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MONMOUTH UNIVERSITY 
Department of English 

 
GENERAL INFORMATION 

 
Course Management 

 

Health and Safety Protocols 
All faculty are responsible for reading the health and safety protocols, and following the directions 

in them. Maintaining these protocols is essential to our being able to continue instruction without 
disruption. Masks must be worn at all times when an individual is not inside an office with the door closed. 
Students who fail to wear a mask to class or an office hour should be asked to put one on. If a student 
arrives to class not wearing a mask, or takes off a mask during class, please ask the student to put the 
mask back on. If the student refuses, ask the student to leave the class. If the student refuses to put the 
mask on and refuses to leave class, it is the recommendation of the Chair that you dismiss the class and 
continue the session online, and document the incident to the Chair and School Dean. 

 
Any time you are coming to campus, please follow the instructions for #CampusClear, the 

symptom checker the University is using to screen all students, faculty, and staff. 
 

Mode of Instructional Delivery 
Our department is offering a mix of in-person, hybrid, online synchronous, and online 

asynchronous courses. Whatever mode you begin with, you will need to continue through the semester 
with unless there is a need to shift to all online. All faculty must be prepared to shift to all online learning 
at any point, whether for individual class section quarantine, or for a broader shift. Please remind your 
students before the semester begins and at your initial meeting what the mode of delivery will be. If a 
student is uncomfortable with that mode, we will make every effort to help that student switch sections. 

 
Classrooms 

Furniture will be arranged in classrooms to accommodate social distancing, and it should not be 
moved. Faculty are to be provided with microphones. White board space and general movement around 
the classroom will be limited. Please be mindful of the extra time that might be needed for students to 
enter and exit classrooms to maintain social distance in hallways and staircases. Please report any 
problems with classrooms to english@monmouth.edu. 

 

eCampus 
All faculty, regardless of mode of delivery, are expected to use eCampus for course instruction. At 

a minimum for in-person instruction, this should include content delivery, assignment dropboxes, and 
maintaining grade records. For hybrid and online classes, eCampus should be your primary platform, along 
with Zoom. Please limit use of other applications. Composition faculty will be provided with a shell course 
to import into their own class shells. 

Fall 2020 needs to be an entirely paperless semester. Copier use will be restricted to scanning; all 
syllabi and assignments need to be distributed through eCampus. 

 
Class Schedules 

We have a 14-week semester. For courses that meet twice a week, there are 26 class sessions in 
the fall and spring semesters, along with a two-hour and 50 minute final meeting or exam period during 
the 14th week of each semester. All modes of delivery—in person, hybrid, and online—should meet the 
parameters of those contact hours. Classes begin at 8:30 AM on September 8, and in October there is a 
Fall break on Monday, October 19 and Tuesday, October 20. There are no classes on the Wednesday, 

https://my.monmouth.edu/fyi/restart/Pages/default.aspx
mailto:english@monmouth.edu
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Thursday, and Friday of Thanksgiving week. Every class must meet during final examination week. Please 
consult the University calendar for exact dates and construct your class schedule accordingly. Please be 
clear with your students about your expectations for contact time. 

 
Office Use 

In this most unusual semester, we will need, at least at the beginning, to keep very careful track 
of who is in the building and when, as well as of how many people are in the Annex at one time. Edie will 
maintain a schedule based upon what you have requested for use of your office. If two faculty share an 
office, they should not be in the office at the same time. All faculty should record the times they enter 
and exit the building. If you are meeting with a student, please maintain social distance within your office, 
and both you and the student need to wear masks. If you need a larger space to meet with a student, we 
will arrange that (email to follow; we are waiting on guidelines). 

 
Office Staff 

Office staff will continue to work remotely. We will post signs for students who have questions or 
other needs. Faculty should email with any questions or requests. If you need office supplies, for instance, 
let Edie know (dry erase markers come to mind). All of us now have email alerts for when we receive voice 
messages on our office lines, and I am working on getting a departmental cell phone. 

 
Use of Department Common Spaces 

Common spaces, such as the Lounge, will not generally be available until restrictions are lifted. 
Common touch points, such as the water cooler, refrigerator, coffee maker and yes, the candy jar, will not 
be available until restrictions are loosened. 

 
Computer, Zoom, and Office Security 

Please be aware of the following to protect sensitive files, especially test questions. There is no 
such thing as perfect security. One should aim for reasonable security. 

• Network administrators have access to everything on your hard drive, including e-mail. Be 
circumspect and professional in all of your communications. Do not use your MU email 
account for personal communications or private hobbies, associations, etc. When 
communicating with students, avoid lengthy discussions and request students come to office 
hours. 

• Shut off your computer when you leave the office. 
• Keep test files offline (on removable discs or a flash drive you secure or take home). 
• Before selling or disposing of a computer, use software to write over the files. 
• Password protect individual files if necessary. 
• Our offices are not secure. If you lose your office key, you will be required to pay for a 

replacement lock and key (the university requires that lost keys necessitate changes in the 
door locks). The department does not have the funds to pay for this. Please lock your office 
when you leave. Do not leave valuable personal items in your office. 

• Please include a statement in your syllabus that only students registered for the class can view 
and participate in any Zoom sessions and/or any portion of the eCampus class shell. 

 
Require your students to use their Monmouth e-mail accounts when communicating with you. 

This practice cuts down on exposure to viruses and spam or emails inadvertently going to “junk” files. 
Please use your Monmouth email only in communicating with students. IT can help you to set up your 
email on your portable devices if you want. If you receive an email requesting your Monmouth email 
password, do not respond. Report the email to the Help Desk (x3539). No legitimate internal request will 
ever ask you to provide your MU password via email. 

 
Course Design and Syllabi 
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The English Department issues a departmental syllabus for EN 101, 102, 201, and 202. These 
documents are available on the English department homepage (accessible through the university website) 
and eCampus. In addition, each faculty member is expected to write a course outline of specific 
assignments and procedures according to the “Guidelines for Course Syllabi” at the end of this document. 
Your individual syllabus must either incorporate the template, or provide a link to it. An electronic copy of 
the syllabus for each of your sections must be sent to english@monmouth.edu and you must upload your 
syllabi to the Dean’s Office site on eCampus. Instructions for this site can be found on p. 23. 

Please be clear about how you are structuring assignments and requirements, including 
rationales, particularly if you are teaching online or partially online. It might be helpful to break down for 
students how long they should expect to spend on particular tasks (discussion board posts, for instance), 
and what the objective of that assignment is. Students may not be clear on how online work achieves the 
ends they are more accustomed to in in-person settings. 

Particularly if you are teaching online or partially online, please set a standard due date and time 
for assignments. Students may have trouble structuring their use of time, and a consistent deadline will 
help them with that. 

Instructors are urged to take advantage of academic and cultural events at the University as a 
basis for challenging writing assignments in collaboration with or in addition to readings in the text. We 
have so many good theater and music performances, lectures, sports events, films, art exhibits, and the 
like. The Center for the Performing Arts website has a list of events. Most of these will be virtual, but that 
may even enhance student participation. 

 

Texts 
Students should not be asked to purchase any large textbook or anthology in a course that they 

do not use for at least 50% of the assignments. For general education LIT classes, the total cost of required 
texts should be considered when planning reading assignments. If a literature anthology such as The 
Norton Anthology of Western Literature is required, Department policy stipulates that only one additional 
paperback may be required as well. When making decisions about textbooks, you should balance a 
concern for quality with a concern for cost to the student. In most cases, the class will not need the top- 
of-the-line edition. Be sensitive to the economic burden that textbooks place on the students. 

The Director of First-Year Composition provides a list of recommended texts for EN 101 and EN 
102. If you wish to use a text not on the list, please consult the Director or the Chair. 

All continuing faculty should submit their book orders directly through the Monmouth University 
Bookstore website. For purposes of review, the Department Chair periodically receives a list of ordered 
texts from the bookstore manager. 

 
Desk and Examination Copies 

Faculty are responsible for obtaining their own desk copies and examination copies of texts they 
are considering. The Department Office Coordinator, Edie Hetzel (ehetzel@monmouth.edu) can tell you 
how to go about ordering a desk copy. If you need to “borrow” a text from the bookstore, please do not 
write in it, and, please return it. The Department gets charged. 

 
Examinations 

All examinations should be administered through eCampus, using either a timed assignment 
dropbox or the Quiz function. Students should not be writing in blue books this semester, unless 
restrictions are lifted. 

 

Grades 
Sometimes it is very difficult to determine a student’s grade. The Director and Associate Director 

of First Year Composition are available for consultation about evaluating writing in composition courses. 
Instructors should bring examples of the student’s writing for advice or a sympathetic ear. 

Please remember that we grade product, not process or person. Inflated grades send a wrong 
message to the student and, in the long run, can be harmful to individual progress. If you want to recognize 

mailto:english@monmouth.edu
http://www.monmouth.edu/events/arts.aspx
mailto:ehetzel@monmouth.edu
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effort and improvement, include class attendance and participation as an explicit component of the 
course grade or of the assignment grade. All letter grades on assignments should be accompanied by an 
explanation of what was well or appropriately done by the student as well as what was lacking. 

Your grading policy should be clearly outlined on your syllabus. Students have the right to know 
how their final grade was calculated in according to your stated policy. Be prepared to explain if asked. 
No single assignment should be worth more than one third of the semester grade; do not, for example, 
make the final examination worth 50%. You may, however, break large assignments such as research 
papers down into smaller components and assign a grade to each component. 

Please include the composition criteria for evaluation in your syllabus. This document provides 
consistency across sections, and a common ground for discussing grades on paper. If you use a “point” 
system, you must also provide a conversion table (see examples below), to show how those grades will 
be calculated on the University’s 0-4 scale. This will help students understand grading scales, and can be 
important in avoiding grade complaints. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Grades of “W” (Withdrawal) must be assigned by the deadline specified by the Registrar on the 
Academic Calendar. Retroactive withdrawals are not granted except in cases where a student is 
withdrawing from all classes for health reasons or other exceptional circumstances. 

The Department policy on “I” (Incomplete) grades stipulates that all students requesting a grade 
of incomplete for a semester provide a substantial reason for the incomplete (incapacitating illness or 
bereavement, for example), with documentation from a University office (i.e. The Center for Student 
Success or the school Dean) to support the request. Grades of “I” are to be given only in cases of 
emergency immediately before or during final exam week at the discretion of the instructor. As stated in 
the Undergraduate Catalog, grades of “I” are not to be given in circumstances where a grade of “F” would 
be appropriate. Students with excessive absences or missing assignments should not expect to be given 
grades of incomplete. 

Change-of-grade requests must be accompanied by a written explanation and, in some cases, 
supporting documents. They are not granted automatically, nor are they appropriate as an act of 
sympathy for a marginal student. Change-of-grade forms must be submitted no later than one year after 
the original grade was submitted. 
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“Flexible Grading” Option 
As in the spring and summer, the University is following the “flexible grading” option, which allows 

students to accept a letter grade of D- or higher for a course, or a grade of “P” for pass. (This is sometimes 
referred to as the pass/fail option, which is a misnomer, except in a kind of existential sense in which 
students might make choices that lead them to either pass or fail a course.) As a faculty member, you will 
calculate a student’s grades throughout the semester, and post grades by the contractual deadline. The 
students will then be able to see their grades, and if the grade is D- or higher, choose either to keep it or 
take the “P” grade. There are cautions for the students in this; a more complete document will be available 
and posted on our team site shortly. 

 
Gradebooks and Record Keeping 

All faculty must maintain up-to-date and accurate records of student performance in an accessible 
and clear format. This semester, grades need to be kept in the eCampus gradebook, and there are 
resources to help those who have not used it make the transition. There are many effective ways to 
organize a gradebook; however, the book should clearly indicate the student’s name, course and section 
number, his/her grades, the assignments for which they were given as outlined on your syllabus, and the 
weight of the grade in the overall mark. Please keep in mind that students have a right to see a breakdown 
of their final grade calculation if requested. In addition, gradebooks are open to inspection by the 
Department Chair and the School Dean in the event of grade disputes or faculty leave of absence. The 
Department Chair can request access to your eCampus gradebook. 

Please retain your gradebook records for at least 5 years. If you leave Monmouth University, 
please submit your gradebooks to the Chair. Believe it or not, we have had grade issues arising from long- 
past semesters. 

 
Midterm Grades 

Please note the Registrar’s deadline for faculty to submit midterm grades. You are expected to 
have at least one MAJOR assignment on which to base this grade. Midterm grades are for information 
only and do not appear on students’ permanent records; however, we are contractually required to 
provide accurate and sufficient information about how students are doing through the midterm grade 
report. If classes are cancelled early in the semester for any reason (weather, illness, etc.) please adjust 
your class schedule to assure a major assessment before the midterm deadline. 

 
Marginal and End Comments 

Faculty should provide feedback on student papers that includes marginal and end comments. 
Especially for assignments that offer the option to revise, students should be encouraged to review these 
notations and comments with the instructor and/or a Writing Services tutor. 

Marking every grammar, spelling or sentence structure error can adversely affect a student’s 
motivation to deal with such errors. However, it is imperative that if instructors do not choose to mark 
every error, they should at least make an end comment that such errors do exist. Students should be 
directed to get help from the instructor or a Writing Services tutor in order to understand the kinds of 
errors they make and how to correct them. Students who receive poor grades on papers written for upper- 
level courses should not be surprised at being informed of the kinds of errors they have been making all 
along. 

Faculty should comment not only on the negative but also on the positive features of a student’s 
work. Student comments on course evaluations often express frustration when essays and test responses 
earn a “B” or an “A,” but there is no feedback to what the student has done well and what might be 
improved. Remember that grades provide dispassionate information about student performance. Avoid 
sarcasm and personal criticism when making comments: address the writing, not the writer. (See 
description of grading portfolio review under Course and Faculty Evaluation). 

 
Methodology: Conferences, Revision, Collaboration 
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Individual student conferences are strongly recommended. Zoom counts. It is important for first 
year students especially to get into the habit of meeting with professors during office hours. Conferences 
should take place during office hours and scheduled appointments, not during or in lieu of class time, 
although faculty teaching online may structure synchronous time to focus on individualized work. Please 
make sure you work with your students to achieve this. 

The 101-102 sequence has been designed to provide optimal opportunity for instructors to 
intervene in students’ writing processes in order to improve the written product. Revision opportunities 
should be offered for students to improve their grades, and ample class time for group discussion of 
assignments should be included in the class schedule. 

Faculty might also want to offer small group collaborative projects that promote peer response 
and evaluation. These too can be done through either Zoom or eCampus. A variety of approaches, such 
as lecture/discussion, small group collaboration, and computer-assisted learning also work well in LIT 
classes to sustain interest and motivate student participation and learning. Your syllabus should specify 
how journals, reading summaries, and similar kinds of assignments impact the course grade and relate to 
subsequent graded assignments. 

In online learning as in in-person learning, dividing up the “class time” is important. It is helpful to 
provide students with a variety of meaningful activities, and to explain how they all contribute to the 
course outcomes. 

The Chair and the Director and Associate Director of First-Year Composition are ready to discuss 
any aspect of teaching methodology that faculty are unfamiliar or uncomfortable with and encourage 
faculty to share their own good ideas with the rest of the department. 

 
MEWS Reports 

All faculty should fill out MEWS (Monmouth Early Warning System) reports thoroughly and 
thoughtfully. These reports go to the student and the student’s advisor and are, as the name suggests, 
an effort to identify problems early on, whether they be academic, behavioral, or anything else. This 
semester in particular, early outreach is essential. Often, advisors don’t know a student is having 
difficulty, or even that there is a pattern of difficulties across a range of classes. These forms also provide 
documentation of your effort to work with your students. They are in no way punitive; they do not go 
on a student’s transcripts; they are designed purely to help the students. If you identify a problem 
outside of the timing of the MEWS cycle, please contact the student’s advisor or ask the Chair. If you 
have a student about whom you are concerned, and that student is not on a MEWS list, please reach out 
to the student’s advisor, or ask the Chair for guidance. 

 
Writing Services 

Writing Services welcomes all faculty to visit and confer with tutors and staff. Faculty input is 
necessary in order for Writing Services to function effectively. Students enrolled in any course at the 
University may request tutoring at Writing Services. If an instructor identifies a student whose writing 
skills are particularly weak, you should refer him/her to Writing Services for a specified number of 
sessions. Tutors for LIT classes are also available in Writing Services for referred and voluntary sessions. 
In all classes, the tutor-tutee relationship is best served when faculty provide guidelines and suggestions 
to the tutors for individual students. Writing Services can also provide help with resumes, cover letters, 
and other career-related documents. 

 
 

Student Management 
 

Absences 
The following is the English Department Attendance Policy we recommend most semesters: 
Students are expected to attend all scheduled class meetings, including any session scheduled 

during the fourteenth week. Attendance enables better performance on specific course requirements and 
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in the course, resulting in higher grades. Absences will negatively affect grades on course requirements 
and therefore the final course grade. 

After missing the equivalent of one semester-week of class meetings, students may have absences 
excused only at the discretion of the instructor, who will supplement this departmental policy in his/her 
syllabus. 

Absent students are solely responsible for the consequences of their absence. Absent students 
must request from classmates information about missed course content, may arrange with the instructor 
possible make-up assignments as specified in the course syllabus, and must be current and prepared for 
the next class meeting. 

For online courses and the online components of hybrid courses, please be clear with your 
students about how you will “count” attendance. For all students, we may need to have more flexibility, 
but all students must meet the requirements of a three-credit class, including whatever you identify as 
appropriate for attendance and participation. For Zoom sessions, please be clear about attendance, but 
understanding about use of video. 

 
Supplement: issues for faculty to address in specific course syllabi, after the department policy 

a) At what point in the course does the attendance policy begin to apply? (first day of class 
or after the end of the Program Change/Add-Drop Period) 

b) May students arrive late, or is lateness not permitted and considered absence? 
c) Are repeated late arrivals to, departures during, and early departures from class 

considered absences? 
d) Should students notify the instructor in advance of an anticipated absence? If so, then 

how? 
e) A semester-week is equivalent to 150 minutes. In the case of an absence in some once- 

weekly and summer offerings not in 75-minute increments, is a fragment beyond the 75- 
minute increment counted as part of the absence, as part of a separate absence, or as a 
separate absence? 

f) For one or more absences beyond one semester-week, what course grade component(s) 
is/are affected and how? 

g) For one or more absences beyond one semester-week, if additional absences are 
permitted, what kinds of absences must be documented and how? (such as medical, 
personal, and family emergencies; religious observance; and off-campus athletic, club, 
and organization activities) 

h) Related issues as appropriate. 
 
 

Accommodations for Students with Disabilities 
Students with disabilities who need special accommodations for this course are encouraged to 

meet with the appropriate disability service provider on campus as soon as possible. In order to receive 
accommodations, students must be registered with the appropriate disability service provider on 
campus as set forth in the Student Handbook and must follow the University procedure for self- 
disclosure, which is stated in the University Guide to Services and Accommodations for Students with 
Disabilities. Students will not be afforded any special accommodations for academic work completed 
prior to the completion of the documentation process with the appropriate disability service office. 
Students who are interested in utilizing accommodations can begin the process of registering with the 
DDS office via Accommodate (https://monmouth-accommodate.symplicity.com). The link to 
Accommodate can also be found on the DDS website on eCampus. Students who wish to speak with a 
disability services administrator should email dds@monnouth.edu. 

https://monmouth-accommodate.symplicity.com/
mailto:dds@monnouth.edu
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Communication with Students 
Students should expect to find faculty in their offices or in online formats (Zoom, eCampus chat) 

during scheduled office hours. If you are teaching an online class, you cannot require students to come to 
campus for office hours, though you may offer that option. If you must cancel or change your office hours, 
please send notification to english@monmouth.edu. An email alias is created for each course section 
every semester. It consists of the semester, an underscore, followed by the course code. For example, to 
email all students in class EN 101 section 60, the email would be 20fa_en10160@monmouth.edu. Provide 
phone and e-mail contact information on the syllabus. To prevent spam and viruses, the university 
encourages us to communicate with mail messages conscientiously; respond within a reasonable time. Be 
available to students until after the last day of the final examination period. Please do not reply to your 
students from your personal email address. We are asking students to use only their MU email, and we 
should do the same. 

 
Course Rosters 

Please check your roster for each class prior to the class meeting. It is helpful to familiarize yourself 
with the students’ names, and see what their majors are. Check attendance against your roster. Please 
begin verifying all rosters on Wednesday, September 11. (The deadline for verifying rosters will be 
announced in an upcoming Registrar’s Office newsletter.) This information is very important for several 
reasons. Sometimes, students get dropped from their courses at the end of drop/add week for non- 
payment. To be reinstated, they need first to gain permission from the instructor and chair (and dean, 
depending on the date), and then to pay. Sometimes there is a lag between when they get permissions, 
and when they pay; be aware that just because you have approved a student to re-register for the course, 
the student is not officially in the course until the bill is paid and the Registrar is notified. The chairs are 
working with the administration on this process. 

 
Parental Communications FERPA 

FERPA, Family Educational Rights Privacy Act, is a federal law that prohibits student information 
from being released to anyone, except those with proper authorization and prior written consent. If a 
parent contacts a faculty member about a son or daughter, that faculty member cannot discuss the 
student until it has been confirmed that the student has signed a FERPA waiver for the current academic 
year. Oral permission or a previous year’s FERPA authorization is not an acceptable substitute for a current 
signed waiver. Faculty should be tactful but firm when telling parents that the proper inquiries must be 
made before such discussions can occur; offer to call the parent back. There is a helpful fact sheet about 
FERPA available from the Registrar’s homepage on the Monmouth University website. Because violations 
of FERPA can result in termination of federal funding to the University, contact the Chair or Director or 
Assoc. Director of First-Year Composition when in doubt about speaking to parents. 

You can access FERPA information about a student for the current academic year using the E- 
Folder link in WebFaculty or STPR in WebAdvisor; see the Chair if you need directions on how to use it. 
The student must give FERPA authorization in the “academic” category for you to be able to discuss grades 
with the persons listed on the FERPA form (the other two categories are “disciplinary” and “financial”). If 
you need immediate help, Bethany can look up a student’s profile as well (but it is a faculty member’s 
responsibility to know how to and when possible to access that information). 

However, in a situation where a student is in danger or may pose a danger, it is a faculty member’s 
responsibility to reach out to the appropriate University office, often Psychological Counseling or CSS, or, 
in an urgent circumstance, the University Police. The Cleary Act, as we have been notified by John 
Christopher, calls for faculty to contact an appropriate office in such circumstances. If you have any 
questions or uncertainties, please contact your department chair. 

 
 
 
 
 

mailto:english@monmouth.edu
mailto:20fa_en10160@monmouth.edu
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MONMOUTH UNIVERSITY  
FERPA SYLLABUS LANGUAGE 

 
Under the Family Educational Rights and Privacy Act (FERPA), your education records as a student are 
confidential and protected. Under most circumstances your records will not be released without your 
written and signed consent. Part of a student’s protected and confidential education records include video 
and / or audio recordings of students within the classroom. As such, students are STRICTLY PROHIBITED 
from video or audio recording distance learning lectures off of any platform utilized by professors (Zoom, 
Webex, etc.). A prohibited recording includes, but is not limited to recordings using the platform, a cell 
phone, tablet, video camera, audio capture device, etc. Students may be subject to disciplinary action 
under the Student Code of Conduct if found to have made any video and/or audio recording distance 
learning lectures without proper consent. 

Plagiarism 
All suspected plagiarism should be dealt with in one of three ways: option to redo the assignment for a 

grade; failure for the assignment; failure for the course. Confer with the Chair if uncertain which 
consequence is appropriate for a particular circumstance. Resources for preventing plagiarism and 
encourage academic honesty are available from the Chair or the Director of First-Year Composition. 
Please consider using the Etrieve form “Academic Dishonesty,” which will document the student’s offense 
with the Registrar and Provost’s offices. 
 

Unacceptable Student Behavior 
Unacceptable student behavior, whether in the classroom or the faculty’s office or via telephone, 

should be referred to the Chair for immediate intervention. Don’t vacillate, and don’t imagine that the 
situation will improve. Problem students only become more of a problem if ignored. Ask for help. If you 
prefer, you can contact the Dean of Students, Maryanne Nagy, in the Office of Student Services. Students 
who violate the Student Code of Conduct as outlined in the Monmouth University Student Handbook may 
be brought up before the University Discipline Committee. Penalties range from suspension to course 
failure to expulsion. Please reach out. If there is a problem with a first-year student, contact Danielle 
Schrama in First Year Advising. If there are behavioral or other problems in your classroom, please work 
with the Chair or another senior faculty member. Doing so will provide documentation of your efforts to 
address any problems, and work to resolve it. 

 
 

Office Management 
 

Office Assignment, Parking Permit, Telephone Code, Library Privileges 
New faculty should see the Office Coordinator for office assignment, phone number, email 

account set-up, and key. 
Parking stickers and ID cards must be picked up in person at the police station after the Provost’s 

office has informed the police of a new hire. Please note that parking has been especially difficult the last 
few years. All faculty may park in Lot 23 (near Woods Theater). Lot 16 is often congested. Please document 
any serious issues if you encounter them, and otherwise all time and be patient. 

Faculty need a telephone access code from Telecommunications in order to make out-of-area 
calls. The Office Coordinator will assist faculty to obtain a code. Please be aware that you will be charged 
for personal calls that exceed customary monthly charges. Please make sure that you have updated your 
voice mail to the system the University changed to last March. You will not be able to retrieve messages 
unless you have done this. This update needs to be done from your office phone; it cannot be done by 
calling in. You may also contact the HelpDesk to set up email alerts for when you receive voice mail 
messages. 

In order to use the library, adjunct faculty will receive a faculty identification card via campus mail 
after all the paper work has been processed. Full-time faculty should obtain a photo ID from the ID Center 
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located in the Student Center or at the Campus Police station. This ID also contains a bar code that will 
unlock the door to the Great Hall Annex after hours and on weekends. 

 
Photocopier use 

All class materials should be disseminated electronically for the fall 2020 semester. 
Faculty may photocopy personal materials, such as portions of manuscripts, conference 

proposals, and other scholarship-related information within reason. Large mailings and long manuscripts 
must also be sent to the Copy Center and paid for by the faculty member. 

Only faculty and staff may use the photocopier; faculty are expected to do their own scanning. 
Under no circumstances may students use the copier unless a responsible faculty or staff member 
supervises. If an instructor gives permission for a student to use the photocopier and the student causes 
problem, the instructor will be financially responsible for repair of the equipment. 

 
Office Supplies 

If you need any supplies, please ask the Office Coordinator, Edie Hetzel (ehetzel@monmouth.edu). 
This includes items such as pens, pencils, batteries and other items that you use in the office. Requests 
for items out of the ordinary, particularly with technology, must be made in writing to Susan Goulding 
prior to October 1 for the following budget year. 

 
Faculty Travel 

The policies and procedures listed below are for usual semesters. For the fall 2020 semester, there 
is not likely to be faculty travel, although there may be virtual conferences that charge fees and for which 
faculty can apply for travel funds. 

Full-time faculty should apply for travel funds in the following order: FAMCO, the Department, 
the School of Humanities and Social Sciences (SHSS). Part-time faculty should apply for travel funds from 
the Department first. Links to the updated forms for each area are provided below, and on the English 
Department Team site (https://my.monmouth.edu/depts/dept-shss/English). 

• Request FAMCO funds at least 30 days prior to travel using the Faculty Professional Travel Request 
form. 

 
Adobe Acrobat 

PDFXML Document 

• Request Department funds at least 30 days prior to travel using the Department of English Faculty 
Professional Travel Request form. 

 
Adobe Acrobat 

PDFXML Document 

• Request funds from the Dean’s office at least 40 days prior to travel using the SHSS Faculty 
Professional Travel Request form. You can find this form on the SHSS site. Using the link, 
https://my.monmouth.edu/employees/Pages/default.aspx , go to the SHSS portal. On the SHSS 
site there is a box in the right hand corner labeled Resources, in that box is the link to the travel 
request form. 

- Please note that requests to the Dean’s office must also include a rationale explaining how 
the travel benefits the faculty member’s scholarly agenda or teaching, and benefits our students 
and connection to the University’s Strategic Plan. 

 
Once travel is completed, submit the Employee Travel Expense Voucher, with original receipts for 

approved expenses attached, to the Chair, Dean and Provost’s office for further processing. 

mailto:bdickers@monmouth.edu
https://my.monmouth.edu/depts/dept-shss/English
https://my.monmouth.edu/employees/Pages/default.aspx
https://my.monmouth.edu/employees/Pages/default.aspx
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Adobe Acrobat 

PDFXML Document 

For more information about appropriate expenses for reimbursement, please see the Monmouth 
University Travel, Entertainment and Food Policy https://www.monmouth.edu/division-of- 
finance/documents/travelentertainmentandfoodpolicy.pdf/ 

https://www.monmouth.edu/division-of-finance/documents/travelentertainmentandfoodpolicy.pdf/
https://www.monmouth.edu/division-of-finance/documents/travelentertainmentandfoodpolicy.pdf/
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Campus Safety 
Emergency 

Although we hope never to need this information, it is important that we all remain aware of our 
surroundings. Please familiarize yourself with not only your office area, but with the campus as a whole. 
For any kind of emergency, please call MUPD first, rather than dialing 911 to speed up response time. It is 
also a good idea to enter the MUPD number into your phone (732-571-4444), in case of any kind of 
emergency. In an emergency, you may also use the panic button on the lower right hand corner of every 
networked University computer. As always, if you observe any behaviors of concern, please reach out to 
the MUPD, Counseling and Psychological Services (732-571-7517), and your department Chair. 

 
Faculty Responsibilities and Supervision 

 

Class Coverage Policy 
Members of the Department of English acknowledge their professional responsibility to teach all 

assigned classes. This is our core responsibility. 
Late Arrival. Should a faculty member be delayed, either in person or online, he/she should 

contact the Office Coordinator or a responsible colleague to inform students and ask them to wait until 
the faculty member arrives, or to let them know how to proceed with an online session. What were delays 
from traffic or weather might now be delays or interruptions caused by things like power outages. Please 
notify english@monmouth.edu in all these communications. 

Anticipated Absence (Such as conference or religious holiday). Faculty are responsible for 
notifying the Department Chair, Dr. Susan Goulding and english@monmouth.edu in advance, regarding 
the dates of absence and appropriate coverage arrangements. If a colleague cannot cover the missed 
class, an appropriate assignment should be made and the Chair informed. 

Unanticipated Absence (Such as illness or family emergency). As soon as it is clear that you will 
not be able to attend your scheduled class, 1) Call the Office Coordinator and/or email 
english@monmouth.edu 2) Notify Chair 3) E-mail the students in the class informing them of the 
cancellation of class. Please have an emergency assignment available to provide to the students via 
eCampus in order to keep instruction moving forward. 

Faculty members who are excessively absent or late or who do not meet an equivalent of contact 
hours are subject to disciplinary consequences, including termination of employment. The contractual 
and professional standard is full attendance. Not only are we setting an example for our students, we are 
also meeting the basic minimum requirements of our profession by meeting that standard of full 
attendance. 

 
Classroom observation of Faculty 

All instructors and adjuncts will be observed by the Chair or Chair’s designate during their first 
semester of teaching and on a rotating basis thereafter. 

All tenure-stream faculty and lecturers will be observed according to the FAMCO Agreement. 
 

Office Hours 
According to the FAMCO Agreement, “Faculty shall provide students with standing in-person 

office hours (at least one hour per week per course up to a maximum of three (3) hours in no less than 
thirty (30) minute increments), whereby the faculty member will be present in his/her office for an in 
person meeting, or hours by appointment. For the purposes of this paragraph, courses taught fully on- 
line shall not require a corresponding in person office hour; provided, however, in no event shall a faculty 
member teaching on-line courses have less than one in person office hour per week and shall make 
him/herself otherwise available as required by this paragraph. The faculty member shall also be available 
by telephone or email, and shall respond to student communications in a timely manner. Generally, it is 
expected that the response time shall not exceed 48 hours during the week and 72 hours over the 
weekend. The faculty member shall make every attempt to make him/herself available at the student’s 

mailto:english@monmouth.edu
mailto:english@monmouth.edu
mailto:english@monmouth.edu


13 
 

request for an in person meeting at the mutual convenience of the student and faculty member. The 
faculty member shall also provide in the course syllabus a record of their office hours, email/telephone 
contact information, and procedures to be followed if a student requests a meeting outside of set hours, 
as well as provide such information to the department chair and department secretary at the beginning 
of each semester. Upon completion of the first three weeks of the fall and spring semesters, the initial 
regular schedule of in-person office hours set forth in a faculty member’s course syllabus may be modified 
as to day and time, in order to establish a new regular schedule of in-person office hours, upon no less 
than one week’s written notice, including email notice, to the faculty member’s students.” 

Office hours may be in person and/or online. If you are teaching an online course, you cannot 
require students to come to in-person office hours. 

Office hours are due to the Office Coordinator, Edie Hetzel (ehetzel@monmouth.edu) and 
english@monmouth.edu by the end of the first week of classes for posting online. If, on occasion, a faculty 
member is unable to keep his/her office hour, the class should be notified by email; in addition, the Office 
Coordinator and Chair must be informed. 

 
Course and Faculty Evaluation 

1. Student Course Evaluations: Tenure-Stream faculty, Instructors and Lecturers will administer the 
online IDEA reports, or the “beta” version of the University’s new in-house instrument, as required 
by the FAMCO contract. All faculty teaching composition (EN 101, 102) and LIT-type courses 
administer the appropriate English Department Student Evaluation form for each section. All 
faculty teaching EN courses in the major will administer the Evaluation of English Courses 
questionnaire. Faculty are responsible for implementing administration of evaluations. For 
composition classes, evaluations are now done via eCampus. It is essential that these evaluations 
be completed by all students in your class. Please see the Director of First-Year Composition for 
suggestions on raising compliance rates. Repeated failure to administer evaluations properly can 
compromise status as a faculty member. More information about IDEA will be forthcoming. Any 
faculty member interested in using it should speak with the Chair. 

2. Faculty Observations: All Lecturers, Instructors, and Adjuncts will be observed during their first 
semester of teaching. Lecturers will be observed by the Chair or the Chair’s designee as specified 
by the FAMCO contract. After the first semester, Adjuncts will be observed on a rotating basis by 
full-time faculty assigned by the Director or Associate Director of First Year Composition or the 
Chair. 

3. Other Assessments: FYC Instructor Conferences - In addition to student course evaluations and 
faculty observations, each year administrators of the FYC program meet individually with all 
temporary, full-time and adjunct composition instructors for a FYC Instructor Conference. These 
conferences are scheduled at the FYC orientation meeting at the beginning of the Fall semester. 
Before the scheduled conference, the instructor submits to the reviewer a dossier containing 
course syllabi, assignment sheets for the sample papers to be included in the dossier, and samples 
of graded work (including any available drafts) on one assignment for two students, a “high” (A/B) 
and a “low” (C/D). During the conference, the instructor is invited to tell the story of the semester 
using the syllabus, assignment materials, and two sets of sample student work as primary sources 
for organizing the discussion, and working together, the reviewer and the instructor discuss and 
evaluate the pedagogical decisions and outcomes for the course. The goal of the conference is to 
create an atmosphere of collaborative reflection--facilitating questions and providing feedback in 
a dialogic form about ways the reviewee could learn from mistakes and build on successes. After 
the conference, the reviewer fills out an evaluation form and then submits it to the Director and 
Chair to provide information that is then used to continue to improve instruction and make 
informed staffing decisions. 

 
Faculty assessment information is kept in the faculty member’s confidential folder filed in the 

Chair’s office. The information will not be provided by the Chair to a third party, with the exception of the 
Director or Associate Director of First-Year Composition, without full disclosure to the faculty member. 

mailto:ehetzel@monmouth.edu
mailto:english@monmouth.edu
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GUIDELINES FOR COURSE SYLLABI 
 

Students need to know up front what will be expected of them and on what basis they will be 
evaluated. Your syllabus can be thought of as a contract between you and the student to which you both 
“intend” to adhere. Student complaints can be attended to quickly if you have spelled out on a syllabus 
everything you will do and everything they will be expected to do. 

This is not to say that adjustments can’t be made or shouldn’t be made during the semester, but 
you must note this possibility on your syllabus. For example, you might note that additional materials will 
be distributed where applicable or that pop quizzes be given as necessary and that they will affect the 
student’s grade in a specific manner. 

Even for multi-section courses that have a general syllabus, our individualized syllabus can be a 
helpful guideline for students and protection/absolution for you if they become disgruntled. All faculty 
are required to submit syllabi to english@monmouth.edu, and to upload syllabi to the Dean’s Office 
eCampus site. Instructions for this site can be found on p. 23. 

All syllabi should follow the model for the master course syllabus; see page 18 in handbook. 
Master syllabi for EN 101 and EN 102 can be found on the English Department team site, on eCampus, or 
by using the following links: 
EN 101: 
https://my.monmouth.edu/depts/dept-shss/English/Documents/EN%20101%20Syllabus%2018%20FA.pdf 
EN 102: 
https://my.monmouth.edu/depts/dept-shss/English/Documents/EN%20102%20Syllabus%2018%20FA.pdf 

 
 

General Information 
 

• Course goals (what the professor intends) 
• Course objectives (what students will learn) 
• Department policy on absences 
• Academic honesty statement 
• Accommodations for special needs 
• Make-up policy 
• Departmental criteria for evaluation 

 
Information Specific to your Section 

 

• Course number and section, title, instructor, semester 
• Where, when, and how the course meets 
• Instructor’s office location (physical or electronic), phone extension, e-mail address and office 

hours 
• Texts and other materials required or recommended 
• Course Requirements: assignments on per-class, per-week or per-project basis; dates of 

examinations (including date and time of final exam) as well as due dates for papers and projects. 
• Basis for course grade: papers, tests, projects, participation, etc., and the relative percentage 

value of each (no one assignment should be worth more than one-third of the course grade). 
• All grade breakdowns must either be in an F to A (0-4) range, or you must provide a table to show 

how the system you are using converts to that standard, which is the University’s grade platform. 
• Consequences if not all assignments are completed: an “F” for missing assignments, an 

Incomplete, or an “F” for the course. 

mailto:english@monmouth.edu
https://my.monmouth.edu/depts/dept-shss/English/Documents/EN%20101%20Syllabus%2018%20FA.pdf
https://my.monmouth.edu/depts/dept-shss/English/Documents/EN%20102%20Syllabus%2018%20FA.pdf


15 
 

• Assignments should be posted on eCampus and should include specific details about required 
length, research, and deadlines. 

• All students requesting a grade of Incomplete (“I”) for a semester should provide a substantial 
reason for the incomplete (illness, for example) preferably with documentation from a University 
office (CSS, for example) to support the request. Grades of Incomplete are to be given only in 
cases of emergency and must be made in a timely fashion; request made immediately before or 
during final exam week will be considered only in extreme cases at discretion of the instructor. As 
stated in the Monmouth University Undergraduate Catalog, grades of incomplete are not to be 
given in circumstances where a grade of “F” would be appropriate. Students with excessive 
absences or missing assignments throughout the semester should not expect to be given grades 
of incomplete. This policy is for faculty information and should NOT be included on a course 
syllabus. 

• Extra-Credit or revision policy. 
• Dates of university recesses. 
• Last date to withdraw from courses with a “W” (Please emphasize that the Chair and the Dean 

will NOT normally sign a late withdrawal.) 
 

If you make any changes to the syllabus, for example, in response to school closing or students’ 
petition for “extra credit,” such changes should be put in writing and distributed as an addendum to the 
original syllabus. 

Finally, students must use their MU email addresses, and are responsible for all communications 
that are sent to it. All class e-mail lists are based on Monmouth email addresses, and the instructor, the 
department office coordinator, and the ORR will access that list for important notifications. The University 
now considers email and the MU portal the primary official means of communication for academic 
matters, so please encourage your students to check their Monmouth accounts for notices about 
registration, bill payment, and emergency cancellations. It’s also a good idea to get their preferred 
telephone numbers in case you need to contact them during the semester. 

 
Guidelines for a Make-Up Work Policy 

 

In the absence of a stated policy on make-up work, students often assume that all work can be 
made up at any time for any reason. Therefore, some stated policy on the course syllabus is preferable to 
none as it avoids misunderstandings and abuses. 

Currently, there are a range of policies stated on syllabi from “no make-ups under any 
circumstances” through “make-up work must be submitted in the portion of the semester in which it was 
“missed” (e.g., first half work before midterms) to “it is all negotiable but see me first.” Some professors 
require an absence (for in-class writing, for example) be properly documented by the CSS, a school Dean, 
or other credible source. Most professors require that the student schedule and keep an appointment to 
discuss the missed assignment and alternatives for the work. There is no department-wide practice that 
extends across the curriculum. 

It should be noted that make-ups are different from revisions, which are an important part of the 
pedagogy across the curriculum. As most faculty have a policy for late out-of-class assignments, a late 
paper is usually not the subject of a make-up request. Make-up requests normally follow missed in-class 
writing assignments in composition sections and quizzes, mid-terms or final examinations in literature 
sections. Students are motivated to improve a grade. Professors are motivated to see to it that minimum 
amounts of a course material are mastered. 

Because there is such a wide variety of approaches, it is difficult to determine what constitutes 
best practice. It does, however, seem best not to allow automatic make-ups, but to require a consultation 
with the professor as to causes and options. It also seems wise to limit the time period within which a 
make-up may be attempted. In one case, in which there were many absences and many individual 
requests, one class was set aside for a class-wide makeup (or extra credit—taking the higher of the two 
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grades). There is no imperative that any work actually be made up: the make-up should fit within the 
professors’ overall objectives for the course. 

However, what is important is that individual faculty provide a make-up policy on the syllabus 
that is clear and consistent with explicit or implied learning goals. 

 
Extra Credit Policy 

 

Extra credit is at the discretion of the instructor. No student is entitled to receive extra credit. 
Should you decide to extend extra credit, please observe the following guidelines. Every student in the 
class should be offered the same opportunities for extra credit work. Extra credit should never replace the 
complete fulfillment of all course requirements as the primary foundation of the grade. Do not award extra 
credit points in cases where a student has not turned in the required assignments per the syllabus. Extra 
credit is not substitute credit. Your required assignments should reflect the minimum accomplishment 
expected of a student to receive credit for the course; extra credit is, by definition, above and beyond the 
requirements. 

 
Assessment of Class Participation 

Department of English 
 

Class participation is frequently a key component of grading in an English class. It is important, 
however, that students understand what we mean by participation. Dr. Robin Mama, Dean of the School 
of Social Work, has generated this useful list of concrete behaviors which add up to good class 
participation. Please communicate your specific expectations of appropriate participation to your 
students, especially if you grade them on it. For hybrid and online classes, consider and discuss with 
students how these classroom-based guidelines translate into an online environment. 

 
Appropriate Class Participation may be defined as follows: 

1. Regular, on-time attendance (you can’t participate if you’re not there, in person or virtually) 
2. Attentive, non-verbal behavior (following the discussion, taking notes) 
3. Raising questions and comments 
4. Facilitating discussions 
5. Participating in constructive and respectful dialogue with instructor and students 
6. Listening to the instructor and to other students 
7. Building on the comments of others 
8. Drawing other classmates into discussion (willingness to share the floor) 
9. Active participation in practice exercises and other in-class activities 
10. Using the course web page and participating in threaded discussions through the eCampus 

bulletin board 
 
 

Teaching Students with Disabilities 
 

Below are some helpful tips to keep in mind when teaching college students with disabilities and diverse 
learning style. 

 
Learning Disabilities and Attention Deficit Disorder: 

 
Students with learning disabilities or attention deficit issues may experience the following challenges: 

• Seeing letters reversed or half-there 
• Hearing only part of a word, sentence or story 
• Difficulty determining right from left 
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• Difficulty with short-term memory and/or remembering names and dates 
• May appear confused or distracted 
• Difficulty with spelling 
• Could be focused one day, but not the next 
• Require more time to start and complete tasks (i.e., in-class assignments and exams) 
• Tendency to “put off and cram” 
• Lack self-confidence 
• Ask repetitive questions 
• May feel isolated, lonely, rejected, afraid, bitter and frustrated 

 
To help these students overcome their learning challenges, faculty may choose to do the following: 

• Incorporate a Universal Design for Learning into the classroom, lecture hall and/or lab that allows 
for a multi-sensory approach to teaching and learning 

• Use more than one example and/or demonstration 
• Use both verbal and written direction and instructions that are appropriate, yet easily understood 

(especially by freshmen) 
• Use a varied approach that reaches the auditory, visual and kinesthetic learner 
• Highlight key points and concepts 
• Speak clearly and repeat direction (particularly important when English is not the native language 

of the instructor or the student) 
• Allow time for processing of information 
• Engage student and encourage feedback, but avoid “putting the student on the spot” in front of 

his/her peers 
• Relate concepts to similar tasks already learned 

 
Faculty should be aware that in order for any student with a disability to be considered for 

classroom and testing accommodations, they must register with the Department of Disability Services 
(DDS) and submit documentation of their disability. The DDS staff will review the documentation and 
determine appropriate and reasonable accommodations under the Americans with Disabilities Act (ADA) 
and Section 504 laws. In order for students to access accommodations, they need to complete a notice of 
Accommodations and Disclosure form for each of their professors. The signed, white copy with the 
professor’s signature must be returned by the student to the DDS office. 

Should you have any questions or concerns about accommodating students with disabilities, 
please contact the DDS office at 732-571-3460. The DDS office is located on the first floor of the Student 
Center off the main patio. 

 
 
 

Discouraging Plagiarism 
And Other Forms of Academic Dishonesty 

 

Plagiarism is a fact of life at all universities. Professorial awareness and thoughtful assignment 
design will go far towards reducing instances of plagiarism. Please keep in mind that students are learning 
the forms and consequences of plagiarism in EN 101 and EN 102. They will be expected to recognize and 
avoid all forms of plagiarism in their subsequent college career. Studies have shown that most plagiarism 
is the result of panic, not calculation. Do not assume that all of your students are cheaters in the making. 
However, convincing students of the futility of plagiarism will go a long way toward preventing it. 

Clearly state exactly what your expectations are in regard to cheating, whether it be wandering 
eyes during an exam, texting, turning in a paper that is not one’s own work or contains phrases lifted from 
elsewhere, or using sloppily referenced sources. (Please see the Department of English Plagiarism 
Statement for examples: https://www.monmouth.edu/department-of-english/documents/english- 

https://www.monmouth.edu/department-of-english/documents/english-plagiarism-statement.pdf/
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plagiarism-statement.pdf/ Tell students what the penalties will be, and let them know that it is relatively 
easy to spot cheating. Your penalty choices, re the Monmouth Student Handbook, are: a) opportunity to 
redo the assignment or an alternate assignment; b) failure for the assignment; c) failure for the course. 
All proven cases of cheating should be reported via the “Academic Dishonesty” e-form available via 
WebAdvisor, or reported to the Department Chair in writing. It is very important that serial cheaters be 
identified and disciplined appropriately. 

We recommend a variety of assessment types (quizzes, short papers, presentations, etc.) in 
addition to the traditional high-stakes exam and essay formats to encourage students to earn the grade 
they believe they deserve. High-stakes, heavily weighted single assignments encourage panic and thus 
cheating. If you assign a long project such as a research paper, break the project down into its components 
and hold students accountable for completing each stage of the process. Otherwise you will inadvertently 
encourage them to place an order online at a paper mill or cobble together a digest of quotes from 
websites. 

Assigning the same topics for papers and using the same exam questions year after year invites 
students to hold on to their assignments for the benefit of friends. Mix up your assignments from year to 
year. Be creative. Design your essay assignments so that students must refer to the assigned edition of 
the text in their citations. This strategy cuts down on the use of web sources and SparkNotes, which often 
are not using the same edition or translation you have assigned. 

Hold students accountable for addressing the topic you have assigned. If you feel in your gut that 
a paper is plagiarized but cannot prove it, you can still penalize the paper on the basis that it did not 
address the specific assignment you provided. 

Assign a writing early in the semester to keep as a baseline sample of how a student writes. 
Sometimes, students will confess to plagiarism if confronted about radical changes to their writing voice 
and vocabulary level. It is also useful to ask to rephrase or explain orally passages of papers they claim to 
have written by themselves. If they cannot do so, you have reasonable grounds for a charge of plagiarism. 

Cliff Notes, SparkNotes, etc. are a fact of life in the literature classroom. It is helpful to be familiar 
with them for the texts you are using and to avoid exam and discussion questions which duplicate these 
sources. Some professors have been successful in integrating these items into their instruction by asking 
students to review the reviews themselves. Students should be encouraged to confront the original texts 
before turning to outside study guides. 

You may opt to use Turnitin, software that reads a student’s paper for phrases that, using a huge 
data base, it finds elsewhere. Many faculty have found this effective in detecting plagiarisms that would 
otherwise have been missed. Please consult Judy Nye to make sure your syllabus uses appropriate 
language to let students know you are using this software. 

 
Research assignment strategies to reduce plagiarism: 

Make research assignments class-specific; avoid general topics such as gun control or the 
legalization of drugs. 

Require particular sources that you can put on reserve in the library or that force students to 
access academic library databases. Do not permit students to use only general media and internet sources 
in research papers. 

Require highlighted links of sources quoted or paraphrased in a paper. 
Require the student to produce early drafts of the paper. 
Assign a research log in which the student documents specific sources as they are found: when, 

what, where each is located, and why and how each is valuable or not. 
Assign an annotated bibliography and require that a certain number of sources be used in the 

resulting paper. 

https://www.monmouth.edu/department-of-english/documents/english-plagiarism-statement.pdf/
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Monmouth University 
EN 101 AND EN 102 

College Composition I & ll 
 

Information for New Faculty 
 

Monmouth University has a mainstreamed first-year two-course composition program consisting 
of English (EN) 101 and EN 102. Incoming new students enter EN 101 with a variety of learning styles, 
previous approaches to writing, and strengths and weaknesses as writers that EN 101 assignments, 
activities, and instruction should address. 

The intent of EN 101 is to provide first-year students with an introduction to academic writing: 
“This course provides a transition into university-level academic writing; identifies students’ writing skills, 
builds upon strengths, and addresses weaknesses; prepares students for EN 102; and helps to prepare 
students for university writing requirements and assignments in other courses” (EN 101 Departmental 
Course Syllabus). 

Both instructors and students should be familiar with the EN 101 and EN102 Departmental Course 
Syllabus. The syllabus details the minimum course requirements. Should new faculty have any questions 
about the departmental syllabus, they can consult with Dr. Hanly or experienced composition instructors. 

The EN 101 Departmental Course Syllabus is available at the English Department web page and 
eCampus and states that by the end of the course, students should be able to: 

 
1. plan, draft, edit, proofread, and revise a unified essay with a clear thesis or focus to convey an 

idea or opinion; 
2. develop unified and coherent paragraphs to support the thesis and give substance to ideas; 
3. produce clear and varied sentence structures; 
4. demonstrate an understanding of standard English grammar, punctuation, spelling, and usage; 
5. employ style and tone that are appropriate to audience and purpose; 
6. critically read and synthesize multiple viewpoints to make informed judgments about the 

rhetorical techniques used and the issues presented; 
7. acknowledge sources according to University policies; and 
8. understand how persuasion is achieved through emotional appeals, the writer’s credibility, logical 

appeals (inductive and deductive reasoning), and a variety of rhetorical patterns of development. 
 

English 101 faculty members emphasize writing as a process and encourage revision after peer 
and/or faculty review. Collaborative planning and writing activities socialize the writing process and 
encourage students to interact through the writing experience. 

In EN 101, the personal narrative is not a dominant mode of expression but is one of the many 
rhetorical resources used towards the broader goals of argumentation and persuasion. The course 
increasingly introduces students to methods of argumentation, such as supporting a thesis with carefully 
considered reasons and evidence. Students will also need direction and practice with close reading and 
textual analysis. By the start of EN 102, we expect students to understand the relationship of ideas within 
a text and to be able to express how the ideas relate to external concerns. 

EN 102, College Composition 2, prepares students for the challenges of college and professional 
writing through instruction in theories of argumentation and research and emphasizes the sophisticated 
reading and thinking skills they will need to succeed in a variety of courses and careers. Monmouth 
University students are required to write in all disciplines. EN 102 teaches general academic writing skills 
used in every discipline and prepares students for the discipline-specific writing skills they will learn in 
their writing intensive courses within their majors. 

Students in EN 102 must have fulfilled the requirements for EN 101 or its equivalent if they have 
transferred credit from another college or university. EN 102 asks students to build upon the skills they 
acquired in EN 101 as they learn to develop and support original, logical writing on complex issues. EN 
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101 moves students beyond the personal narratives and responses to literary texts that many wrote in 
high school and introduces them to academic discourse. Faculty teaching EN 102, who have not taught 

EN 101 at Monmouth University, should become familiar with the EN 101 Departmental Course Syllabus. 
EN 102 emphasizes a process approach to academic writing. Students read, discuss, and write 

about the topics of their essays or research papers. Visual media and individual and group activities - such 
as presentations, debates, roundtable discussions, or mock-trials - allow students with varying abilities 
and learning styles to engage in the classroom conversation and to formulate their own interpretations. 

Many students will be new to the use of sources other than those found on the open web. Library 
instruction is available by appointment for the entire class. The research librarians ask that instructors 
send them a copy of the research assignment about two weeks before the class visit in order to prepare 
targeted, relevant instruction. The instructor must attend the session with the class. A librarian can also 
visit a classroom equipped with Internet access to demonstrate the use of library resources. 

The EN 102 Departmental Course Syllabus refers to theories of argumentation. Students in EN 101 
will be introduced to the basics of deductive and inductive reasoning. In EN 102, students should learn at 
least one theory of argumentation. Most textbooks offer some form of Toulmin’s theory of argument 
analysis. Several instructors have developed and are willing to share worksheets and activities using a 
modified form of this system and assignments that teach Rogerian and/or classical theories of 
argumentation. 

The EN 102 Departmental Course Syllabus is available at the English Department web page and 
eCampus, and states that by the end of the course, students should be able to: 

 
1. write a researched academic essay that includes a structural and intellectual understanding of a 

thesis, of paragraphs that use specific examples or evidence, and of a conclusion; 
2. write an academic essay that engages with multiple modes of appropriately researched material; 
3. identify and respond appropriately to the rhetorical strategies of published and student texts; 
4. demonstrate an understanding of a range of rhetorical audiences and knowledge of how to write 

for them; 
5. demonstrate an understanding of the rhetorical stances of different authors and knowledge of 

how to read them; 
6. identify and synthesize researched ideas of value to the development of the student’s own ideas. 

 
An appendix to the composition course syllabi details the information that instructors are required to 

provide to their students in a Syllabus Supplement. This supplement is created by the faculty member and 
includes contact information, a detailed assignment schedule, and other course policies. For example, the 
supplement should notify students if they will be required to submit rough drafts and any subsequent 
drafts of essays with their final drafts. The supplement should also inform students about how their work 
will be graded and how the final grades will be calculated. Sample grading criteria are available from 
faculty who have previously taught composition. Student progress toward meeting the objectives of EN 
101 and EN 102 can be encouraged by weighing assignments toward the end of the semester more heavily 
than those in the first half of the semester. The supplement can also specify other course policies. Samples 
of supplements are available for review on eCampus. 

 
 

Suggestions for New Faculty 
 

New composition faculty at Monmouth University should take the following actions. 
 

1. As soon as possible, consider the EN 101 and EN 102 recommended textbook lists which can be 
found under the English Composition Community in eCampus. Textbooks other than those on this 
list must be approved by JP Hanly, Director of First Year Composition (Wilson Annex 507, 732- 923-
4726, jphanly@monmouth.edu). Optional handbook: Lb Brief: The Little, Brown Handbook, Brief 
Version. 

mailto:%20jphanly@monmouth.edu
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2. Once your course section is assigned and your textbook order has been approved, you will 
receive an email from Elizabeth Berkowitz, Assistant Manager of Course Materials (Bookstore, 
732-263-5404, eberkowi@monmouth.edu). The email will include a personalized link for you to 
enter your textbook adoptions on the MU bookstore website. You will not need to contact Nikki 
directly unless you do not receive a link from the bookstore or your course is assigned after the 
deadline. 

3. As soon as possible, develop a departmental syllabus supplement for your section(s), which 
provides a detailed schedule of assignments, due dates, essay requirements, goals for the 
assignments, grading policies and procedures. Samples of supplements from previous semesters 
are available on eCampus. 

4. Near the first day of class, provide electronic copies of your syllabus supplement via e-mail to 
• english@monmouth.edu 
• Writing Center Director 
• Upload to Dean’s Office eCampus site. 

5. Early in the semester, begin a discussion of intellectual property and academic honesty to 
familiarize students with Monmouth University policies regarding plagiarism and cheating (see 
www.monmouth.edu/studenthandbook). Plagiarism is a concern at most colleges. Students can 
avoid unintentional plagiarism by learning to quote, paraphrase, and summarize sources correctly 
and accurately. Most EN 102 sections require MLA documentation format. Instructors can help 
students understand intellectual property and academic honesty through in-class writing 
activities using sources and by assigning some sources from the textbook. Multiple drafts and 
conferences can prevent intentional plagiarism. Cases of suspected plagiarism should be referred 
to Dr. Goulding, Chair of the English Department, or to Dr. Hanly, Director of First Year 
Composition. Instructors who suspect that a paper has been plagiarized should retain a photocopy 
of the student’s work. Faculty should also consider encouraging or requiring their students to 
complete the MU Library’s Tutorial on “Understanding and Avoiding Plagiarism” 
https://library.monmouth.edu/main/content/tutorials and bring in their certificates as evidence 
of completion. 

6. As needed throughout the semester, recommend Writing Services to students who would 
benefit from the individual attention offered by a tutor. Many EN 101 faculty members monitor 
what students study in Writing Services. Writing Services sends reports to instructors, and many 
instructors have frequent conferences with students to discuss how their writing skills have 
improved. 

7. As needed throughout the semester, discuss the students’ grades or progress with him/her but 
not with a parent or guardian until you verify that the student signed a Family Educational Rights 
and Privacy Act (FERPA) waiver for the current academic year, authorizing you to discuss his/her 
academic work specifically with that parent or guardian. The FERPA policy is not just University 
policy but also federal law. It is available at https://www.monmouth.edu/registrar/current- 
students/ferpa-policy/. A FERPA Parent Fact Sheet (helpful for explaining the policy and the waiver 
process to parents) is available at https://www.monmouth.edu/registrar/ferpa-fact- sheet/. 
Faculty members may also ask Edie Hetzel or Bethany Dickerson if a student has signed a FERPA 
waiver. 

8. Fill out carefully and thoughtfully the MEWS (Monmouth Early Warning System) forms. These 
forms are important ways to reach out to a student and student’s advisor, who might not 
otherwise see patterns of difficulty a student is having. Attention to these forms can help a 
student correct or work on a problem, or in some cases, give the student enough notice to 
withdraw from the class. 

mailto:eberkowi@monmouth.edu
mailto:english@monmouth.edu
http://www.monmouth.edu/studenthandbook
http://www.monmouth.edu/studenthandbook
https://monmouth.adobeconnect.com/_a1019346492/plagiarism_tutorial
https://library.monmouth.edu/main/content/tutorials
https://library.monmouth.edu/main/content/tutorials
https://www.monmouth.edu/registrar/current-students/ferpa-policy/
https://www.monmouth.edu/registrar/current-students/ferpa-policy/
https://www.monmouth.edu/registrar/current-students/ferpa-policy/
https://www.monmouth.edu/registrar/ferpa-fact-sheet/
https://www.monmouth.edu/registrar/ferpa-fact-sheet/
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Contact People 
 

Course, writing, student, and grading concerns: 
JP Hanly, Director of First Year Composition (732-923-4726, jphanly@monmouth.edu) or 
Courtney Wright-Werner, Associate Director of First Year Composition (732-571-3608, 
cwerner@monmouth.edu). 

 

Learning Disability questions: 
English Department contact is Susan Goulding (732-571-3615, goulding@monmouth.edu). 

 

At the Department of Disability Services for Students’ front office is Stacey Brewer, Assistant to 
the Director of Disability Services for Students (732-571-7585, sbrewer@monmouth.edu). 

 

Tutoring in writing and literature: 
Dr. Frank Fury, Writing Center Director 732-263-5459 ffury@monmouth.edu or 
Sharon Botwinick, Secretary 732-263-5721 sbotwini@monmouth.edu 

 

Center for Student Success: 
Danielle Schrama, Director of Academic Advising (732-263-5281, dschrama@monmouth.edu). 

 

Andrew Lee, Director of Counseling and Psychological Services (732-571-7517, 
alee@monmouth.edu). 

 

Athletics: 732-571-3415 
 

Monmouth University Police Department: 732-571-4444 

mailto:jphanly@monmouth.edu
mailto:cwerner@monmouth.edu
mailto:goulding@monmouth.edu
mailto:sbrewer@monmouth.edu
mailto:ffury@monmouth.edu
mailto:sbotwini@monmouth.edu
mailto:dschrama@monmouth.edu
mailto:alee@monmouth.edu
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Dean’s Office site on eCampus 
 

Instructions on how to upload your syllabi are detailed on the home page of the School of Humanities & 
Social Sciences community on eCampus, pictured below. 

 
 

 
 

New Dropboxes are created at the start of each new semester. 
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Room Reservations 
 

Effective Fall 2016 semester, faculty will be required to complete their own room reservation and 
Audio/Visual requests. Please send Audio/Visual requests via email to helpdesk@monmouth.edu. 

 

To request a room, click on the “I Need To…” tab on the Monmouth University Portal. Then select 
“Schedule a Room” from the drop down window. 

 

 

Log in using your Monmouth User ID and Password. Instructions on how to request a room for various 
purposes are detailed under the “Create a reservation” tab. 

 

mailto:helpdesk@monmouth.edu
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Etrieve Central (Doc-e-Fill) 
 

E-forms, which was located on the myMU portal, has been replaced with a new FORMS 
system, etrieve Central. Please view the following video for instructions on how to navigate this tool. 

 
https://www.youtube.com/watch?v=LvymgGRcStE&feature=youtu.be 

 

https://www.youtube.com/watch?v=LvymgGRcStE&amp;feature=youtu.be
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Important Phone Numbers 
EMERGENCY 732-571-4444  
Academic Affairs 732-571-3405  

Athletics 732-571-3415/732-263-5188 
Bookstore 732-571-3453  

Bursar 732-571-3454  
Career Services 732-571-3471  
Cashier 732-571-7540  

Center for Student Success (CSS) 732-571-3487  
Disability Services 732-571-3460  

Fitness Center 732-263-5855  
Gourmet Dining (dining services) 732-263-5608 x2701/2702 
Greek Senate 732-571-3586  

Hawk TV 732-571-4428/732-571-4430 
Health Center 732-571-3464  

Help Desk 732-571-3539/732-923-4357 
Information Desk 732-571-4419  
International Student Services 732-571-3478 Barbara Nitzberg, Advisor 
Library 732-571-3450  

Office of Student Activities 732-571-3586  
Performing Arts (box office @ OFBC) 732-263-5715/732-263-6889 
Residential Life Office 732-571-3465  
Service Learning & Community Service 732-571-4411  
Student Activities Board 732-571-3586/732-923-4704 
Student Employment 732-263-5706 Federal Work Study 
Student Government Assoc. (SGA) 732-571-3484/732-923-4700 
Student Help Desk 732-263-5255  

The Outlook (newspaper) 732-571-3481  
University Police 732-571-4444  

WMCX (call-in line) 732-571-3493  
WMCX (radio station) 732-571-3482/732-263-5254 
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MONMOUTH UNIVERSITY 
 

OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATIVE SERVICES 

Important Information 
 
 

November 9, 2017 
 
 

TO: Members of the Monmouth University Community 
 

FROM: Patricia Swannack 
Vice President for Administrative Services 

 
SUBJ: REMINDER: Emergency Information Telephone 

 

Monmouth University has established an Emergency Information Telephone Line, 732-263- 
5900. During emergencies, including weather related situations, campus lockdowns, etc. when the 
University may need to close or delay the start of class or work-day, this telephone line will have a 
pre-recorded message with information for students and employees. 

If you are not sure of the status of University operations, please call the Emergency 
Information Telephone Line at 732-263-5900 for the latest information. Please do not call the 
University Police, Human Resources or any other office on campus for emergency information. My 
office will work closely with the appropriate officials to keep the most current information on the 
Emergency Information Telephone Line. 

 
Monmouth University will also notify you of critical information by telephone via our Regroup 

Emergency Notification System. This is not to be confused with the Emergency Contact 
Information received for the Registrar on November 9, 2017. 

 
Please understand that these calls may be sent very early in the morning, as some 

employees begin work as early as 5:00AM. All University employees and students are automatically 
enrolled in the Regroup Emergency Notification System. If you do not wish to be enrolled, you must 
go to the Regroup web site and opt out. 

 
A message will also be sent to all employees and students via the campus email 

system. Information will also be posted on the main page of the Monmouth University Web Page 
(http://www.monmouth.edu) and the University’s Facebook page and Twitter feed. 

 

We will make every effort to notify you of emergency information as early as possible. In 
addition, if it is necessary to cancel or delay classes every effort will be made to do so between 
classes unless conditions warrant action sooner. 

 
Thank you for your cooperation. 

 
Patricia L. Swannack 

Vice President for Administrative Services 
Monmouth University 
400 Cedar Avenue 
West Long Branch, NJ 07764 
732.571.3546 main 
732-263-5201 fax 
pswannac@monmouth.edu 

http://www.monmouth.edu/
mailto:pswannac@monmouth.edu
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Local radio and TV stations that broadcast closing information. 
 
 
 
 
 
 

Station Station Name 
FM  

88.9 WMCX Monmouth University 
92.7 WOBM Ocean County 
94.3 WJLK Monmouth County The Point 
96.9 WFPG Atlantic City 
98.3 WMGQ Magic 
99.7 WBHX Ocean County The Island 
98.5 WBBO Ocean County 
101.5 WKXW Trenton 
106.3 WKMK Thunder 
107.1 WWZY The Boss 
107.3 WPUR Atlantic City 
AM  

1010 WINS New York 
1160 WOBM 
1310 WOBM Monmouth and Ocean Counties 
1410 WHTG 
1450 WCTC New Brunswick 
TV  

News 12 New Jersey  

Channel 4 WNBC news  

Verizon Fios  
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Email Notification of Voicemail 
 

If you would like to receive an email notification when you receive a voicemail, send your 
request to the HelpDesk (helpdesk@monmouth.edu). 
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