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Welcome & Introduction

Dear ESL Faculty:


Welcome to the ESL Program at the University of San Francisco.   This brief handbook has grown out of the desire to provide each of you with one place (a small book) to find general information about the ESL Program and its classes, important procedures and logistics, and helpful contact names and phone numbers.


This is a brief ESL faculty handbook focused on the ESL Program.  It does not replace or duplicate the information in the Part-time Faculty Handbook from the Dean’s Office of the College of Arts & Sciences or information given to employees by Human Resources.  Nor does it give specifics about the Collective Bargaining Agreement between the University of San Francisco and the University of San Francisco Faculty Association, Part-Time Faculty.  Rather this brief handbook is meant as a supplement to these documents and is meant to serve as a guide to your day-to-day teaching in the ESL Program. 


 I hope that this brief handbook gives you useful information and makes your job easier.   Each semester you will also receive a schedule of ESL classes, and a calendar of events. The booklist for each term is online.   I encourage you to keep the handbook easily accessible and to refer to it when you have questions.  


This is a work-in-progress and is, in fact, the fourth version.  The format allows for information to be easily added and/or deleted in future semesters.  Please give us feedback on the handbook so that we can make it as useful for you as possible.  


Best wishes for success in your teaching and professional life here at USF,

Dennis Bacigalupi        




   Mari McDermott

Professor and Director, ESL Program                                       Director, IEP Program

Overview

Structure of the College of Arts & Sciences, 

The Department of Rhetoric and Languages, 

& the ESL Program


The ESL Program is in the Department of Rhetoric and Language, which is in the College of Arts & Sciences. The chart on the following page provides a visual representation of the overall organization, the names and contact information for chairs, deans, associate deans, directors, and program assistants.   Below is a brief overview of the structure.


The College of Arts and Sciences has three academic associate deans: Humanities, Social Sciences, and Science.  Additionally, there is an associate dean for students.  The Department of Communication Studies is under the associate dean for Humanities.  Associate Dean Novak’s program assistant is Megan Haynes.


The chair of the Department of Rhetoric and Language is elected from the division coordinators by the full-time faculty in the three divisions. The chair represents the department to the dean of the College of Arts and Sciences or other appropriate administrative officials.  The chair serves as the conduit of information from the dean of the College of Arts and Sciences, or from any other administrative official, to the department on all matters of concern to the department as a whole.  The chair represents the department and faculty on the Arts Council, College Council, and when appropriate, committees.


Each division coordinator and/or course coordinator makes recommendations regarding classes and staffing for her/his division.  This means that if a part-time faculty member in one division (e.g., ESL Program) wishes to be considered for classes in another division (e.g., Public Speaking), the faculty member must apply with the other division coordinator (e.g., Public Speaking).  Part-time faculty can also apply with the coordinator of the Writing Center for positions as Writing Center preceptors.

Section I:

STUDENT & CLASSROOM ISSUES
1. ACADEMIC INTEGRITY

A responsibility of each faculty member is to help ESL students learn what constitutes academic honesty in a U.S. academic community, how to avoid academic dishonesty, and how serious violations are.  We strongly recommend that each syllabus have the following statement on academic honesty, or something similar.  

There is an extensive discussion of USF’s Academic Honesty policy in the Fogcutter.  All students should familiarize themselves with that section. The policy covers:


Plagiarism – intentionally or unintentionally representing the words or ideas of another person as your own; failure to properly cite references; manufacturing references
Working with another person when independent work is required

Submission of the same paper in more than one course without the specific permission of each instructor

Submitting a paper written by another person or obtained from the internet

The penalties for violation of the policy may include a failing grade on the assignment, a failing grade in the course, and/or a referral to the Dean and the Committee on Student Academic Honesty.

2. ACADEMIC PROBATION

IEP Students who do not receive a 2.0 GPA may be placed on IEP academic probation at mid-term or at the end of the semester.  Matriculated students may be placed on academic probation at the end of a semester if they fail to maintain a 2.0 GPA.

· IEP students on academic probation are advised by the ESL coordinator and sign an academic contract.  Students who do not fulfill the contract may not be allowed to continue studying in the ESL Program.  Matriculated students sign a contract with an advisor in their discipline.  Academic advisors consult with the ESL coordinator regarding the specific terms of the contract. 
IEP ACADEMIC CONTRACT

	Date:  _____________________________________________________

Semester:  _________________________________________________

Student Name:  _____________________________________________

Advisor:  __________________________________________________

Reasons for Probation: _______________________________________

__________________________________________________________

Terms of Probation:

1.  ________________________________________________________

2.  ________________________________________________________

3.  ________________________________________________________

4.  __________________________________________________


	______________  _____       _____________  _____

Advisor                                      Date                    Student                                   Date


Cc:  Laleh Shahideh, Associate Dean, College of Arts and Sciences
International Student and Scholar Services

3. ATTENDANCE, PUNCTUALITY POLICY & ATTENDANCE LETTERS

Attendance & Punctuality Policy: We have agreed upon some basics as a program, but there can be slight individual faculty variation.  For example, is there such a thing as an excused absence?  Is an excused absence only when a student is in the hospital or has some serious illness/problem? Students representing USF at a University-sponsored event are excused.  These students should provide written documentation of dates and times they are to represent USF.  You may wish to treat absences differently for non-matriculating students than matriculating students (e.g., a business professional studying 20 hours of English a week has to miss a week of class to attend to her business.  She speaks to her teachers, does all the assignments, and misses few other classes.  Such absences can be excused.  On the other hand, a matriculating student who misses a week of class to go to the Grand Canyon should not be given excused absences.) The most important thing is to be clear and consistent with students.  Tell students your policy and follow it.  Below is a sample statement on attendance and punctuality in a syllabus.  

1.  Class attendance is very important.  Every student is expected to attend class         regularly. 

2. If you must miss class for legitimate reasons, speak to me or e-mail me as soon as possible.  Notify me beforehand, if you know that you must be absent. 

3.  Notifying me or the ESL Program office of your absence does not mean that the absence is excused.

4. Students are responsible for knowing what they have missed if they are absent from class.

5. Students are expected to arrive punctually.  Arrival ten or more minutes late will mean that the student is tardy.  Three times being tardy will be counted as one absence.

6. Your grade is affected by absences in the following ways. More than 20% absences (for a semester of 58 class meetings, this is 12 absences.) will result in a failing grade.

7. Students with more that 20% absences from several ESL classes may be prohibited from taking the final TOEFL.

8. The highest possible grade per number of absences is as follows: A = 0 – 3; B = 4 - 6; C = 7 - 9; D = 10 -11; F = 12 or more.
9. If you must be absent for legitimate reasons, please speak to me as soon as possible.
4. COURSE SYLLABI

A syllabus should be handed out in each class preferably the first day of class, but definitely by the end of the first week. Please send an electronic copy of your syllabi to the ESL Program Assistant and give him/her a hard copy.  Be sure to use the correct title for your syllabus.  Below are reminders about the contents of the syllabi.

1. Syllabi must have the following parts: (This is based on the requirements of the College Curriculum Committee.)

a. Identifying Information: department/program, course title, line numbers, semester, room number, time 

b. Instructor Information: name, office, office hours (can be by appointment), phone number, e-mail.

c. Textbooks 

d. Course Description: Use the distributed one or one with slight modifications.

e. Student Learning Outcomes: Use the distributed one or one with slight modifications.

f. Course Requirements and Grading: These may be together or separate.  Attendance cannot be part of the calculation of grades (e.g., poor attendance can lower a grade but good attendance may not raise the grade).  Participation can be no more than 10% of the grade.  The grade should be based on quantifiable measures.  Below is an example for an academic oral skills class:
Exams
& Quizzes





 40%

Listening & Speaking journals & evaluations of them
 25%

Presentations & Follow-up Analysis



 20%

Homework





             15%

Participation, effort, & improvement


               5%


5. SAMPLE CONTRACT ON CLASSROOM BEHAVIOR

Faculty may wish to have students sign a contract on classroom behavior.  Below is a sample provided by the Counseling and Psychological Services (CAPS):

Most students exhibit appropriate behavior in class, but there is some disagreement on what “appropriate” behavior is.  At times a consumer culture creeps into the classroom, with students sometimes perceiving faculty as an employee hired to serve them.  This is not the appropriate comparison- a professor is not here to give you what you want, but rather to help you obtain what you need. A professor is more like a physician.  A doctor who tells you “everything is fine” just to make you happy should be sued for malpractice when in actuality everything isn’t fine.  Likewise, any faculty member who gives you and “A” regardless of your performance just to make you happy or allows anything to happen is doing you and other students a disservice.

Learning is a group activity, and the behavior of each person in class in some way or the other

affects the learning outcomes of others.  If we keep these thoughts and the following rules in mind. The classroom experience will be a better one for everyone involved.

 RULES:

1. Class begins promptly at the beginning of the class period.  You should be in your seat and ready to start participating in class at that time.  That same rule also applies to me – I should be ready at the start of the class, which means having the technology operational. 

a. Always bring the required supplies and be ready to be actively engaged in the learning process. This communicates preparedness and interest.

b. If you come into class after an assignment has already been passed back, please do not ask for your assignment until the class is over.  It’s unfair to the other students in class to wait while the professor searches again for your paper because you weren’t there on time.  Just ask for it after class, and I’ll be happy to supply it to you.
c. In deciding whether to attend class, please do not ask your professor if she/he is covering anything important on that day.  The course is carefully planned out – everyday is important.
2. Turn your cell phones off or to vibrate before the start of class.  I’ll also turn mine off.

3. Do not study material from other classes during this class.  If you feel that you must spend our class time studying or doing homework, please go to the library.

4. Do not bring food and/or drinks to class.  Please remember that someone else will be coming into the room after your class is done, so PICK UP YOUR TRASH.  You wouldn’t visit a friend’s house and leave paper, cans, bottles, and wrappers laying around after you left, so please don’t do it here. 

5. I expect to have your attention for the full class period.  This means:

a. Avoid conversations with people sitting around you.  It’s a small room – even if you whisper, please realize that other people can certainly see you, and that’s distracting to them (and to me).

b. Do not start zipping up your backpack and rustling papers before the end of class period.  There’s sufficient time for you to get to your next class with out disrupting the last few minutes of this class.  If one person does it, it seems to trigger others to do it, and it makes the last few minutes (when announcements are often made) less than optimal for everyone. 

6. If you know that you’ll need to leave before the class is over, try to sit as close to the door as possible so as not to disrupt others.  Similarly, if you arrive to class late, just slip in as quietly as possible and take the closest seat available you come to. 

7. If you are so tired that you cannot keep your head up, you should leave.  I realize that environment factors affect this, including warm rooms, dimmed lights, and material that may not be interesting to you.  However, laying your head on the desk or sleeping in class is rude, and it is distracting to others. (Would you consider me rude if you invited me to a party and I slept on your sofa during the party?)  I’ll try to make class interesting, but remember that my primary goal is to teach you, not entertain you. 

8. Turn in assignments on time.  Earthquake, fire, flood, and catastrophic illness are the only reasonable excuses for late submission. 
9. Being courteous in class does not mean that you have to agree with everything that is being said.  However, you will rarely get your way with anybody in life by being rude, overly aggressive or just plain hostile; if you disagree with me (or I with you) it is a good idea to wait and discuss the situation when you are not angry.

10. The rules of the syllabus, content of the exams, content of lectures, and calculation of the grade you earned are not a starting point for negotiations.  While I am always willing to work with students on an individual basis, I cannot negotiate individual terms with each student. 

11. Your questions are NOT an imposition – they are welcome and one of the professional highlights of my day.  Chances are, if you have a question, someone else is thinking the same thing too, but is too shy to ask it.   Please – ask questions!  You’ll learn more, make class more interesting, and help others learn as well.  But when you have a question or comment, please raise your hand first.  Blurting out a question or comment when someone else has already raised her/his hand is rude – it’s like jumping ahead of someone else in line. 

12. If emergencies arise that require an absence from a session, be sure to get notes and all other information that was covered in class from a classmate you trust.  Expecting the faculty member to outline the class session in an independent message to you is not realistic as a professor typically has approximately 100+ students in her/his classes each semester. 

13. The time to be concerned about your grades is in the first fourteen weeks of the course, not in the last week.

_____________________________          ______________             ____________________________

                  Student Name                                    Date                                            Professor

6.  ENROLLMENT & REGISTRATION

All IEP Students are advised and registered by the ESL Advisors (i.e., full-time faculty).  IEP students may enroll for shorter periods than the semester and, if they do not have an F-1 Visa (i.e. student visa), may study fewer than 20 hours a week.

Matriculated students (English conditional degree-seeking students) are advised by ESL advisors.  A student’s ESL classes (the number and specific ones) are determined by their TOEFL scores or placement scores, previous semesters at USF, and when available, faculty recommendations and grades.

7.  GRADING & GRADES

Dates when grades are due are listed on the semester calendar.  Faculty must enter final grades on the web through USFConnect. 

8.  HOMEWORK

Homework should be assigned regularly. In some classes, there may be less homework than in other classes, but some homework should be given on a regular basis. Students who fail to submit homework or submit substandard work should receive lower grades than those who consistently do good work.

9.  LANGUAGE AND CULTURE CENTER (LCC)

The Language and Culture Center (LCC) includes three technology-enhanced rooms that provide technical support services for the instruction of foreign languages, literatures, and cultures.  It is shared by the Modern & Classical Languages (MCL) Department and the ESL Program.  The LCC Resource Room in Cowell G-02 is available for students and faculty to view language-related media. There is a small ESL library of print and media materials.  Faculty may check these out with the LCC monitor.  The Resource Room also includes two smaller rooms inside, which are used for writing tutoring. The LCC Writing Center in Cowell G-24 is available to MCL students and faculty for language tutoring. The LCC Classroom in Cowell G-25 is available for classroom language instruction. The Language Lab Technician is Michael Lee (leem@usfca.edu)

Use of department materials, books, and tapes - To maintain files of TOEFL exams, tapes, and up-to-date books, please return material to the appropriate file promptly, in order, and in good condition.  Such actions make all our lives easier and make material available for everyone.  The budget may not allow us to replace lost items.

A. Reservations
To make a reservation, send an email to LCCreservation@gmail.com.  You will receive an automatic reply with an online reservation form.  The online form will ask for the following information:


     Name of Faculty:



     Name of Class & Course #:



     Day & Time requested:



     Alternate Day & Time (second choice):



     Activity Planned: (e.g., particular software use, internet, test, students making MP3 

     
     files, students practicing online TOEFL questions)



     Faculty's Email:



     Faculty's Campus Phone:



     Number of Students:

Please allow 24-48 hours for your reservation to be confirmed.

       

B. LCC Meeting Maker for Classroom Schedules


An online calendar (Meeting Maker) is set up for the LCC Classroom so that faculty 
can view the reservation calendar. To access Meeting Maker for the LCC Classroom 
1) login to USFconnect, 2) under Calendar Option click on the Meeting Maker link, 
3) type in username: lccfaculty, password: lccfaculty. After logging in you will see 
the Meeting Maker calendar for the general account. To view the LCC Calendar, 
click the dropdown menu on the right hand side and select, “Language Lab G25.” 

10.  OBSERVERS

MA TESL and TESL certificate students from USF and SFSU often request to observe ESL Classes.  Observations are frequently part of their course assignments. If the ESL Program Assistant or Administrative Director asks if a faculty member is willing to have an observer, please reply in a timely manner.  If the requested day and time are inconvenient, a faculty member may, of course, refuse the request. Keep in mind that having observers is a professional courtesy and observers are generally appreciative and learn much from classroom observation.

11.  STUDENT PLACEMENT AND STUDENTS’ REQUEST TO CHANGE CLASSES

A reminder about student placement: If students ask to move to a higher level, discourage them.  Suggested comments are “You have been placed in the level that is best for you.  Seldom do students move up and then only if most of their teachers agree that they are better than all the other students in the class.  You must prove to all your teachers that the class is too easy for you.  I will speak to your teachers.” Please do not tell them that you think they should move.  If that is your opinion, tell the ESL Coordinator to discuss the student’s abilities with her/his other teachers. Individual teachers may not unilaterally move students.

A student requesting a change of level or specific class must complete a “request to change class/level” form and submit it to the ESL Coordinator.  The forms may be obtained in the ESL Program office.  The ESL Coordinator in consultation with faculty will consider all requests carefully and determine if they are approved or not. 

12. STUDENT TYPES & STATUS


Matriculated students 

       FULL TIME STATUS


Students in the United States on F-1 or J-1 student visas are required to complete full-time studies each semester. Full-time enrollment for undergraduate students is 12-18 credit hours per term. 

For graduate students, the program determines full-time status. At USF, full-time enrollment for graduate students in the College of Arts and Sciences is 6 credit hours per semester. For students in any other graduate program, 8 credit hours per semester is full-time.


Non-Matriculated students

Full-time enrollment for IEP students is 20-26 hours per week. Exceptions to the United State Department of Homeland Security (USDHS) full-time requirement are made under certain circumstances; please contact the International Student and Scholar Services Advisor, Marcella de Proto, for details. Students who are maintaining status are permitted an annual vacation period during the year if they intend to enroll the following term. Before they leave the United States for a vacation period (such as summer or winter break), they must show proof that they intend to return to your program either by registering for at least one unit or by submitting a deposit payment to the One Stop Office.

CHANGING VISA STATUS

What happens if a student’s plans radically change and he/she no longer wishes to be a full-time student?
Under U.S. law, no one can remain in the United States on a student visa unless he/she is a student. If anyone is not registered for a full course of study, he/she is in violation of their student (F-1 or J-1) status.   Students considering taking a Leave of Absence from USF should learn everything they can about changing to another immigration status and be informed about what is and is not possible. Students who violate their current status will not be allowed to change to any other status.  As a first step, they should make an appointment to meet with an International Student Adviser. Changing to another immigration status usually takes many months. To initiate the process, they must file a petition with the USCIS. If they are seeking to change to status in which employment is permitted, then they must not begin employment until they receive an approval notice from the USCIS.   If they change their status while in the United States and then leave the country, they will have to obtain a new entry visa under the new status before returning to the United States. They may not reenter using a F-1 visa unless they plan to be full-time students again.

13.  TEXTBOOK & SUPPLEMENTARY MATERIAL

TEXTBOOKS

Faculty select textbooks for their classes based on the published course descriptions and student learning outcomes.  Lists of past textbooks and suggested textbooks are available.  The ESL Program Coordinator provides faculty with tentative teaching schedules for the following semester/session.  The tentative schedule does not constitute a promise of employment as the number of classes offered is determined by enrollment.

Faculty should submit their book requests to the ESL Program office in a timely fashion and adhere to deadlines.  The ESL Program coordinator reviews all orders. If faculty do not wish to order a textbook for a particular class, s/he should discuss his/her request with the coordinator.  Required textbooks are to be used in classes.  Faculty should cover a sufficient amount of the text that students feel they have benefited from purchasing the book.  

SUPPLEMENTARY MATERIALS
Faculty may wish to supplement the required textbooks with other material.  The LCC Resource Room, Cowell G-02, has supplemental ESL materials that may be used in class. 

Try to check with other teachers who have the same students about supplementary materials.  For example, before taking a reading/vocabulary practice TOEFL exam to your Academic Reading/Writing class, ask the TOEFL instructor if he/she is planning to use the same practice test in his/her class.  Taking a few minutes to talk to your colleague can ensure exercises are not duplicated and can improve instruction.  

USF Campus Resources

Academic Support Services: 

www.usfca.edu/acadsupport

Gleeson Library Lower Level 20

415-422-6876

-Student Disability Services

-Assistance for Students with Learning Disabilities

-New Student Orientation Program

Career Center: 

www.usfca.edu/career

UC 5th Floor

415-422-6216

-Internships

-Resume Writing/Interview Practice

-Assessment Tests

-JOBTRAK

Counseling & Psychological Services (CAPS): 

www.usfca.edu/caps

Gillson Lower Level

415-422-6352

-Assistance with Relationships, Life Transitions, Anxiety Issues, Stress Management

-Support Groups

Financial Aid/One Stop Enrollment & Financial Services:

www.usfca.edu/onestop

Lone Mountain, Room 251

415-422-2020

-Emergency Loans

-Maintain On/Off-Campus Job Board

-Debt Management Workshops

-Financial Aid Counseling

-Pay Tuition and Fees

Gleeson Library: 

www.usfca.edu/library

415-422-2660

-Most Services Available Online

-Request Books by Mail

-Group Study Rooms

Intercultural Center: 

www.usfca.edu/intercultural_center

UC 405

415-422-6484

-Cultural Activities

-Service Learning Activities

International Student and Scholar Services:
www.usfca.edu/isss

UC 5th Floor

415-422-2654

-International Student Services

-Cultural Activities

Koret Health and Rec Center: 
www.usfca.edu/koret

415-422-6821

-Complete Workout Facilities

-Discount Ski/Rafting Trips

-Intramural Sports

Learning and Writing Center: 

www.usfca.edu/lwc

CO 227

415-422-6713

-Free Tutoring

-Free Writing Help

-Academic Counseling

-Time Management/Study Skills Workshops

Registrar's Office (One Stop):

www.usfca.edu/onestop

Lone Mountain, Room 251

415-422-6316

-Transcripts

-Registration

-Add/Drop Courses

-Leave of Absence or Withdrawal Forms

-Schedule of Classes

Office of Residence Life: 

www.usfca.edu/residence_life

UC 5th Floor

415-422-6824

­Administrative Offices

-On campus housing

-Apartment style housing

Student Disability Services:

www.usfca.edu/sds

Gleeson Library Lower Level 20

422-6876 & 422-2613

-Assistance for Students with learning Disabilities, ADHD, and Aspergers

-Assistance for Students with Health, Mobility, Physical, Psychological, Temporary and Vision Impairments

Student Health Clinic: 

www.usfca.edu/hps

St. Mary's Medical Center

450 Stanyan Street, 2nd Floor West

415-750-4980

-Treat Acute Illness and Minor Injuries

-Questions about USF Student Medical Insurance can be answered at HPS, UC 5th Floor
A Brief ESL Faculty Handbook










1

