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Adjunct Faculty Handbook 2017-2018 

Introduction 

The Adjunct Faculty Handbook is a source of information to new and continuing adjunct faculty. 

Developed by the Office of the Provost for Academic and Student Affairs, the university has made every 

effort to ensure that all handbook information is accurate as of the time of the latest revision, although 

it is not an exhaustive source of University information.  University policies and procedures, however, 

are subject to change, as are various state and federal laws referenced in the handbook.  Accordingly, 

actual University policies, statements, and/or applicable local, state, and federal laws take precedence 

over the contents of this handbook. Adjunct faculty members are encouraged to consult their program 

coordinators, deans, and/or the associate provost office for the most up-to-date information. In 

addition, we advise adjunct faculty members to consult the Texas A&M University-Texarkana website 

for current official policies. 

The Office of the Associate Provost will maintain and revise the handbook annually. 
Address any questions about this handbook, adjunct appointments in general, comments and 
other suggestions to the following:  
 

Office of the Associate Provost  
c/o Emily Newsome, Executive Assistant to the Associate Provost 
University Center 414K 
Texas A&M University-Texarkana 
7101 University Drive 
Texarkana, Texas 75503 
Office: 903-223-3039 

 enewsome@tamut.edu 

This handbook does not create contractual rights between the University and any faculty member.  

This handbook is available on the website of the Provost for Academic and Student Affairs at: 
http://www.tamut.edu/About/Administration/office-of-provost/index.html  

 

A Member of the Texas A&M University System 

Accredited by Commission on Colleges 

Southern Association of Colleges and Schools Commission on Colleges 

 

http://www.tamut.edu/About/Administration/office-of-provost/index.html
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Welcome from the President 

On behalf of the students, faculty, and staff of Texas A&M University-Texarkana, I want 
to thank you for your outstanding service and commitment to our students and university. In 
sharing your experience and expertise, you add an important element to the Eagles academic 
community. 

 
As an adjunct faculty member, you are a part of an extremely dedicated, talented, 

energetic and enthusiastic team of educators who are dedicated to academic excellence, 
student success, and community leadership. We hope you will take advantage of the many 
campus and community events, professional development opportunities, and instructional 
technology resources we offer at the university. 

 
Thank you for being a part of our Eagle family and the A&M-Texarkana community of 

learners, and thank you for your commitment to joining us as we take the university to the next 
level and beyond. 

 
Emily F. Cutrer 
President 
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Institutional Mission 

As  a member of the Texas A&M University System, Texas A&M University-Texarkana is a 

comprehensive regional university that provides students with academically challenging, engaging, and 

rewarding educational experiences through quality teaching, scholarship, student support services, co-

curricular programming, research and service. Through the personal attention of our faculty and staff, 

students have the opportunity to acquire the knowledge, abilities, and skills to become leaders in their 

chosen profession and to prepare for the opportunities of serving in a global environment. 

 

Administrative Officers 

President – Dr. Emily F. Cutrer 
Chief of Staff to the President – Ms. Vicki M. Huckabee 
Provost and Vice President for Academic and Student Affairs – Dr. David Yells 
Associate Provost – Dr. Nancy Jordan 
Vice President for Finance and Administration – Mr. James Scogin 
Associate Vice President for Enrollment Management – Ms. Kathy Williams 
Associate Vice President for University Advancement – Ms. LeAnne Wright 
Assistant Vice President of Student Affairs – Mr. Carl Greig 
Assistant Vice President for Student Success – Ms. Elizabeth Patterson 
Chief Information Officer – Mr. Jeff Hinton 
  
 

Academic Deans 

College of Arts, Sciences, and Education (CASE) – Dr. Del Doughty 
College of Business, Engineering, and Technology (STEM) – Dr. Gary Stading 
Graduate Studies and Research – Dr. Nancy Jordan (Interim) 

  



 
 

Rev 
07/17 

                                                                8                                   Adjunct Faculty Handbook                                                                                               

 

 

List of Appendices 
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Appendix B – Property Clearance Form 

Appendix C – Tips for Teaching, Managing the Learning Environment or Interacting with 

Students 
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1. History and Overview of the Campus  

Texas A&M University-Texarkana (A&M-Texarkana) began in 1971 as East Texas State 

University-Texarkana (ETSU-T), offering upper-division and graduate courses. In 1995 ETSU-T joined the 

Texas A&M University System and became officially known as Texas A&M-Texarkana. From the early 

1970s until 2010, A&M-Texarkana operated in facilities on the campus with Texarkana Community 

College. In 2010 A&M-Texarkana began a major expansion, both logistically and academically  –the 

institution began to offer lower division coursework and moved to a new 375-acre campus north of 

Interstate-30 near Bringle Lake. The Science and Technology Building had been already been 

constructed and occupied in 2008. The University Center and Physical Plant offices opened in 2010. 

University faculty, staff, and students welcomed its first freshmen class in fall 2010. Bringle Lake Village, 

the first residence hall, opened the fall of 2011. 

 
 
 

 
 
 
 
 
 
 

 
 

 

A&M-Texarkana is proud to be a member of the one of the largest systems of higher education 

in the nation, but we are equally proud to be a member of this community. One of our key values, 

included in our Academic Vision and Master Plan, is the “ intertwining of universities and the publics 

they serve, whether that public be local individuals, regional corporations, stage agencies, or the global 

populace” (Academic Master Vision 2015). To that end, we strive for diversity in faculty and encourage 

strong academic relationships between faculty and students. Faculty members are public-resource 

experts in their fields; they enhance the intellectual quality of their disciplines, our campus and region.  

To obtain more information about the university refer to the Fact Book, published by the office 

of Institutional Data Management, at http://www.tamut.edu/About/Administration/Institutional-Data-

Management/index.html 

  

http://www.tamut.edu/About/Administration/Institutional-Data-Management/index.html
http://www.tamut.edu/About/Administration/Institutional-Data-Management/index.html
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2. Employment Process, Hiring Forms, Policies, and Procedures 

A faculty appointment is made by the dean or the dean's designee of the school/department 

responsible for the course offering, but will be subject to approval by the Associate Provost. Each 

adjunct faculty receives a contractual letter at each term of employment from the hiring College (CBET 

or CASE). This letter will extend a conditional offer for a part-time position at A&M-Texarkana to teach a 

specific course or courses and the precise day/time of each course. It will clearly state the remuneration 

for each course. Adjuncts may teach a maximum of two courses per semester. Adjunct appointments 

are conditional until student registration for the current semester concludes. The adjunct faculty 

appointment will be for the duration of the indicated semester and does not carry a standard university 

rank for accumulating credit toward tenure. All adjunct faculty members sign a contractual form or 

letter and return it to the respective College Dean’s office as soon as possible to facilitate the hiring 

process.  

Once an adjunct has applied and been selected by the department  and Dean for hire, he/she 

must visit the Human Resources department to complete the employment documents before being 

given computer access to the University server. Due to Federal law, an employee must complete I-9 

paperwork within 3 days of the first day of employment; therefore, it is important to come to the 

Human Resources office before beginning any work. 

2.1. Forms Needed Prior to Hire  
Each college has a job-path for job postings and applications. In the appropriate college link 

(shown below), an adjunct may view the specific job requirements. If you want to apply for other 

adjunct positions, use the link below. 

http://tamut.edu/About/About-TAMUT/employment/index.html 

As soon as the individual college has selected the adjunct faculty member, a background check 

must be conducted. The following form for this check is submitted to Human Resources: 

http://tamut.edu/About/Administration/Human-Resources/forms1/BackgroundCheck.pdf. 

The following forms for new employees need to be completed in the HR Office only: 

 Employee Data Sheet 

 New Hire Information for Adjuncts 

 Disabled Veteran Status 

 Voluntary Self-Identification of Disability  

 Online Training Form 

 Selective Service Registration Status 

 Acknowledgement of Emergency Procedures 

 Degree Verification Authorization Form 

 W-4 

 I-9 

http://tamut.edu/About/About-TAMUT/employment/index.html
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 For Arkansas Residents: AR 4EC 

 Previous State Employment form 

 Direct Deposit 

 Employee Status Verification Form 

 E-mail and Computer Account Request Form 

 FERPA    

2.2. Employee ID and Access/Login to E-mail, Blackboard and Library 
Upon hire, employees will receive a Campus Wide Identification Number (CWID) and EagleID 

(User I.D. and password of your choice – see requirements below). You will use your Campus-Wide ID 

and a personal ID to log into Web for Faculty. You will use your EagleID (formerly known as NetID) to log 

into such applications as Blackboard, Campus Computers, Email, Library Database, Atomic Learning and 

Wi-Fi. Once you have your EagleID credentials, go to the website password.tamut.edu and sign up for 

EagleID Password Self-Service.    

  EagleID Passwords must meet these complexity requirements: 
(1) At least 8 characters. 
(2) Cannot contain part of your name. 
(3) Three of the following: Capital Letter, Lower-case Letter, Number, Special 

Character (!, @, #, $, %, etc.) 
 
EagleID Password Self-Service allows you to change your password from anywhere, at 

any time, and allows you to unlock your account. To sign up for Password Self-Service, please 
go here: http://password.tamut.edu/showlogin. The password will expire every 180 days. 

 
The faculty e-mail address uses the first initial of the first name followed by last name. 

 An example is: ggreen@tamut.edu 
 
If you have questions or problems with your credentials, please contact the Information 

 Technology HelpDesk at (903) 334-6603 or via email at HelpDesk@tamut.edu. 

2.3. Payroll 
Payroll documentation for faculty are arranged by the respective Dean’s office. The secretary for 

the College must set up an adjunct in the payroll system through an EPA form prior to the faculty 

member visiting with the HR office. The Secretary to the Dean of each college completes the EPA form 

once notified of the hire. The university pays on a once-per-month basis after the start of the term; your 

college secretary will explain how your term pay will be divided over the duration of the semester. 

2.4. General Employment Standards and Training on Policies 
 All Adjuncts are required by System policy (33.05.02) to complete “the big five” mandatory 

training online courses listed below. These subjects are very pertinent to your role as a member of the 

faculty; also, satisfactory completion of the training and compliance with the guidelines are the basis for 

http://password.tamut.edu/showlogin
mailto:ggreen@tamut.edu
mailto:HelpDesk@tamut.edu
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re-hire with the institution. These on-line courses must be completed successfully within the first 30 

days of employment. The link to the on-line training system, TrainTraq, is https//sso.tamus.edu. 

 Ethics 

 Orientation to the A&M System 

 Information Security Awareness 

 Reporting Fraud, Waste and Abuse 

 Creating a Discrimination-Free Workplace 

 FERPA 

Be aware that the office responsible for hiring may require additional training for any employee 

whose job duty may require it.  

2.5. Items Needed at the End of the Employment Period 
For adjuncts not returning for the next term the employment period actually terminates, even if 

he/she is hired in later terms. Outgoing adjuncts should submit two primary items at the end of the 

term:  

(1) Course gradebook and copies of any student assignments where a grade may   

 be in question, and program assessment artifacts if required. All artifacts can be  

 left with the Dean’s office.  

(2) Checklist for Property Clearance, which details items such as Library    

 materials, any electronics, etc. (Appendix B).  

2.6. Evaluation of Adjunct Faculty 
Adjunct faculty members will be evaluated by the Program Coordinator or a designee in the 

following three categories: Classroom observation, student evaluations, and course management. All 

new adjunct faculty members will have a classroom observation evaluation conducted by the Program 

Coordinator or a designee generally once per term or it could be more. Returning adjunct faculty 

members are observed in the classroom once annually. In addition to reviewing final student 

evaluations of the course, the Program Coordinator or designee will evaluate course management, to 

include following university deadlines for rosters, etc., timely submission of mid-term and final grades, 

the grade distribution of the class, and the syllabus. The evaluator will meet with the adjunct faculty 

member to provide feedback on pedagogy and student engagement; these conferences can be over the 

phone, in person or using an electronic media. Adjunct faculty members receive a copy of the completed 

evaluation instrument. Should an adjunct disagree with the evaluation, he/she may provide a typed 

statement of rebuttal, with the evaluation instrument attached. All personal contact information is 

required on the rebuttal, including e-mail or fax numbers. The Dean’s office will archive the evaluations 

and copies are sent to the Provost’s office as well. 

For More Information, contact Human Resources at 903-223-1367 
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3. Adjunct Faculty Rights and Responsibilities 

Faculty members have certain privileges and responsibilities within the institution, while 

concurrently carrying out obligations to students, fellow faculty, the profession, and society. As part of 

the faculty, adjunct professors are responsible for the instructional quality and the overall conduct of 

the courses in which they teach. This section discusses pertinent points relevant to those rights and 

responsibilities. 

3.1. Adjunct Faculty Responsibilities and Academic Freedom 
 Specifically, faculty responsibilities include, but are not limited to, the following:  

 Ensuring course content reflects the focus as described in the course 
description and established Student Learning Outcomes 

 Designing instruction that fosters student learning  

 Preparing lectures and all class activities and/or laboratory sessions 

 Evaluating student learning through examinations or other appropriate 
methods 

 Counseling students as needed on how to achieve required competencies   
 

In addition to the aforementioned duties common to most faculties, our academic mission at 

this institution includes developing scholarly values in students, and in general, maintaining respect for 

all students and their roles as learners. In designing the instruction and determining course content, the 

instructor has the right to determine the reading materials, the type and amount of outside classwork, 

breadth and extent of assignments, grading scheme, and classroom attendance rules. 

The rights of Academic Freedom in teaching apply to adjunct faculty, as well as all other faculty 

in the institution. The right of Academic Freedom (University Procedure UP 12.01.99.H1.01; 

http://policies.tamus.edu/12-01.pdf) entitles faculty to full freedom in the classroom (face-to-face or 

online) to discuss the subject he or she teaches without restrictions that violate the First Amendment. 

However, it is prudent to be cautious when introducing controversial subjects with students; a general 

guide is to ensure the subject matter is relevant to the course content, respect others opinions, exercise 

appropriate restraint, and make every effort to clarify that one is not speaking on behalf of the 

institution. The public may judge teaching professionals and their institution by the teachers' utterances. 

In reference to freedom of expression, the instructor has an obligation to encourage free discussion, 

inquiry, and expression in the classroom. However, he/she may not evaluate student performance 

based on opinions (such as religious belief or political views) or conduct in matters unrelated to 

academic standards. 

The final assignment of grades remains the sole responsibility of the individual faculty member 

responsible for the course. To that end, A&M-Texarkana expects  faculty to evaluate students fairly 

based on their academic performance and be available at responsible intervals to consult with students. 
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For policies and procedures related to student grade appeals or grievances see the Student Life 

Handbook or A&M-Texarkana Catalog, or seek assistance from the Office of Campus Life.  

3.2. Absence from Class or Class Cancellations 
The university expects each class to meet as scheduled. If an instructor has un unforeseen 

absence, he/she needs to contact the appropriate Dean’s office, preferably the day before but certainly 

as early on the class day as possible. Since most of our students live off-campus and a significant number 

commute, timely notification to students is imperative. Campus personnel can assist faculty in 

contacting the class in case of an instructor’s absence. In addition, all courses have a “shell” in 

Blackboard for announcements, but Blackboard should not be the only means of communicating a class 

cancellation. 

During times of inclement weather in which the university may cancel all classes and campus 

activities, the university uses several mediums to contact students and employees: (1) the Eagle Alert 

System will call each employee and student; (2) a general notice is placed on the university homepage; 

and (3) the university switchboard has a recorded message. It is helpful if Instructors will also place 

additional notices on the course website in Blackboard.  

3.3. Maintaining Privacy of Student Records (FERPA Law)  

The federal Family Educational Rights and Privacy Act (FERPA) require institutions that accept 

federal funds to protect the privacy of student information, both current and former students of A&M-

Texarkana. Faculty/staff compliance with FERPA regulations is obligatory. Information that is FERPA-

protected are grades, test scores, ID numbers or Social Security numbers, financial records, class 

schedule, disciplinary records or any other identifying data other than what is typically shown in 

Directory Information. Faculty can only disclose confidential educational information to the student 

directly or to an authorized party established by the student. While there are legitimate exceptions to 

this rule, FERPA strictly defines them so you should contact the Registrar’s office with any questions or 

concerns. Remember that FERPA applies to all venues and dialogue, on and off-campus. The instructor 

should consult with students regarding grades or other FERPA-protected information on campus or on 

the phone only if privacy can be assured, and identity of the student is confirmed. A campus conference 

room can be provided to ensure confidentiality.   

FERPA also grants rights to students. Students have the right to inspect and review their 

educational records or to amend official records; they also have the right to limit disclosure of any 

information that would directly identify them or make the student’s identity easily traceable. The 

following link on the Provost’s website has some valuable practical tips to help faculty avoid the “danger 

zones” of violating student privacy rights. 

http://tamut.edu/About/Administration/office-of-provost/Resources%20for%20Faculty.html   

http://tamut.edu/About/Administration/office-of-provost/Resources%20for%20Faculty.html
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3.4. Disability Accommodations for Students (ADA) 
Students who need disability accommodations need to contact Mr. Carl Greig in the Office of 

Student Life (Room 126). Faculty should not make any accommodation arrangements with the student, 

without notifying and consulting with Mr. Greig first. Students will have to sign a release and provide 

documentation (less than 5 years old) of a disability, completed by a professional qualified to diagnose 

the disability. The Office of Campus Life reviews each request and discusses the needed 

accommodations with the faculty member. Ideally, this process needs to take place before the course 

begins, but if a student raises the issue of a disability after the course begins, direct the student to the 

Office of Student Life. Reference the following website for the procedure and the Accommodation 

Request Form: 

 http://www.tamut.edu/Academics/Student-Support/Disability-Services/index.html  

3.5. Title IX Amendment Stipulations 
The Title IX amendment protects people from discrimination based on sex in education 

programs or activities that receive Federal financial assistance.  Sexual misconduct or sex-based 

harassment is a violation of both university standards and this law. In addition, this law prohibits 

discriminatory treatment of pregnant and parenting students. For more specific information or concerns 

about any activity that might be covered under Title IX, see the campus Title IX Coordinator, Mr. Carl 

Greig, or refer to the catalog at http://catalog/tamut.edu/student-affairs/titleix/ 

3.6. Representing A&M-Texarkana as an Adjunct Faculty Member 
Adjunct faculty members are expected to exhibit respectful behavior and maintain civil 

interactions at all times with all students, staff and faculty. As a practical aspect of representation, 

faculty members are expected to dress in professional attire for class. It would be prudent to refrain 

from wearing T-shirts with slogans that could be considered offensive or suggestive. Consider the 

potential implications of Title IX protections as you conduct activities in class or interact with students in 

any way. Another element to consider as you represent the institution is the use of the adjunct faculty 

title. Adjunct faculty members may use their A&M-Texarkana faculty title as a form of identification in 

their professional or academic endeavors (e.g. in presentations, papers, publications, and other creative 

or scholarly works). When used in documents or correspondence, the title should identify the adjunct 

status. However, adjunct faculty members should not use their faculty titles to purport to represent 

A&M-Texarkana, or to seek or solicit clients, solicit business relationships, or other economic 

arrangements, or to advocate or endorse causes that are not part of their university-related academic 

assignments. 

3.7. Addressing Disruptive Student Behavior 
 If the instructor deems that a student is disrupting the learning environment, he/she has the 

right to address such behavior in private with the student during a class break, or following class, but the 

behavior must definitely be addressed within five business days from the date of the incident. If 

disruptions persist, the instructor may dismiss a student immediately from the classroom until a final 

http://www.tamut.edu/Academics/Student-Support/Disability-Services/index.html
http://catalog/tamut.edu/student-affairs/titleix/
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resolution occurs. The Student handbook addresses the resolution process fully. If an unsafe classroom 

situation is apparent, faculty need to notify University Police immediately. Following any meeting 

between instructor and student for disruptive behaviors, the instructor needs to submit an incident 

report to the Academic Dean, Assistant Vice President of Student Affairs, and the student describing the 

incident, the student’s behavior, and any action taken. Students do have the right to appeal an 

instructor’s decision, but must do so in writing within the time prescribed in the Student Handbook. The 

important steps to complete under this type of situation are as follows: Meet with the student to discuss 

the incident, make the sanction appropriate to the violation, and support the sanction with specific 

evidence. 

3.8. Drop/Add Process  
Students may drop/add courses prior to the term and for a very limited time after the term 

begins. The academic calendar lists those dates. The Registrar’s office can initiate an administrative drop 

for any student who has not been attending an on-site course or has not reported in a web/hybrid 

course by the due date of the preliminary roster. The correct attendance notation on the preliminary 

roster initiates this process. Within the time specified in the administrative drop notice the student may 

contact the professor and ask to be re-instated in the class. If the instructor does not rescind the request 

in writing within seven (7) days, the Registrar’s office will drop the student from class. Faculty who fail to 

submit an administrative drop by the established deadline must record/award the grade earned by the 

student at the end of the semester. After the census date final roster is confirmed, all drops during the 

term must be student-initiated. For any student receiving an F, the last date of attendance must be 

recorded on the final grade roster in Web for Faculty. 

3.9. Certifying Rosters and Grade Reporting 

All instructors at our campus review and certify the class roster twice to ensure proper 
registration of our students. Beginning with the first class day, faculty should report any student 
not attending the course or not logged into Blackboard to the Registrar’s office via the 
Preliminary Class Roster link. An administrative drop is initiated by the Registrar’s office for any 
student who has not been attending on campus or has not reported in web or hybrid courses 
by the due date of the preliminary class roster. Later in the term an official, final census is 
taken; all faculty are notified by the Registrar via e-mail (about the third week) when to certify 
the final course roster. In Web for Faculty the links for both types are clearly marked (Registrar 
provides instructions in an e-mail). If you detect any errors in the class roster, please contact 
the Registrar’s office first before certifying the roster. Any student in attendance, but not listed 
on the roster, should be directed to the Registrar’s Office immediately as they are not 
registered for the class. The certifications are very important to ensure that students are 
contacted  as soon as possible if they are not present in class, especially if they have received 
any type of financial aid.  

 Entering mid-term and final grades follows the same process in Web for Faculty. Links 

titled “Mid-term Grades” and “Final Grades” are clearly labeled. When the grade of F is entered, the 

student’s last date of attendance must be entered as well; for this reason, it is wise to track student 
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attendance. If you are requesting an incomplete for a student, there is no option for the faculty member 

to enter the X. The course instructor completes the Incomplete Grade Form, all required parties sign the 

form, and the Registrar enters the grade of X. An instructor may award an incomplete grade (X) when 

the student has done satisfactory work but, due to circumstances beyond the control of the student, 

required work is not completed by the end of the semester. It is the responsibility of the student to 

contact the instructor to initiate the request for the grade of incomplete.  

If you have any questions about the two aforementioned Registration processes please contact 

the Registrar’s Office at registrar@tamut.edu or call Jana Boatright, Registrar, at 903-223-3047. 

 

For More Information on Academic issues contact the Provost’s Office at 
903-223-3003 or UC 414 

  

mailto:registrar@tamut.edu


 
 

Rev 
07/17 

                                                                18                                   Adjunct Faculty Handbook                                                                                               

 

4. Instructional Policies and Resource Web Links 

4.1. Activities/Tasks Required of Faculty at Critical Points in Term   

Prior to the Beginning of the 
Term 

 Send condensed Vita to College Secretary 

 Finalize the syllabus/syllabi and send to 
department secretary 

 Confirm which text(s) is being used with the 
department chair or department secretary 

 Check with Program Coordinator on any 
assessment processes for your course you may 
need, other than end of course evaluation 

 Prepare course materials and post syllabus and 
Introductory materials on course Blackboard 
shell 

First Week of the 
Term 

 Meet for class and conduct initial roster check 

 Be alert to notice from Registrar when the 
Preliminary rosters need to be confirmed in Web 
for Faculty 

 Be alert to adding students who have enrolled 
late – admission into your course is your 
decision! 

Mid-term  Enter mid-term grades using Web for Faculty 

 Use STARFISH if necessary to provide early alert 
on student progress 

Last week of term  Conclude course – remember that for any 
student receiving a grade of X (Incomplete), the 
Incomplete Grade form must be signed and 
submitted to the Registrar before the grades are 
due 

 Be prepared to grade assignments of graduating 
students early or as soon as possible after last 
day of term 

 

Week following end of 
term 

 Enter grades for Graduating students first by the 
due date on the academic calendar 

 Enter all final grades into Web for Faculty 

 Arrange for final student work to be returned to 
students 

 If not returning the next term, give the 
gradebook to your chair and proceed with the 
check-out procedures 
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4.2. Academic Calendar 

See the following site:  

http://catalog.tamut.edu/academic-calendar/  

4.3. Syllabus standards 

The template for the university syllabi is located in the following web link (Faculty Forms): 

http://www.tamut.edu/Academics/Faculty-Forms.html. Appendix A of this handbook also shows 

the template. Each section of the syllabus is explained more fully in Section 9 of this handbook, along 

with ideas for supplemental components you may want to include as you personalize your syllabi. 

4.4. Establishing attendance policies 

 This campus does not have a standard course attendance or tardy policy. Instructors may 

establish requirements for attendance/tardiness as they deem appropriate, but it is highly 

recommended that those requirements be delineated in the course syllabus. Per the standards 

conveyed in the syllabus, the instructor may lower a student’s final grade because of absences. The 

Student Handbook Academic Rules and Procedures section (page 5) states that students are responsible 

for material disseminated in class and/or on-line and are not released from this responsibility because 

they cease to attend. Some faculty will include important university deadlines in the syllabus, such as 

the deadline for Drop/Withdraw, but it is not required to do so; it is the student’s responsibility to be 

aware of academic deadlines. 

4.5. Media Service, SMART Classroom Equipment, and Supplies 

If you need any media equipment (digital cameras, camcorders, calculators, USB headsets, 

Nooks, Kindles, Notebooks) the library maintains an inventory of these items that can be checked out by 

all faculty. The library also has a supplies kit containing items needed for in-class projects or general 

work supplies such as scissors, stapler, hole punch, etc. The faculty lounge on the second floor of the 

University Center has a copier and some limited supplies. If you need media services, such as for 

videotaping class presentations, contact the Media Services Manager, Mr. Casey Roberts, at 903-223-

3075. That office is at UC 320, open 8am to 5pm Monday through Friday. Some classrooms are equipped 

with SMART equipment, such as interactive white boards, or interactive displays. The IT department will 

be happy to provide training on these before the semester if you are interested. 

  

http://catalog.tamut.edu/academic-calendar/
http://www.tamut.edu/Academics/Faculty-Forms.html
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5. Student Rights and Responsibilities 

Students have rights that are to be respected; these include respect for personal feelings, 

freedom from indignity of any type, and freedom from control by any person except those stipulated 

with published rules and procedures of A&M-Texarkana or the Texas A&M University System. No officer, 

faculty member, or fellow student, regardless of position or rank, shall violate those rights, nor do 

customs, traditions or regulations in conflict prevail over those rights. The Student Code of Conduct, 

published each academic year in the catalog, details student rights as well as academic rules, disciplinary 

rules, and non-academic rules and procedures. It is incumbent upon students to be aware of rules and 

procedures; ignorance of the rules and procedures do not excuse students from adherence to them. 

Faculty need to be familiar with rules related to student/faculty interaction; this section briefly mentions 

only a few of those most pertinent to the adjunct faculty role. For more details on student rights and 

responsibilities, please refer to the following document published on the university website:  

https://www.tamut.edu/Campus-Life/Support-Resources/Student-Conduct/Code.html  

5.1  Student Right – Freedom from Discrimination 
All students shall be free from discrimination based on race, color, ethnic origin, national origin, 

color, creed, religion, age, gender, marital status, sexual orientation, uniform service or veteran status, 

physical or mental disability, or political belief. 

5.2  Student Responsibility - Academic Integrity/Plagiarism 
Faculty are responsible for developing appropriate methods of evaluating student learning, for 

evaluating student artifacts fairly, for upholding academic standards, and for enforcing rules concerning 

academic dishonesty. The decisions faculty make regarding the quality or honesty of student work are 

accepted as expert judgment concerning student performance. A course instructor who has sufficient 

information to believe that a student has violated the rules on Academic Conduct and Integrity (Student 

Code of Conduct page 8) shall notify immediately the Assistant Vice President of Student Affairs to 

record the incident. The instructor has five (5) business days from the date of discovery to contact the 

student to arrange a meeting to discuss the alleged academic dishonesty matter. The instructor must 

make contact using TWO of these methods: In person, by university e-mail, Blackboard messaging, 

telephone or US Mail. Students have five business days to respond to the meeting notification request. If 

grades must be turned in during the period, the instructor shall give the student a grade of Incomplete 

(X) until the alleged academic dishonesty matter is resolved. 

The instructor shall determine if a violation has occurred based upon a preponderance of 

evidence, after providing the student with an opportunity to be heard. If a violation has occurred, the 

course instructor shall consult with the College Dean before imposing a sanction. Notice of the violation, 

sanction and the appeals process will be provided to the student within five business days of the 

meeting. Any one or more of a combination of sanctions may be imposed; possible sanctions are listed 

in the Student Code of Conduct Handbook (page 9). The student has the right to contest the sanction, 

https://www.tamut.edu/Campus-Life/Support-Resources/Student-Conduct/Code.html
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but he/she must file a written appeal with the College Dean within five business days of receiving 

notification of the sanction. 

5.3  Student Right - Grievance/Complaint/Appeal Process  
A student with a grievance regarding a final course grade should attempt to resolve the issue by 

conferring with the course instructor. Furthermore, the student must show that the instructor’s 

judgment was an unfair academic evaluation based upon some other basis than performance or that a 

different standard was applied to him/her than that applied to the rest of the class. A key point for the 

instructor to remember related to this is that any substantial, unreasonable, or unannounced departure 

from the standards as articulated on the syllabus may be legitimate grounds for the student’s grievance. 

An instructor should make every effort to accommodate the student’s request for a meeting about the 

grievance conference if requested. If the student remains dissatisfied after the meeting, he/she may still 

file a formal, written appeal with the College Dean within 10 university business days of the grade 

posting. This entire procedure, with more detail on Grade Appeal Hearings, is located in the Student 

Code of Conduct Handbook. 

5.4  Resources for Student Success  
A comprehensive Student Success Center is available to all students at A&M-Texarkana and 

services are free for our students. The center is located in UC 330. Academic support services include 

advising, Testing center services, transition programming for first-year students and TriO Student 

Support Services. Course support include professional and peer tutors for many disciplines, tutorials in 

several disciplines, study strategies, writing studios, educational workshops on a wide variety of topics, 

and access to a computer lab. “Drop-in” tutoring is available as well as weekly supplemental instruction 

(SI) sessions. SI tutors are certified through the National Tutoring Association. Some services are 

described below with their respective web links. 

Academic Support 

 http://tamut.edu/Academics/Student-Support/Success-Center/index.html 

Academic Advising (UC 330) 

Academic Advising is a major resource to help students navigate through university policies and 

procedures, utilize campus resources, register for classes, review degree plans and access Degree 

Works, and learn strategies for student success. While adjunct faculty does not normally provide 

academic counsel, feel free to direct students to the Academic Advising office in the Student Success 

Center or the Program Chair. Academic Advisors are advocates for all students and work in partnership 

with Faculty Advisors to assist with matters relative to adjustment to college life, course selection and 

scheduling, or retention strategies. Advisors are assigned specifically to the two colleges; this 

collaboration is intended to provide a holistic advising experience for all students. Advisors can see 

students on a walk-in basis or students may schedule an appointment with an advisor for more complex 

academic matters. They are also available by email, phone, or video conferencing.  

http://tamut.edu/Academics/Student-Support/Success-Center/index.html
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Contact for scheduling an advising appointment:  903.334.6724 or email 
Advising@TAMUT.edu. 

Web link - http://www.tamut.edu/Academics/Student-Support/Academic-Advising-
Center/index.html 

First Year Experience (FYE) Program (UC 330)—The FYE Program provides engaging 
activities to ease the transition for first-year students (freshmen and transfer) into university 
life and foster success.   http://tamut.edu/Academics/Student-Support/first-year/index.html 

Testing Center (UC 330 and 325)—The Testing Center administers and proctors make-
up examinations for students and standardized examinations such as the ACT, TSI-Assessment, 
GRE, TExES, and CLEP.  Students must make an appointment 24 hours in advance for any 
examination. http://tamut.edu/Academics/Student-Support/Testing-Center/index.html 

TRiO Student Support Services (SSS) (UC 335)—TRiO SSS is a federally funded grant 
program that provides free support services for eligible participants. Services include academic 
coaching, financial literacy education, advising, cultural/educational events, and supplemental 
grant aid. Students may be eligible if they are first generation, low income, and/or have a 
documented disability. http://tamut.edu/Academics/Student-Support/TRIO/index.html 

Academic Alert (STARFISH) – An early alert system is available for faculty to alert 
students who need academic assistance or refer students for help early in the term. If students 
are not performing up to academic standards, you can use the system to notify students of 
excessive absences, low exam grades, lack of participation, low mid-term average, etc. Students 
can also receive positive feedback regarding their academic performance via our early alert 
system. See the link below for more on how STARFISH works, and how you can initiate it. 

http://www.tamut.edu/Academics/Student-Support/Academic-Advising-and-Student-
Success-for-Faculty/Starfish.html.  

5.5  Guide to Excused University Absences 

There is no standardized university policy for class attendance. Each course professor 
establishes his/her policy on attendance and/or tardiness. The Academic Freedom Policy for 
faculty provides this right. Understanding that class attendance and participation is essential to 
the educational process and student success in the course, faculty are strongly encouraged to 
clarify attendance expectations in the syllabus and review those verbally at the first class 
meeting. If a student is not attending class sufficiently, use STARFISH either prior to or at mid-
term to alert the student to poor quality work, insufficient attendance, etc. It is at the 
discretion of the instructor to decide if an assignment or exam can be “made up” or taken late 
and the penalty for such late work. If student attendance and work quality do not improve, the 
instructor should encourage the student to drop the course by the deadline noted in the 
academic calendar. If a student does not officially drop or withdraw prior to the deadline noted 
on the academic calendar, and has failed to complete the course work, a failing grade is 
awarded or the grade earned from the coursework evaluated. 

http://www.tamut.edu/Academics/Student-Support/Academic-Advising-Center/index.html
http://www.tamut.edu/Academics/Student-Support/Academic-Advising-Center/index.html
http://tamut.edu/Academics/Student-Support/first-year/index.html
http://tamut.edu/Academics/Student-Support/Testing-Center/index.html
http://tamut.edu/Academics/Student-Support/TRIO/index.html
http://www.tamut.edu/Academics/Student-Support/Academic-Advising-and-Student-Success-for-Faculty/Starfish.html
http://www.tamut.edu/Academics/Student-Support/Academic-Advising-and-Student-Success-for-Faculty/Starfish.html
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5.6  Class Attendance/Absences for Student-Athletes 

Student-athletes should be excused from class to travel to/from and attend an athletic 
competition or travel to university-sponsored athletic events they are required to attend. 
Otherwise, athletes are required to attend all classes. Student-athletes are not permitted to 
miss class for practices or any other practice-related activities. TAMUT student-athletes are 
expected to be punctual, respectful, and prepared when attending classes. The Student Athlete 
Handbook 2015-2016 explicitly states that athletes are expected to communicate with their 
professors to know what policies each individual instructor follows for dealing with student 
absences, as well as reminding them of the day/s they are to miss class throughout the 
semester. Additionally, it is the student-athletes’ responsibility to arrange ahead of time for 
any work or exam missed and to make up missed tests, assignments, etc.  

 

For More Information on Student Success issues and campus life contact 
903-223-3046 or UC 330Q 
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6. Academic Resources for Faculty 

6.1. Library Resources to Support Research and Instruction 
The Library is located on the third and fourth floors of the University Center; it is fully staffed 

with librarians and assistants during the day, evening and on weekends. Any of the librarians will be 

happy to provide general and course-specific library instruction to faculty, students or entire classes; 

tours for individuals and groups can be customized to meet your specific research and teaching needs. 

Some of the instructional services you may need are: 

Course-Related Library Instruction   

Librarians can help eliminate confusion from the research process for your students. Course-

integrated library instruction focuses on library resources students can use to complete a class 

assignment or explore the course topic. Arrange an appointment for a librarian to come to your 

class, day or evening, to explain the databases and many other resources available to students.  

Library Class Guides   

The library can create a class guide to enhance your curriculum. The guide provides links 

 into key library resources and services to help your students find the best scholarly 

 resources available to complete their research assignments. For an overview, see 

 Libguides at A Faculty Resource.   

 (http://libguides.tamut.edu/c.php?g=324427&p=2174724#Resource) 

Library Tours  

Library tours are excellent to build into any course, undergraduate or graduate. Do not assume 

all students know how to use the search databases or the many resources our library offers. 

Book  a tour at:  http://tamut.libcal.com/appointment/10343#Book 

Library Workshops & Seminars 

The library offers a variety of workshops throughout the year. Learn more about 

bibliographic management, navigating information, how to find data in your research, 

and much more! See library calendar (http://tamut.libcal.com/) for events. 

 

Reserve Materials  

The library offers faculty the opportunity of placing resources on reserve to make sure they are 

available for their students to use. Students must request these materials at the third floor 

service desk of the library. Items owned by the library may be reserved or items provided by the 

professor may be used. Simply fill out a Reserve Request Form that is available online or at the 

third floor service desk to accompany the reserve item(s). Please specify whether the materials 

are to be on “general reserve” or “course reserves” for particular scheduled classes. All reserve 

file:///C:/Users/ggreen/Desktop/A%20Faculty%20esource
http://libguides.tamut.edu/c.php?g=324427&p=2174724#Resource
http://tamut.libcal.com/appointment/10343#Book
http://tamut.libcal.com/appointment/10343#Book
http://tamut.libcal.com/#calendar
http://tamut.libcal.com/
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materials must be renewed at the end of the semester to remain on active reserve. Library staff 

will contact you to arrange the return of personal materials that are not renewed. 

 Copying and Printing  

To print from computers within the library one needs to establish a printing account; 

copy cards are not used. You may set up an LPT1 Account at the third floor service desk. 

The cost for printing from computers is five cents per page for black/white and 25 cents 

per page for color. One can prepay any amount on an account, but unused money is not 

refunded.   

 

A Knowledge Imaging Center (KIC) is located on the third floor of the library in the pass-

through area of the Computer Lab on the southwest corner. The KIC offers the ability to 

copy pages from books, resize, digitize and e-mail documents or save as media files. 

These items may also be uploaded to smart devices. Printing from the KIC uses the LPT1 

printing system. The cost of printing is 5 cents per page for black & white and 25 cents 

per page for color.   

Librarians Assigned to Specific Discipline  

 

Discipline Librarian Location and Phone 

Education, Arts 
and Sciences 

Olivia Garcia – Criminal Justice, 
History, Political Science, and 
Sociology 

 
Shirley Dumais – English, 
Counseling, Mass Communication 
and Psychology 

 
Teri Stover – Adult and Higher 
Education, Curriculum and 
Instruction, Education 
Administration, and Instructional 
Technology 

903-223-3148 
Olivia.garcia@tamut.edu 
 
 
 
903-223-3094 
Shirley.dumais@tamut.edu 
 
 
 
903-223-3088 
Teri.stover@tamut.edu 

Business Neisha Federick 903-223-3094 
Neisha.federick@tamut.edu 

Technology, 
Engineering,  
Mathematics, 
Nursing 

Ginger Mann 903-223-3090 
Ginger.mann@tamut.edu 
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For more information on services offered by the John F. Moss library, please click on 

the library website link: http://www.tamut.edu/Library-Services/ 

6.2. Internal Review Board (IRB) for Conducting Original Research 

(faculty and/or students) 

The trend is growing for faculty to engage students in conducting original research as part of a 

class assignment or program capstone course. If a faculty member, staff member, or student conducts a 

project in which data are to be collected from human subjects, with the intent of disseminating the 

results beyond the confines of the classroom, he/she must complete the standard IRB application. The 

campus Institutional Review Board, composed of faculty from each, reviews and approves the project 

prior to its initiation. In addition, any other party wishing to conduct research using Texas A&M 

University-Texarkana employees or students as subjects must secure authorization prior to recruiting 

participants. Persons conducting original research must also complete the IRB-Required Researcher 

Computer-Based Training. See the following website for the criteria that defines which research projects 

need the standard IRB application or if the simpler classroom form may be used; the website also 

contains the application process, forms, and link to the training. 

http://tamut.edu/Academics/Colleges-and-Departments/irb/index.html 

6.3. Graduate Studies and External Research 
The office of Graduate Studies and External Research is an excellent resource if you have general 

questions about teaching at the graduate level, Masters or Doctoral. Resources are also available if you 

wish to conduct original research, decide to engage your students in original research as a class project, 

or wish to participate in an external funding project with other faculty. The website for this department 

is http://www.tamut.edu/Academics/Colleges-and-Departments/Graduate-

Studies/announcements.html. 

  

http://www.tamut.edu/Library-Services/
http://tamut.edu/Academics/Colleges-and-Departments/irb/index.html
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7. Computer Access for Faculty, Blackboard Assistance and Support 

for Teaching in the On-line Environment 

The Campus Department of Learning Technologies provides a plethora of tools, workshops, and 

individual tutoring to assist you in incorporating technology in the on-site class or the fully web-based 

course. Adjunct faculty is welcome to attend these developmental opportunities and ask for assistance 

from this department. This section explains a few of the items you will need most in terms of technology 

access at this campus and using technology in the learning environment.  

7.1. Electronic Access for Faculty – Mail, Blackboard and the Computer 

Network 
The new central password service, EagleID (explained in Section I of this handbook) provides 

access to a variety of applications. You will use that password for e-mail, Blackboard, campus Wi-Fi, the 

library and all computers on campus. While students use the Ace Mail system for e-mail, faculty use 

Outlook, which can be forwarded to your personal e-mail if you prefer. The campus e-mail is the official 

means of communicating with students. Encourage your students to check their e-mail often because e-

mails relative to course or campus subjects should not be sent to the student’s personal, off-campus e-

mail address. If you are a new adjunct, it may take a short time before your EagleID is issued and access 

given to the campus technology. For any questions or problems about access to Outlook, please contact 

the Information Technology HelpDesk on the second floor of the UC, call (903)334-6603, or via email at 

HelpDesk@tamut.edu.  

7.2. Eagle Alert System (Electronic School Messenger) 
The Eagle Alert School Messenger is an easy-to-use notification service that enables extremely 

rapid and efficient message delivery via phone, email, and SMS in any language. E-mail and phone 

notifications are the default setting for announcements in the event of campus closure. If you wish to 

receive text messages as well, please visit https://asp.schoolmessenger.com/tamut/subscriber. School 

Messenger has a strict privacy policy and does not sell or distribute your contact information to any 

third party. 

7.3. Tools and Resources for On-line or Hybrid Courses 

The following are just a few of many good resources and tutorials for the professor who 

uses web technology in their course. The first two are on the TAMUT website.   

 For Online Education Training and Support: 

http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Trainin

g/index.html 

 Blackboard On-Demand Help Center: 

http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Trainin

g/instructor_help.html 

mailto:HelpDesk@tamut.edu
https://asp.schoolmessenger.com/tamut/subscriber
http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Training/index.html
http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Training/index.html
http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Training/instructor_help.html
http://tamut.edu/Academics/Dept_of_Learning_Technologies/Online%20Training/instructor_help.html
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 United States Distance Learning Association (USDLA): https://www.usdla.org/ 

 Texas Distance Learning Association (TxDLA): http://www.txdla.org/ 

 Arkansas Distance Learning Association (ArDLA): http://www.ardla.org/ 

 Faculty Focus: Tips and Tricks for Teaching in the Online Classroom: 

http://www.facultyfocus.com/articles/online-education/tips-and-tricks-for-

teaching-in-the-online-classroom/ 

 EdSurge: 4 Essential Tips for Teaching an Effective Online Course 

https://www.edsurge.com/news/2015-06-16-4-essential-tips-for-teaching-an-

effective-online-course 

 Embracing student devices in your on-site/hybrid class: 

http://preview.tinyurl.com/TAMUTPDW 

 

The following resource or tutorial links are specific to Blackboard and working with a 

Learning Management System (selected): 

 Introduction to Blackboard Learn 9.1: http://preview.tinyurl.com/TAMUTPDW 

 Blackboard Learn 9.1 Content Management: 

http://preview.tinyurl.com/TAMUTPDW 

 Blackboard Learn 9.1 Assessments: http://preview.tinyurl.com/TAMUTPDW 

 Integrating NBC Learn into Your Traditional and On-line Course:  

http://preview.tinyurl.com/TAMUTPDW  

 Accessibility: Steps to Compliance: http://preview.tinyurl.com/TAMUTPDW 

 How to Prevent Students from Printing Tests: 

http://tinyurl.com/TAMUTOnlineTraining 

 Blackboard Instructor Help Center: http://tinyurl.com/TAMUTOnlineTraining 

 Blackboard FAQs: http://tinyurl.com/TAMUTOnlineTraining 

 Quality Matters Certification – In addition to a nationally-recognized 

certification, our campus offers monetary incentives (with Dean approval) to 

complete this special training (Register for these courses at   

 http://tamut.edu/Academics/Dept_of_Learning_Technologies/index.html 

7.4. Insights on Teaching Hybrid Classes from our faculty 

 It is impossible to successfully “wing it” when delivering a hybrid course – start 

designing early 

 Use “backward design” principles and Bloom’s digital taxonomy to select 

assignments and assessments that support your learning objectives 

https://www.usdla.org/
http://www.txdla.org/
http://www.ardla.org/
http://www.facultyfocus.com/articles/online-education/tips-and-tricks-for-teaching-in-the-online-classroom/
http://www.facultyfocus.com/articles/online-education/tips-and-tricks-for-teaching-in-the-online-classroom/
https://www.edsurge.com/news/2015-06-16-4-essential-tips-for-teaching-an-effective-online-course
https://www.edsurge.com/news/2015-06-16-4-essential-tips-for-teaching-an-effective-online-course
http://preview.tinyurl.com/TAMUTPDW
http://preview.tinyurl.com/TAMUTPDW
http://preview.tinyurl.com/TAMUTPDW
http://preview.tinyurl.com/TAMUTPDW
http://preview.tinyurl.com/TAMUTPDW
http://preview.tinyurl.com/TAMUTPDW
http://tinyurl.com/TAMUTOnlineTraining
http://tinyurl.com/TAMUTOnlineTraining
http://tinyurl.com/TAMUTOnlineTraining
http://tamut.edu/Academics/Dept_of_Learning_Technologies/index.html
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 Search for free resources to support learning. Make use of all the free videos, 

online materials, and Web 2.0 tools you can find 

 Promote active learning; engage the students in collaborative activities 

 If students are assigned readings, videos, or other resources to view, create an 

activity to reinforce and verify that students have engaged in the activity – this 

could be a low-stakes quiz, a discussion group, or application activity 

 Try to respond to student e-mails within 24 hours or clearly state your typical 

response time in the syllabus 

 Use tools that encourage interaction on weeks you are not meeting on campus; 

e.g. blogs, discussion board, wikis or an activity to do then report/analyze 

 Create an “Ask Questions Here” forum on your course website where students 

can post general questions for all to see, instead of e-mailing you directly. This 

helps to build a sense of community 

 When teaching a hybrid course, design the online class material to flow into on-

site classes and vice-versa. The content in the on-line week should not exist in a 

vacuum; there should be a natural flow of the curriculum between on-line and 

on-site days, and this flow should be obvious to students 

 Model the kind of on-line behavior you would like your students to use 

 Establish your on-line presence even if you meet with the class on-site; post 

contact information, your picture and some information about yourself on-line 

that you may have not shared in class on the first day. 

7.5. Best Practices for Teaching Fully On-line Courses 

The philosophies we follow, whether online or in-class, are the foundation of what we 

do and should not change. However, teaching strategies for the on-line course are different 

because the virtual environment is different, extensive, and sometimes a little frightening, 

especially when you are using a technology that you have not encountered before. The on-line 

instructor should not simply “repurpose” materials into electronic formats for reading. 

Engaging students in an online environment is very different from the live classroom. Teaching 

online requires great attention to detail, providing clarity with your course design and purpose. 

Dr. Rebecca Martindale, a seasoned professor of Instructional Technology, recommends that 

one “think more globally for instruction when teaching on-line; extend the classroom by 

integrating external resources.” She also adds it is important to find technologies that allow the 

professor and students to communicate and collaborate and are easy to use.  

Some recommended practices when one teaches a fully on-line course: 
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 Create an introductory video where you take the students on a tour of your class to orient them 

and welcome them 

 Send out a welcome e-mail either right before the class starts or the first day of the term 

 Hold online (virtual) office hours using a videoconferencing tool 

 Make sure you are an active participant in the class (e.g., be present in question forums, engage 

in discussion, offer live chats, etc.) 

 Log into the class at least once a day 

 Use tools to encourage interaction such as blogs, wikis, discussion boards 

 Create a sense of on-line community 

 Minimize assignment confusion – provide rubrics or criteria  

 Try to make the turnaround time on grading or feedback as fast as is feasible for you 

 Create learning activities that encourage three types of interaction each week: Student to 

student, Student to Course Material, and Student to Instructor The Ten Best Practices for 

Teaching On-line are detailed at: 

http://www.designingforlearning.info/services/writing/ecoach/tenbest.html  

For More Information on Blackboard or other Technology needs contact the 
IT Helpdesk at 903-334-6603 or inquire via the Helpdesk Portal at 

http://helpdesk.tamut.local/portal  
  

http://www.designingforlearning.info/services/writing/ecoach/tenbest.html
http://helpdesk.tamut.local/portal
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8. Contacts Across Campus 

Department Contact Location and Phone 
Campus Police/Security Chief Alex Serrano 

All officers 
Central Plant Bldg 
903-223-6611 (Officer on days) 
903-334-6611 (Emergency Security 
for evening/weekends) 

Human Resources Ricky Norton, Director 
Ayla Baldwin, Assistant 

903-223-3012 Central Plant 162 
903-223-1367 Central Plant 163 

College of Arts, Sciences, and 
Education 

Dr. Del Doughty, Dean 
Dr. Sara Lawrence, Associate Dean 
Betty Shoptaw, Secretary to Dean 
Kelly Bennett, Secretary 
 

UC 254, 903-223-3073 
UC 253, 903-223-3095 
UC 254, 903-223-3174  
UC 254, 903-223-3043 
 

College of Business, 
Engineering, and Technology 

Dr. Gary Stading, Dean 
Dana Scott, Secretary to Dean 
Brittney Nugent, Secretary 
Vicki Stringer, Secretary 

903-223-6678, UC 414H 
903-223-3021 
903-223-3020 
903-334-6651 

Registrar Jana Boatright 
Karen Dukes 

223-3047 
223-3074 
UC 260 

Financial Aid  Stacey Epps 903-223-1353, UC 260 

Veteran’s Services Office Robert Hernandez 903-223-3167, UC 258 

Director of Admissions Toney Favors 903-223-3061, UC 260 

Student Life/Residence Life Carl Greig, Assistant Vice President of 
Student Life and Title IX Coordinator 
Celeste McNeil, Asst. Director 
Lou Ann Cole, Assistant 

223-3062, UC 126 
 

223-1351, UC 126 
903-223-3116, UC 126 

Learning Management System 
(Blackboard) 

Julia Allen, Learning Technologist 
Linda Scott, Learning Technologist 
Nikki Thomson, Distance Education 

UC 337A, 903-223-3154 
UC 337D, 903-223-3152 
UC 255F, 903-223-3083 
 

Library Librarians and Assistants 903-223-3100, UC Library Floor 3 

Testing Center Barbara Sears 903-223-3072, UC 330 and 325 

Institutional Data 
Management Office 

Jennifer Willis, Course Evaluations 
Jade Jenkins, Assessment 

903-223-3085, UC 414S 
903-223-3026, UC 414C 

A&M Texarkana Office at 
Northeast Texas Community 
College 

Kelly Coke, Center Director 
Shannon Reynolds, Assistant 

903-434-8355 
903-434-8357 
Univ. Health Science Center 110 

General Technology Requests Helpdesk E-mail Helpdesk@tamut.edu 
(describe problem, location and 
include phone number) 

Student Success Center Elizabeth Patterson, Assistant Vice 
President 
Venus Lillis, Director of Academic 
Advising and Student Success 

903-334-6722 
 

903-223-3046 
UC 330 

Eagle Central Bookstore Ranell Bryant, Manager 
 

903-334-6620, UC First Floor 

 

mailto:Helpdesk@tamut.edu
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9. Faculty Development Resources 

9.1. Syllabus Preparation 
Your syllabus is a critical first-step for effective planning and teaching. In addition, it is the first 

learning material students encounter in your course. A set of required components for all syllabi at 

A&M-Texarkana are stipulated below, but the syllabus can be personalized with several additional 

elements that can set the tone for effective learning and faculty/student relationships, plus deter many 

misunderstandings. Take advantage of the opportunity to begin the process of developing a learning 

community within your course with the syllabus: Set your expectations for student learning, provide 

advice on how students should approach the course contents, and state guides for behavioral 

comportment. Faculty must provide a syllabus in every course, undergraduate and graduate, explicitly 

stating certain components. A larger set of good standards for practice follow. 

Required Elements 

 Course Title, Number and Specific Description as stated in the University Catalog 

 Course Prerequisite(s) 

 Number of Credit Hours 

 Meeting Days and Time 

 Faculty office location, office hours, contact information, communication preferences  

 Textbook information and ancillary materials required (e.g. Coursepak, E-book, Web 
Camera/Microphone, required field trips, etc.). Don’t forget to include Library reserve 
materials or required abilities to use certain electronic technologies 

 Student Learning Outcomes – specific skills and knowledge students are expected to 
learn and demonstrate by the end of the course. Departments usually devise specific 
outcomes for the major or course so please check with the program coordinator if you 
are unsure of the department’s learning goals for the major 

 The basis for grade evaluation – This section explicitly defines course assignments and 
relative weightings. The university uses a standard letter grading system of A, B, C, D or 
F (no plus or minus), where A=90%, B=80%, C=70%, etc. 

 Standard university policies – A&M-Texarkana has only a few standardized course 
policies; see the syllabus template for precise verbiage to use for these policies 

 Course Policies – Faculty are free to create their own policies, but communicate those 
clearly to the class at the beginning of the course and remain consistent with those 
policies throughout the term. A few suggestions for course policies are provided in the 
following section on Best Practices. 

For on-line classes, the syllabus components can be posted in individual sections on the course 

website, but it is a good practice to present your syllabus in multiple forms for all types of courses. Post 

it as a Word document on the course webpage even if you do meet for class every week.   
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Link to Campus Syllabus template http://www.tamut.edu/Academics/Faculty-
Forms.html 
 

9.2. Additional Syllabus Elements and Best Practices 

 Detailed Schedule of Course Topics and associated readings – This may be standard 

practice for most, but it is considered “best practice” to provide more explicit 

information on how the course is structured and sequenced, by week, day or unit. 

Specify exam dates, due dates for major assignments, dates for unique learning 

activities such as group work, guest speakers, field trips, library information sessions, 

etc. Students are increasingly over-scheduled so any organizational tips you can provide 

help them to stay on task and be successful (Fink, 2003). 

 Important Academic Calendar Dates – examples: last date to drop a course, holiday or 

breaks, last day of term to submit any assignment, last date to apply for graduation 

 Your teaching philosophy  

 Rubrics for major assignments 

 Overarching academic goals you have or established by the institution (i.e. Graduate 

Student Outcomes or undergraduate competencies) 

 Information about yourself, such as educational and professional background, 

communication style in class, teaching philosophy, or grading philosophy 

 Specific disciplinary competencies and how the course develops those competencies; 

how the course may relate to the program at large, discipline or field 

 Specific Course Policies - Examples include attendance/tardiness/early departure, make-

up work or late examinations, writing standards, how the course will be managed, 

penalty for late assignments (if accepted at all), expectations for student participation, 

classroom conduct and collegiality, safety procedures for labs, etc. 

 Policies on use of personal electronics in class – Electronics are so pervasive, yet 

philosophies and level of tolerance about these vary widely among faculty. Many faculty 

ban cell phone use and texting during class, for example. Some allow laptops contingent 

upon appropriate use. At the graduate level, some professors engage the students by 

having them look up current data using their SMART phone. Regardless of your 

approach, your policy regarding students who abuse the contingencies should be clear. 

The point is to think about your requirements, and guard against violation of student 

privacy with electronic devices.  

The following ideas pertain to “setting the tone” of a course (adapted from Nilson, 2010, 
p. 33-36). 

 Provide information about campus services that can aid students with their studies. 

http://www.tamut.edu/Academics/Faculty-Forms.html
http://www.tamut.edu/Academics/Faculty-Forms.html
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 Articulate institutional, departmental or course policies on academic integrity, students 

with disabilities, and diversity. 

 Add a graphic syllabus to supplement your syllabus. A graphic syllabus is a “flowchart, 

graphic organizer, or diagram of the sequencing and organization of your course’s major 

topics through the term” (Nilson, 2010, p.38). 

 List what you believe students need to do in order to be successful (how many hours per 

week they should dedicate, class attendance and participation, tips for learning, etc.). 

 Include detailed information on how graded assignments or activities will be evaluated, 

your expectations for that academic level, and/or provide rubrics. (See section on 

creating rubrics). 

 Establish ground rules for classroom interactions. Ask for student input and adjust your 

original list of expectations.  

 Detail examples of what constitutes violations of your policies and provide specific 

information on the consequences. 

 Clarify that any of the course activities listed in your syllabus may be subject to change 

under certain circumstances, which may be mutually agreed upon or at the will of the 

instructor to enhance student learning. 

9.3. Role of Student Learning Outcomes 
The Student Learning Outcomes (SLO) are the competencies students need to achieve and 

demonstrate by the end of the course. These have typically been pre-established by department faculty 

and are not negotiable. State specific learning outcomes at the beginning of your syllabus in terms of 

knowledge, skills, attitudes, behaviors or values students will obtain upon successful completion of the 

course. SLOs are the foundation of the course; as such, they will drive many decisions for an instructor, 

such as what assignments to include, what teaching materials to use, the sequence of the content, or 

even the methods needed to instruct. Therefore, they should be clear, concrete, and well-constructed 

for the sake of student learning and effective teaching. If you are not familiar with Bloom’s Taxonomy 

and writing SLOs, refer to this website and or view the YouTube video. 

Learning Dimensions and Bloom’s Taxonomy: http://ctl.iupui.edu/Resources/Planning-the-

Learning-Experience/Writing-Student-Learning-Outcomes 

YouTube tutorial on writing Student Learning Outcomes:  

URL: https://www.youtube.com/watch?v=uXSf9a5UTF4&feature=player_detailpage     

9.4. Grading Strategies and Using Rubrics 
The contemporary thinking on grading and assessment in higher education reflects the changed 

paradigms about learning itself. Faculty is reconsidering to what degree that individual student grades 

truly reflect the quality of the course or how much students have learned. A contemporary trend is to 

http://ctl.iupui.edu/Resources/Planning-the-Learning-Experience/Writing-Student-Learning-Outcomes
http://ctl.iupui.edu/Resources/Planning-the-Learning-Experience/Writing-Student-Learning-Outcomes
https://www.youtube.com/watch?v=uXSf9a5UTF4&feature=player_detailpage
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assess learning in the class on a more holistic basis throughout the term so that one can adjust his/her 

teaching method. Traditionally, professors have evaluated their students’ knowledge using written 

examinations or papers, often delivered only two to three times per term. As a result, a professor 

lecturing consistently to a large introductory class might not recognize until mid-term that students have 

confused some fundamental concepts or completely missed some foundational knowledge. Students 

often are not able to transfer principles and concepts from weekly material to larger, slightly different 

application problems on the final exam. So, what might a faculty member consider to establish sound 

grading policies and assess learning throughout the term? Answers to these questions will vary by one’s 

philosophy, most certainly, and will require personal judgment. The important principle that underpins 

your decision on a grading scheme is to NOT merely have some method of assigning grades--the method 

used must be defensible by the user. For example, is your grading policy based on content mastery or 

pursuit of a classic “Bell curve” where an arbitrary number of A, B, and C grades will be awarded? Most 

departments at A&M-Texarkana do not prescribe a basic grading method for each instructor. With 

careful thought and periodic review, most instructors can develop sound, defensible grading policies and 

procedures. By stating the grading procedures at the beginning of a course, the instructor is essentially 

making a "contract" with the class about how students will be evaluated. This conveys your expectations 

more concretely so that the students can structure their work efforts and prioritize better.    

The following comprehensive web-links provide a myriad of ideas for in-course assessment. The 

key point to remember on grading is to provide clear grading guidelines, follow them consistently 

through the term and enforce them fairly. This reduces the amount of time and energy you and your 

students spend worrying about, or negotiating, grades. To that end, rubrics are a popular trend for both 

evaluation and instructional guidance for students, particularly for major constructive or subjective 

assignments such as papers or projects. The last link contains several discipline-based examples of 

rubrics and instructions for how to create them. 

Strategies for Fair and Conflict-Free Grading: 
https://teachingcommons.stanford.edu/resources/teaching/evaluating-students/assessing-
student-learning/strategies-fair-and-conflict-free 

Assigning Course Grades:  http://cte.illinois.edu/testing/exam/course_grades.html 

Using Rubrics and Rubric Examples by Carnegie-Melon University: 
http://www.cmu.edu/teaching/assessment/howto/assesslearning/rubrics.html 

9.5. ADA Compliance in Courses 
The Americans with Disabilities Act and Section 508 of the Rehabilitation Act require institutions 

of higher learning to make digital content accessible to all persons with disabilities. Institutions are now 

making major adjustments in the digital arena and providing training to faculty on how to make 

instructional materials accessible to students with disabilities, whether in-class or on-line. Our campus is 

in the process of addressing these needs, but it is a very comprehensive and complex task. Below are 

two YouTube videos to help you understand the rationale for these new guidelines and basic practices 

you may infuse into your Web Course to make it more accessible to students with disabilities. 

https://teachingcommons.stanford.edu/resources/teaching/evaluating-students/assessing-student-learning/strategies-fair-and-conflict-free
https://teachingcommons.stanford.edu/resources/teaching/evaluating-students/assessing-student-learning/strategies-fair-and-conflict-free
http://cte.illinois.edu/testing/exam/course_grades.html
http://www.cmu.edu/teaching/assessment/howto/assesslearning/rubrics.html
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Section 508 Awareness video:   https://www.youtube.com/watch?v=zQTxDRo840o  

Section 508 Compliance for Digital Content: 
https://www.youtube.com/watch?v=22EpFbR4iB4  

9.6. Effective Engagement Strategies 
In the past 20 years, higher education has seen an explosion of interest, research and 

application among faculty of what we now call active learning and cooperative learning. Active learning 

is, in essence, refers to learning activities engaged in by students in a classroom or outside the 

classroom that engages them to a greater depth with the content; in other words, students do not 

merely listen passively to an instructor’s lecture. These strategies can vary from a low level of activity 

such as listening exercises or discussion groups to a more engaged level such as role-plays, case studies, 

problem solving in groups, or complete experiential exercises outside of the classroom. Some professors 

are hesitant to incorporate a great deal of active learning because they believe they do not have the 

time to learn and design these new methods into their courses. A large majority of professors still teach 

their classes in the traditional lecture mode. However, active and cooperative strategies are intended to 

enhance and supplement lecture. The term cooperative learning covers the subset of active-learning 

activities that students do in groups of three or more. Cooperative-learning techniques generally employ 

formally structured groups of students assigned to complex tasks, such as multiple-step exercises, 

research projects, or presentations. These activities may take more time out of the classroom and more 

time in designing them on the part of the professor, but many ideas are now on the web for quick access 

and easy use. A few web-links are provided below to help you get started in thinking about and using 

active strategies. 

Learning Module with additional links to exercises: 
http://www.texascollaborative.org/activelearning.htm 

40 Active Learning Strategies for Active Students (this link tends to be directed toward younger, 

traditional college students):  

http://teaching.monster.com/benefits/articles/8414-40-active-learning-strategies-for-active-

students-?page=1  

Sample of ideas for a science discipline: 

http://serc.carleton.edu/introgeo/gallerywalk/active.html  

PowerPoint on the Power of Active Learning: 

https://wwwp.oakland.edu/Assets/upload/docs/CETL/WorkshopPPTs2014/Active-

Learning_January_2014.pdf 

Nine Strategies to Spark Adult Student Intrinsic Motivation:  

https://www.facultyfocus.com/articles/teaching-and-learning/nine-strategies-to-spark-adult-students-

intrinsic-motivation/ 

https://www.youtube.com/watch?v=zQTxDRo840o
https://www.youtube.com/watch?v=22EpFbR4iB4
http://www.texascollaborative.org/activelearning.htm
http://teaching.monster.com/benefits/articles/8414-40-active-learning-strategies-for-active-students-?page=1
http://teaching.monster.com/benefits/articles/8414-40-active-learning-strategies-for-active-students-?page=1
http://serc.carleton.edu/introgeo/gallerywalk/active.html
https://wwwp.oakland.edu/Assets/upload/docs/CETL/WorkshopPPTs2014/Active-Learning_January_2014.pdf
https://wwwp.oakland.edu/Assets/upload/docs/CETL/WorkshopPPTs2014/Active-Learning_January_2014.pdf
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9.7. First-Day Activities 
Students often do not have high expectations of what the first class session may yield, other 

than an overview of the required work, quick introductions, and the basic course policies. If the first 

class session ends early, then the time has not been spent productively engaging the students in the 

course content from the first moment. That first class day, however, can be a great launching point for 

engagement, enthusiasm, and setting the tone for what is to come. A learning community should begin 

on the first day as students and the professor begin the learning journey together. The professor can do 

many things the first class session to influence students’ opinions about the course, the instructor, and 

the relevance of the content. The following link is a great, brief guide to the big, first day but there are a 

myriad of on-line sources as well. The key point is find the materials and activities that suit your course, 

your personality and the level of learner – remember that the crucial  “first day” only happens once! 

 http://www.trcc.commnet.edu/div_academics/idea/documents/first_day_of_class.pdf 

Web links and YouTube Tutorials - Faculty/Teaching Tools and References 

Cornell University Center for Teaching Excellence: 
http://www.cte.cornell.edu/index.html 

Student Learning Outcomes Video on YouTube:   

https://www.youtube.com/watch?v=uXSf9a5UTF4&feature=player_detailpage 

Five Things to do on the First Day of Class : 

http://www.facultyfocus.com/articles/teaching-professor-blog/five-things-to-do-on-first-day-

of-class/ 

Nine Things to do on the First Day: https://tilt.colostate.edu/teachingResources/  

The First Day: www.cmu.edu/teaching/designteach/teach/firstday.html 

Icebreaker Ideas appropriate for college level and adult learners:   

http://www.lcc.edu/cte/resources/teachingettes/icebreakers.aspx  

Link to Campus faculty forms: http://www.tamut.edu/Academics/Faculty-Forms.html 
 

Davis, B. G. (2009). Tools for teaching (2nd ed). San Francisco, CA: Jossey-Bass. 
 
Fink, L. D. (2003). Creating significant learning experiences: An integrated approach to 
 designing college courses. San Francisco, CA: Jossey-Bass. 
 
Hara, B. (2010). Graphic display of student learning objectives. The Chronicle of Higher 
 Education. Retrieved from: http://chronicle.com/blogs/profhacker/graphic-display-of-
 student-learning-objectives/27863 
 

http://www.cte.cornell.edu/index.html
https://www.youtube.com/watch?v=uXSf9a5UTF4&feature=player_detailpage
http://www.facultyfocus.com/articles/teaching-professor-blog/five-things-to-do-on-first-day-of-class/
http://www.facultyfocus.com/articles/teaching-professor-blog/five-things-to-do-on-first-day-of-class/
https://tilt.colostate.edu/teachingResources/
http://www.cmu.edu/teaching/designteach/teach/firstday.html
http://www.lcc.edu/cte/resources/teachingettes/icebreakers.aspx
http://chronicle.com/blogs/profhacker/graphic-display-of-
http://chronicle.com/blogs/profhacker/graphic-display-of-
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Nilson, L.B. (2010). Teaching at its best: A research-based resource for college instructors (3rd. 
 ed.). San Francisco, CA: Jossey-Bass. 
 
O'Brien, J. G., Millis, B. J., & Cohen, M. W. (2008). The course syllabus: A learning-centered 
 approach. San Francisco, CA: Jossey-Bass  
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10. Assessments for University Programs 

Academic assessment takes place at many levels in the higher education arena and there are a 

variety of assessments required by law so all faculty are involved in the process to some extent, from 

the classroom evaluation at the end of the course to external program reviews or at the college level as 

a whole. Assessment improves the quality of education at all levels and provides evidence to 

administration and legislators that we are directing our efforts to practices that are effective. Therefore, 

all faculty need to be aware of the importance of effective assessment procedures and their potential 

role in the larger process. The diagram below describes the four levels of assessment (Miller and Leskes, 

2005) in which an institution must engage.  

 

Different metrics and products are used at each level to evaluate achievement of objectives. 

There are direct measures and indirect measures to assess individual student learning and academic 

ability for the student body as a whole. Not all colleges within the institution have a distinct plan for 

continuous improvement across the college yet, but some may. The following sections briefly outline 

what adjunct faculty needs to be aware of in terms of assessment processes at their level and perhaps 

within their assigned college.   

10.1. Assessment at the Course Level (Including courses in Core 

Curriculum)  
At the minimum, all faculty participate in assessment at the course level each time he/she 

teaches – the professor assesses individual student learning and the course is assessed by the students 

at the end of the term. Every course must be evaluated each term. From the perspective of assessing 

Level 4

• Assessment of Student Success Across the Institution

• University Outcomes 

Level 3
• Assessment of Programs

Level 2

• Assessing Individual Student Learning Across Courses - What 
and how well are individual students learning during 
progression of a program?

Level 1

• Assessing Individual Student Learning within Course

• Student Evaluation of Course  at end of term
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students, the Student Learning Outcomes are the central learning goals of the course; thus, faculty may 

use direct measures to evaluate student work for this level, such as exams, papers, projects, portfolios, 

etc. SLOs are defined for each course and program, and then linked to A&M-Texarkana’s goals and 

mission statement – this culminates in an aligned strategic plan (visually represented in the following 

figure). Every syllabus should clearly state the SLOs for the course and if those are “mapped” to holistic 

program goals. 

 

 

Many faculty use rubrics to be consistent in their assessment of major assignments at 
the course level, but rubrics are not required for all assignments at this campus. The key point 
to remember at the course level is to design your course so that students obtain the specified 
SLOs, always administer the course evaluation as directed, and ask the program coordinator if 
any of your courses fit into the assessment plan at a higher level! 

The highest level (4) requires specific artifacts to be collected from freshmen and 
sophomore students in core-curriculum courses. In Speech or English courses, for example, 
specific artifacts are collected from students from those core classes, which are then assessed 
by a panel of faculty at the end of the academic year. This level of assessment determines if 
students are obtaining the primary competencies that the A&M System has defined for all of its 
graduates. Because grading in courses is, naturally, not consistent between instructors, artifacts 
are collected from a variety of the core curriculum classes to allow for a broad assessment 
across the freshmen/sophomore classes.   

University

College 
Level

Program 
Level

Course 
Level
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10.2. College-Specific Assessment Practices 

 

College of Business, Engineering and Technology (CBET) 

This college has both undergraduate and graduate degree programs.  Within the Business 

discipline, the individual course Learning Objectives (LO) in each course are linked to at least one of the 

program learning objectives. For the business programs, this college has created a course mapping 

system in which the individual course LOs are designated as either I, P, or M in the linking process ( 

I=Introduced; P= Practiced, or M=Mastered). One program LO is measured and monitored each term so 

that each of the four LOs is measured on a two-year cycle. All faculty in this college are engaged in the 

continuous improvement process and the results of the program assessments are communicated at 

regular faculty meetings. 

Other degree programs in this college include Computer Science, Electrical Engineering, and 

Mathematics. Mathematics provides artifacts for assessment at the core curriculum level.  There are 

various track options in some programs within this college, including the MBA, and pathways for teacher 

certification at the BS level in Math, as well as graduate courses in Mathematics to support graduate 

hours, primarily for teachers, in those disciplines.  Due to the diversity of the degree programs, including 

the diversity in accreditation requirements (i.e., ABET for computer science and electrical engineering 

and CCNE for nursing), each program establishes and conducts its own assessment and continuous 

improvement practices and assessment cycles.   Assessment measures in each of these programs, in 

general, follows the guidelines established within the University and involves direct measures, such as 

homework assignments, exams, laboratory exercises, or capstone reports, and/or indirect measures, 

such as student feedback exercises and surveys.  Adjunct faculty are expected to meet with the program 

coordinator before starting the term to ensure that the instruction in their course(s) aligns with the 

program and program learning objectives and that course assessments are conducted in a manner 

consistently within the program.   

College of Arts and Sciences and Education(CASE) 

Due to the size of CASE and the diversity of programs and disciplines, each discipline has an 

individually tailored assessment plan. Most programs have capstone courses where several broad 

student competencies are assessed at the end of the program. The measures used may be direct, such 

as with a comprehensive exam or a capstone project. Other programs use portfolios and practicum 

courses where skills are observed in the field of practice. Adjunct faculty may teach a capstone course or 

observe students in the field; in these situations, rubrics are typically provided.  Because most of the 

core curriculum is offered in this College, many faculty in CASE participate in the panel of reviewers for 

student artifacts collected during the academic year. The Academic Assessment Office is in the process 

of developing Assessment “Tool Boxes” for faculty, particularly those teaching in the core curriculum. 

These tool boxes will contain rubrics for assessing various broad, core competencies.  

The main question to ask in the assessment realm is do any of your courses fit into the 
assessment plan? Does your course contribute to the Core Curriculum or assessment of the 
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program as a whole, such as a capstone course? Ask your Program Coordinator if you need to 
retain any student artifacts for strategic assessment purposes. 

Links to assessment resources and examples: 

1. Individual Student-Level Assessment - Student learning within courses 

a. www.depts.alverno.edu/saal/essentials.html 

2. Gateway to information about Alverno College’s rich assessment practices 

a. www.ustudies.semo.edu/oralcom/holistic.htm 

3. An oral presentation holistic scoring rubric from Southeast Missouri State University: 

www.flaguide.org 

4. Five Characteristics of an A Paper—a scoring guide for writing from Kansas State 

University 

a. www.uas.alaska.edu/humanities/documents/j-sp-comp-assess.pdf 

5. King’s College assessment information—see the sections on the 

a. “sophomore-junior diagnostic project” and the “senior integrated assessment” 

at 

b. www.wvsctc.edu/InstitutionalEffectiveness/Self-Study%20Attachments.pdf 

6. Student Portfolio Assessment Rubric – See Page 115 of West Virginia Sate Community 

and Technical College’s Self-study 

 

 

For details on Core Curriculum Assessment, see the Assessment website at 
http://www.tamut.edu/About/Administration/Institutional-Data-

Management/Assessment-and-Measurement-Procedures.html   

http://www.flaguide.org/
http://www.tamut.edu/About/Administration/Institutional-Data-Management/Assessment-and-Measurement-Procedures.html
http://www.tamut.edu/About/Administration/Institutional-Data-Management/Assessment-and-Measurement-Procedures.html
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11. Security and Emergency Procedures 

 The central office of the University Police Department is located at the Central 

Plant/Facilities building directly across from the Science and Technology Building. UPD officers 

are on the campus 24 hours per day, seven days per week, continually monitoring all buildings. 

They are responsible for taking charge should an incident occur on campus, but may receive 

assistance from other agencies. An emergency management plan is in place for all types of 

incidents and the campus has a trained group of employees to act as an Emergency 

Management Team. For purposes of this handbook, a few selected safety terms and 

instructions pertinent to faculty are explained as follows:   

1) Stay alert to your surroundings - Notify UPD of any suspicious persons or activity by calling 
Extension 6611 from any campus phone or 903-334-6611 from an external phone. 

 
2) Fire Alarms - All faculty, staff, and students must evacuate the building immediately upon 
hearing the fire alarm; use the stairs and proceed quickly to the parking lot.  

 
3). Medical emergencies – In the event of a medical emergency of a student it is best to call 
UPD and then clear the classroom of all students while the faculty member stays with the 
sick/injured student. 
 
4.) Lock down – In the event of a major incident in which campus personnel need to stay inside 
for their safety, a LOCK-DOWN announcement will come via the campus public address system 
with instructions for what to do. In the event of a LOCK-DOWN lock all exterior doors and 
classroom doors, turn off the lights, and remain in the classroom or office. 
 
5). Police Escort Available– All faculty, staff and students may request a police escort to his/her 
vehicle at night or at any time a safety concern exists. Use any classroom or campus phone to 
contact UPD at ext. 6611 to request an escort. 
 
6.) Emergency Phones (external) – External emergency phones are located on poles external to 
the buildings and in the parking lots. They are distinguished by a blue light on the pole.   

  
7) Shelter-in-place – This term refers to persons remaining in the building during emergencies 
involving hazardous materials potentially producing toxic vapors outside of the facility. 
Movement inside is to be kept to a minimum and no one is to exit until an announcement is 
made over the Public Address system.   
 
8) Drop, cover and hold – This situation requires faculty, staff, and students to drop low, take 
cover under furniture, cover eyes and protect internal organs as much as possible. 
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9) Class Disruptions or Threats – Should a student become belligerent in class, a fight erupts  
among students, or there is a threatening situation of any type, call ext. 6611 and report 
immediately, noting the location of the event. UPD will respond immediately to the location. 
 
10). Texas Conceal and Carry Handgun Law (Senate Bill 11) – The state’s new “Campus Carry” 
law went into effect August 2016, allowing licensed holders to carry handguns on campus. 
While one may carry a handgun on campus, open carry is NOT permitted, and there are 
designated prohibited locations for any gun. It is still illegal to display a firearm anywhere on 
campus. Licensed holders must be 21 years of age and have received the state-mandated 
training in addition to meeting other statutory requirements.  

 
A licensed holder is prohibited from carrying a concealed handgun in the following 

locations: 

 Student Counseling Center 

 Psychology Laboratory 

 All laboratories in the Science and Technology Building 

 Premises where minors may be present, such as summer camps, youth workshops, etc. 

 Testing Center 

 Fitness Center 

 Any portion of the campus leased by the university to a third party 

 Assigned offices, or locations, as approved by the president, where it has been 
determined that carrying a concealed handgun presents a significant risk of harm due to 
a negligent discharge. 

 Premises on which interscholastic events are hosted 

 Premises in which formal hearings are being conducted 
 
 
See this link for more detailed information on this important new campus policy: 

www.tamut.edu/about/administration/.../campus-carry.html.  
 

For More Information on Safety/Security Issues contact 903-223-6611 

  

http://www.tamut.edu/about/administration/.../campus-carry.html
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12. Campus Quality Enhancement Plan (QEP) – Connect 360 

A substantive, unique learning process entitled CONNECT 360 began in the fall 2016. Seeking 

new ways to improve student learning, A&M-Texarkana has adopted a theme of Experiential Learning 

(EL) to infuse into the fabric of our institution because of its potential to address both student 

engagement and student retention. The concept of EL is quite broad and can refer to many types of 

activities within a course or a complete program. A simple interpretation of EL is students learning by 

doing, connecting what they are learning in the classroom with “real world” activities, problems, and 

need. CONNECT 360 is a five-year plan to expand and enhance EL within our campus, designed around 

upper-division courses. This academic initiative may potentially involve any adjunct faculty member. The 

QEP Development Committee defined the term for our program (shown below) and devised the 

following central Student Learning Outcome.  

Definition of Experiential Learning 
Experiential Learning refers to structured activities that increase authentic learning 

experiences of students. Activities of an experiential nature may characterize portions of a 
course, an entire course, an added adjunct activity to a course, or a co-curricular activity. 

 

Student Learning Outcome for Connect 360 
Students enrolled in experiential learning designated courses will demonstrate the 

ability to apply experienced-based knowledge of the discipline to practical problems. 

 
The goal of this QEP is to provide every undergraduate with the opportunity to engage in EL. Our 

long-term vision is to create a more active learning environment in all courses; over the next few years 

this campus will strive to increase the number of experiential learning opportunities across the 

undergraduate curriculum specifically. These activities may be things such as internships, practicum, 

clinical activities, scholarship, service learning, community engagement, course-related travel and co-

curricular collaboration. Many disciplines already have experiential learning heavily embedded in 

courses. We want to improve the quality of that foundation. 

A course can receive an EL designation, built in the student information system, so that students 

know which courses have a substantive experiential component.  Programs and individual faculty will 

apply to have a course officially designated as an EL course; applications and syllabi must demonstrate 

three specific elements before receiving the EL designation. Each designated course will have at least 

one student-produced product assessed using a standardized rubric developed by the campus QEP 

Committee.  

Experiential learning is one of the more high profile trends in higher education; furthermore, 

employers strongly endorse educational practices that involve students in active, effortful work that 

connects theoretical, classroom knowledge with real-world problems and issues. You will be hearing 
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more about this initiative and the strategic priority it will become over the next few years. Programs and 

faculty will be encouraged to take advantage of training and coaching offered by the designated EL 

faculty trainers.  

For More Information on the QEP or courses with the EL designation 
contact the QEP Implementation Director at 903-223-3095 
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Appendixes 

Appendix A – Syllabus Template 

Appendix B – Property Clearance Form 

Appendix C – Tips for Teaching, Managing the Learning Environment or Interacting with 
 Students from Our Campus Faculty 
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Appendix A - Course Syllabus Template (Rev June 2016) 

Texas A&M University-Texarkana  
Course Syllabus of (Number and Name of Course) 

(Semester and Year) 
 
(This syllabus template includes the minimum requirements. A faculty member may 

provide students additional detail to clarify course expectations.) 
 
Instructor: 

Office Location: 

Phone: 

Email: 

Course Description: (One paragraph description to be used on syllabus and in the university 

catalog. State any prerequisites such as courses, admission into a program, graduate standing, etc.) 

Course Delivery Method: (Face-to-face, web-enhanced, web-based.  In the following sections 

the course outline, methods of evaluation and student activities must be consistent with the course 

delivery method)   

Required Textbooks/Resources: (May use textbooks, websites, or selected readings, and/or 

other specific resources) 

Student Learning Outcomes: (This section should clarify how successful students will 

demonstrate mastery of the course objectives) 

Course Outline: (Major topics and subtopics in the course)  

Methods of Evaluation: (Criteria for mastery of the Student Learning Outcomes. For example: 

Participation, exams, essays, assignments, projects, and/or presentations) 

Grading Scale: (The Deans’ Council has established a University-wide Common Grading Scale to 

be used in ALL courses effective fall 2010) 

A = 90-100%, B = 80-89%, C = 70-79%, D = 60-69%, F = 0-59% 

Library/Media Resources Assessment: (Special resources are often necessary to maximize the 

delivery of instruction as well as student learning in a course.  Please list below all resources necessary 

for this course.) 

Student Participation: (Explain the nature of participation expected for students in the course. 

This should include such items as discussion board participation, collaborative projects, library or 

research components, and any other pertinent tasks) 
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Course Etiquette: (Explain the conduct expected of students when interacting online with other 

class members or with the instructor) 

Discussion Board Standards: (Explain the expectations for online discussions in terms of the 

frequency, manner, and nature of discussion content expected by students. Include any established 

standards for time and content of discussion participation, if applicable) 

Include the following required statements in each course syllabus. 

Disability Accommodations: Students with disabilities may request reasonable accommodations 

through the A&M-Texarkana Disability Services Office by calling 903-223-3062. 

Academic Integrity: Academic honesty is expected of students enrolled in this course. Cheating 

on examinations, unauthorized collaboration, falsification of research data, plagiarism, and 

undocumented use of materials from any source constitute academic dishonesty and may be grounds 

for a grade of ‘F’ in the course and/or disciplinary actions. For additional information, see the university 

catalog. 

A&M-Texarkana Email Address: upon application to Texas A&M University-Texarkana, an 

individual will be assigned an A&M-Texarkana email account. This email account will be used to deliver 

official university correspondence. Each individual is responsible for information sent and received via 

the university email account and is expected to check the official A&M-Texarkana email account on a 

frequent and consistent basis. Faculty and students are required to utilize the university email account 

when communicating about coursework. 

Drop Policy: To drop this course after the census date, a student must complete a 

Drop/Withdrawal Request Form, located on the University Registrar’s webpage or obtained in the 

Registrar’s Office. The student must submit the signed and completed form to the instructor of each 

course indicated on the form to be dropped for his/her signature. The signature is not an “approval” to 

drop, but rather confirmation that the student has discussed the drop/withdrawal with the faculty 

member. The form must be submitted to the Registrar’s office for processing in person, email 

Registrar@tamut.edu, mail (7101 University Ave., Texarkana, TX  75503) or fax (903-223-3140). 

Drop/withdraw forms missing any of the required information will not be accepted by the Registrar’s 

Office for processing. It is the student’s responsibility to ensure that the form is completed properly 

before submission. If a student stops participating in class (attending and submitting assignments) but 

does not complete and submit the drop/withdrawal form, a final grade based on work completed as 

outlined in the syllabus will be assigned. 

Include the following explanation for all web-enhanced and online courses. 

Class Participation: Students are responsible for beginning their participation on the FIRST 

CLASS DAY by logging on and completing assignments according to the COURSE CALENDAR. Failure to 

http://www.tamut.edu/Admissions/Enrollment-Services/Registrar/Dropping.html
mailto:Registrar@tamut.edu
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submit online assignments between the first day of classes and the University census date (according to 

the University schedule) will result in an ADMINISTRATIVE DROP from the course.  

Students with federal loans and/or grants:    

Students who have federal loans and grants must be aware that participation is monitored in 

online courses. In the event a student withdraws from a course, the student will be required to refund 

all federal funds prorated from the last date of participation. A student’s last access to Blackboard would 

not suffice as participation. The required weekly activity could include a comment to a blog, a discussion 

board posting, a journal entry, a quiz or exam, a submitted assignment, or other measurable and tracked 

activity.  

Student Technical Assistance: 

Solutions to common problems and FAQ’s for your web-enhanced and online courses are found 

on the Online Student Training page on our website. 

If you cannot find your resolution there, you can submit a support request by contacting the IT 

HelpDesk: 

Email: helpdesk@tamut.edu 

Phone: 903-334-6603 

Submit a Support Request Ticket  

Additional student help for Blackboard can be found here:  

Blackboard Help for Students 

Technical Requirements:  

The following are the minimum computer requirements for online learning:  

 A computer capable of handling streaming video. A mid-range multi-core CPU should be 

adequate. 

 A sound card. 

 A high-speed internet connection preferably directly connected to the computer via a 

hard-wired Ethernet connection rather than wirelessly connected. 

 Virus and adware protection software. 

 Microsoft Word, minimum version 2007 or above. 

 Mozilla Firefox browser available free. 

 The most recent versions of Java, Flash, QuickTime, Adobe Reader, and Shockwave. You 

can check this in the Firefox browser by visiting:  

 Firefox Plugin Check Tool 

http://tamut.edu/Academics/Online-Education/Student-Training/index.html
mailto:helpdesk@tamut.edu
http://www.tamut.edu/helpdesk.php
https://en-us.help.blackboard.com/Learn/9.1_2014_04/Student
https://www.mozilla.org/en-US/firefox/new/?scene=2#download-fx
https://www.mozilla.org/en-US/plugincheck/
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Please note: Some instructors may require the use of a headset with microphone and/or a 

webcam. If so, the cost of these items is not included in your course fees and will need to be acquired at 

your own expense. 

Blackboard Mobile for iOS and Android Devices 

Android and iOS devices are currently supported using the Blackboard Mobile App, available 

free from your App Store or scan the code below: 

 

The Blackboard Mobile App provides limited access to courses, including the ability to read and 

contribute to discussions, check grades and announcements, access content, read and comment on 

blogs, reflect in journals, link to your personal Dropbox, and receive push notifications when courses are 

updated. Limited course features may also be available via your mobile device's browser; however, your 

mobile device does not replace your personal computer and should not be used as a substitute for one. 

High stakes assignments, tests, etc. should be completed on your personal computer, and not on your 

mobile device. 
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Appendix B - Property Clearance Form 

 
Resignation: ____________               
Contract End: ___________ 

Terminated: _____________  

 

 

Name: ______________________      Department: _________________________   Date: ________ 

 

 

1. Library 

All library materials have been turned in and all fines/fees paid. 

(Attach email if verified through email.) 

 

_____________________________________________________________ 
 Verified        Date 

 

2. Supervisor 

All departmental property has been returned. Please verify to whom the property 

has been returned. (Attach any emails for supporting documentation) 

 

 Travel card (Travel office)      Turned in to __________________ 

 P-card (Purchasing)                   Turned in to______________________   

 Keys, swipe card and staff/Faculty ID (UPD)    Turned in to______________________ 

 Meal Plan (Business office) Turned in to ______________________ 

 Physical Property i.e. computers, etc (Business Office)  Turned in to ______________________ 
 

 

________________________________  ____________ 
Supervisor verified       Date 

 

 

 
Termination/Resignation Letter/ Contract End Document (attached) 

 

________________________________________________ 
Supervisor Signature      Date 

    

 

3. Technology          

Verified that IT access has been terminated per attached form. 

 

________________________________________________________________ 
Human Resources/ Ben. Coord. Verified     Date 
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4. Budget/ Grants  

Verified that Principal Investigator & Maestro access has been terminated per 

attached form 

 

______________________________________________________________ 
Human Resources/ Ben. Cood. Verified     Date 

 

5. Human Resources 

COBRA information relayed to individual and form(s) signed. (Attach printout  

Of screen 613) 
 

___________________________________________________________________________ 

Human Resources/ Ben. Coord. Verified     Date 

 

 

Sick Leave donation form delivered to individual and explained. Form attached. 

 

_______________________________________________________________  

Human Resources/ Ben. Coord. Verified     Date 

 

TRS/ORP final deposit form completed (After Pal Cal)/notification of change of 

 status. (Attach Printout of screen 104) 

_______________________________________________________________  

Human Resources/ Ben. Coord. Verified     Date 

 
 

 

 

______________________________________________  ______________ 

Employee (optional)       Date 

 

 

Approved for University clearance: 

 

 

__________________________________________ _____________________ 

Departmental Supervisor     Date 

 

 

___________________________________________  _____________________ 

Human Resources/Benefit Coordinator   Date 

 

 

The verifications on this form in no way release or waive any claims or right, known or unknown, that 

Texas A&M University-Texarkana may have against the employee herein named. 
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Appendix C – Tips from our Faculty for Teaching, Managing the Learning 

Environment, or Interacting with Students 

 
 For hybrid or online courses, set aside two times a day to check the course for student 

messages, one morning and one late afternoon/early evening. This allows you to keep 

current on student communication without needing to spend all day in the course. You 

can also do this with university email. (Amy Burkman, Educational Leadership) 

 Set aside one day a week for grading - schedule a block of time to grade all of the 

assignments at one time. (Amy Burkman, Educational Leadership) 

 Print handouts well ahead of class time because the faculty lounge can have many 
distractions and the copier gets tied up. (Kim Murray, Sociology)  

 Stay 15 minutes before & after class to assist students. (Kim Murray, Sociology) 

 Infuse high-impact practices in your teaching. You can find a great list at  

https://www.aacu.org/sites/default/files/files/LEAP/HIP_tables.pdf. (David Allard, 

Biology) 

 Inform students in the syllabus to contact you via Blackboard messages or preferred e-

mail, considering the instructional delivery of your course. (Kelly Coke, Leadership) 

 If space permits, have the students sit towards the front of the classroom. This aids 

interaction between the students and the students and the professor. (Terry Bechtel, 

Accounting) 

 Avoid long lectures; segment content and infuse reinforcement activities within longer 

lectures. (Gaynell Green, Adult and Higher Education)   

 Students benefit from structural tools that foster greater self-direction and organization, 

such as grading rubrics, written instructions on assignments, and clear dates for all 

course activities. (Gaynell Green, Adult and Higher Education) 

 Do not be afraid to demand good writing from your students. Provide an example of 

what you expect and they will strive harder to meet up to your expectations. (Sara 

Lawrence, Education) 

Tips for the On-line Course Environment 

 Require an online quiz or contract on course expectations from syllabus to ensure the 

student understands the course expectations. It is helpful if students complete this, as 

well as an early assignment, before preliminary course rosters are due. (Kelly Coke, 

Leadership) 

 Include a welcoming video or welcoming message by you in the first discussion board 

assignment. (Kelly Coke, Leadership)   

https://www.aacu.org/sites/default/files/files/LEAP/HIP_tables.pdf
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 Keep academic standards high. (Rebecca Martindale, Instructional Technology) 

 On-line classes are difficult for most freshmen. Most are taking an on-line class for the 

first time. Provide a weekly “to do” list for students to follow. They need the structure 

and support while getting used to on-line delivery. (Sara Lawrence, Education) 

 Learn how to video conference and let text messaging be your new “phone.” (Rebecca 

Martindale, Instructional Technology) 

 Be prepared to answer questions during most of your waking hours. (Rebecca 

Martindale, Instructional Technology) 
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