At Some Point, You Will Need to Know This:

General Advice for Those Teaching Lower Division English Classes
1. Put all policies in writing and stick to them.  Please be sure that your policies regarding absences, tardiness, late papers, email submission of papers, electronic device usage, and the like are in writing on the syllabus.  Specify what the consequences of infractions will be—for example, if a student exceeds the number of allowed absences, how, precisely, will that effect his/her grade?  Making policies clear and sticking to them helps students to see clearly what is expected of them and to understand why their grades are what they are.

a. Note:  Please review MTSU’s plagiarism policies and procedures.  If you have any questions about them, feel free to talk to me.  Also, please contact me if and when you suspect that a student has plagiarized.
2. Provide information that students may need.  On your syllabi, please provide information about last days to withdraw; also, it is very helpful to give students web addresses for information on English Department policies (at the Department site), plagiarism (at MTSU’s Judicial Affairs site), lottery/financial aid eligibility (at MTSU’s Financial Aid site), and the like.  Debbie Flanigan can provide a copy of a brief general statement on lottery scholarships that you can use.  Giving students a sense of what the course goals are can be very helpful as well.  The “Freshman and Sophomore Standards” link at http://frank.mtsu.edu/~english2/forstudents.htm  includes a list of course objectives.
3. Contact the Department immediately if you’re ill and need to cancel a class.  If you are unable to meet your class, please contact (by phone or email) both Darlene Fults and Debbie Flanigan  as soon as possible.
4. Check your doors.  Please get keys and/or access codes for your classrooms as soon as possible before the semester begins.  If your classroom has a slide-card lock, do not prop the door open—it will activate an alarm.  Be sure to close and lock classroom doors when you leave, especially if you are teaching in a computer classroom.  DO NOT let students into a computer classroom if an instructor is not present—students often try to use these rooms as labs, which they are not.

5. Stay connected.  Check your MTSU email and Department mailbox regularly.  You will be receiving important information and materials via these sources.  Also, be sure that Debbie Flanigan has your current address and phone numbers in case we need to contact you.

6. Be copy conscious.  If you need copies, leave a hard copy of the originals in the copy box in the mailroom; do not e-mail materials to be copied to the secretaries.  Be sure to give at least 24 hrs. for turn-around time.  All copying costs the Department money, so please bear in mind that, as Debbie Flanigan put it, “less is best.”  When possible, find ways to reduce paper use and numbers of copies; double-sided copying and printing 2 assignments per page & cutting them apart, for example, can make a real difference.    
7. Be a pack rat, at least for a while.  Please keep student papers & other written work on hand for at least 40 working days after final grades are due in case of questions or grade appeals.
8. Remember the ENGL 1020 writing assessment.  A reminder from Allison Smith:  “To collect the data for a TBR-mandated assessment, every instructor of ENGL 1020 (adjunct, GTA, tenured or tenure-track faculty, full-time instructor) every spring semester will collect two copies of either assignment #3 or #4 (whichever is the longest research-based essay).”    Specific instructions and more details (including information on how identifying information will be removed) will be provided each spring semester, so if you’re teaching ENGL 1020, keep an eye out for that.  Contact Allison if you have questions about the assessment project.
