: Unit breakdowns, assignments due, test dates, etc.
SYLLABUS DESIGN

The purposes of a syllabus or first-day handout are several. It establishes a contract between the instructor and the student. It should help to motivate the student.  It provides a resource for students to self-monitor assignments and to determine their academic standing in class.  It should give prerequisites for the course so that the student is properly placed.  It gives information about the instructor’s office location and office hours.

When designing your syllabus, remember that it is a reflection of you as an instructor and a reflection of the course as you will be teaching it. Before you begin your syllabus ask yourself three questions: What do you want your students to learn?  What assignments in reading, writing or discussions will achieve the results you want?  How will you evaluate their success in achieving those results?  

As a reflection of you consider your “voice.”  Address students as you would wish to be addressed. A good syllabus addresses students as “you.”  When writing the syllabus, consider the audience and write to that audience.  

A good syllabus does not begin with a threat.  For example, don’t put the absence policy and its penalties at the beginning of the syllabus.  If you are a warm, humorous person, let that show.

Your syllabus will give your students and your peers information on your instruction for the course. It previews what the course goals are (your teaching objectives) and it previews how you will teach to reach those goals and how you will evaluate or grade the student’s success in reaching your course goals.  The following is a checklist for your syllabus.

Introductory Information: Course name, section, location, hours, days of the week, semester, year, prerequisites of the course, your name, office, telephone number, office hours, and e-mail address.

Your choice of office hours should reflect times that students would most likely be able to reach you.  For example, if you are teaching late afternoon or evening courses and give an early morning office hour, you are sending a message to your evening students that you are not available to them.  Likewise breaking up your office hours in small blocks of time does the same.  Part-time faculty do not have to have office hours but do need a reminder of their availability by appointment.

Course description: The course description is given in the college catalog and the course outline.

Course objectives: This can be found in the course outline.

Method of instruction: Describe in a paragraph the various methods you will use to present material and reach your course objectives.  You might have lecture, small group work, group projects, etc.

Course Requirements: In this section, you will list the expectations that you have for students in the course in regard to the following:

1.
Attendance—You may use the school policy or you may create your own policy.  It should be specific but try not to paint yourself into a corner.

2.
Participation in class: What are your requirements?  How will you evaluate the student’s participation?  

3.
Rules of safety, if applicable to the classroom

4.
Classroom rules of conduct:  these should include the No Food and Drink policy for classrooms; no printing from the internet or surfing the internet that is not specifically related to an assignment in this class; the departmental plagiarism statement.

5.    Homework policy

6.    Research format or page format

7.    Due dates for components of a long-term assignment such as a research 

    paper                    

8.        Late assignment or makeup test policy

Assignments:  

A weekly or daily or unit schedule should be fairly specific.  Remember to label it tentative to avoid any legal issue if you must vary from it.  

Grading:  

1.
Copy the college’s grading scale from the college catalog.  

2.
Please list the weight (either percentage or points) that you will award to different components of the course (exercises, quizzes, tests, participation, essays, attendance, final exam).

3.
Clarify whether you will use a letter grade system or a point system.

Remember that your syllabus is your promise to your students of what you will teach, how you will grade, what you will hold them responsible for, and what you will be responsible for.  It is a contract that binds you as well as them.

For ideas on designing a learning-centered syllabus, go to www.udel.edu/cte/syllabus.htm.

SYLLABUS CHECKLIST

	
	Course Name, Number, Section: Location, Date or Semester, Holidays, Prerequisites

	
	Your Name, Phone number (calling instructions, if any), e-mail, office number, office hours

	
	Required course text—give complete information, and any other required materials

	
	Course Description  -- from catalog

	
	Course Objectives – from course outline

	
	Course Requirements

	
	Grading

	
	Tentative schedule of assignments and activities

	
	Attendance and Make-up work

	
	Grading

	
	Plagiarism Statement


CRITERIA FOR EVALUATION FOR COMPOSITIONS

Audience Awareness:  written to intended audience for a specific purpose and goal

Introduction: striking opening paragraph; written to interest the audience to read the essay; includes necessary background data and thesis

Focused Central Idea/Thesis: original and perceptive thesis, well-supported and developed; limited, focused and clearly stated; interesting and perceptive idea; strong sense of the writer’s purpose

Focused Development and Support For Thesis: strong support for thesis; generous, accurate, and appropriate concrete details; well-unified paragraphs; quality thought and analysis

Logic and Correctness of Support: correct facts and assumptions; evidence logically presented; information presented precisely and fairly – not distorted, exaggerated, or minimized; all material covered and correctly interpreted

Accurate Summary and Paraphrase: accurate summary, accurate paraphrase, proper documentation and acknowledgment; no plagiarism

Organization and Order of Information: thoughtful and logical organization; logical sequencing of ideas and ordering of information

Logical Paraphrasing: fully developed, logically ordered, coherent paragraphs with effective transitions both between and within paragraphs

Conclusion: effective conclusion; appropriate tone and content that is consistent with the writer’s tone and purpose

Style – Sentences: carefully constructed sentences and effectively selected sentence types; effective use of sentence combining, variety, length, type, openers, closer, varied, coherent sentences with minimal wordiness or unnecessary repetitions

Style – Diction and Phrasing:  appropriate, striking, effective word choices and phrases; minimal wordiness and unnecessary repetitions

Technical Control: effective punctuation; correct grammar and spelling; agreement between subjects and verbs; no major errors in shifts of tense, person, or point of view; no dropped endings; no sentence fragments, fused sentences, nor incorrect tense forms

Manuscript Form: acceptable manuscript form; final paper follows class requirements

Additional Criteria for Research Reports: valid research and documentation; correct handling of quoted, paraphrased, and summarized material; no suspicion of plagiarism; appropriate use of required number of sources and blending of resource material; required notes, photocopied articles, drafts, grading sheets, proposal.

ENGLISH DEPARTMENT GRADING STANDARDS

A – EXCELLENT

B – ABOVE AVERAGE

C – AVERAGE

D – PASSING

F – FAILING

“A” Theme: Clearly an outstanding piece of writing, vigorous, insightful, engaging.

· An original and perceptive thesis or central idea, well developed and supported.
· Thoughtful and logical organization; a striking introduction and conclusion; an appropriate tone and point of view.
· Carefully constructed sentences and effectively selected sentence types; fully developed, logically ordered, coherent paragraphs.
· Appropriate, striking, and precise words and phrases.
· Effective punctuation; appropriate grammar and spelling; acceptable format.
“B” Theme:  A competent piece of writing that lacks the style and distinction of the “A” paper.

· A clearly stated or implied thesis, logically and adequately developed.
· Logical organization; an appropriate introduction and conclusion; a consistent tone and point of view.
· Well-constructed sentences and a variety of sentence types; well-developed, logically ordered, coherent paragraphs.
· Appropriate and accurate words and phrases.
· Appropriate punctuation, grammar, and spelling with few exceptions; acceptable format.
“C” Theme:  An adequate piece of writing that lacks the vigor and precision of above-average work.

· A clearly stated or implied thesis, adequately developed.
· Clear organization; a serviceable introduction and conclusion; a recognizable tone and generally consistent point of view.

· Generally clear sentences and varied sentence types; adequately developed, logically ordered, coherent paragraphs.

· Essentially suitable and accurate words and phrases.
· Basically appropriate punctuation and grammar and correct spelling with any exceptions not serious; acceptable format.

“D” Theme:  Below average achievement in expressing ideas correctly and effectively.

· An unclear thesis or central idea; an undeveloped thesis.
· Weak organization; a skimpy introduction and conclusion; inconsistent tone and 
point of view.

· Several unclear or faultily constructed sentences, little variety in sentence

types; choppy and under-developed paragraphs, little or no transition between paragraphs.

· Several inappropriate and imprecise words and phrases.

· Some inaccurate punctuation; some inappropriate grammar; some incorrect spelling; generally acceptable format.

“F” Theme:  Ideas vague, illogical and ineffectively and inaccurately expressed; a clearly unacceptable piece of writing.

· No thesis or central idea stated or implied or no development of thesis or
central idea.

· Weak, illogical organization; an inadequate introduction and conclusion;
an inappropriate tone and inconsistent point of view.

· Generally unclear, faultily constructed sentences, little variety in sentence
types; skimpy and incoherent paragraphs; no transition between paragraphs.

· Numerous inappropriate and imprecise words and phrases.
· Distracting, inaccurate punctuation; seriously inappropriate grammar; numerous misspellings; unacceptable format.

More specific information relative to grading rubrics and standards is available on the English Department CFCC website.
FORMS THAT YOU WILL USE

KEY REQUEST OR RETURN

You will need to fill out this form to request any keys that are needed during the semester.  You will need an office key and possibly other classroom keys.  All computer labs are locked, so if you have a class in one of those rooms you will need a key.  After filling out the form, please return to our department secretary who will obtain the necessary approval.  The Business office will issue your key(s);  however, when the semester is over, you will need to return your key(s) to that office.

INCOMPLETE GRADE FORM

Fill out the information on the form, with the appropriate signatures.  Turn this in with the grade roster.  See the CFCC Catalog for information regarding incomplete grades.

COUNSELING REFERRAL FORM

Fill out the form for any student who might fall into one of the categories listed on the form, which would indicate that the student might benefit from talking with one of our college counselors.  The form should be turned in to the counselors in Student Development, room A220.

EXCESSIVE ABSENCES FORM

Fill out this form when student has exceeded the 20% absence requirement.  See the catalog for more information. The form is turned in to the Registrar’s office in room A220.  Note:  Post a grade of “NC” on the grade roster.

CLASS COVERAGE FORM

If you know in advance that you will be absent, notify the department chair and ask one of our other instructors to cover your class.  When you are ill and cannot provide advance notice of your absence, please call the department secretary at 362-7238 and/or  the department chair at 362-7007.  Fill out the instructor coverage form and give it to our department secretary.  Information from this form will be used to adjust your contract and payroll information for that month.  

TEMPORARY INSTRUCTIONAL CONTRACTS

The department secretary generates a temporary instructional contract each semester for your review and signature.  After the appropriate approvals have been completed and a contract number has been assigned, you will receive a copy of the contract for your records.


CONTRACT VERIFICATION FORMS

The department secretary fills out this form each month.  You will be asked to review and sign the form to be approved by the department chair.  These forms must be in the Payroll Office by the 15th of each month unless we are notified otherwise.  If you are absent during the month, the contract verification form will reflect the adjustment.

COPY CENTER PRINTING REQUEST FORM

If you need copies, please fill out this form with the appropriate information.  Our department code is 51200.  The copy center requires at least 3 days’ notice, so please plan accordingly. You can use our English Department copiers to make up to 30 copies.  If you need over 30 copies, you should use the copy center.  

LONG DISTANCE TELEPHONE LOG

Personal long distance calls are to be made collect or charged to your personal telephone card.  If due to an emergency a long distance call has been made, a copy of the long distance printout and payment should be taken to the cashier in the Business Office.  A copy of the printout and a completed telephone log should be submitted to your department secretary.

TRAVEL REQUEST AND TRAVEL REIMBURSEMENT FORMS

A request to travel to a school-related event must be filled out and submitted to the chair, the dean, and the Vice President of Instruction.  Out-of-state travel must be approved by Dr. McKeithan.  Reimbursement forms must be accompanied by hotel, shuttle, travel, and registration receipts.

FIELD TRIP REPORT FORM

Be sure to attach a copy of your student roster to this form.  Prior to your scheduled field trip, the department chair will need to approve your request.  Post a notice on your classroom door on the day of  your field trip with information about where you will be.  For example, “MR. SMITH’S ENG 095, SECTION 1 CLASS WILL BE OFF CAMPUS TODAY, 7/7/04.  SEE ENGLISH DEPARTMENT SECRETARY IN ROOM S301-H FOR INFORMATION.”  The department secretary will be able to post that information if you notify her prior to your trip.

VERIFICATION FOR DRIVING COLLEGE VEHICLE

David Long is our Motor Pool Coordinator.  If you desire to borrow a school vehicle, our department secretary has the guidelines and forms for such approval.

Copies of most forms can be found in the metal drawers outside the mailroom S- 301K.

FREQUENTLY REQUESTED TELEPHONE NUMBERS










       (Prefix 362)

Jill Lahnstein, Chair, English Department



7007

Mary Jeanne Anderson, Secretary, English Department

7238

Orangel Daniels, Dean, Arts & Sciences




7129

Linda Jacobs, Secretary, Arts & Sciences



7126

Kathy Reeves, Payroll Department 




7551

Nicole Bennett, Personnel Department




7028

Bill Parker, Disability Services





7012

Disability Services, North Campus




7526

Switchboard, Downtown






7000

Switchboard, North Campus





7700

Computer Services (Help Desk)





7188

Learning Lab, Downtown






7137

Learning Lab, North Campus





7278

Library (Reference), Downtown





7034

Library, North Campus






7529

Bookstore, Downtown






7379

Bookstore, North Campus






7519

Adjunct Instructor Office (S310)





7227

Adjunct Instructor Office (A302)





7229
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