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Welcome to First-Year Composition!   
 
We are pleased you are joining us as and look forward to working with you to develop and 
deliver your first-year courses. 
 
This handbook is designed to be a reference tool for you as you teach ENGL A111, the 
introductory composition course, and any of the A200-level writing courses for the Department 
of English.   
 
If you have any additional questions about the policies and procedures outlined in this manual, 
please contact me by email at afjec1@uaa.alaska.edu, my office phone at 786-4367, or in my 
office at ADM 103L. 
 
Thank you, and welcome. 
 
 
 
Dr. Jackie Cason 
Composition Coordinator 
Department of English 
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Instructor Responsibilities  
 
Our first-year composition teachers are very important members of the English Department, 
providing engaging thoughtful instruction to students in composition classes. Your roles—as a 
teacher and a colleague in our department—come with important responsibilities. Please 
consider these responsibilities carefully while you are an Adjunct Faculty member in our 
department.  
 
Composition instructors are expected to… 

• Adhere to the course description and Course Curriculum Guide for ENGL A111: 
Methods of Written Communication; 

• Adhere to the Course Curriculum Guides for ENGL A211, A212, A213, and A214 (links 
to these are provided below); 

• Provide timely feedback to students; 
• Engage in effective pedagogy that relies on activities and assignments that build 

performative knowledge; 
• Respect first-year students, teaching assistants, adjunct Faculty, and colleagues in the 

department; and 
• Consult with the Composition Coordinator when advice is needed or when having 

difficulties with students. 
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English A111 
Prerequisites 
Students enrolled in ENGL A111 will only be placed in class if they have the proper 
prerequisites.  These will be automatically checked by Banner prior to the start of the semester.  
 

Course Description 
http://www.curric.uaa.alaska.edu/curric/courses/ENGL/ENGL A111.pdf  
ENGL A111 is a course in college-level writing designed to teach students to generate and 
develop ideas in clear, effective written English. The course focuses on writing as a process and 
emphasizes revision of written material based on peer (and instructor) feedback. Skills developed 
in this class include summarizing, paraphrasing, and quoting; synthesis, analysis, critique, and 
argumentation; and the basic methods of library research and conventions of academic writing. 
ENGL A111 also reviews basic grammar, usage, punctuation, and mechanics. 
 

Goals 
Although other specific goals and competencies are defined for each writing unit, by the end of 
the semester, students will be expected to understand and demonstrate:  

• Familiarity with their writing processes, reflecting competence in creating, developing, 
and refining a college-level essay through prewriting, drafting, and revising skills; 

• The ability to develop and write relatively error-free clearly written, well-organized 
essays on particular topics, directed toward a particular audience, carrying a well-defined 
purpose, and articulating a clear thesis. The essays will likewise reflect a variety of 
organizational modes and a clearly defined authorial stance; 

• Critical reading of college-level prose, including identification of key ideas and analysis 
of writing techniques; 

• Proper use of grammar, punctuation, usage, and mechanics; 
• Familiarity with the Consortium Library and the ability to use Library resources as 

demonstrated by completing a Library research exercise and working bibliography; 
• Proficiency in the general research strategies (critical reading and note-taking; finding, 

reviewing, evaluating, integrating, and documenting research material; summarizing, 
paraphrasing, and quoting sources) required to incorporate the work of others into essays 
for academic contexts; and 

• Library research techniques by finding, evaluating, incorporating, and documenting 
material from different sources and media (including the Internet) in MLA or APA style. 
 

 
 
 
 
 
 
 
 
 
 
 

http://www.cnn.com/
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English A211, A212, A213, A214 
Prerequisites 
Students enrolled in ENGL A211, A212, A213, or A214 will only be placed in class if they have 
the proper prerequisites.  No exceptions can be made to these prerequisites without first 
consulting the Composition Coordinator of the English Department.  NOTE:  A student may not 
be concurrently enrolled in ENGL A111 and an A200-level writing course during the same 
semester.  No exceptions. 
 

Course Descriptions 
The English Department offers four options for students taking their A200-level General 
Education Requirement in Composition: English A211, A212, A213, and A214.   
 
English A211 Academic Writing about Literature: Instruction in writing based on close 

analysis of literature using current critical strategies, i.e. deconstruction, feminist 
criticism, psychological criticism, and so forth.  Develops a broad range of 
expository writing skills.  Students read and analyze approximately 15 poems and 
short stories.  Typical exercises and assignments include paraphrase, close 
reading, theme statements, abstracts, and short and analytical papers.  Library 
research paper using MLA documentation required.   
http://www.curric.uaa.alaska.edu/curric/courses/ENGL/ENGL A211.pdf  

 
English A212 Technical Writing: Instruction in composition of technical communication, 

including informal and formal reports.  Develops a broad range of college and 
career writing skills.  Typical exercises and assignments include memos, letters, 
resumes, brochures, semi-formal and formal reports, graphs and charts.  Taught in 
a computer classroom.   
http://www.curric.uaa.alaska.edu/curric/courses/ENGL/ENGL A212.pdf  

 
English A213 Writing in the Social and Natural Sciences: Instruction in writing based on 

close analysis of readings in the social and natural sciences.  Develops a broad 
range of writing skills.  Typical exercises and assignments include summary, 
annotated bibliographies, literature reviews, qualitative and quantitative research 
reports using APA documentation, analysis of discipline-specific discourse.  
http://www.curric.uaa.alaska.edu/curric/courses/ENGL/ENGL A213.pdf  

 
English A214 Persuasive Writing: Instruction in writing based on theories of persuasion and 

argument practiced in disciplines across the curriculum.  Focuses on the rhetorical 
issues of audience, invention, evidence, and style.  Develops a broad range of 
analytical, descriptive and persuasive skills, with special attention to their 
application in a variety of academic and electronic environments.  Research-
supported papers required.  Selection of readings may be coordinated with another 
discipline.   
http://www.curric.uaa.alaska.edu/curric/courses/ENGL/ENGL A214.pdf 

 
 
 

http://www.cnn.com/
http://www.cnn.com/
http://www.cnn.com/
http://www.cnn.com/
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Syllabus Requirements 
Course Information  

• Course Number, Section, and Title. 
• Course Format, Semester, and Year. 
• Meeting day and place. 
• Instructor Name. 
• Office hours and location. It is important to list office hours that you can regularly keep. 
• Email address, Telephone and/or fax number. If you don’t check it daily, tell students. 

 
Course Description 
Tells the students on the first day how the course will be conducted and your expectations.  The 
following should be included: 

• Catalog description for the course. 
• Course objectives—convey what you expect the student to know and be able to do by the 

end of the semester. Use the department’s course content guide for guidance. 
• Teaching methods—explain how you conduct the course.  
• Assignments—tell what your major assignments will be. Examples are tests, research 

papers, weekly quizzes, and daily homework. 
• Attendance policy. 

 
Blackboard Login 
Students need to know how to access your class in Blackboard. If your course has an online 
component, then students will need to know your course website's URL as well as how to obtain 
relevant usernames and passwords to log on to the course. 

 
Required and Optional Texts/Equipment 
List texts which are required and also which texts are optional. If you ordered a text but don’t 
intend to use it, say so. Provide editions, ISBN numbers, and ordering information.  Specify if a 
specific web-based teaching platform such as Blackboard is being used. 
 
Plagiarism and Cheating 
http://consortiumlibrary.org/find/ahi 
The University of Alaska Anchorage has an interactive website dedicated to academic honesty and 
integrity for both student and faculty use.  The url above is the direct link to that resource. The 
Department of English policy on plagiarism and cheating follows. 
The English Department does not tolerate academic dishonesty.  Depending on the severity of 
the offense, a student who is found to have misrepresented the work of another as his/her own 
faces some or all of the following consequences: 
 

1. An F for the assignment 
2. An F for the course 
3. A permanent, written record of the cheating on file with the English Department 
4. Forwarding of that record to the Dean of Students for further disciplinary action  
5. Recommendation of dismissal from the university. 

 
 
 

http://consortiumlibrary.org/find/ahi
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Recommendations for faculty: 

 
This statement should be included either in a prominent position in all syllabi for courses taught 
by the English Department, distributed separately as a uniform handout, or posted on 
Blackboard. 
 
In order for students to understand the seriousness of academic dishonesty it should be 
emphasized that such dishonesty entirely subverts the pursuit of learning by making it impossible 
to trace the genesis and development of ideas.  For this reason alone (forgetting moral issues for 
a moment), any writer must indicate clearly and correctly (e.g. in MLA or APA style) where 
he/she found the information and the ideas used in an assignment.  If necessary and appropriate, 
the student should be able to produce the sources so that an instructor may verify their proper 
use. 
 
Instructors should spend significant class time defining plagiarism and discussing the ways in 
which ideas and information should be correctly and fully referenced. 
 
An ad hoc committee should be set up by the chair as a resource that instructors who wish to 
could use when trying to decide both the extent of a case of academic dishonesty and the 
appropriate sanction.  This committee would meet only at the request of an instructor, and would 
under no circumstances be open to student appeals.  Its membership would consist of faculty 
experienced in the course in which plagiarism is suspected. 
 

Sample wording for syllabi and Blackboard 
 
A Note About Plagiarism 

In the academic community, plagiarism is considered theft and is, perhaps, the greatest 
academic crime.  Defining plagiarism, however, is a difficult task.  In the context of this 
course (and this course only) plagiarism will be defined as willfully accepting credit for 
work you didn’t do and concealing the contribution of another person, including using 
words from sources as if they are yours and neglecting to cite sources or to use quotation 
marks.  We will, however, work together collaboratively, offer assistance with ideas to 
each other, and make suggestions for revision.  You will not, however, be graded 
collaboratively and you must make the boundaries between your work and the work of 
others clear to me. 

Academic Success and Support Services 
• In support of the American Disabilities Act, include a sentence that reads, “If you need 

disability-related accommodations, please notify Disability Support Services (786- 4530), 
(786-4536 TTY), http://www.uaa.alaska.edu/dss.” 

• Direct them to services at UAA’s Consortium Library http://consortiumlibrary.org 
• List other support services, such as open or department labs, tutors, counselors, learning 

centers, Student Success Coordinators. Include telephone numbers and locations. 
 

Major Assignments, Tests, and Extra Credit 
• List all the major assignments and tests for the entire semester and briefly state the scope 

of each and how these assignments accomplish the course objectives. 
• Explain the criteria in the syllabus OR explain that you will provide it later in writing. 
• State clearly whether or not you accept extra credit and how the student may earn it. 

http://www.uaa.alaska.edu/dss
http://consortiumlibrary.org/
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•  Specify clearly how you want papers to be turned in (print, email, Blackboard...). 
 

Grading Policies 
• State types of assignments and tests. Explain generally if your tests are essay, objective, 

problem solving, and/or other types. 
• Explain criteria for major assignments and grading scale.  
• Include a grading scale. If you grade on a curve, also explain how you do this. 
• Explain your policies on missed deadlines. Also include points and time periods for 

deductions. If you do not accept late work, say so. 
• Suggest that students keep all their graded work until after they receive their final grades. 
•  

Calendar of Topics and Assignments 
• State clearly that this calendar is tentative and subject to change during the semester.  
• Do not add requirements or make the course more onerous than outlined in the Course 

Curriculum Guide.  
• Give all assignment or date changes in writing to students.  
• Clarify how you will notify students of those changes. 
• List by date the topic and assignment due. 
• List the test date and time for the course final and any last dates for late work. 

 

Add/Drop Policy 
http://www.uaa.alaska.edu/records/calendar.cfm 

Students may drop semester-length classes as follows: 
1.  Within the first seven (7) week-days of the start of the semester online. 
2.  Within the next five (5) week-days of the start of the semester with faculty signature.  
The only responsibility you have to the student as the instructor is to sign the Add form the 
second/third week of classes.  The student must learn how to work with the Add system to help 
them be successful with other instructors.  If you offer to help in any additional manner you 
become personally responsible for that student’s failure, were it to happen. 
3. A student cannot drop a course once it has ended.   
 

Withdrawal Policy  
http://www.uaa.alaska.edu/records/calendar.cfm  
http://www.uaa.alaska.edu/facultyservices/handbooks.cfm 

 The withdrawal period begins the third week of the semester. Students withdrawing from 
classes during weeks 3 through 12 of the semester do not need a faculty signature.   

 Course withdrawal begins the day following the drop deadline.  
 After week 12, withdrawals are not permitted.  

Within the appropriate deadlines, a faculty member may initiate a drop/withdrawal for students 
who fail to meet individual course attendance requirements; however, the faculty member is 
under no obligation to do so. 

http://www.uaa.alaska.edu/records/calendar.cfm
http://www.uaa.alaska.edu/records/calendar.cfm
http://www.uaa.alaska.edu/facultyservices/handbooks.cfm
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Student Conferences  
The composition program encourages composition instructors to conference with their students to 
discuss student writing as needed, usually once during each major learning unit.  

• Conferencing with students can take as long as 20 minutes each, depending upon the goals of 
the conference, which adds up quickly with 23 students in each section.  

• Instructors may cancel one scheduled class if they choose to conference with students. 
• For safety reasons, conferences are held during regular UAA hours, in the Adjunct office, 

and with doors always propped open. If Instructors are concerned at any time during a 
conference with a student, they should seek out the Composition Coordinator or another 
department staff member for assistance.  If you feel threatened in any manner call campus 
police at 786-1120 or 911.  Please see the safety statement from Chancellor Fran Ulmer 
under Attachment A at the end of the handbook. 

Student Work  
http://www.uaa.alaska.edu/records/app/ferpaforfaculty.cfm 
To protect students’ privacy, do not have students leave their work outside of your office, nor should 
instructors leave graded work unprotected outside of their offices. Students can leave their work with 
the department secretary who will date stamp and leave it in your mailbox. If students provide you 
with self-addressed, stamped envelopes, you may return their work after the semester is over. Or, 
students can pick up their work from you during your office hours next semester. We do not have 
storage space for student work. 

Final Exam Week 
The university requires that meaningful activity take place during the final exam period, even if no 
final is given. Meaningful activities may include class discussion about the final projects, student 
presentations, peer review sessions, and other activities that contribute and extend learning in the 
course. If there are questions about this, please contact the Composition Coordinator for guidance. 

The Learning Resource Center (LRC)  
http://www.uaa.alaska.edu/ctc/programs/lrc/student-services.cfm  
Location:  Sally Monserud Hall – SMH 111 
Staffing:  Staffed by IT 
Access:  Open Access  
The lab has Windows workstations with high-speed Internet access for email, University website 
access, and Internet access for research, news and general use. The lab contains common software 
applications used for word processing, spreadsheets, publishing, and presentations. The lab is open to 
current University of Alaska Anchorage students, faculty, and staff.  Patrons should carry a current 
UAA ID card with them, as this may be requested by the IT Services Consultants or LRC staff to 
verify current status. There are Consultants available in the LRC to aid in the following: 

• Lookup, create, and reset email username/passwords. 
• Assist with logging into the lab stations. 
• Provide assistance in using MS Office, and other applications. 
• Answer common questions regarding resources at UAA. 
• Answer questions about UAA Computer Systems and to provide information about systems 

and resource access. 
Consultants are there to assist students and can help them get started in the right direction, but 
consultants are not available for individual instruction. 

http://www.uaa.alaska.edu/records/app/ferpaforfaculty.cfm
http://www.uaa.alaska.edu/ctc/programs/lrc/student-services.cfm
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Consortium Library 
http://consortiumlibrary.org/. 
It is not required that Instructors take their classes on library tours, however it is recommended.  
Instructors can arrange a tour by calling the Reference Desk at 786-1848 or they can 
electronically request a Library Tour for a class at http://consortiumlibrary.org/. 

English Computer Classrooms  
The English Department has two Computer Classrooms:  ADM 144 and ADM 146.  ADM 144 
also has open lab hours, which are posted outside the classroom entrance.     

Writing Center (WC) 
http://www.uaa.alaska.edu/ctc/programs/lrc/student-services.cfm 
Location:  Sally Monserud Hall Room 118 
Across from the Learning Resource Center main desk.  
Phone: (907) 786-6918 
ayrwc@uaa.alaska.edu 
The WC offers sessions for anyone seeking advice or help with writing. The WC provides 
assistance to students that need help in any part of their writing process from generating ideas, to 
pre-writing, to polishing their manuscripts.  Students can learn more about: 

• Organizing a complex argument; 
• Getting started with a research project;  
• Reviewing published literature;  
• Acknowledging debts to other sources;  
• Choosing and using an appropriate documentation system;  
• Making appropriate stylistic choices; and   
• Learning to proofread their own work.  
 

Disability Support Services (DSS) 
http://www.uaa.alaska.edu/dss/information/index.cfm  
Students who experience disabilities and face barriers within the educational setting may be 
eligible for academic adjustments to level the playing field. Adjustments are provided through 
the accommodation process which is defined by three basic steps. 

1. Student initiates a request.  Student meets with the Director or Coordinator of DSS to 
make a request (documentation of disability is required). 

2. Accommodation strategy is defined. Appropriate adjustments are determined through a 
combination of documentation review, student experience, and best practices. 

3. Accommodation is put in place. Adjustments are put in place when students deliver 
faculty notification letters that have been prepared by DSS. 

 
Student Rights 
Students with disabilities at UAA have a right to: 

• Equal access to all courses, programs, services, and activities offered through UAA; 
• Individualized accommodation; 
• Effective academic adjustments/aids; 
• Confidentiality; and 
• All other rights available to other students at UAA. 

http://consortiumlibrary.org/
http://consortiumlibrary.org/
http://www.uaa.alaska.edu/ctc/programs/lrc/student-services.cfm
mailto:ayrwc@uaa.alaska.edu
http://www.uaa.alaska.edu/dss/information/index.cfm
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Student Responsibilities 
Students at UAA have a responsibility to: 

• Self-identify and self-advocate; 
• Make reasonable requests in a timely manner;  
• Meet qualifications and maintain essential standards for courses, programs and activities; 
• Provide appropriate documentation; and 
• Follow university procedures. 
 

Student Rights 
http://www.uaa.alaska.edu/records/app/ferpastudentguide.cfm 
The Family Educational Rights and Privacy Act, or FERPA, was enacted in 1974 with the 
purpose of providing educational institutions with guidelines for releasing a student’s grades to 
outside parties and establishing rights for all parties involved. As an instructor, you are expected 
to follow the guidelines set forth by FERPA so long as doing so does not threaten your rights or 
the rights of any of the parties involved. If such a situation occurs, consult with the Composition 
Coordinator for guidance.  
 
FERPA, as amended, was designated to protect the privacy of education records, to establish the 
right of students to inspect and review their education records, and to provide guidelines for the 
correction of inaccurate or misleading data through informal and formal hearings. FERPA 
affords students certain rights with respect to their education records. They are: 

 
• The right to inspect and review the student’s education records within 45 days of the 

day the school receives a request for access. Students should submit a written (letter or 
FAX) request to Enrollment Services that identifies the record(s) they wish to inspect. 
Enrollment Services will make arrangements for access and notify the student of the time 
and place where records may be inspected. If the records are not maintained by 
Enrollment Services, Enrollment Services designated staff will refer the student to the 
appropriate personnel or office to access the record. 

• The right to request the amendment of a record that they believe is inaccurate or 
misleading. Students may ask the University to amend the student’s education records if 
he/she believes they are inaccurate or misleading. If the University decides not to amend 
the record as requested by the student, the University will notify the student of the 
decision and advise the student of his or her right to a hearing regarding the request for 
amendment. If the University denies the amendment request after the hearing, the student 
is given the right to insert a statement in the education record. 

• The right to consent to disclosures of personally identifiable information contained 
in the student’s education records, except to the extent that FERPA authorizes 
disclosure without consent. UAA may release, without consent, certain directory 
information. No one outside the University shall have access to, nor will the University 
disclose any other information from a student’s educational record, without the written 
consent of the student, except to University officials with legitimate educational interests, 
to officials of other institutions in which a student seeks to enroll, to persons in 
compliance with a judicial order, and to persons in an emergency in order to protect the 
health or safety of the student or other persons, or as otherwise permitted under FERPA. 

http://www.uaa.alaska.edu/records/app/ferpastudentguide.cfm
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Sexual Harassment 
http://www.uaa.alaska.edu/deanofstudents/index.cfm 
Sexual harassment is a form of sex discrimination that involves unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature. Sexual 
harassment does not refer to occasional compliments of a socially acceptable nature; rather, it is 
unwelcome, personally offensive behavior that is detrimental to morale. It is the policy of the 
University that the sexual assault of one member of the academic community by another will not 
be tolerated by the University. This policy applies to all members of the campus community:  
students, faculty, and staff. 
 

Forms of Sexual Harassment 
There are two forms of sexual harassment. The first is called Quid Pro Quo, meaning something 
for something. With this form of sexual harassment, the victim is forced either implicitly or 
explicitly to submit to or reject sexual conduct in exchange for a person’s job, pay, grade or any 
other academic or employment decisions made for that person.  The second form, known as 
hostile environment, is a form of sexual harassment in which sexual conduct interferes with an 
individual’s work or academic performance or creates an intimidating, hostile, or offensive 
environment.  Sexual harassment may include: 

• Inappropriate jokes 
• Inappropriate comments 
• Unwelcome pressures for dates 
• Touching, cornering, and pinching 
• Attempts to kiss or fondle 
• Threats 
 

Reporting Sexual Harassment 
It is the intent of UAA to take whatever action is needed to prevent, correct, and discipline 
behavior that violates this policy. If you feel you may be the victim of sexual harassment, talk to 
someone you trust about the situation. Many departments on campus, outlined below, can help 
you. The confidentiality of all parties involved in sexual harassment incidents shall be strictly 
respected insofar as it does not interfere with the University’s legal and ethical obligation to 
investigate allegations of misconduct and to take corrective action. Complaints about the 
behavior of a University faculty or staff member should be filed with the Office of Campus 
Diversity and Compliance in Administration/Humanities Building 247.  Complaints about the 
behavior of a student should be filed with the Dean of Students Office. 
 
For additional information: 
http://www.uaa.alaska.edu/diversity/harassment.cfm  
http://www.uaa.alaska.edu/deanofstudents/harassment.cfm  
http://www.alaska.edu/bor/policy-regulations/  
http://www.uaa.alaska.edu/safety/anchorage/sexualoffensespolicy.cfm 
 

 
 
 
 

http://www.uaa.alaska.edu/deanofstudents/index.cfm
http://www.uaa.alaska.edu/diversity/harassment.cfm
http://www.uaa.alaska.edu/deanofstudents/harassment.cfm
http://www.alaska.edu/bor/policy-regulations/
http://www.uaa.alaska.edu/safety/anchorage/sexualoffensespolicy.cfm
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Discrimination 
http://www.uaa.alaska.edu/diversity/training.cfm 
Discrimination refers to being adversely treated or affected, either intentionally or 
unintentionally, in a manner that unlawfully differentiates or makes distinctions on the basis of 
an individual's race, color, religion, sex, national origin, citizenship, pregnancy, childbirth or 
related medical conditions, marital status, changes in marital status, disability, age, status as a 
disabled veteran or Vietnam era veteran. With freedom of speech being at our core, UAA strives 
to create an inclusive respectful campus community that promotes and embraces our individual 
differences. We are united in our belief that diversity includes understanding and respecting 
differences in ideas, religion, gender, ethnicity, race, sexual orientation, disability, age, and 
socioeconomic status. We celebrate diversity in all of our educational and employment 
endeavors. Discrimination may occur when an individual or group of individuals are judged 
based on one of the above. 
 
You may have one or more active duty military in your class.  While in your class they may miss 
classes due to scheduled training or deployment.  If this happens you need to negotiate with them 
regarding how they will attend class electronically or make up assignments. Mel Kalkowski, 
Director, Community & Technical College-Military Programs, recommends that you treat the 
military student as if they are a university athlete.  If you need any help or have any questions, 
please feel free to contact him at 753-1199 for advice. 
 
Professionalism/Code of Ethics 
http://www.uaa.alaska.edu/facultyservices/handbooks.cfm 
http://www.uaa.alaska.edu/faculty/upload/Adjunct-Faculty-Handbook-pdf.pdf  
Instructors of record for any class are regulated by the Faculty Professionalism and Code of 
Ethics as found in the Faculty Handbook.  Adjunct Faculty are to interact with students in the 
same manner as any faculty member.  This also means that students are to interact with Adjunct 
Faculty in the same manner as any faculty member.  Complaints from either Adjunct Faculty 
towards students or students towards Adjunct Faculty are to be handled in the manner outlined in 
the Faculty Handbook. 
 
Missed Classes 
All faculty should be aware of and abide by department policy for absences. 

You are expected to teach every regularly scheduled class including the scheduled day of 
the final exam. UAA is already at its limit in meeting the required number of contact 
hours to maintain accreditation. Moreover, absences create a real hardship for students 
and staff. 

Only in the rarest of circumstances can you justify missing a class. When you know of 
such a circumstance in advance, please alert the Chair and office staff as soon as 
possible. 

When you realize at the last minute you cannot teach due to illness or other emergency, 
please call the Administrative Assistant in the English Department immediately so that 
your students can be notified (786-4355). The department is required to add a class 
meeting in order to meet accreditation standards. Since this is often not possible or 
realistic, you may schedule individual conferences with students as soon as possible to 
make up the missed class-contact time. 

http://www.uaa.alaska.edu/diversity/training.cfm
http://www.uaa.alaska.edu/facultyservices/handbooks.cfm
http://www.uaa.alaska.edu/faculty/upload/Adjunct-Faculty-Handbook-pdf.pdf
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Office Hours, Mailboxes, and Computer Resources 
You are expected to be available for two hours each week for student conferences. Adjuncts may 
schedule office hours in any of the three adjunct offices through the department’s Administrative 
Assistant. Please limit the use of your mailbox to English Department business only. If you are 
teaching a course for another department, please route those students and their course work 
through the department offering the course. 

Blackboard Information 
If you want information about using Blackboard, contact ITS Callcenter at (907) 786-4646 or 
Toll Free at (877)633 -3888 or by e-mail at http://technology.uaa.alaska.edu/ . In addition, our 
department can provide you with a copy of a handout containing useful information for those 
who are new to Blackboard, but it also contains information beyond the basics. 

Copy Machine and Scanner 
Copying requires a day or two of lead time. Please place copying to be done in the department in 
the “Photo Copy Jobs” box in the mailroom two days in advance of when they are needed, if at 
all possible. You may also email your documents to the department’s Administrative Assistant 
for copying. If you have a lot of copying, use the Copy Center for packets.  NOTE:  Many 
documents can and should be posted on Blackboard.  Scanning may be done on the department 
copier, with the resulting document emailed to you at no charge. 

Departmental Meetings 
A semester schedule of meetings will be posted in the front office and put into your mailbox. 

Adjunct Parking Permits 
Adjunct faculty who belong to the United Academics-AAUP/AFT (union for adjunct faculty) 
can receive a semester parking permit for half price. However, you will need to present your 
contract letter at the time you pay for the permit. Parking permits are not required for the 
University Center parking lot. 

Tuition Waivers 
Each semester you or a family member may take a course and receive a tuition waiver to cover 
the cost of three credits (you must still pay fees and buy books). Graduate courses must be work-
related to receive a tuition waiver.  Please see the Administrative Assistant for forms or check 
the UAA website. http://www.uaa.alaska.edu/admissions/upload/tuition_waiver_empl_sc_2006.pdf   

We look forward to working with you. Please contact us if there is anything we can do to help 
you prepare for your classes. 

 

 

 

 

http://technology.uaa.alaska.edu/
http://www.uaa.alaska.edu/admissions/upload/tuition_waiver_empl_sc_2006.pdf
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Addendum A Regarding Campus Safety 
 
 
October 1, 2008  
  
Dear UAA Community Members:  
  
At the University of Alaska Anchorage “Safety is Everybody’s Business.” 
 As a campus community we can increase our safety awareness by becoming familiar with UAA’s 
policies concerning campus security, alcohol and other drug use, crime prevention strategies, and how to 
report crimes, sexual assault, and other related matters. You will find this information on-line at 
http://www.uaa.alaska.edu/upd/prevention/index.cfm This Web site contains a link to the 2008 Campus 
Safety and Security Report which includes UAA’s campus security policies along with our campus crime 
statistics for the previous three years.  Printed copies of the report are available from the Dean of Students 
Office, Student Union 204. 
 
As you will see from the report, UAA is a relatively safe campus. Let’s work together to keep it this way!  
Stay alert.  Familiarize yourself with campus safety information, emergency procedures, and additional 
university resources listed at: www.uaa.alaska.edu/students/campussafety.cfm. 
 
Faculty members, I encourage you to discuss campus safety during your classes, identify the location of 
emergency exits, and explain to students how to safely leave in case of an emergency.  This will help 
students understand the importance of their personal safety.  
Supervisors, please discuss campus safety strategies and evacuation procedures with your employees.   
 
I encourage you to attend safety and security programs sponsored throughout the year by University 
Police, the Department of Residence Life, Student Health and Counseling Center, and other campus 
departments.  Taking time to educate yourself and others about campus safety information is an important 
step toward keeping our campus safe.   
 
If you teach, work, attend classes, or attend campus activities at night, I strongly urge you to practice 
these additional safety measures and to share them with your peers.  Leave buildings and classes together 
and make certain you have safe and reliable transportation.  On the Anchorage campus you may request a 
walking safety escort by calling 786-1147.  Call Team Officers provide this service Monday - Thursday, 
7:30 a.m. - 8:00 p.m., and 7:30 a.m. - 6:00 p.m. on Friday.  Outside of these hours, please contact the 
University Police Department at 786-1120 for assistance. 
 
Providing a safe learning, working, and living environment is very important to us at UAA. Please report 
any crimes or suspicious activities that occur on University property to the University Police Department.  
Students and employees at our extended campuses should report crimes or suspicious activity to their 
local law enforcement agency. 
 
If you have special questions or concerns, please contact the University Police Department at 786-1120. 
General campus safety issues may be discussed with the Campus Safety Committee at 786-4623. 
 
Thank you for your support and assistance as we all work toward making UAA an even safer campus. 
 
Sincerely,  
   
Fran Ulmer 
Chancellor 
  

http://www.uaa.alaska.edu/upd/prevention/index.cfm
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Important Phone Numbers/Contacts 
 

Judith K. Moore 
Chair 
Professor 
ADM 101M 
786-4383 
afjkm1@uaa.alaska.edu 

Lori Mumpower 
 Composition Coordinator 

Assistant Professor 
ADM 101L 

786-4386 
aflam1@uaa.alaska.edu 

 Paula Feldhacker  

Administrative Assistant  
ADM 101B               
 786-4357  
anpf1@uaa.alaska.edu 

  Administrative Secretary  

ADM 101 
786-4355 

 

Karla Powell 
Composition Assistant 
ADM 101R 
786-4356 
kkpowell@uaa.alaska.edu 
 
 

 

Main Switchboard (907) 786-1800 
Enrollment & Registration (907) 786-1480 
IT Call Center   (907) 786-4646 
Consortium Library  (907) 786-1871 
Counseling Services   (907) 786-6158 
English Department (907) 786-4355  
Campus Police  (907) 786-1120 
 

 

A BIG thank you to Professor Janson Jones’ summer 2008 English A312 students who helped 
create this manual: Patricia Burke, Christopher Woods, Aleta Alstrom, Hector Sanchez, Steven 
Clark, Natasha Houston, Elizabeth Sanchez, Marla Sanders, Olivia Shears, Mack Oh and Katie 
Alutius. 

 
 

mailto:afjkm1@uaa.alaska.edu
mailto:aflam1@uaa.alaska.edu
mailto:anpf1@uaa.alaska.edu
mailto:kkpowell@uaa.alaska.edu
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