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Introduction 

his Handbook is intended as an introduction and reference for instructors teaching ENG 

1100 at the University of Ottawa. It has been compiled and is updated by a subcommittee 

of the Undergraduate Committee of the Department of English. Policies listed here reflect 

decisions taken by the Committee and by the Department as a whole. Inquiries and suggestions 

concerning the Handbook or the course should go to the current Director of Undergraduate 

Studies, who chairs the Undergraduate Committee.  Departmental Handbooks are accessible at: 

http://arts.uottawa.ca/english/department-english-handbooks 

Numerous sections of this course are offered during all sessions of the academic year. Some 

sections have 45 students (no Teaching Assistants) and some sections have 70 students (with a 

130-hour Teaching Assistant). Instructors will be given the name of their Teaching Assistant at

the end of August for the fall term or by mid-December for the winter term. See also “Guidelines

for Professors and Teaching Assistants” later in this Handbook.

The Undergraduate Calendar describes the course as follows: 

ENG 1100 WORKSHOP IN ESSAY WRITING (3 credits) 

Intensive practice in academic essay writing. Emphasis on grammatical and well-reasoned 

expository writing, essay organization, preparation of research papers, and proper 

acknowledgement of sources. Frequent written exercises and development of composition 

skills. Use of Writing Centre resources may be required outside of regular class hours. 

Instructors have some freedom to design the specifics of the course for their own sections, but 

the emphases in the above description should be preserved. In particular, the focus on academic 

discourse is crucial. None of your assignments should require or allow writing that is not broadly 

scholarly in character. Autobiography and self-expression, unsubstantiated opinion, and “creative 

writing” are all outside the scope of the course. 

It is also important for procedures and standards to remain as consistent as practicable from one 

section to another. This Handbook recommends and in some instances mandates approaches 

which can help us attain this goal. Meetings of ENG 1100 instructors are also held at the start of 

term and on other occasions to allow for consultation and comparison of techniques. 

The Handbook offers help with issues that arise as you go through the term. Policies are then 

listed, and in an Appendix several sets of actual course documents used by ENG 1100 instructors 

in previous years are provided, including syllabuses and associated handouts. 

ENG 1100 is an important course, and a rewarding course to teach. Good luck with it! 

T 
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Student Profile 

ho are the students taking ENG 1100? Your students are diverse. They are registered 

in a number of different Faculties across the campus and will be going into a wide 

range of programs. 

Your students are often bilingual. When asked to identify their first language, about 67% of 

students at the University of Ottawa say it is English and about 33% say it is French, although 

for various reasons there may be an over-reporting of English. About 63% are women and about 

37% men. All incoming students will have High School Grade 12 (six 4U or 4M courses) with a 

minimum average of 70% for most Faculties and up to 80% for others.  

ENG 1100 is a required course for most students at the University of Ottawa, and is usually 

taken in a student’s first term. All Faculty of Arts students must take it, except those who intend 

to complete English programs (who will take ENG 1124; previously ENG 1122/1123 or ENG 

2122/2123). All students in Social Sciences and most in Sciences and Health Sciences must take 

it. A small number of upper-level students who need remedial help in essay-writing will also 

appear in ENG 1100 (such students may, for example, have transferred from other institutions). 

The vast majority of your students will have had their earlier education in Canada–only one or 

two international exchange students per year are registered in ENG 1100. 

Class List Via InfoWeb 

p-to-date class lists are available via InfoWeb at the following link:

https://web3.uottawa.ca/infoweb/logonPage.do . This program can also be accessed

through the University’s website (http://www.uottawa.ca/en), by typing InfoWeb in the

search engine in the top right hand corner. 

You will need to activate an InfoWeb account, however. As soon as you have received your 

employee number, you can obtain this account by accessing the web address listed above and 

following the links from its main page. If you encounter any problems contact Information 

Technology (formerly CCS) at 613-562-5800 ext. 6555 or  http://www.it.uottawa.ca/. 

InfoWeb has a number of other useful functions, including a link to a program for sending 

messages to your class. You can also look at a personalized schedule, or export your class list 

and use it to build a grades spreadsheet for use during the term.  You will use the latter function 

when submitting your final grades.  See “Grade Submission Procedures” later in this Handbook. 

W 

U 
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Course Structure 

NG 1100 instructors are all required to address the same general areas of study over the 

term. While the specific order and emphases are left to individual instructors, it is 

imperative that all students leave the course having received relatively similar instruction 

in academic writing, dealing with the topics listed below. Bolded headings represent mandatory 

areas of enquiry for all sections; subsections offer possible methods of addressing those areas. 

See also the next page on “Supplementary Topics.” 

Prewriting & Thesis Statements 

- recognizing audience

- generating essay proposals and/or outlines

- brainstorming viable arguments

- constructing & testing tentative thesis statements

Paragraph Writing & Organization 

- constructing introductions & conclusions

- developing logical sequencing of ideas

- constructing proper body paragraphs

- defining & using different paragraph types

Research Methods & Documentation 

- understanding types of & uses of research

- determining good vs. bad research sources

- evaluating online research

- inputting research material into papers

- citing sources using various methods (APA, MLA)

Editing & Revising 

- recognizing the need for revision

- editing for logic

- editing for style

E 
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Course Structure - Continued

Supplementary Topics 

n order to achieve the objectives of the course and to supplement the areas listed on the 

previous page, two other topics are frequently addressed by ENG 1100 instructors. These 

topics are generally mixed into the overall structure and schedule of the course and are added 

or emphasized on an on-going basis as the instructor assesses student needs. 

1. Critical Reading:

Academic Reading

- differentiating scholarly from other reading

- determining purposes for reading (details vs. overview)

- note-taking while reading

Analytical Reading 

- recognizing overall ideas & arguments

- determining methods of persuasion

- recognizing logical fallacies

- understanding biases

- responding to other people’s opinions

2. Grammar: (See also “Grammar Component” later in this Handbook)

Grammatical Correctness

- understanding grammatical terms & rules

- recognizing parts of speech & punctuation

- differentiating proper from improper syntax

Style 

- constructing effective phrases, sentences & paragraphs

- learning & using academic tone

- expanding academic vocabulary

- varying sentence structure

I 
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Core Text List 

he following list has been generated through the experience of ENG 1100 instructors, and 

will continue to be updated. Experienced instructors may want to order other titles, but if 

you are just starting to teach ENG 1100 you are advised to choose your required texts 

from this list. You will want a text that teaches grammar and principles of composition and 

argument (a “Rhetoric”) and a set of readings for analysis and discussion. Sometimes both 

these needs can be met in one book. To examine a range of possible texts, including most of 

those listed below, see the Departmental Secretariat (Arts 338). All instructors may find it useful 

to supplement these texts with handouts or other materials. Some instructors create their own 

course reader using excerpts from various sources. 

To order your texts, see the Department Secretary (Liz White in 2016) for information. Note 

that you have a choice of at least three local bookstores: The University of Ottawa Bookstore, 

Agora, and Benjamin Books. To create a course reader, complete the request form 

(http://www.uottawa.ca/print/docs/droits.pdf) and bring any books/copies to be used in the 

course pack to docUcentre (613-562-5800 ext. 3711; docUcentre@uottawa.ca) is located in 

Room 0024 of the University Centre. 

Combined rhetoric and readers: 

Landmarks (Pearson Education) 

Writing and Reading Across the Curriculum, Canadian Edition (Longman) 

Rhetoric only:  

Thinking It Through (Trent UP) 

The Broadview Guide to Writing (Broadview) 

A Canadian Writer’s Reference (Nelson Thomson Learning) 

A Canadian Writer’s Pocket Guide (Nelson Thomson) 

Fit to Print (Nelson Thomson) 

Writing by Choice (Oxford)  

Readers: 

The Broadview Reader (Broadview) 

The Broadview Anthology of Expository Prose (Broadview) 

The Norton Reader:  A Shorter 10th ed (Norton) 

Reader’s Choice (Pearson Education) 

Handbooks   (required or recommended texts): 

Harbrace Handbook for Canadians. 5th edition (Harcourt Brace) 

Checkmate: A Writing Reference for Canadians (Nelson Thomson) 

The Canadian Writer’s Handbook (Oxford) 

T 
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Syllabus Check-List 

our syllabus, or course outline, is a contract between you and your students. In it, you 

specify all the requirements and procedures of your course. Nothing essential can be left 

out, or changed or added later. The syllabus can take a number of forms, and you should 

feel free to borrow any features you like from the samples in the Appendix of this Handbook. 

However, every syllabus handed out at the start of the term should include the following: 

- Department letterhead (1
st
 page)

- Course title, code, and section

- Your name

- Your contact information

- Your office hours

- Your TA’s name(s) & contact info (if available)

- Course description and objectives

- Required texts & bookstore where they are ordered

- Recommended texts

- Course credit breakdown

(Note 1: writing assignments for credit should amount to at least 4000 words, not 

counting the final exam. The Final Exam should be worth 30% to 60% of the whole 

course grade. Avoid peer-evaluation credit. See the “Other Policies” section later in this 

Handbook.) 

(Note 2: the Department does not recommend making any or all of your assignments and 

tests compulsory — i.e., anyone who does not submit one of them will receive a final 

grade of EIN regardless of the overall percentage earned in the course.  If you do choose 

to impose such a requirement, however, it must be specified along with your course 

credit breakdown. See “Other Course Practices” later in this Handbook.)  

- Test and assignment due dates

(Note 3: ensure that at least one substantial assignment or test is scheduled, marked and 

handed back at least one week before the deadline for withdrawal without academic 

penalty in the term.  See “Other Policies” later in this Handbook.) 

- Late penalty policy, with the final date work will be accepted without formal deferral

(See “Other Course Practices” later in this Handbook.)

- E-mail submission policy (See “Other Course Practices”)

- Attendance policy (See “Other Course Practices.”)

- Policy on consideration given for sickness, personal problems, etc.  (See “Other Course

Practices” and “Student Personal Problems” later in this Handbook)

- Plagiarism warning and policy (Direct students to the Faculty Web Site also.)

- Sexual violence policy—new as of Sept. 2016
- Other course requirements (portfolio, etc.)

- Course schedule

Continued… 

Y 
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Syllabus Check-List – Continued 

Once your syllabus has been finalized, e-mail a copy to the Director of Undergraduate 

Studies and the Department Secretary at least one week before classes start (as early as 

possible).  This is for our records and oversight, and not necessarily for photocopying purposes. 

You may opt to provide the syllabus to your students electronically (through Blackboard or other  

means), or as a paper copy, or both.  You will receive an e-mail from the Departmental Secretary 

(Liz White in 2016) giving you the deadline for submission of the syllabus for the purpose of 

photocopying, if you wish to have paper copies.  The Secretary can also show you how to use 

our photocopy machine to produce copies if you miss this deadline or if you prefer to do it 

yourself. (See “Other Policies.”) 
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The First Class 

our first meeting with your class is an important opportunity to establish cohesion, 

communicate information, and get your course off to a good start. As these are mostly 

first-year students, you also have an opportunity to encourage an appropriate mix of 

enthusiasm and respect for the seriousness of scholarly work, and for your University. You may 

be a bit nervous–most teachers are–but it is worth remembering that your students are probably 

more so. Smile, and be cheerful! 

Before the first meeting, confirm that the bookstore has copies of your textbooks available. 

Ensure your TA knows he or she is expected at lectures; also make sure that he or she is aware 

of all the policies in this Handbook (available at http://arts.uottawa.ca/english/department-

english-handbooks).  Make sure you find the rooms in which your classes are being held. There 

will normally be two rooms, a larger hall for the full-class lectures and two smaller rooms for the 

discussion groups.  

Print your class list from Infoweb.  See “Class List via Infoweb” earlier in this Handbook.  This 

printout can be used as an attendance list.  Do this fairly close to the date of the first class, as 

membership may fluctuate.  A more accurate list can also be printed later in the term, which 

indicates students who have dropped as well as joined the course. 

Note that the first class may be either the lecture or discussion group meeting of the class. 

Students will already have chosen or been assigned their discussion group and its location. If 

your section of ENG 1100 meets first in its discussion groups, you will need to ensure that your 

TA is ready to perform the following first-day procedures. If the discussion group is held 

before the lecture, it is mandatory that all students attend.  

Go to your room early (it will often be vacated early on the first day), and ensure everything is 

in order. If the room is locked, call Multimedia Services (613-562-5900) and ask them to open it. 

(Take a phone or quarters with you to place the call! Or ask any nearby departmental office to 

call them for you.)  This is also the number to call if there are problems with any audio-visual 

equipment you wish to use—there is generally a phone in the room with the equipment. You 

might want to take along this Handbook (or the relevant pages), as well as copies of your 

syllabus, spare paper, your class list (available via InfoWeb), and your copies of the course texts. 

Water for a dry throat can help, too. 

Once your students have arrived (leave a little extra time for this on the first day), here are some 

of the things you should aim to get done (although the order can vary): 

1. Make sure you are all in the right room! Announce or put on the board the course and section

number and your name.

2. Welcome your students.

Y 
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The First Class - Continued

3. Introduce yourself and your TA.

4. Read out the class list and mark those in attendance. If you don’t have a class list from

Infoweb yet, circulate a sheet and ask the students to write their names and student numbers.

If you read out names, ask students to tell you how they wish their first names to be

pronounced and make notes.

Tell students who are not registered that they need to see the Senior Undergraduate

Academic Assistant of the Department or Faculty in which they are enrolled to do so as

soon as possible.

5. Briefly describe the basic purpose and goals of the course. (You can work from the official

course description if need be.)

6. Distribute your syllabus and go over it carefully, allowing students to ask questions. Stress

the important policies, such as assignments for credit, attendance, and plagiarism.

7. Display the textbooks and ensure that the students have found the appropriate bookstore.

8. Explain the roles of the TA and the instructor. Ask students in the discussion group led by

the TA to take their individual questions and concerns to their TA first, and only then to you.

Indicate how you and your TA will be dividing the teaching and grading tasks (see

“Guidelines for Professors and Teaching Assistants” and “Other Course Procedures” later in

this Handbook).

9. If time permits, this might be a good time to allow your students to introduce themselves

informally to each other, particularly to those in their discussion group. Some instructors may

go around the room asking students to introduce themselves or use other means of

establishing a friendly and cohesive atmosphere in the classroom.

10. Make sure to ask repeatedly if there are questions. Encourage students to ask.

11. Administer your Diagnostic Test (see next section). This is best done on the first day, but

must be done in the first week.
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The Diagnostic Test 

ach instructor is responsible for setting an in-class diagnostic test in the form of one 

extemporaneously written essay (not in the form of a letter), during the first week of 

classes, and preferably on the first day. Students who miss the test should be asked to 

make it up on their own time in the first week of classes. The purpose of the test is to determine 

areas in which individual students may require special assistance and to identify students who 

should be referred to the Official Languages and Bilingualism Institutes (OLBI) for remedial 

language work. It will be more appropriate for certain students to transfer out of ENG 1100 and 

into an English as a Second Language (ESL) course at OLBI. In other cases, extra help can take 

different forms, including courses taken in parallel with ENG 1100. In any case, the deadline for 

students to register in ESL courses is very early in the term, so it is important to identify students 

with ESL-related problems as quickly as possible. Some non-ESL students may also need help 

and should be urged to make use of the Writing Centres (see below). 

Format of Diagnostic Test: 

The Diagnostic can take many forms, but an emphasis on scholarly discourse should be 

maintained. Do not ask your students to write about themselves, but about some subject with 

academic significance. For example, after a brief discussion, you might ask your students to 

think of and list several types of writing, and describe the characteristics of these types. (E.g., 

children’s writing must be simple, lively, have a narrative and use a small vocabulary; newspaper 

writing must be efficient, clear and move from most-important to least-important details. Perhaps 

the students could also try to describe the readership for each type of writing.) Then, in the 

second part of the paper, you might ask students to describe what they would guess to be the 

characteristics (and readership) of scholarly writing. 

Other possible topics: 

- What is the function of universities in a modern, democratic society?

- Describe one important frontier of knowledge currently being researched in universities (in any

discipline).

- Describe and distinguish between the Arts and Sciences faculties.

- What proportion of the cost of universities should be paid by students (through tuition), and

what proportion should be paid by taxpayers generally? Support your points.*

* Telling students later what the real current proportions are might prove an interesting eye-

opener for many of them. (Their fees pay about 40% in 2011).

Urge students to do their best and to concentrate on grammar and spelling as well as content. 

Time permitting, advise them to do two drafts of a shorter paper, rather than one longer one. 

E 
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The Diagnostic Test - Continued

he OLBI has provided some guidelines about ESL students, as follows. 

Who Are the ESL Students? 

There are four groups of ESL students who may be registered in a first-year English course: 

1. Students who have been conditionally admitted to the University of Ottawa and are taking

ESL 2121 and/or ESL 2361 concurrently with your course.

2. Students who have been conditionally admitted to the University of Ottawa and have

completed their required ESL courses.

3. Students who were admitted to the University of Ottawa without conditions, but whose

English may be too weak for your course.

4. Students who were admitted to the University of Ottawa without conditions and are at the

appropriate level in your course.

The diagnostic test is most concerned to identify students in groups 2 and 3 above, who should 

be directed to the OLBI. However, unless they are not properly registered in your course (see 

“The First Class” earlier in this Handbook), we are not able to force them to withdraw. 

Defining ESL status, which is required for a student to be eligible for the OLBI, is sometimes a 

bit tricky. OLBI advises us to ask potential OLBI referrals two questions: 

1. In what language did you complete most of your previous education?

2. Have you ever taken an ESL course at the University of Ottawa?

An answer other than “English” for question 1 or a positive answer to question 2 would signal a 

student eligible for OLBI. 

Continued.... 

T 



The Diagnostic Test - Continued

Assessment of the Diagnostic 

Grade and hand back the Diagnostic Test promptly, so that necessary referrals can be made in 

good time. 

Clearly, very weak papers (F, some E’s) suggest students in need of assistance. The OLBI offers 

the following list of common errors of ESL students: 

1. Subject-verb agreement (he go; she think)

2. Singular/Plural usage (especially dropping the final “s”)

3. Article use (the, a, an)

4. Verb tense formation and inconsistency (He take that course last year...)

5. Vocabulary errors:

a) Collocations that are “off” (native speakers never use them)

b) Frequent preposition errors

c) Limited vocabulary range

Referral 

You should advise students who wrote a very weak Diagnostic that they will likely have 

difficulty completing ENG 1100 and that they should consider completing a course with the 

OLBI prior to taking your course, or at least at the same time. 

The OLBI asks that we “gently push” such students to contact the OLBI Undergraduate Co-

ordinator, Parvin Movassat (at parvin.movassat@uottawa.ca or 613-562-5800), who will advise 
them, and if appropriate, will place them in the appropriate ESL course (usually ESL 2371, 

Grammar 1). The Institute also has a Resource Centre with a tutor available for occasional help 

with specific grammar problems. The OLBI is at 70 Laurier Ave, 1
st
 Floor, MHN Room 130,

613-562-5743.

Students who refuse to go the OLBI, or who are not ESL students, can be advised to make full 

and frequent use of one or both of the Writing Centres (see below). You can also point them to 

grammar resources and handbooks that they can use on their own, and you can mention that the 

OLBI also keeps a list of private tutors who can be hired. 

Do not encourage weak writers to believe that they can scrape through your course and avoid 

the problem thereafter. Firmly indicate that they need to confront the issue now. 

12 
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The Writing Centres 

here are two Writing Centres available on campus for the use of your students: the Faculty 

of Arts Writing Centre and the Student Academic Success Service’s Academic Writing 

Help Centre (AWHC). Information on each of them is on the following pages, as 

provided by themselves. 

The Arts Writing Centre should probably be your first choice to refer students, as it is staffed by 

our own English graduate students, and is mandated to give priority to students registered in 

ENG courses. 

The Arts Writing Centre has an on-line textbook and workbook called HyperGrammar, which 

may be of use. Depending on the student’s writing skills, remedial measures can range from a 

complete review of English grammar and usage to a few exercises. Help is also available from 

the TAs assigned to the Arts Centre by the English Department. The list of TAs and their 

schedules will be available early in the term, and students will then be able to make 

appointments at the Centre. 

Appointments at the Arts Writing Centre need to be made in person, and cannot be done by e-

mail or telephone. Urge your students to drop in to the Centre, which is located at MHN 526 and

sign up in the appointment book. 

Our TAs are instructed to help ENG 1100 students in basic skills, and in the initial stages of 

preparing their papers for the course. The latter includes helping them brainstorm and develop 

topics, advising them on research strategies and structures for their papers, and working with 

them on their thesis statements and first paragraphs. The TAs have been told not to work directly 

with students on the rest of the paper and not to proof-read or edit whole papers. If you see 

evidence that more than appropriate assistance is being provided by either Writing Centre, please 

inform the Undergraduate Director.  

Department of English Style Guide 

The Department also has a style guide which may be useful for all students (revised 2011). This 

guide can be accessed from the Departmental home page, at  

http://arts.uottawa.ca/english/sites/arts.uottawa.ca.english/files/style_guide_2011.pdf 

Note that students should be encouraged to think of this as a supplement but not a replacement 

for their Rhetoric text, or for any of the resources provided by the Writing Centres. 

T 
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The ARTS Writing Centre 

Faculty of Arts 

WRITING SKILLS 

Self-Paced Learning 

he WRITING CENTRE was established primarily for students currently enrolled in 

courses with Français, English or Translation. 

The Centre’s multimedia workstations are equipped with a large selection of software,  

handbooks and workbooks on English grammar and composition. Students can improve their 

writing skills at their own pace, by using the following computer programs: 

One grammar/spelling checker:  GRAMMATIK. 

Two dictionaries:  COLLINS ON-LINE, OXFORD ENGLISH DICTIONARY. 

Two encyclopaedias: THE CANADIAN ENCYCLOPAEDIA, SOFTWARE TOOL WORKS 

 ENCYCLOPAEDIA. 

Access to the Internet:  A wide variety of Online grammar teaching programs and exercises are 

available through the INTERNET for both English and French. Anyone may access these on-line 

resources at the following Internet address:  http://www.uottawa.ca/academic/arts/writcent/. 

Free Tutorial Services:  From September to mid April, students can make appointments with 

Graduate students from Lettres françaises or from the English Department to discuss their essays 

and/or any other aspect of grammar. The Writing Centre does not copy-edit student assignments, 

however. 

Hours:  During the fall and winter sessions, the WRITING CENTRE is open weekdays and 

Saturdays. For the hours, see the web page 

THE WRITING CENTRE IS LOCATED 

in MHN 526
writcent@uottawa.ca 

http://www.uottawa.ca/writingcentre

T 
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Academic Writing Help Centre (SASS) 

he Academic Writing help Centre (AWHC) is a service of Student Academic Success 

Services, and provides students with free one-on-one assistance in the development of 

their writing abilities. In addition to other skills, students can learn how to 

- complete an effective brainstorming session;

- create a structured outline;

- identify and correct their grammatical mistakes; and

- avoid plagiarism by accurately paraphrasing, summarizing and quoting as well as by properly

referencing their sources.

The AWHC is not a proofreading service. We do not correct assignments, but we help students 

acquire the tools needed to develop an efficient and independent writing process. 

Web Site: http://sass.uottawa.ca/en/writing 

Address: Student Academic Success Service 

110 University Street (Room 119) 

Contact: 613-562-5601

cartu@uottawa.ca

T 
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Grammar Component 

rammar is an important part of ENG 1100. Instructors may wish to teach grammar as a 

subject in itself or as a part of other activities, or primarily in conjunction with grading 

written work. For example, some instructors start classes in which papers are being 

returned with sample sentences on the board and ask the class to revise in order to solve common 

problems. When instructors have chosen to concentrate on grammar as a specific topic, they have 

often used one of the following two methods: 

a) The Workbook method: students complete exercises in a workbook that accompanies a

grammar handbook. The students are then assigned a grade on the completion of self-corrected

exercises.

b) The Quiz method: this method combines a series of short grammar lessons on specific topics

with in-class quizzes based on those lessons. One approach is to give grammar lessons every

second week, with quizzes in the weeks between lessons. Instructors have found that students

tend to appreciate this method since many have had little if any formal grammar instruction, and

they find they learn more through the lesson-quiz combination.

Structure for Quiz Method: 

Six grammar lessons in the workshop with quizzes the following week. Overheads can be very 

useful for exemplifying the topic under discussion, as are handouts of terms and examples. Each 

lesson focuses on one or more of the most common errors found in student essays, e.g., sentence 

fragments (recognising subjects and verbs); use of the semicolon and the comma; subject-verb 

agreement; tense shifts; co-ordinating and subordinating conjunctions; problems of the passive 

voice. 

Quizzes: 

One common format for quizzes is to provide sentences testing knowledge of the particular 

grammar skill on which the lesson focussed. Including some correct sentences is sometimes 

useful. A quiz on sentence fragments, for example, would instruct students to add/change any 

words necessary to correct a fragment; if the example was already correct, the students are asked 

to circle the simple subject and underline the verb. 

Grading: 

One method is to have the grammar component count for 10% of the final grade. The instructor 

might then count five of the six quizzes (each worth 2%), allowing students to miss one quiz 

without penalty. 

G 
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Essay Component 

 substantial research essay is a fundamental component of any ENG course. The 

mandatory essay assignment in ENG 1100 is designed to develop critical thinking and 

reading and writing skills in the context of academic study. It crucially requires students 

to read and write in an academic discourse, and to think through the requirements of such a task 

when their readership is other scholars. 

Topic assignments must facilitate these goals. Due to the wide range of interests and prospective 

academic disciplines amongst ENG 1100 students, however, the instructor may find it difficult to 

imagine or evaluate appropriate topics. Veteran instructors have solved this problem in various 

ways, and new instructors are encouraged to ask their peers what kinds of assignments have 

worked well for them.  Here are a few suggested principles: 

1. Frame topics that allow students to choose amongst different scholarly disciplines. Although

students may or may not have a sense of their future studies, this is a good way to help engage

their interest and commitment.

2. Avoid sacrificing scholarly potential in the search for currency or apparent relevance to

students. Look for researchable issues, and avoid much-discussed ethical dilemmas (e.g.,

Abortion, Marijuana law, Euthanasia). These may indeed draw debate amongst scholarly

philosophers, but tend not to produce good research and argumentation from first-year

students.  Students will be tempted either to opine without support or to borrow the fully

formed arguments of others.

3. Do not restrict students from choosing topics about which you yourself know little. The

student’s task is to explain his or her topic to a specific readership: in this case, a generally

educated person like yourself. Encourage the student to assess what is needed to satisfy such a

reader. You will find it easy enough to judge the writing even if the subject matter is

unfamiliar.

4. Discourage students from believing the choice of topic is crucial. Any reasonably serious

scholarly subject can be the focus of a good paper, and the more time and effort put into it, the

more interesting it becomes. If you detect students shopping for topics which will produce the

maximum grade for the minimum effort, try to challenge them to make a stronger

commitment.

5. Establish a policy regarding online or electronic sources. It is recommended that some limit

be put on the use of such sources and/or that a requirement to make use of the University of

Ottawa library be part of the assignment. (See “Library Resources” later in this Handbook.)

A 
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Essay Component - Continued 

6. Use class time to review the topic of Plagiarism and Academic Fraud. Also establish a policy

on collaborative work on the essay. Many students work together, and may perform some

tasks collaboratively, such as finding relevant books or proof-reading. You should discuss this

practice and make clear what you consider legitimate cooperation and what becomes

academic fraud. (See also “Plagiarism” in this Handbook.)

7. Require that the essay must be presented in a defined style, for example, either the MLA or

APA style. Other styles, or made-up combinations of other styles and the student’s own

preferences (or the preferences of a former teacher) should not be permitted, and points

should be deducted for errors of style and format.

Topics: 

Instructors have very different ideas on workable essay topics, and you will develop your own 

ideas as you go along. Here are a few possible topics: 

- Canadian History: what factors prevented Quebec from voting for secession in 1995?

- Canadian Politics: how has the balance of regional power changed in Canada recently?

- Education: what is the profile by gender, class (income bracket) and language or ethnicity of

the average first-year university student in Canada?  How is this changing, and what are some

of the implications of this profile?

- Science: What are the prospects of finding life on Mars, and why?

- Science: What plans for exploring Mars are being considered and which are feasible?

- Economics: What is the current outlook for development in Africa?

- Economics: Which nations have prospered most in the last decade, which have fallen back, and

why?

- Law: What areas of Canadian law have changed the most as the result of the Charter of Rights,

and why?

- Sociology: How has Canadian religious affiliation changed in the last decade and why?

- Sociology: How has Canadian acceptance of homosexuality changed in the last decade, and

why?

- Arts: What themes and styles have predominated amongst Canadian novelists in the last two

decades?

- Music: Describe some of the interactions between popular and classical (or elite) musical forms

during the last century.

- Environment: What is the scientific consensus on the rate of global warming and its causes?

- Philosophy: What have been the major trends in philosophical investigation since the end of the

Second World War?
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Library Resources

ibrary Tours: The library conducts orientation sessions at the start of each term. 

Information on the tours (times, duration, etc.) and sign-up sheets are at the Morisset 

Reference Desk. 

Focussed Sessions: 

The library is also pleased to arrange for a librarian to give an information session in class time 

to a particular section of ENG 1100 focussed on a specific assignment or project early in the 

term.  To arrange for such a session for your class, contact Ann Hemingway 

(ann.hemingway@uottawa.ca). Note: these sessions are much in demand, so make the 

booking as early as possible, preferably before term starts, and include it on your syllabus. 
Note that you must be present at the class yourself. 

Library Web Page: 

The library has an excellent home page: http://www.biblio.uottawa.ca/index-e.php 

Writing Guide Online: 

The Library has online resources to aid students in researching English essays: 

http://uottawa.libguides.com/c.php?g=265161 

Require Your Students to Use the Library 

Many students will attempt to avoid their academic library, preferring to use the net or the 

familiar territory of a high-school or public library for research. Some students will pass through 

their entire undergraduate careers without ever visiting the U of O library.   

It is therefore strongly recommended that you make at least one component of at least one 

assignment require the student look up, locate, borrow, and use a book or other hard-copy 

source from a University of Ottawa library. This could be done in several ways–by ruling out 

online and non-library sources for a given assignment, or requesting the citation of at least one 

library source in an assignment’s Bibliography–but it also requires vigilance and work on your 

part, by for example checking our library catalogue. Students can be surprisingly resourceful and 

stubborn as they attempt to avoid getting up from their computers, so you will probably also 

have to establish and stick to some firm penalties. But it is worth it. Once a student has 

successfully visited the library, he or she is much more likely to do so again. 

L 
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The Final Exam 

ollowing this section is the template for the ENG 1100 exam.  This is a three-hour, open-

book exam designed to test students’ grasp of the basic concepts and skills of the course. 

The template is intended to satisfy the requirements of an equivalent exam for all sections 

and yet to provide individual instructors with reasonable latitude in their approach to the course 

and in the formulation of the actual questions. The final exam may not be a take-home exam. 

Create an individual exam for your section based on the template. See the Appendices of this 

Handbook for sample exams. Format the first page so that it will print on Department Letterhead 

(available at the Secretariat). Then, within ten working days of the exam date, provide a copy of 

the exam by e-mail to the Department Secretary (english@uottawa.ca). Indicate the number of 

copies you will need and it will be photocopied for you. (Note: even if you do your own 

photocopying, you must provide a copy of your exam to the Department.) 

Ask the Secretariat for an adequate supply of blank exam booklets to take with you to the exam 

room. Exam times and rooms are announced mid-term and posted outside the Secretariat and on 

the web at https://web30.uottawa.ca/v3/SITS/timetable/ExamSearch.aspx. Sign-in sheets are 

provided to you before the exam. (They should appear in your mailbox before the exam. If not, 

ask at the Secretariat.) 

The exam should test students’ ability to think in an organized and critical way, but questions 

should not be unduly complicated, given the limited amount of time. The exam is to be based on 

a photocopied essay that you must select and provide along with the exam question paper. 

This essay should not 

- be longer than three pages

- have been seen by or discussed with the students before the exam

- come from the text used during the course.

The essay should be a serious, clearly argued piece of writing on a topic of scholarly interest, 

even if it is not a piece explicitly written in an academic discourse. Given the exam requirement 

to cite the piece in the Part Two essay, try to choose a text that contains some factual material 

and/or logical claims that students can make use of as they build their own arguments.   

It is not necessary to pick a subject of current interest for the essay, but you should be aware of 

any dated or obscure references or allusions that might give your students difficulty. A few of 

these can be glossed at the bottom of the page if needed, but this sort of information should be 

limited, and students should be made aware that this additional text is yours and not the author’s. 

In preparing the essay for the exam, provide the details of publication, so that a correct reference 

can be created, but trim away any explanatory introductions or biographical sketches of the 

author, as students will tend to confuse these with the words of the author him- or herself. 

F 
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ENGLISH 1100 [section] 

FINAL EXAMINATION 
3 hours 

(open book; no electronic devices) 

(instructor) 

PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE BEGINNING. 

This exam has two parts. Complete both parts. 

You have three hours to complete the exam. This is ample time to read, think, prewrite, draft, and revise, 

providing you budget your time wisely. You should be spending approximately one hour on Part One and 

two hours on Part Two. You may use all the textual resources you have with you. 

Part One (35%) Goal: to demonstrate critical reading, paraphrasing, and summarizing skills. 

Instructions: Read the essay that accompanies the exam. Answer the following questions. Evaluation will 

be based on your demonstration of your ability to read critically. This may include such criteria as 

identification and articulation of thesis/main idea and the ability to identify and summarize the main 

points of the argument. 

1. Question

2. Question

3. Question

Part Two (65%) Goal: to write a coherent, well-crafted essay that demonstrates your understanding of 

the writing process and the skills necessary to produce clear, effective expository prose. 

Instructions: Choose one of the following three questions and write a well-crafted essay response of at 

least six or seven paragraphs. Your essay must make effective use of a minimum of two citations from the 

reading. All citations must be properly documented in terms of both in-text citations and references/works 

cited at the end of your exam paper. 

The essay will be evaluated on the basis of 

1. Thesis statement

2. Argument (logic, development, evidence, organization, introduction, conclusion)

3. Grammar, punctuation, style, and spelling

4. Quotations and documentation

The final version of your essay must be written in ink and double-spaced. 

1. Question

2. Question

3. Question
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Preparing Students for the Exam 

ost instructors schedule at least a class to review the course and prepare students for 

the exam. Time will be needed to answer students’ questions and allay their concerns. 

The exam template can be described to students, but not the specific questions. Remind students 

that this is an open-book exam, but that electronic devices are not permitted. Avoid giving 

“hints” about question particulars, but help students with study methodologies which will 

encourage their attempts to grasp the full content of your course. 

Stress the budgeting of time; note the different values for the various parts of the exam, and thus 

the relative amount of time that should be given to each. If you plan to weight certain aspects of 

the essay responses in a specific way in your grading (25% for style, and so on), you should warn 

students of this. In general, your grading for the exam should be consistent with your practice 

during the course and with the “Grading Guidelines” in this Handbook. 

Urge students to make full use of the exam hours, and review, edit and improve their work. A 

surprising number of students leave early, and miss chances to strengthen their performance. 

Finally, review our policies concerning missing or being late for the exam (see “Deferral 

Procedures” later in this Handbook). Usually, this will mean documentation is needed in order 

for an official deferral or re-write. Warn students to leave enough time to be punctual, and to 

bring all their materials and their student cards. 

University regulations concerning exams can be found at: 

http://www.uottawa.ca/academic/info/regist/crs/0305/artsEN/ARTS_6.htm 

M 
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At the Exam, and After 

dministering and invigilating the exam is the instructor’s responsibility. If for some 

reason you are unable to be present, notify the Chair or Director of Undergraduate 

Studies as quickly as possible. 

Arrive at the exam room at least half an hour early. For any problems with the room (e.g., it is 

locked), call Multimedia Services (613-562-5900).  Have students wait outside till you have laid 

out the papers. Ask them to leave their books and bags at the front or side of the room when they 

enter. Remember, many students will be anxious, so try to establish a comfortable atmosphere 

in the room. (Studies have shown that when invigilators smile at students, average marks go up.) 

Check the student card of any student you do not recognise, and have students sign the sign-in 

sheet provided.  

Ensure that there is an accurate clock visible from all parts of the room, and if not, write the time 

on the board periodically. Ask students to go to the washroom individually (i.e., to wait if 

someone is already out of the room). Ask students to stay seated in the final fifteen minutes of 

the exam period, to prevent distracting clamour as some students are trying to finish their paper. 

Provide reasonable help in interpreting the exam paper, but do not give advice to students on 

how to write their exam. 

Have students tuck their booklets, rough notes and the question paper into one booklet when they 

hand in their exam. No exam materials should be carried out of the room by students. Collect all 

unused exam booklets. Students should not be able to leave the room with any exam booklet. 

See also the section below, “Cheating at Exams.”  

In the case of a fire alarm sounding during an exam, we must evacuate all of the rooms in the 

building. The students may bring with them their personal effects only. The examination 

questionnaires and booklets are to stay in the exam room. When it is possible to re-enter the 

building, the professor or invigilator must go back into the exam room and retrieve and keep all 

of the exams and booklets. Do not attempt to continue the exam. A new date must be 

established and a new exam created. Consult the Chair or Director of Undergraduate Studies. 

After the exam, you have ten working days to mark the papers and submit your final 

grades. Registered students who did not write the exam should be given a final grade of EIN.  

This may be changed to DFR if the Faculty retroactively grants a deferral.  If such students ask 

you for another chance to write the exam, send them to the Faculty (Simard 128) to make an 

application for a deferral.  Return the graded exam booklets, the exam sign-in sheets and unused 

booklets to the Secretary (Liz White in 2016). 

Students have a right to see their exam booklets, once graded.  If you receive a request, send the 

student to the Secretariat.  The exams will be retained for one year, then destroyed. 

A 
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Cheating at Exams 

he material below and on the next page is provided by the University, and may be of use.  

Not all these recommendations are practical in every situation, however, and instructors 

are advised to use their own judgement as appropriate.  If there is only one invigilator at 

an exam, for example, it will probably be wiser to stay in the room when students leave for the 

washroom, but to restrict the number of students leaving to one at a time.  

If you do encounter cheating, after the exam notify our Department’s Director of Undergraduate 

Studies (Professor Geoff Rector in 2016) and bring him your documentation of the incident.  He 

will advise you on the steps then to be taken. 

From the University of Ottawa: 

Cheating During Examinations:  Guidelines for Professors and Examination Invigilators 

Cheating during examinations is a form of academic fraud. The following guidelines are meant 

to help professors and examination invigilators recognize, prevent and address such situations. 

Cheating Methods 

There are many ways students may cheat during an examination. Their creativity in this area 

should not be underestimated. Here are some examples: 

- Using notes, information or formulas that have been stored on MP3 players, cellular phones or

calculators;

- Using notes, information or formulas written on hands, arms or other body parts;

- Using notes, information or formulas written on cheat sheets, erasers, tissue boxes, whiteout

bottles, etc.;

- Using an exam booklet obtained before the exam on which they have written notes, information

or formulas;

- Copying from a book left open on the ground or in a backpack left within sight;

- Copying from another student;

- Exchanging information or answers with another student, using various methods of

communication;

- Not respecting the instructions provided during the examination. 

T 
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Cheating at Exams - Continued 

Prevention 

Here are some simple rules that can help you prevent students from cheating during an 

examination: 

- Ask students to store out of reach any books, cellular phones, MP3 players and other

unauthorized items. This is clearly indicated in the academic regulation regarding

examinations: “During examinations or tests, students are prohibited from using electronic

devices or any other communication tool that has not been approved beforehand. Any such

device or tool must be shut off, stored and out of reach. It is the student's responsibility to

verify which electronic devices or tools (e.g. calculators) are permissible for each examination

or test. Anyone who fails to comply with these regulations may be charged with academic

fraud.”

- Before you distribute the exam, quickly glance over what is on and under students’ desks in

order to detect any items they may use to cheat;

- Always supervise a student who leaves the room during the examination and do not allow

students to leave the room during the first thirty minutes of the examination;

- Watch students’ behaviour and body language as this can often help you detect an act of

cheating.

What to Do if You Witness an Act of Cheating 

Professors or examination invigilators who become aware that one or more students are cheating 

during an examination must do the following: 

- If possible, have a witness confirm that the student(s) cheated or attempted to cheat ;

- If the student is using an unauthorized electronic device, ask him or her to put it away;

- If a student is using notes, information or formulas, you must remove them and keep them as

evidence;

- In all cases, you should allow the student(s) to finish the examination so that no disruption is

caused for the rest of the students;

- If a student is caught copying from another student, you may ask him or her to move to another

seat;

- Document the incident by recording the name of the student(s) involved, what happened, the

time of the incident as well as any other pertinent information;

- After the exam, the professor may talk to the student(s) and ask for further information, if

necessary;

- Please refer to the “Policy on Academic Fraud” to find out how to address an academic fraud

case (http://web5.uottawa.ca/mcs-smc/academicintegrity/regulation.php).

http://web5.uottawa.ca/mcs-smc/academicintegrity/regulation.php
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Grading Guidelines 

he Faculty of Arts’ grading system is as follows.   The right hand column indicates the 

point value (from 0 to 10) which is used to calculate Grade Point Averages on student 

transcripts.   When you submit a final grade for the student, however, it must be a 

letter grade.  See “Grades Submission Procedures” in this Handbook. 

A+ 90-100 % Exceptional 10 

A 85-89 % Excellent 9 

A- 80-84 % 8 

B+ 75-79 % Very Good 7 

B 70-74 % 6 

C+ 65-69 % Good 5 

C 60-64 % 4 

D+ 55-59 % Passable 3 

D 50-54 % 2 

E 40-49 % Failure 1 

F 0-39% Failure 0 

Before submitting final grades, check your class list through Infoweb to see if any students have 

dropped the course.  Remove their names from your file.  If a student is still listed but has not 

fulfilled all the requirements of the course, or if it seems that he or she has abandoned his or her 

academic activities, one of three possible codes may then be entered in the final grade column of 

the grades submission file: 

DFR (deferred): this grade is reserved for students who have been deemed by the Faculty of 

Arts as eligible to write a deferred final exam.  Deferrals of any other course requirements should 

be indicated with EIN.  See below and “Deferral Procedures” in this Handbook.   

EIN (failure/incomplete): at least one of the elements of evaluation specified as compulsory has 

not been provided. The symbol is equivalent to a failing grade (F).  This is also the grade which 

should initially be entered for students to whom the instructor has granted a deferral of any 

course requirements other than the final exam.  Once the deferred work has been submitted and 

graded, the instructor notifies the Faculty of Arts (artsadmin@uottawa.ca) of the adjusted final 

grade for the course.  The Faculty updates the student’s official record in the Student Information 

System (SIS). 

ABS (absent, no work submitted): a student has either not attended the course, or attended 

briefly but not submitted any work for credit.  This symbol is equivalent to a failing grade (F). 

The Department generally offers a Grading Workshop early in the fall term, in which general 

principles of grading are discussed and a range of sample papers are assessed.  Unless you are an 

experienced instructor, this workshop is strongly recommended. 

T 
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Guideline for Grade Distribution 

he Department of English supports the independent judgment of all instructors charged 

with the challenging task of evaluating student work. Individual classes differ, as does the 

educational preparation of the whole student body from year to year. Moreover, grade 

distributions differ depending on the level of the course; distributions tend to be higher in third- 

and fourth-year courses for English majors than in first-year required courses. It is also true, 

however, that upward pressure on grades is relentless, and the beginning instructor, in particular, 

many feel at a loss about general expectations. The chart below, which outlines a typical grade 

distribution for a first-year English course, is intended to help and is strictly a suggested 

distribution.  

A+ A A- B+ B C+ C D+ D E F 

15% 40% 30% 10% 5% 

University regulations, however, prohibit the use of a predetermined distribution (statistical or 

otherwise) in order to determine the assignment of marks.  See: 

https://www.uottawa.ca/about/academic-regulation-9-evaluation-of-student-learning 

Some Further Suggestions About Grading: 

1. Try to think in terms of credit earned (student starts at 0% and builds), rather than credit lost

(starts at 100% and drops).

2. Be aware of and guard against the effects of your own emotional investments, your wishes

either to be liked or respected.

3. Try to make the reasons for your grades as clear as possible on each student’s paper.

4. Then try, in all your remarks and discussions with students about grading, to encourage

students to see grades as a form of communication.  Where possible, stay away from the

discourse of justice and entitlement.  Try to make the question not, “Did you think it was

fair?” but, “Did you understand what I meant?” and, “Can you see how to improve?”

5. If a student wishes to discuss or dispute a grade, readily provide an opportunity to go over the

paper with him or her, so you can explain your decisions.  This will preferably be in person,

but if e-mail is the only practical alternative, make use of it.  But ...

6. … Do not hesitate to remind students of their right to appeal a grade.  See “Appeal

Procedures” later in this Handbook.

T 
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Grade Recording and Submission 

s of Fall, 2011, a new system of grade recording and submission has been developed and 

is now mandatory.   Grades must be provided to the Faculty of Arts on a specific kind of 

spreadsheet file.  The instructions below are designed for those with limited or no 

expertise in spreadsheets.  A more basic version can be found at: http://arts.uottawa.ca/en/life-

on-campus/basic-info-profs. 

Overview 

1. At the start of term, the instructor downloads his or her class list from InfoWeb, and saves it

in a specially tailored Excel spreadsheet file.  He or she may choose either (a) a simplified

spreadsheet on which only the final course letter grade is manually entered, or (b -

recommended) a full spreadsheet on which all the assignment grades are recorded and the

final percentage and letter grades calculated automatically.  In the latter case, the instructor

adjusts this file to reflect the specific assignment values of the course.

2a. At the end of term, the instructor enters the letter grades in the simplified spreadsheet file. 

or 

2b. Throughout the term (or at the end) the instructor enters all the assignment grades in 

numerical form in the full spreadsheet file.  Excel automatically calculates a final percentage 

and letter grade for each student.   

3. At the end of term, when all grades are entered, the instructor confirms them, and enters any

special final letter codes required in the appropriate column of the file.

4. The instructor e-mails a copy of the completed Excel file to the Faculty of Arts

(artsadmin@uottawa.ca), as an attachment.  Instructors who have chosen the simplified file

must also provide a breakdown of all grades in hard-copy form, as previously required.

5. The Faculty of Arts submits the file to the Student Information System (SIS) for formal

recording of the grades.

6. Subsequent changes of grade can be made using the “Change of Grade Procedures” section

later in this Handbook.

For detailed procedures, see the following pages.  Instructors with Excel abilities will

probably not need the inset notes in these instructions but should familiarize themselves with

the main steps.  For assistance at any stage contact the Faculty (artsadmin@uottawa.ca) or

the Department Secretary (Liz White in 2016; english@uottawa.ca).

A 
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Grade Submission Procedures 

Note that small differences may be encountered with different Excel releases.  If you have 

difficulties, see the Department Secretary (Liz White in 2016). 

1. Ensure that your computer has Microsoft Excel 2007 (or later).  It is part of the Microsoft

Office suite.

The year is listed beside the program name displayed in the Start menu.

If you do not have this version, regular professors can download it from the “Software Zone”

on the Uottawa Information Technology (formerly CCS) site at http://it.uottawa.ca/software.

The download required is of a “Microsoft Compatibility Pack” found under the “Microsoft

Office” link.  Contact IT Help at 6555 or http://it.uottawa.ca/service-desk-request if you need

assistance to do this.  Note: there may be some restrictions if you wish to download to a home

computer.  Ask IT Help.

Part-time instructors who do not have Excel 2007 may purchase Microsoft Office for a low

price at the University of Ottawa Bookstore computer store.  You only need to display your U

of O employee card to obtain the discount.  For assistance in installing it, you may call 6555 if

needed.

2. Download a copy of the appropriate special Excel template Grade Submission file provided

by the Department.  Choose one of the following four files:

Grades Breakdown PC.xlsx The full spreadsheet for PC users. 

Grades Final Only PC.xlsx The spreadsheet for final letter grades only, for PC users. 

Grades Breakdown Mac.xml The full spreadsheet for Mac users. 

Grades Final Only Mac.xml The spreadsheet for final letter grades only, for Mac users. 

These files are generally provided as attachments to an e-mail early in term.  If you do not 

have a copy of the file, contact the Department Secretary. 

Make one or two extra copies of your selected file, to guard against accidental overwriting of 

your blank or template copy.  You will enter data into copies of this file. 

http://it.uottawa.ca/software
http://it.uottawa.ca/service-desk-request
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Grade Submission Procedures - Continued

3. Export your class list from InfoWeb, and save it in a file on your computer.  See “Class

List Via InfoWeb” earlier in this Handbook.

In summary, this involves signing into InfoWeb, selecting “Applications for Professors” and

then “Class List.”  Your class will be displayed, and can be selected.  Press the “Export”

button at the top.

Select “Save” and save the file to your computer.  The file will have the following, generic

name:    list.csv

Retain the .csv suffix and replace “list” in the file name with more useful information, such as

your course number and session. For example, the saved file could be named “3318Af11.csv”.

We will refer to this as the “raw data” file.

4. Start Excel, and open the “raw data” file you saved in step 3.

To do this you may need to change the “Files of Type” field in the pull down menu at the

bottom of the “Open” dialogue box.  Files of the .csv type are listed amongst the “Text Files.”

Not all the data in this file will be needed for your grade recording and submission.

5. Open a blank Grade Submission template Excel Spreadsheet file.

This will be a copy of the .xlsx or .xml file you saved in step 2.  We will call this the “Grade

Submission File.”

You will now have two Excel spreadsheets open.

The files names will appear along the bottom.  The raw data file (opened in step 4) can easily

be identified by its “.csv” suffix.

The following steps move the required data from the raw data file to the Grade Submission

File.
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Grade Submission Procedures - Continued

6. In the raw data or .csv file (opened in step 4) copy the required data and move it to the

appropriate locations in the Grade Submission File (opened in step 5).

The data is in columns A to F.  You will not need the “Faculty” or “E-mail” columns,

although this information may be useful for other purposes.  You may therefore wish to retain

the “raw data” file once these procedures are completed.  You will therefore copy the data in

the “Session Code,” “Course Code,” “Section Code,” “Last Name,” “First Name” and

“Student ID” columns.

Select data by moving the cursor to the first data “cell,” A3, pressing the left mouse button to

select it, holding down the shift key, then moving to the right as far as desired, and then

downward to select all the data you want.  Don’t copy the column titles (lines 1 and 2) or

continue below the end of the data.

Use the copy option on the “Clipboard” button on the top left of the “Home” tab.

Paste the data into the Grade Submission File in the appropriate locations, by selecting cell

A4 and pasting.  The paste option is again in the “Clipboard” button of the “Home” tab.

Select “Match Destination Formatting” in the small “paste” dialogue box which hovers beside

the pasted data, if it appears.

7. Adjust the format of the Grade Submission file created in steps 5 and 6.

To adjust the column widths where you entered the class data, select these columns, press the

“Format” button at the top right of the “Home” tab and select “Auto Fit Column Width.”

8. Save the Grade Submission File with a unique name.

Use the “Save As” button invoked at the very top left of the screen, and once again give the

file a name which will help you keep track of the course number and term.  Do not change the

.xlsx or .xml suffix.
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Grade Submission Procedures - Continued

9a. If you are using the “Grades Final Only” Submission File, proceed to step 11a. 

9b. If you are using the “Grades Breakdown” Submission File, adjust the assignment columns 

to reflect your course requirements and percentages. 

These will be columns I to O, and you will need to change the numerical values in lines 2 and 

3 and enter the assignment names in line 1.  

Do not delete unneeded assignment columns.  Simply enter a 0 (zero) in line 3 of the 

unneeded column, and remove the assignment title from its line 1.  In this case, do not change 

the values in line 2, or in cells tinted red.  Note that the numbers in line 3 must always add up 

to 100. 

10. Enter numerical grades for each assignment and student in your “Grades Breakdown”

Submission File.  Then proceed to step 11b.

It will probably be best to do this on an ongoing basis through the term (but be sure to backup

or otherwise save safe copies of the file, in case of computer failure and data loss; the

spreadsheet can also be printed at any time to provide a backup hard copy, using the “Print”

function invoked by pressing the button at top left of the screen).  It is, however, possible to

enter all the data at the end of term.

At the end of term, in any case, you should check your class list on Infoweb to see if any

students have dropped the course.  Delete their names from your grades Submission file at

this time.

11a.If you are using a “Grades Final Only” file, enter the final letter grade for each student in 

column G (“Final Grade SIS”), double-checking for accuracy when complete.  

The special codes, “DFR,”  “EIN” or “ABS” (see “Grading Guidelines” earlier in the 

Handbook) may also be entered as needed in this column. 

You may also wish to include brief explanatory notes for some students.  This may be done in 

the first blank column to the right of the student’s line (column H).  This column can be 

widened using the “Format” button if needed.  
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Grade Submission Procedures – Continued 

11b.Once all grades have been entered in your “Grades Breakdown” Submission File, check the 

final SIS letter grades. 

Excel will automatically calculate the final percentage grade and produce it in column P for 

each student on an ongoing basis.   At the same time it will convert this percentage to the 

letter grade (column G) that Faculty Rules mandate for the percentage (see “Grading 

Guidelines” earlier in the Handbook). 

If you need to enter any of the special codes, “DFR,”  “EIN” or “ABS” (see “Grading 

Guidelines” earlier in the Handbook) they may be entered directly into column G (“Final 

Grade SIS”), over-riding the automatically produced letter grade. 

You may also wish to include brief explanatory notes for some students.  This may be done in 

the first blank column to the right of the student’s line (column Q).  This column can be 

widened using the “Format” button if needed.   

Delete any unused cells with zeroes in them at the bottom of the file. 

12. Save the finalized Grade Submission File produced in steps 5 to 11 above on your own

computer and e-mail a copy as an attachment to the Faculty of Arts at

(artsadmin@uottawa.ca).

The “save” function is invoked with the button on the top left.  Be sure that the file is saved

and sent on as an .xlsx or .xml file type.

To attach the file use the “Browse” and then “Add” buttons on the “Attach” line below the text

box in the e-mail program.

The subject line of the e-mail should include the course code and your name.

The Faculty  of Arts will usually send a reply e-mail to confirm receipt of the grades file.

13. If you have used the “Grades Final Only” file, you must also submit a full grades

breakdown for the course in hard-copy to the Undergraduate Academic Assistant.

Step 13 can be avoided by switching, next term, to the “Grades Breakdown” file, which is

recommended.

mailto:artsadmin@uottawa.ca
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Plagiarism 

fficial Faculty of Arts and Department of English policies concerning plagiarism and 

academic fraud can be found in the Calendar, on the Web Site, and in the Departmental 

brochure. Listed below are some suggestions intended to help instructors deal with this 

problem. 

Prevention: 

1. Include explicit warnings about plagiarism on your course outline and reinforce them orally.

Devote class time to defining and giving examples of plagiarism.

2. Indicate clearly what penalties will follow from detected plagiarism and do not back down

from enforcing them. Avoid vagueness.

3. Design essay assignments that do not encourage plagiarism either by being too difficult, too

general, or too easily satisfied with material from the Internet.   Consider using a two-draft

assignment system.

4. Allow struggling students plenty of opportunity to work with you to achieve an adequate

result. Make them feel it would be better to come to you than to give in to temptation.

Detection: 

1. Watch for large qualitative differences within a given student’s writing.

2. Use search engines like www.google.ca on a regular basis.  Check unusual-looking sources

against our library catalogue.

3. Scrutinize high-quality work from students rarely in class.

4. Don’t obsess.  Some will always get through.  Save your energies for the deserving.

Continued .... 

O 

http://www.google.ca/
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Plagiarism - Continued

Sanction: 

1. Follow your stated policies, after allowing students one opportunity to discuss or explain.

Do not permit re-writes of plagiarised papers.

2. Be certain (find proof), or do nothing.  Do not lower a grade on suspicion, or make hints.

3. If you do find it, document everything and keep the original paper and copies of the source.

Return a copy of the paper to the student and a copy of the source.

4. Consult with the Chair of the Department or the Director of Undergraduate Studies in order to

determine whether the case should be referred to the Faculty for disciplinary determination.

Cases of substantial plagiarism should be dealt with at the Faculty level, and the

Undergraduate Director can provide instructions and form letters for the procedure.

If a case of plagiarism or academic fraud is referred to the Faculty, the student will have an 

opportunity to make explanations to the Faculty-level committee examining the issue.  This 

committee will also sometimes ask to speak with the instructor.  Once the committee makes its 

decision, it will inform the instructor what the student’s grade should be.  (This process usually 

takes several months.  Pending the decision, the instructor should assign a course grade of EIN.)  

Once the decision is rendered, it is the instructor’s duty to calculate the final course grade and 

notify the Undergraduate Academic Assistant (artsadmin@uottawa.ca), who makes the formal 

change of grade.   See “Change of Grade Procedures” later in this Handbook. 

mailto:artsadmin@uottawa.ca
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Other Course Practices 

nstructors have made use of other tools for achieving objectives, evaluating work, and 

effectively communicating with students.  

1. Comment Sheet:

A form for providing students with feedback on their essays is reproduced after this section.  A 

copy of this form may optionally be attached to every student’s course outline and used to grade 

assignments; it may also be the primary way of referring students to the Writing Centres.  Extra 

copies of the Comment Sheet can be found in the photocopy room.  

2. Portfolios:

Instructors may require students to keep and hand in a portfolio of their work over the term; the 

grade value and role of the portfolio are left to the discretion of the individual instructors.  

Writing portfolios should not, however, be carried over from ENG 1100 into other courses.  The 

practice is also entirely optional. 

3. Attendance:

While attendance at class is mandatory under university regulations, instructors are left to 

determine their own approaches.  Some do not record attendance at all, and others choose to 

enforce it.  If you choose to demand and verify attendance, methods include taking roll call in 

each class (or passing around a sheet for students to sign); adding an attendance or class 

participation component to the grading system, thus encouraging students to attend daily; or 

employing some sort of three-strike rule, whereby students who have missed a defined number 

of classes (perhaps 6 or 7) will receive a grade of zero on the final examination. Another 

technique would be to have frequent, small in-class assignments, which reward attendance and 

participation without otherwise recording it. 

I 
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Other Course Practices - Continued

4. Compulsory Assignments and EIN grades

It is often mathematically possible for students who fail to submit an assignment or take a test to 

nevertheless obtain passing credit for the other work they do complete. While this is clearly 

undesirable, the Department does not recommend making completion of every assignment a 

requirement for passing the course: that is, penalizing students with a failure or EIN grade if they 

do not complete a given course element, irrespective of the total percentage value otherwise 

obtained.  Where such a policy has been used, appeals and complaints have been more common, 

and are of course time-consuming for all involved.  Better to make the crucial elements of the 

course valuable enough that students who miss or fail them do not easily pass. 

This policy is your decision, however.   If you do plan to make completion of certain 

assignments compulsory, this policy must be spelt out on your course outline.  It is best to state 

the policy in a line above or beneath the course credit breakdown: e.g. “You must complete and 

submit all the assignments, tests, and exams in order to pass the course” or “Anyone who fails to 

write the midterm or submit the research essay will fail the course with a grade of EIN.” Placing 

the word “compulsory” beside specific assignments may lead to student confusion over whether 

the other assignments are “optional.” 

5. Due Dates and Penalties:

It is important to establish and clearly communicate due dates for all work for credit, and the 

penalties that will be progressively applied for late work. Your policies in this area must be listed 

on your course outline.  Make sure you specify a penalty per class or a penalty per calendar day.  

Establish an absolute final due date, beyond which nothing will be accepted without an official 

deferral (see below); this date must be early enough to allow you to grade work and submit final 

results 10 working days after the final exam. 

Exceptions to these penalties must also be spelled out in advance.  Many instructors announce 

that they require students to obtain medical certification or other documentation in support of 

their excuses for lateness.   Some cases may require judgment, but most of the time any medical 

documentation presented should probably be accepted.  If, for some reason, you feel such 

documentation is unacceptable or suspect, please consult the Undergraduate Director or Chair 

before promising or taking action.  Note that medical documentation in support of a deferred 

final exam cannot be received or judged by the instructor.  The student must apply to the Faculty 

of Arts (Simard 128).  See “Deferral Procedures” in this Handbook. 

Follow your own rules.  Avoid the kinds of inconsistency which will produce student 

resentment.   It is generally unwise to make exceptions for students on the basis of heavy 

workload, even or especially when part of that workload stems from non-academic activities.   
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Other Course Practices - Continued

6. E-Mail Assignment Submission Policy

You should establish a policy on the e-mail or electronic submission of assignments and state 

this policy clearly on your syllabus. You are not obliged to allow e-mail submission of any 

assignment, and as there are a number of potential difficulties with this method of submission it 

is generally not recommended. Risk of viruses, verification of submission and problems of 

scrambled text and format due to electronic transfer are among the issues that may arise if the 

practice is allowed.  It will also place the burden of printing assignments on you.  Many students 

will use the practice if permitted. 

If personal difficulties require a student to be away from campus, it may be better to suggest that 

the student apply for a deferral than to ask for or accept electronic submission of assignments.  

If you do decide to permit electronic submission, your stated policy should include some 

mechanism for verification that the assignment has been submitted and received (a confirming e-

mail response from you, for example).  It should also note penalties or procedures to deal with 

papers not received in proper format, for whatever reason.  You should also specify acceptable 

protocols or word-processing programs. 
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COMMENT SHEET 

Student name: _____________________________ Date: _____________________ 

Section/Instructor: ___________________________ 

THESIS COMMENTS 

Clarity of thesis, specificity of focus, complexity, etc.  

DEVELOPMENT OF ARGUMENT 

Coherence (e.g. logical reasoning, transitions), support 

of ideas, demonstration of all parts of thesis, etc. 

STRUCTURE  

Introduction, conclusion, paragraphing, integration of 

quotations, overall organization, etc. 
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GRAMMAR AND STYLE COMMENTS 

i) Problems with sentence structure (e.g. mixed

constructions, fragments, comma splice, tense shifts,

punctuation, run on sentences, illogical comparisons,

unparallel structure, misplaced modifier)

ii) Problems with diction (e.g. slang, clichés, imprecise

diction, wordiness, misuse of words, jargon)

iii) Spelling

iv) Style (e.g. choppy, loose, repetitive, disjointed)

v) E.S.L. difficulties (if applicable, see below)

RESEARCH AND DOCUMENTATION 

Use of sources (e.g. number, relevance, quality, 

diversity) 

Citation of sources (correct format, etc.) 

FURTHER COMMENTS 

_____ Referral to the Writing Centre.  You are encouraged to discuss the results of this assignment with a Teaching 

Assistant at the Centre (MRT 005) before you write your next assignment.  Please go in person to book an 

appointment.  Take this sheet and your paper to the appointment and hand this sheet in with your next 

assignment. 

_____ Signature of T.A. required: _________________________________________________ 

_____ You are strongly recommended to do the following: 

_____ transfer to a second language course offered by the University of Ottawa's Second Language Institute (70 

Laurier, Arts Hall, 1
st
 Floor; 613-562-5743) 

_____ seek assistance in correcting these errors at the English Department's Writing Centre.



41 

Student Personal Problems 

hen students report life crises and other larger issues, or behave in troubling ways, the 

instructor will often need to exercise judgement.  Some of the most useful responses 

are: 

a) recommending that the student apply for a deferral to ease the stress of academic work and

deadlines.  For the procedures, see “Deferral Procedures” below.

b) recommending that the student make use of some of the resources provided by the University:

- Health Services Clinic (564-3950; 100 Marie Curie)

- SASS Counselling Service (562-5200; 100 Marie Curie)

- SASS Mentoring, Experiential Learning & Career Services etc.

(562-5101; or http://sass.uottawa.ca/en )

c) discussing the situation with our Department’s Chair or Director of Undergraduate

Studies.

It is usually unwise to make special private arrangements with students in difficulties.   Let the 

professional service agencies investigate and provide assistance.  If you feel any personal danger, 

call Protection Services at 5411, and then promptly notify the Chair or Director of 

Undergraduate Studies. 

If you are concerned about a student but are uncertain about the appropriateness of a referral, it 

can be helpful to contact the manager of SASS Counselling Services (in 2016, Donald Martin; 

ext. 6885, or dmartin@uottawa.ca) or, again, the Chair or Undergraduate Director. 

See the Appendices of this Handbook for SASS Counselling material on: 

- the mandate of SASS Counselling Services

- the student who is anxious

- tips for referring a student to the Counselling Service

- the student who is depressed

- the student who is being disruptive.

The Appendix material offers definitions, diagnostic hints, and suggestions as to what you can 

do, and what you should avoid doing.  Further information and resources are available at the 

SASS website Professor’s portal: http://sass.uottawa.ca/en/personal/professor-parents . 

W 

http://sass.uottawa.ca/en
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Deferral Procedures 

student may ask to defer either handing in one or more assignment, or writing a test or 

final exam.   Shorter or longer time periods may be requested.  Procedures have recently 

(Fall 2014) changed in this area.   There are now several categories with somewhat 

different procedures:  

1. Deferring the Final Exam (Only) Till After the End of Term

The instructor should direct the student to the Faculty of Arts at Simard 128 to apply to defer his 

or her final exam.  Any supporting documentation (such as a Health Services certificate) should 

be presented directly to the Faculty by the student.  The instructor should neither ask to see nor 

make judgments about such materials.  The Faculty will make the determination, and if it grants 

the deferral it will schedule the student to write the exam in one of three annual special exam 

periods (generally in July, October or February).   Both student and instructor will be notified of 

first the application and then the decision by separate e-mails, and the instructor will be asked to 

provide the examination paper (but not to schedule or proctor the actual sitting, all of which the 

Faculty handles, in coordination with Access Services if appropriate).  If you see any difficulty 

with the deferral application (as in the case of a student who is not entitled to write the exam) 

you must reply to the first notification e-mail within two working days. 

Note that your deferred exam must be different from the one already written. 

The completed exam paper will be sent to the instructor’s Departmental mailbox.  The exam 

must be marked and the student’s exam and final course grades sent to the Faculty 

(artsadmin@uottawa.ca) within 10 days (a period set by the Collective Agreement).   If this will 

not be possible, contact our Chair (chaireng@uottawa.ca) and Administrative Assistant 

(engadmin@uottawa.ca) as soon as possible after being notified of the exam period dates, and 

copy the message to the Faculty at artsadmin@uottawa.ca . 

2. Deferring the Final Exam and Other Assignments Till After the End of Term

This procedure resembles no. 1 above. On the Faculty of Arts application form, however, the 

student has a space to indicate that there are other assignments deferred, and how many. 

The deadline for assignments other than the final exam is then determined by the instructor.  You 

may grant any length of deferral you find reasonable, although in the past a one-year limit was 

the guideline.  The due date(s) must of course be communicated to the student, presumably by e-

mail or some other written form—be sure to keep a record.  Such due dates, however, do not 

need to be communicated to the Faculty or listed on any Faculty form.     

Continued… 

Deferral Procedures - Continued 

A 
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2. Deferring the Final Exam and Other Assignments - Continued

As with procedure 1, the formal deadline for marking the exam and submitting the final grades is 

10 days after its writing, and the Faculty will send another e-mail reminding you of this.  If there 

are still other outstanding deferred assignments, however, the instructor may reply and indicate 

this, promising all grades at a later date.  Only one reporting of deferred grades to the Faculty is 

needed for each student, once all work has been marked and a final grade established.   

If you have already received and graded the other assignments, but will not be available to grade 

the final exam by the deadline, contact our Chair (chaireng@uottawa.ca) and Administrative 

Assistant (engadmin@uottawa.ca) as soon as possible and copy the message to the Faculty at 

artsadmin@uottawa.ca . 

3. Deferring Assignments Other Than the Final Exam

If the instructor decides to grant a deferral of assignments other than the final exam, the Faculty 

is not involved until the grades are finally submitted.   Assignments or tests other than the final 

exam may be deferred either within the term or till after it ends.  If assignments remain 

uncompleted at the end of the term, register the student’s final grade as EIN when submitting the 

class grades, and establish a deadline for the student.   The timing of this deadline is up to you, 

but it might be noted that, previously, a maximum of a year was permitted.  (Students often want 

the matter over much sooner, of course.)  Be sure to keep a record of the deadline(s) established.  

Once the work has been received and marked, report the grades to the Faculty at 

artsadmin@uottawa.ca as a change of grade, to be entered by the Faculty in the SIS. 

Here, the burden of judging the legitimacy of the student’s request for a deferral falls entirely to 

the instructor.  It is within your rights to refuse to grant such a deferral, but you should follow 

any policies you have announced on your syllabus.   Generally speaking, documented illness 

should be accepted as cause for granting a deferral.  If for any reason you consider refusing such 

a request, where medical documentation has been presented, please consult with the 

Undergraduate Director or Department Chair before taking or promising action.    

4. Individual Arrangements for Deferred Final Exams

The Department does not encourage instructors to make individual arrangements to defer final 

exams.  However, if special circumstances make this desirable, you have the right to do it.  Note 

that you will not receive compensation for this if it falls outside the term of your contract.  Please 

see the Secretary (Liz White in 2016) to make arrangements to book rooms in the Department for 

such purposes. 

chaireng@uottawa.ca
mailto:engadmin@uottawa.ca
mailto:artsadmin@uottawa.ca
mailto:artsadmin@uottawa.ca
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Change of Grade Procedures 

t is sometimes necessary to change a student grade which has already been submitted. This 

can now be done with an e-mail to the Undergraduate Academic Assistant at the Faculty 

(artsadmin@uottawa.ca). To ensure that the student's new grade is entered expeditiously, 

check your class list in InfoWeb (see topic earlier in this Handbook) and send the following 

information: 

1. Student's complete name

2. Student number

3. Student's faculty

4. Course code and section

5. Current grade

6. New grade

7. Reason for change of grade

I 
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Access Service Procedures & “Ventus”

hrough the Student Academic Success Service (SASS), some of your students may 

request special “adaptive measures”  or “accommodations” before completing some or all 

of their course work.  Such requests are formulated and processed by the Access Service 

section of SASS.  Information about Access and its activities is available at: 

Access Service Website 

Academic Accommodation Process 

The policies and procedures of the Access Service are SASS’s response to laws related to the 

provision of services to persons with disabilities. Access Service registers students who have 

been assessed by a health care professional or educational specialist. When needed, Access itself 

may arrange such assessments for student applicants. 

Access Service Registrant Profile 

Registrations with Access Service have been steadily and quite rapidly rising.  For example, in 

2004-2005 Access arranged for 2,813 adapted exams at the University of Ottawa.  In 2009-2010 

the number was 6,231.  In 2015-2016 it is projected to be over 18,000.    Overall, 3.9% of all 

students at the University of Ottawa are registered with Access.  Provincial averages are 

currently in the 5%-6% range.  (Data provided by SASS.) 

The diagnoses of disability cover a wide range.  However, they are preponderantly (72%) of 

three kinds:  “attention deficit/hyperactivity” (23%), “learning disability” (21%) and “mental 

health disorders (including ASD)” (28%).   (Definitions and data provided by SASS.) 

Important Points 

1. Instructors are not informed of diagnoses of disability, and may not query or dispute

them. Registered students may choose to discuss their diagnoses with their instructors,

but are not obliged to do so and should not be asked.

2. Before responding to requests for adaptive measures, however, instructors should

familiarize themselves with the guidelines provided in the following pages of this

Handbook. If you have any concerns whatsoever, consult either the Chair of our

Department or the Undergraduate Director before promising or taking action. As a

Department we wish to monitor practices in this area so we may continually develop our

policies to better assist students, respond consistently to similar kinds of requests, and

preserve the integrity of our programs. For this reason, please also inform the Chair or

Director of any new or unusual requests for adaptive measures, before promising or

taking action.  In complicated or contentious cases, the Chair or Director will also

become the point of contact with Access and the student.

T 
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Access Service Procedures – Continued 

3. For guiding principles for Department of English instructors, see below.

4. Most requests for adaptive measures have to do with adapted examinations and tests.

As of Fall, 2015, this kind of request will come to you in an e-mailed “Confirmation of

Adaptive Measure” or “CAM” letter.  Follow-up steps are then required by e-mail (see

below).  Usually, the adaptation only involves a separate writing of the test or

examination, extra time to write it, and facilities such as computer keyboarding.  See

adaptive measure number 1 below for details and instructions.

5. Other kinds of Adaptive Measures may be requested.  For these, the instructor must

receive a formal, signed and authenticated document from Access Service.  This can be

either a CAM letter or a “Letter of Attestation” or “…Support.”  You should not grant

any request for an adaptive measure, even an apparently reasonable one, without a

CAM or a Letter of Attestation or Support. These documents will provide the name

and information for a contact person at Access, with whom you can verify any unclear

details of the request.

If requests are merely conveyed verbally by the student, politely ask him or her to contact

Access to provide the CAM or Letter of Attestation or Support.

6. Responding to requests from students who are not registered with Access remains the

prerogative of the instructor.  You may exercise your judgement.  However, if the

requests are for any of the measures listed in the following pages, the Department advises

that you encourage students to register with Access.  Please consult the Chair or

Undergraduate Director about any anomalous or difficult requests or situations.

7. For assistance with “Ventus,” contact our own Undergraduate Director, or Access

Service directly at ext. 5976 or adapt@uottawa.ca.

8. See also the Appendices of this Handbook for more material from SASS and Access

Service, including CAM and Letter of Attestation or Support templates.

file:///G:/adapt@uottawa.ca
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Access Service – Guiding Principles 

hree guiding principles should govern our responses to requests for adaptive measures: 

1. The instructor and Department have the right and responsibility to determine the content of the

course and the methods of instruction, and to ensure that established academic requirements

and evaluation criteria are maintained for all students.

2. Students registered with Access Service have a right to adaptive measures appropriate to their

disabilities or conditions, as determined by the Service. These disabilities may be neither

queried nor disputed. The dignity of students and the confidentiality of any requests for

adaptive measures must be rigorously respected.

3. The particulars of the adaptive measures provided are to be arrived at through a consultative

process between the instructor (and, if needed, the Department), the student registrant, and

Access Service.

To these, we should add three corollary points: 

1. Instructors are rightly expected to attempt to help solve the specific problems of registered

students. Where instructors feel a requested adaptive measure risks compromising the

academic standards or objectives of the course, they are encouraged to propose reasonable

alternatives.  Possible alternatives to some adaptive measures are suggested below.

2. The instructor does not, however, negotiate policies and requirements of the course with

individual student registrants. As Access Service personnel are aware of the specific

limitations posed by the student’s disability, and the instructor has the sole right and

obligation to set course policies or requirements, the adoption of any proposed alternative

measure should be coordinated between the instructor and Access Service personnel.  Some

Access Service documentation speaks of conditions “jointly set and agreed to” by the

instructor and student, but this is not to be taken to imply that students may exercise a veto

over instructor decisions. Where there are any difficulties in arriving at a satisfactory

approach, the instructor should promptly refer the matter to the Department Chair or

Undergraduate Director to facilitate identification of an effective form of accommodation and

to co-ordinate it with Access Service.

3. Instructors will make the process of responding to requests for adaptive measures easier to

understand and accept, for all concerned, if requirements and evaluation criteria are stated

explicitly in advance, preferably in course syllabi.  This may require thinking through

disciplinary objectives which have long remained implicit or un-stated, and it may be

reductive to a degree.  But it can be of great assistance in meeting the challenges of this

burgeoning socio-cultural phenomenon.

T 
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Access Service – Specific Adaptive Measures 

ccess Service may request, on behalf of their student registrants, one or more of a 

growing list of adaptive measures.  As the field continues to develop, entirely new 

measures are constantly being devised and requested. Many adaptive measures do not 

involve instructors directly. The remarks below pertain to those which do. 

As noted on previous pages, instructors should not accede to student requests that are not 

explicitly specified for the individual registrant by Access Service.  These requests will 

come in one of only two ways: 

1. A “Confirmation of Adaptive Measure” (“CAM”) Letter

or 

2. A “Letter of Attestation” (also called a “Letter of Support”)

These letters should specify the student by name, and provide a clear description of the particular 

measure(s) requested. See the Appendices of this Handbook for templates of these letters.  Some 

subsequent communications, for some measures, are conveyed through e-mails and forms from 

the “Ventus” system (see below).  The Letter of Attestation or Support generally requires further 

consultation with the student and/or Access. 

Access personnel inform students using their service that being registered with Access does not 

license them to specify their own preferred measures or to request other measures or 

consideration from instructors.   They tell registrants that they must respect all instructor policies, 

such as those governing attendance and other formal course requirements, unless Access has 

requested and been granted a specific exception to these policies.   

The following pages list in summary form measures you might be requested to facilitate or 

adopt. Below each item is indicated the normal response currently advised by the Department of 

English. If in any doubt, if you wish to consider refusing a request, or if you encounter any kind 

of difficulties with Access or a student registrant, consult the Chair of Department or the 

Undergraduate Director before promising or taking action.   

Do not hurry into decisions—there is always time to consider and consult before acceding. No 

request is so urgent, for example, that a decision needs to be rendered or an action taken on the 

same day. However, you should of course act expeditiously and with the best interests and 

dignity of the student in mind. 

A 
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Requests for Adaptive Measures and Responses 

1. Extra time to write an examination or test; a quiet reserved space for writing it; the

use of a computer with word-processor to write; a large-print version of the exam

paper.  This request is now (Fall 2015) communicated in a CAM letter sent by e-mail

from the “Ventus” system, once the student’s registration with Access is complete.

Response: These requests are generally granted without question. Access provides the

space and computers.  Student registrants writing English examinations or tests do not

have internet access and use word-processors with the spell-check and grammar-check

functions disabled. This may be verified (or waived) by the instructor by asking Access.

If large print is required, Access Service personnel will provide it themselves from your

supplied document.  Special conditions under which to write tests or examinations, and/or

extended time limits, are the most common adaptive measures.  (If you are aware that one

of your students usually writes tests and examinations through Access Service and you do

not receive a request, please check with (artsadmin@uottawa.ca) to ensure there has been

no error.)

The test or examination is generally written at the same time as that of the rest of the

class, and the answer papers are then mailed to you. These papers should be graded and

tests handed back in the normal fashion.

Procedures under “Ventus”: 

The use of the Ventus system is obligatory.  Do not ignore the messages it sends you! 

1a. The instructor receives notification in an e-mailed CAM letter that a student in your 

class is registered with Access.  The e-mail provides a link to allow the instructor to 

file a “Notice of Examination” (NOE) for tests and mid-terms written in class 

during in the course.  It is not necessary to use this for the final exam, but you 

must do it for midterms or other in-class tests. This link also appears on: 

 Access Service website 

The link has instructions, but note that: 

- you file notices for in-class tests like mid-terms, not final exams. Ventus will

automatically obtain your final exam information from the Registrar.

- you file notices only for appropriate tests. Although the menu offers both “final”

and “quiz” options, this does not mean you must file them. See 3 below.

- you provide the regular length of the test. Access will add time if appropriate.

- the normal “contact number” would be your office phone extension.

- you must file an NOE at least 10 days before the test.  But better to do it earlier.

mailto:artsadmin@uottawa.ca
http://sass.uottawa.ca/en/access
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 Adaptive Measures and Responses – Continued 

1. Adapted Exam Procedures – Continued

1b. In response to your filing of an NOE in 1a, Ventus sends an e-mail with the title 

“Request to Finalize.” This e-mail lists the specifics you supplied and asks you to 

confirm by selecting a link. This must be done to register the test or exam with 

Access.  If any details are incorrect or need to be changed, submit a new filing, as in 

1a. We recommend that you respond promptly to this e-mail, but the formal deadline, 

again, is at least 10 working days before the test. 

1c. In response to your response in 1b, or when the Registrar has confirmed the final 

exam date and time, Ventus sends you a “Confirmation” e-mail which includes a 

request to provide Proctor information for either a midterm or the final exam.  

You must reply to this.  The information requested concerns your test or exam 

requirements, including whether it is to be an open-book or closed-book test, whether 

there are any special printing instructions, and so forth.  The form you fill out is a 

“Proctor Instruction Form” or “Control Sheet.” The “proctors” in question are simply 

the staff at Access who oversee the sitting of the test. For the “Contact number for 

student,” you may provide your office number or, if you have one, the number of a 

mobile phone you might take to your own exam or test location, so that Access staff 

can contact you with questions. However, you are not obliged to have a mobile or, if 

you do, to provide its number.  No such information should be given directly to the 

student registrant. 

Step 1c must be performed at least three working days before the scheduled date 

of the test or final exam, but may be completed earlier and we recommend this. 

1d. Ventus or the English Department Secretary will send you a reminder to provide 

your exam paper 6 days before the scheduled date of either mid-term or final exam. 

Send the exam as an attachment to the Secretary (english@uottawa.ca) who will 

upload it to Access/Ventus. (Only she has the codes to do this–you cannot do it 

yourself.) This step can be performed at any time but must be done at least three 

working days in advance of the exam or test date, unless otherwise indicated. 

Note that every step from 1a to 1d must be performed for each test or exam, or 

the test or exam will be cancelled for the student registrant(s).  But  you only need to 

perform these steps once for each course section you teach, even if you have more 

than one student registrant in that section. 
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Adaptive Measures and Responses – Continued 

2. In test or examination rooms, the use of text-to-speech or speech-to-text software; a

scribe; zoom text.  This request is now communicated in a CAM letter sent by e-mail

from the “Ventus” system, once the student’s registration with Access is complete.

Response: These less-common measures probably pose no particular concerns, and may 

generally be allowed after conferring with Access Service.  The software may, however, 

have a spell-check function, and if you wish this disabled you will need to notify Access.  

The main points are that no extra information be provided through such means, and that 

the instructor still receive written or printed answer papers. Instructors are encouraged to 

contact Access to understand the details of any such measures.  If concerns arise, consult 

the Chair or Undergraduate Director. 

3. Extra time for in-class quizzes.  This request is now communicated in a CAM letter sent

by e-mail from the “Ventus” system, once the student’s registration with Access is

complete.

Response: Ideally, tests written by Access Service registrants who are granted the 

adaptive measure of extra time should be written at the Access location. For shorter 

quizzes, instructors may be able to accommodate requests in the normal classroom 

period, but should not do so at the expense of other scheduled classroom activities. 

Where this is impossible or inconvenient, an alternative is to ask Access to administer 

the quiz to the registrant instead, using the NOE link described above.  Another 

alternative is to discount the value of the partially completed quiz for the registrant, or to 

adjust some proportion of its value to match the general performance of the registrant in 

other course work.  See principles detailed under point 4 below. 

4. At tests or examinations, the use of a memory aid sheet.  This request is now

communicated in a CAM letter sent by e-mail from the “Ventus” system, once the

student’s registration with Access is complete.

Response: See the “Memory Aid Guidelines” provided by Access, in the appendices of 

this Handbook.  Such aids may be more in demand in other disciplines, where they might 

provide mathematical formulae or other specialized data. Their use in an English test or 

examination raises obvious concerns.   As noted among our “Guiding Principles” above, 

the contents of a memory aid are not established through a process of negotiation in 

which a student may have the final word or a veto.  It is your sole responsibility to ensure 

that the course objectives are met for the student involved, as for the rest of the class.  

This means, in practice, that you need only permit contents in a memory aid which, in 

your view, permit the achievement of these objectives.  As also noted above, this  
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Adaptive Measures and Responses – Continued 

4. Memory Sheet – Continued

determination may be more easily arrived at, and made persuasive to all concerned, if the 

course objectives are explicitly defined and listed in your syllabus.  You are not required, 

for such a determination, to make judgements about the nature or degree of the student’s 

memory-related disability, nor should you try to do so.  But if, for example, a course 

objective is that certain kinds of specific information be remembered when tested, the 

presence of this information in recognisable form on the memory aid must be disallowed. 

Once again, if you encounter any difficulties with these decisions, or any resistance from 

either a student or Access Service, promptly consult the Undergraduate Director or Chair. 

If you do permit a memory aid, you must be the one to send it to Access, after receiving it 

from the student and approving it.  Do this in the same way and at the same time as you 

provide your test or exam, through our Departmental Secretary (Liz White in 2016). The 

student will not be allowed to bring any aid into the Access test room. 

An alternative to a memory sheet might be to ask the student registrant to write the test 

or examination unaided, and then for the instructor to discount its value if the result falls 

substantially below the level achieved by the student’s other course work. A maximum 

discount could be specified in advance. For example, if a test is worth 20 per cent of the 

course credit, up to 10 per cent of that value could be moved to other assignments that are 

more representative of the student’s overall performance in the course, if indeed the result 

on the test in question was notably lower than the student’s other results. 

5. Through the term, access to instructor’s notes, overheads and/or Powerpoint

presentations and other visual material before class.  This request is now communicated

in a CAM letter sent by e-mail from the “Ventus” system, once the student’s registration

with Access is complete.

Response: Access Service assures us that the materials requested are only ever those to 

be presented visually in class, and not the instructor’s private notes for use in lecturing. 

Instructors are not expected to prepare separate materials or notes for distribution to 

Access registrants. Material presented visually may represent a problem for some 

students, however, and they may benefit from the opportunity to examine it in advance. 
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Adaptive Measures and Responses – Continued 

6. Audio recording of classes.  This request is now communicated in a CAM letter sent by

e-mail from the “Ventus” system, once the student’s registration with Access is complete.

Response: Some students who are not registered with Access Service also request the 

opportunity to record lectures and other classes. The Department’s concern in this area is 

to avoid the recording of other student participants, both for reasons of privacy and 

because it may tend to inhibit class discussion. We recommend instructors assess the 

context of the request in this light, and to consider whether their lecture styles and 

locations would permit tape recording. In most lecture formats, it is unlikely to be a 

problem, as student participation from the floor is relatively infrequent and unlikely to be 

identifiable. We do have strong reservations about the recording of smaller, seminar-style 

classes, however.  Please consult with the Chair or Undergraduate Director in such cases. 

You may also request Access to have student registrants provide a “Statement of 

Understanding on audio recording of course lectures” which you and the registrant both 

sign.  Access Service can also be asked to provide student registrants technical assistance 

and training.   

7. Time extensions for course assignments.  This request is generally communicated

through a Letter of Attestation or Support, and requires specific consultation. See the

sample Letters of Attestation in the appendices of this Handbook.

Response:  Instructors are encouraged to adhere to their announced policies and normal 

practices regarding due dates, for all students.  It is clearly problematic, for pragmatic and 

other reasons, for any student to hand in work late on a regular basis.  You should, of 

course, be open to consultation with Access and/or the student registrant. The scale or 

frequency of the request may permit certain exceptions, if you so judge. 

A good alternative for registrants with difficulties completing major work on time is to 

use the formal Deferral process to extend the deadline beyond the end of term (see 

“Deferral Procedures” in this Handbook).  In such cases, Access can be asked to provide 

their registrants with the required documentation (which may merely identify them as 

Access registrants eligible for this adaptive measure).  Discounting the value of smaller 

assignments, as described in point 4. above, might be combined with this approach.   

If difficulties arise in working out an acceptable system or in response to your adherence 

to your normal policies, please consult with the Chair or Undergraduate Director. 



54 

 Adaptive Measures and Responses – Continued 

8. Classroom use of adaptive technology such as speech-to-text and text-to-speech

recording.  This request is now communicated in a CAM letter sent by e-mail from the

“Ventus” system, once the student’s registration with Access is complete.

Response: Instructors are encouraged to permit and help facilitate the use of such 

technology, once they have conferred with Access Service on the details. If the actual 

deployment of such technology seems to you pedagogically problematic or too onerous, 

please consult the Chair or Undergraduate Director. 

9. Recruitment of student note-takers.  This request is generally communicated through a

Letter of Attestation or Support, and requires specific consultation. See the pages on

“Note-Taking Support” supplied by Access in the appendices of this Handbook.

For some students, Access Service will itself hire and pay a note-taker.   Access exerts a 

degree of oversight and choice as regards these workers.  However, Access may instead 

ask instructors to help a registrant find a volunteer note-taker by, for example, making an 

announcement in class, or circulating a request form.  

Response: Instructors are encouraged to co-operate with the provision of professional 

note-takers, but to report any perceived problems to the Undergraduate Director or Chair. 

The Department has serious concerns, however, about the practice of instructors 

recruiting student volunteers, and asks you to consult with the Chair or Undergraduate 

Director before acceding to it. Detailed note-taking at lectures is an academic skill, and 

the quality of the performance by a substitute note-taker may affect academic results for 

the student registrant. Problems may arise when the substitute or student registrant is 

absent, and there are privacy and safety concerns.   

One alternative is to propose that the student registrant audio-record lectures. Access can 

provide technical assistance and training as needed. See, however, 6 above.  If you use 

online technology such as Blackboard, registrants might also be directed to this. 
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 Adaptive Measures and Responses – Continued 

10. Relaxation of attendance policies.  This may also be invoked in the context of a

“Fluctuating Condition.”  Such requests are generally communicated through a Letter

of Attestation or Support, and require specific consultation.  See the sample “Letters of

Attestation” in the appendices of this Handbook.

Access Service may sometimes ask for a relaxation of course attendance policies for 

student registrants with cyclical or recurring illnesses such as lupus or Crohn’s disease.  

Instructors will be directly informed of the request for any such relaxation of their policy, 

and students are required to provide the normal medical documentation for each flare-up 

of an intermittent condition, if it affects compliance with an attendance or related policy.  

Response: Students not registered with Access are also sometimes prevented from 

regular attendance by documented chronic illnesses or other problems. In both cases, the 

instructor is encouraged to accommodate students wherever possible, but also to make a 

judgment as to what proportion of classes it is possible for students to miss (for any 

reason) and still receive credit for the course. Where a large proportion is involved, 

please consult with the Chair or Director of Undergraduate Studies before making a 

decision.  Non-Access students with an on-going medical problem may also be advised of 

their right to register with the Service. 

11. Adjustments to instructional strategies or alternative forms of evaluation.  This

request is generally communicated through a Letter of Attestation or Support, and

requires specific consultation.  See the sample “Letters of Attestation” in the appendices

of this Handbook.

The Department would very much like to gather information on emergent kinds of 

request in this area. Some such requests have included diversifying assignments, 

exercising “flexibility” concerning “late or forgotten assignments,” providing 

“alternatives to traditional course work and methods of evaluation” and applying 

“minimal deductions for spelling mistakes and poor grammar skills.”  In the area of 

alternative forms of evaluation, we have even less experience to draw on.   

Response: Please consult with Access but promise or take no action before conferring 

with the Chair or Undergraduate Director if you receive a request of this nature.   

One alternative to requests for measures in this broad area might be to propose some 

form of remedial assistance. For example, students at any level may be referred to the 

Arts or SASS Writing Centres (see “The Writing Centres” in this Handbook). Where the 

request is to have the student registrant exempted from one kind of assignment (such as 

written tests) an alternative proposal might again be to discount the value of such 

assignments instead, on the principles described under point 4 above. 
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 Adaptive Measures and Responses – Continued 

12. Priority Seating.  This request is generally communicated through a CAM letter.

Access has recently (winter 2016) begun requesting “Priority seating – front/back of

room.”

Response:  This request does not seem likely to cause many practical difficulties and

should be granted, unless there is some clear reason to deny it.  In this latter case, please

consult with the Chair or Undergraduate Director.  Other students may, if necessary, be

asked politely to shift to other seats.

13. Frequent Breaks.  This request is generally communicated through a CAM letter.

Access has recently (winter 2016) begun requesting “Frequent Breaks.”

Response:  This request also does not seem likely to cause many practical difficulties.

The request, however, should not be taken to mean that the instructor interrupt normal

classroom activities while the student registrant takes these breaks. Grant the request but

make clear to the student that these activities will continue in the normal fashion.

Politely ask the student to try to minimize disruptions or distractions for others while

coming and going.  If there are any difficulties with the implementation of this measure,

please consult with the Chair or Undergraduate Director.
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Appeal Procedures 

tudents should readily and cheerfully be granted their right to appeal any grade or academic 

outcome.  There is a Departmental Appeal procedure, which should be used first, and a 

further possibility of appeal to the Faculty of Arts, and then finally to a committee of the 

University Senate.  See for University policy, see Academic Regulation 10.3: 

https://www.uottawa.ca/administration-and-governance/academic-regulation-10-grading-system 

The first stage, the Departmental review or appeal, follows these steps: 

1. The student should first contact his or her instructor to discuss the grade to see if a resolution

can be achieved.   This is preferably done in person, but may be by e-mail.  If this has not

been done, the Chair may request it before processing the appeal as per step 2 below.

2. If no resolution is achieved, the student must write to the Chair of the Department within 5

working days of receiving the grade, except for final exams and essays, where the appeal

must be begun within 10 working days of the grade becoming official. The letter of appeal

should set out the facts and include all relevant documents (the original graded paper(s), the

assignment sheet or syllabus, e-mail exchanges etc.).

3. The appeal will be considered by a committee struck by the Director of Undergraduate

Studies.  The Director will ask the instructor concerned if he or she wishes to add any

additional information.  All relevant materials are sent to the committee.  The committee may

recommend a change of grade (upward or downward) if in its view a grade assigned by the

professor is unreasonable in light of the definition of grades as set forth in the Faculty of Arts

Calendar, or if evidence provided or solicited suggests the assigned grade significantly

deviates from the standards reflected in other grades assigned by the professor.

4. The Director forwards the reports of the appeal committee to the Chair, who makes the final

decision on the action to be taken, and advises the instructor and the student in writing of this

decision.

5. Students cannot withdraw their appeal once a revised mark has been assigned.

6. The student or instructor may appeal the Department’s decision to the Faculty of Arts.  See:

http://www.uottawa.ca/academic/info/regist/crs/0305/artsEN/ARTS_6.htm 

Note:  If grades need to be submitted before the decision is made, the instructor should enter the 

course grade as EIN.  If a change of grade is decided, the instructor is notified and made 

responsible for calculating a new final course grade and submitting the change request to the 

Faculty (artsadmin@uottawa.ca).  See “Change of Grade Procedures” in this Handbook. 

S 

https://www.uottawa.ca/administration-and-governance/academic-regulation-10-grading-system
http://www.uottawa.ca/academic/info/regist/crs/0305/artsEN/ARTS_6.htm
mailto:artsadmin@uottawa.ca
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Policy on Confidentiality 

nder legislation passed in 2006 by the Province of Ontario, and Policies 14A  and 90 of 

the University of Ottawa regarding access to information, all University staff – including 

professors, TAs, RAs, etc. – are forbidden by law to disclose the contents of student 

records to any party outside the University without the written permission of the student, which 

is referred to as “Third-Party Authorization.”  See below for information on this exception.   

Outside parties include immediate family, even for those students under the age of eighteen.  

Policies 14A and 90: 

http://www.uottawa.ca/about/policy-14a-student-record 

http://www.uottawa.ca/about/policy-90-access-information-and-protection-privacy 

Restricted information includes, but is not limited to, his/her 

 name

 student number

 registration status

 address

 telephone number

 email address

 date of birth

 nationality

 next of kin

 programs of study

 examination results

 letters of appeal

 narrative

 evaluations

 distinctions

 sanctions

 degrees obtained

Also included are 

 documents or correspondence, physical or electronic (academic changes, letters of permission,

requests for exemption, etc.), which may modify the student record

 letters and forms which bear the student's signature

 official supporting documents provided by or at the request of the student (e.g. record of

previous studies, letters of recommendation, medical certificates)

 documents pertaining to the student’s studies, or the evaluation of the student’s work at the

University

Continued ... 

U 

http://www.uottawa.ca/about/policy-14a-student-record
http://www.uottawa.ca/about/policy-90-access-information-and-protection-privacy
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Confidentiality - Continued 

n practical terms, confidentiality policy means: 

 It is not permissible to divulge (even to the parents) if a person is registered, if s/he is

studying at the University of Ottawa, or any details of his/her academic standing.

 Essays and/or grades cannot be left on/outside the professor’s door, even if listed by

student numbers.

 Mass E-mails must be sent through InfoWeb or addressed as BCCs so the e-mail

addresses are not visible.

 Instructors must refrain from discussing a student’s academic or personal details with

other students and even other instructors.

 Professors do not have the right to consult the student’s file, nor to access information

on the average, marks, etc. of a student. If they need such information to prepare a letter of

recommendation or other document, the student must sign an authorization form (see the

Department Secretariat).

The legislation is very strict on this matter, and the consequences for the University of not 

obeying it are serious. 

Instructors should also refrain from publishing comments about their students or classes, 

either personally or generally, on Facebook and other social media, even if no names are 

mentioned.  Such comments can be identified and become public, violating confidentiality 

policies and bringing the instructor’s professionalism and impartiality into question. 

Exception:  Third-Party Authorization 

Students who wish to designate a third party, such as a parent, to have access to their 

information, may fill in the form available at: 

http://www.uottawa.ca/academic-documents/sites/www.uottawa.ca.academic-

documents/files/regi3200e.pdf 

Students can also obtain the form at Infoservices at Tabaret 129, where they may return it. 

If anyone, including a parent, claims third-party authorization, and thus the right to discuss 

student information with you, check if he or she is in fact registered as having such authorization 

by contacting Jacynthe Pouliot at the Faculty of Arts, at extension 1019 or arts@uottawa.ca. 

I 

http://www.uottawa.ca/academic-documents/sites/www.uottawa.ca.academic-documents/files/regi3200e.pdf
http://www.uottawa.ca/academic-documents/sites/www.uottawa.ca.academic-documents/files/regi3200e.pdf
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Other Policies 

he following Departmental or Faculty policies may be relevant to ENG 1100.  For fuller 

treatments, see the Department’s Professors’ Handbook or the Faculty Calendar or Web 

Site. 

Administrative & Secretarial 

1. The Department will pay for a certain amount of photocopying on our own machine.  Get a

photocopy code from the Secretary (Liz White in 2016).  You can expect the Department to

pay for 10 copies per student per course: the course outline and mid-term test papers.

Copying for the final exam will be paid for by the Faculty (submit papers to be copied at least

ten working days before the exam date to the Secretary).   For other information concerning

photocopying and copyright restrictions, consult the Secretariat or the Department of English

Handbook.

2. Provide copies of your syllabus to the Secretariat and the Undergraduate Director at

least one week before classes begin (the earlier the better).   You will receive a reminder e-

mail with a deadline for submission for photocopying purposes.

3. The Secretariat will not date-stamp or accept papers, either by hand or by FAX.  Make

other arrangements to receive papers.  Ensure that your TAs are also aware of this policy.

4. All courses must have official University of Ottawa course evaluations.  The evaluation

forms and instructions will be circulated to you during term, and you will need to allocate 20

minutes of class time for this exercise.  The evaluations should be filled in at the beginning

of class so students do not leave without doing them.   Instructors should not be present when

the evaluations are being written.

Course Conduct 

5. The full allowable class times must be used.  Do not reduce the required three hours per

week by regularly letting students go early or making other adjustments to the course

schedule.

6. A professor cannot miss, terminate, or reschedule any regular teaching activity without good

cause, and where such changes occur, must notify the Secretariat (562-5764 or

english@uottawa.ca) as soon, or as far in advance, as possible. The Secretary will post a

notice on the door of the classroom, and send a Facebook message to the UESA.  However, if

at all possible, the instructor should send an e-mail message to the class (through Infoweb or

Blackboard).  A replacement may be arranged with the approval of the Chair of the

department; under no circumstances should a marker or TA be asked to replace a professor.

T 

mailto:english@uottawa.ca
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Other Policies - Continued 

7. Students in ENG 1100 must be required to do at least 4000 words of writing for credit in the

course, not counting the final exam.  This total includes all other writing for credit, and must

include a substantial research essay.

8. All sources of credit and the relative value of each must be clearly indicated on the course

syllabus distributed at the start of term.  Sources and percentages of credit cannot be changed

during the term.   If peer evaluation or collective group work will account for even a small

percentage of credit, this should be clearly indicated on the syllabus.  (The Department

advises against giving any credit established through student peer evaluation, as several

problems can arise.)

9. Because of the possibility of fraud and issues of confidentiality, essays or tests must never

be left outside your door.  Hand out corrected assignments in class or during your office

hours or ask students to provide stamped, self-addressed envelopes.

10. Students in ENG 1100 must write a three-hour final exam in the exam period.  The exam

must follow the template supplied by the Department.  This exam cannot be worth more than

60% or less than 30% of the final grade for the course. (See “The Final Exam” earlier in this

Handbook.)  The exam cannot be re-scheduled without the written consent of every student in

the class.

11. Instructors who have TAs are responsible for ensuring that every TA is aware of all

relevant policies and procedures.   See also “Guidelines for Professors and Teaching

Assistants” in this Handbook.



62 

Guidelines For Professors and Teaching Assistants 

he following guidelines express the policy adopted in 2005 by the Department of English. 

Working together successfully means 

● the students enjoy an optimum learning situation and know they are receiving evaluation that

is consistent across the larger group;

● teaching assistants are well prepared for their classroom duties and perform all aspects of their

jobs to the best of their abilities;

● professors are able to manage successfully large classes.

These measures of success require 

● effective communication between the students, teaching assistants, and professors;

● thorough planning of lectures and assignments;

● clear articulation of expectations of teaching assistant/professor roles and responsibilities;

● use of criteria for grading.

The professor and the teaching assistants work together to ensure that the department is offering 

an effective learning experience. Undoubtedly, difficulties will arise whenever a team attempts to 

deliver a consistent program and evaluation to a diverse group, but planning for these 

eventualities can reduce their impact. 

COMMUNICATION 

Communication is the first essential element for success. The professors should schedule a 

regular weekly meeting with their teaching assistants and the assistants must attend these 

sessions. At these meetings the professor should provide: 

● an overview of what will be presented at the next lecture;

● whatever materials the teaching assistants will require to present the workshop segment of the

program.

This weekly meeting should be an opportunity to share effective teaching strategies, to clarify 

problems and to address any situations that may be compromising course delivery.  

T 
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TA Guidelines - Continued 

Naturally, it is important to work at creating a "team" approach to the teaching process and the 

professor should recognize that often graduate students who are assigned to be teaching 

assistants for a specific course may not know one another outside of that experience, nor may 

they have any previous teaching experience. Sensitivity to these issues may help the professor 

avoid complications that could affect the students. Meeting regularly to discuss upcoming 

lectures and assignments allows teaching assistants to schedule preparation time into their study 

agendas. 

Regular meetings are also helpful because the students are comfortable knowing that the 

teaching assistants and the professor work together closely to present the program and evaluate 

their progress. Students should be encouraged to approach first their teaching assistant to 

resolve concerns. This way the student and the teaching assistant can work together to develop a 

sound relationship. If the student or the teaching assistant feels a situation requires further 

arbitration, they should, of course, seek the professor's counsel, and then, if necessary, the 

Chair's. 

PLANNING 

The professor should ideally present the teaching assistants with a lecture outline a week in 

advance to allow them to prepare themselves for class. Any materials the teaching assistants will 

need to conduct workshops should also be presented one week early. The professor should also 

discuss grading criteria at this time, so that the teaching assistants may advise their students of 

what they should aim for. 

It is important to keep assorted teaching assistant groups on the same schedule, doing the same 

activities, to the same standards, because students are leery of inconsistencies in requirements 

and evaluation. They compare notes closely with their peers and will question disparities. Being 

well organized will help professors to avoid this problem. 

EXPECTATIONS 

Teaching assistants are expected to work approximately ten hours per week. Understandably, 

some weeks the load may be lighter and other weeks the load may be heavier. 

Teaching assistants should always attend the lecture, even though the professor has already 

outlined the class. The teaching assistants must know exactly what their students have heard. 

Teaching assistants are also expected to help grade the final assignment or exam. As a team, 

teaching assistants and the professor may decide to grade different sections of an exam, but 

teaching assistants are central to their final section of the course. 
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TA Guidelines - Continued 

Teaching assistants are also expected to keep clear and accurate records of student grades and to 

tally up the final term grade according to the prescribed formula before handing in the grade 

book to the professor at the end of the term. 

Teaching assistants should also schedule a regular time during which students may confer with 

them. 

Team members should also agree upon how preparation and grading responsibilities should be 

divided. 

EVALUATION 

The professor should establish a set of standard grading criteria for each assignment to guide the 

teaching assistant's grading efforts and to assure the students that they are getting as objective an 

evaluation as possible. Sometimes it is helpful to apportion point values to certain standards to 

help the teaching assistants evaluate consistently and to remove from the students' minds the 

spectre of inconsistent grading. 

Finally, the process is best served when communication is open, honest and productive. The 

Chair is always available to intercede when other attempts at problem-solving have been 

unsuccessful.  

Adopted: September 2005 
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APPENDIX A: 

SAMPLE COURSE MATERIALS 

Syllabus Example One: ENG 1100 VV    

Winter Term Syllabus (1 meeting weekly) 

Syllabus Example Two: ENG 1100 H 

Fall Term Syllabus (2 meetings weekly) 

Final Exam Example: ENG 1100 VV 
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UNIVERSITY OF OTTAWA 

DEPARTMENT OF ENGLISH 

ENG 1100 VV 

Workshop in Essay Writing 

January - April 2010 

Instructor: Geraldine Arbach 

Office: 135 Séraphin-Marion, room 129 

Phone: 819-770-4012, ext. 2354  (days)  

Email: garbach@uottawa.ca 

Office hours: Thursday 6:00 to 6:45 and other times by 

    appointment 

Teaching assistant: Ashly Dyck 

Official course description: 

Intensive practice in academic essay writing. Emphasis on grammatical and well-

reasoned expository writing, essay organization, preparation of research papers, and 

proper acknowledgement of sources. Frequent written exercises and development 

of composition skills. Use of Writing Centre resources required outside regular 

class hours. 

General objective:

Students will develop the critical reading, thinking, and writing skills necessary for 

producing sound university-level essays. 

Learning outcomes: 

• Students will understand, interpret, analyze, and evaluate a variety of written

sources.

• Students will organize, assess, and document information and use it to produce

clear and coherent academic essays.

• Students will compose grammatically correct texts that contain

appropriate and varied vocabulary.

• Students will edit, revise, and critique their own essays.

Required textbooks: 

1. Birks, Roberta, Tomi Eng, and Julie Walchli, eds.  Landmarks:

A Process Reader, 2nd ed.  Toronto:  Pearson Prentice Hall, 2004.

2. Buckley, Joanne.  Checkmate:  A Writing Reference for Canadians.

Second ed. Scarborough:  Thomson Nelson, 2008.

The required textbooks are available at the University of Ottawa

Bookstore.
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Class structure: 

The class is divided into two main parts:  lecture and workshop.  Lectures cover assigned readings from 

both required textbooks and related topics not in the text-books.  Workshops cover practical exercises for 

correction and improvement as well as preparatory work for quizzes, assignments, and the final exam.   

For the lecture, the whole class is together in CBY D 207, from 7:00 to 8:15 p.m.  For the workshops, the 

class divides into groups, in different rooms, from 8:30 to 9:45 p.m. 

Types of assignments, weighting and due dates: 

1. Assignment 1:  Essay on first readings 10% Jan. 28 

2. Assignment 2:  In-class essay analysis 10% Feb. 11 

3. Assignment 3:  Research essay 15% Mar. 11 

4. Assignment 4:  Essay on later readings or equivalent 10% Mar. 25 

5. Quizzes and short writing tasks 25% ongoing 

6. Final exam (during exam period) 30% T.B.A. 

* * Please note: Students must hand in all four assignments in order to be eligible to write  

the final exam, and students must write the final exam in order to pass the course. 

There can be no exceptions to these requirements. 

Assignment due dates: 

Assignments done out of class must be handed in to the workshop leader at the beginning of the lecture 

part of the class on the scheduled due date.  Marks will be deducted at a rate of 10 points per day, 

including weekends and holidays, for any late assignment submitted without a medical certificate or 

equivalent official excuse.  After one week, the teaching team is under no obligation to accept late 

assignments. 

Late assignments must be delivered directly to the workshop leader.  The English Department office does 

not accept late assignments on behalf of the teaching team, and the professor does not accept late 

assignments under her office door. 

Attendance policy: 

Regular class attendance is essential.  Active, thoughtful participation in lectures and workshops helps 

ensure success in the course.  Please note that the quizzes and short writing tasks cannot be made up 

outside of class except in case of an absence covered by a medical certificate or equivalent official 

excuse.  Some of the questions on the quizzes could come from topics explained in lectures but not found 

in the textbooks. 

Academic fraud (plagiarism): 

Students are strongly urged to familiarize themselves with the rules concerning academic fraud.  The 

brochure "Beware of Plagiarism" is available on campus and also on the Web at the following address:  

www.uottawa.ca/plagiarism.pdf 

The Writing Centre: 

Students enrolled in ENG courses are encouraged to use the many resources available at the Writing 

Centre (MRT 0036) and the Writing Centre's online resources. 
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Suggested schedule: 

#   (Date)  Topics Readings 

1. Jan. 7  Course introduction (none yet) 

University-level writing 

Diagnostic writing exercise 

______________________________________________________________________________ 

2. Jan. 14 Preface to textbook Birks, pp. xii-xiii 

Invention:  introduction Birks, Ch. 1, pp. 1-6 

Invention:  readings Birks, pp. 7-12, 12-17, 

18-25, 34-40 

Basic grammar  Buckley, pp. 250-259 

The writing process Buckley, pp. 1-18 

Writing research papers Birks, Ch. 7, pp. 377-386 

Discuss possible research essay topics 

with workshop leader  

______________________________________________________________________________ 

3. Jan. 21 Development:  introduction Birks, Ch. 2, pp. 50-56  

Development:  readings  Birks, pp. 63-66, 120-124, 57-62, 

125-132. 

Fragments and comma splices Buckley, pp. 261-270 

Wordiness Buckley, pp. 377-381 

Paragraphs and revising  Buckley, pp. 18-52 

• Short writing task in class   (counts 3%) 

• Topic selection for research essay  (counts 1%) 

______________________________________________________________________________ 

4. Jan. 28 Arrangement:  introduction Birks, Ch. 3, pp. 133-141 

Arrangement:  readings  Birks, pp. 152-156, 163-168. 

Subject-verb agreement  Buckley, pp. 270-278 

Researching a topic Buckley, pp. 93-124 

Note: Please access and print a copy of the following 9-page document and 

bring it to class for Jan. 28 for consultation:   

Horava, Tony.  "Guide to Research for Essay Writing (For English 1100)".  2001. 

http://www.biblio.uottawa.ca/mrt/eclairs/guid-ess.pdf 

• Assignment 1 due:

Essay on first readings  (counts 10%) 
______________________________________________________________________________ 
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5. Feb. 4 More arrangement readings Birks, pp. 99-114, 146-151, 185-189 

Rhetorical strategies Birks, Ch. 6, pp. 365-376 

More on writing research papers  Birks, Ch. 7, pp. 387-404 

Problems with pronouns  Buckley, pp. 299-312 

MLA style or Buckley, pp. 141-184    or 

APA style Buckley, pp. 185-210 

• Quiz 1     (counts 5%) 

• Research essay thesis and outline (counts 3%) 

______________________________________________________________________________ 

6. Feb. 11 Style:  introduction Birks, Ch. 4, pp. 204-211 

Style:  readings  Birks, pp. 214-215, 231-243, 

260-265 

Modifiers Buckley, pp. 316-321 

Commas Buckley, pp. 323-336 

Integrating quotations  Buckley, pp. 124-129 

Plagiarism and  

documentation overview Buckley, pp. 131-140 

• Assignment 2:

In-class essay analysis (counts 10%) 

______________________________________________________________________________ 

7. Feb. 25 Delivery:  introduction Birks, Ch. 5, pp. 274-276 

Delivery:  readings Birks, pp. 277-278, 279-285, 

315-320, 340-345 

Sentence structure and style Buckley, pp. 364-377 

Semicolons, colons, and  Buckley, pp. 336-343 

apostrophes 

• One complete page of your research  (counts 3%)

essay with an in-text citation and

its corresponding reference

______________________________________________________________________________ 

8. Mar. 4  Description/Narration Birks, pp. 258-259, 321-328 

Process/Definition Birks, pp. 45-49, 190-194 

Quotation marks and other marks Buckley, pp. 343-356 

Glossary of usage Buckley, pp. 383-404 

• Quiz 2     (counts 5%) 

______________________________________________________________________________ 

9. Mar. 11 Example/Comparison-Contrast Birks, pp. 26-33, 76-86 

Usage  Buckley, pp. 404-424 

• Assignment 3 due:

Research essay  (counts 15%) 

______________________________________________________________________________ 
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10. Mar. 18 Classification-Division Birks, pp. 329-339 

Cause-Effect Birks, pp. 72-75 

Persuasion Birks, pp. 87-91    

Mood and voice  Buckley,  pp.  295-299 

• Quiz #3    (counts 5%) 

______________________________________________________________________________ 

11. Mar. 25 Persuasion Birks, pp. 346-364 

Mechanics and spelling Buckley, pp. 425-450 

• Assignment 4 due:

Essay on later readings (counts 10%) 
______________________________________________________________________________ 

12. Apr. 1 Persuasion Birks, pp. 41-45, 244-251 

In-class reading and writing practice 

______________________________________________________________________________ 

13.  Apr. 8  In-class reading and writing practice 

Review for final exam 

______________________________________________________________________________ 

exam 

period • Final exam (counts  30%) 

Date to be announced.

Other topics with or without readings will also be included in this schedule.  In addition, a librarian will 

speak to the class on how to do research early in the semester, probably on  

Thurs., Jan. 28, class 4.  

Changes to the schedule will be announced ahead of time.  

ENG 1100 VV List of Essays Assigned 

for Jan. 14, class 2 

Didion, Joan. Why I Write pp. 7-12 

Elbow, Peter.  Freewriting pp. 12-17 

Hoffman, Eva.  Life in a New Language  pp. 18-25 

Thomas, Audrey Basmati Rice:  An Essay about Words pp. 34-40 
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for Jan. 21, class 3 

Dillard, Annie  Living like Weasels pp. 63-66 

Murray, Donald M. The Maker's Eye. . .    pp. 120-124 

Alexander, Brian The Remastered Race  pp. 57-62 

Nikiforuk, Andrew Beasts, Germs and the Superorganism pp. 125-132 

for Jan. 28, class 4 

Kingwell, Mark  The Goods on the Tube pp. 152-156 

Laurence, Margaret Down East pp. 163-168 

for Feb. 4, class 5 

King, Martin Luther Jr. Letter from Birmingham Jail . . .  pp. 99-114 

Corbeil, Carole  The Advertised Infant . . .    pp. 146-151 

Schafer, R. Murray The Glazed Soundscape  pp. 185-189 

for Feb. 11, class 6 

Bacon, Francis Of Studies pp. 214-215 

Genosko, Gary Hockey and Culture pp. 231-243 

Trudeau, Pierre On Bilingualism pp. 260-265 

for Feb. 25, class 7 

Aristotle From Rhetoric  pp. 277-278 

Douglas, Tommy Capital Punishment pp. 279-285 

Maracle, Lee Native Myths:  Trickster Alive. . . pp. 315-320 

Tan, Amy Mother Tongue  pp. 340-345 

for Mar. 4, class 8 

Ondaatje, Michael Aunts  pp. 258-259 

Mukherjee, Bharati An Invisible Woman pp. 321-328 

Zinsser, William Simplicity pp. 45-49 

Suzuki, David  The Prostitution of Academia pp. 190-194 

for Mar. 11, class 9 

Saltrick, Susan A Campus of Our Own . . . pp. 26-33 

Hume, Stephen The Spirit Weeps pp. 76-86 

for Mar. 18, class 10 

Orwell, George Politics and the English Language pp. 329-339 

Hanna, Dawn Hooked on Trek pp. 72-75 

Jackson, Marni Gals and Dolls:  The Moral Value. . . pp. 87-91 
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for Mar. 25, class 11 

Tannen, Deborah Fighting for Our Lives pp. 346-364 

for Apr. 1 class 12 

Trinh, T. Minh-ha From ". . . Mirror-Writing Box"  pp. 41-45 

King, Thomas    How I Spent My Summer Vacation . . . pp. 244-251 

for Apr. 8, class 13 

(to be announced that day and to be read in class, as a practice for the final) 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Foot Patrol:  If you would like someone to walk with you to your destination during 

evening hours, contact the University of Ottawa Foot Patrol. 

Hours of service: 8 p.m. to 2 a.m. Monday to Friday, September, October, and April. 

5 p.m. to 2 a.m. Monday to Friday, November through March. 

Distance: 45 minutes' walking distance of campus 

Phone: 613-562-5800, ext. 7433 

Or use the yellow button on most payphones on campus --  it's free. 

Foot Patrol office: UCU 08A 

More info: You can also arrange for a team to meet you outside your class every 

week.  
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ENG 1100 H: Workshop in Essay Writing, Fall 2010 

Professor: Natalie Taylor  

Class Times: Tuesdays 2:30-4:00 (lectures); Fridays 4:00-5:30 (workshops) 

Office: Arts Building, 70 Laurier E., Room 353  

Office hours: Fridays 2:45-3:45 

Email: ntaylor@uottawa.ca  The most efficient way of contacting me is 

by email, which I check daily  

Phone: 613-562-5800 Ext: 1152. Call during office hours, but voice mail 

messages cannot be left at this number  

Course Description: This course will introduce students to the skills and 

strategies that are required to write effective academic essays at the university 

level. We will focus on three main areas:  1) basic elements of essay-writing 

(content, structure, and style);  2) critical thinking and reading skills; and 3) 

grammar.  

Course work will consist of in-class lectures, readings and discussions, in-class 

writing exercises, two grammar tests, three essay assignments, and an open-book 

final exam.   

Required Text: 

Essay Writing for Canadian Students with readings. Eds. Kay L. Stewart, 

Roger Davis, Chris J. Bullock, and Marian E. Allen.  

Course texts are available at Benjamin Books, 122 Osgoode St.  

Participation / Attendance: Workshop and grammar exercises constitute the 

attendance grade, and must be completed in class and handed in on the day they 

are assigned.  

Grading: 
Grammar Tests  10% 

Essay # 1 (3-4 pages),  Oct. 15  10% 

Essay # 2 (in-class, 4 pages), Nov. 5 10% 

Editing Assignment, Nov. 19 10% 

Essay # 3 (6 pages), Dec. 7 15% 

Attendance 15% 

Final Exam (regular), Dec. exam period 30% 

mailto:ntaylor@uottawa.ca
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Class Schedule:  

(Please note that this schedule may be subject to change.) 

September 10 Course Introduction / Workshop # 1: Diagnostic Writing Sample. 

September 14 Grammar Lesson # 1: Fused Sentences. Reading: pp. 441-444. 

Lecture # 1: Critical Thinking and Reading. Reading: Chapter 11. 

Research Essay Topics and Essays # 1 and # 2 topics handed out. 

September 17 Workshop # 2: Critical Reading. Reading: Ted Byfield essay, page 243. 

September 21 Grammar Lesson # 2: Sentence Fragments. Reading: p. 445. 

Lecture # 2: Fact vs. Opinion; Topic to Thesis. Reading: Chapters 1 & 4. 

September 24 Workshop # 3:Topic to Thesis writing exercises. Reading: One of the 6 

articles listed on Essay # 2. 

September 28 Grammar Lesson # 3: Commas. Reading: 446-449; 479-483. 

Lecture # 3: Pre-Writing Techniques Reading: Chapters 2 & 3. 

October 1 Workshop # 4: Pre-Writing exercises for Essay # 1. 

October 5 Lecture # 4: Paragraphs: Style and Structure # 1; Supporting Your 

Argument. Reading: Chapter 5.   

October 8 Workshop # 5: Grammar Test: Fused Sentences, Sentence Fragments 

and Commas. 

October 12 Grammar Lesson # 4: Semi-Colons and Colons. Reading: 483-486. 

Lecture # 5: Paragraphs: Style and Structure # 2; Organizing the Flow of Your 

Argument; Introductions and Conclusions. Reading: Chapter 6; 453-464. 

October 15 Essay # 1 Due.  

Workshop # 6: Analyzing Development. Reading: Second article listed on Essay 

# 2 topics. 

October 19 Grammar Lesson # 5:  Pronouns. Reading: pp. 412-419. 

Lecture # 6: Diction and Tone. Reading: pp. 465-475; Chapter 7. 

Tips for Comparison Essays. Reading: Chapter 10. 

October 22 Workshop # 7: Diction exercises. 

October 25-29 Reading Week 

November 2 Grammar Lesson # 6: Apostrophes. Reading: pp. 476-478. 

Lecture # 7: Revising, Editing, and Proofreading. Reading: Chapters 8 & 9. 
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November 5 Workshop # 8: In-Class Essay. 

*Last day to drop course November 5
th
*

November 9 Lecture # 8: Research Methods. Reading: Chapters 12 & 13. 

November 12 Workshop # 9: Revision Exercise. 

November 16 Grammar Lesson # 7: Modifiers. Reading: 430-432. 

Lecture # 9: Using Source Materials and Avoiding Plagiarism. Reading: Chapter 

14. 

November 19 Workshop # 10 In-Class Editing Assignment 

November 23 Lecture # 10: Quoting and Paraphrasing; Documentation. Reading: 489- 

491; 503-525. 

November 26 Workshop # 11: Quoting and Paraphrasing Exercise. 

November 30 Lecture # 11: Review of Research Methods, Avoiding Plagiarism and 

Integrating Source Material into Essays.  

Review of major elements of style, structure and content of academic essays. 

December 3 Workshop # 12: Grammar Test: semicolons, colons, pronouns, 

apostrophes, and modifiers.  

December 7 Research Essay Due.  

Final Exam Template. Review for exam. 

Essay Format: Essays not written during class time must be typed in 12-point font, double-spaced, on 

single-sided, numbered pages with a 1-inch margin on all four sides of the paper. Please make sure to 

staple your essays together. All essays must follow the MLA or APA style of documentation. 

Late Policy: If a student contacts me no later than 3 days before the due date of an essay assignment, 

an extension of one week can be arranged without a late penalty. Otherwise, and in the absence of 

appropriate documentation to excuse the missed deadline, 2% per day (14% per week) will be 

deducted for a period of one week past the due date. After one week, late papers will not be accepted 

and students will receive a zero for the assignment. Two missed assignments (including grammar tests) 

will result in the student receiving an Incomplete for the course.  

Please note that essays (on time or late) cannot be accepted at the Secretariat of the English Department, 

due to the sheer volume of students. There can be no guarantee that papers slipped under the office door 

in my absence will be received by me without mishap. Essays sent by email will not be accepted except in 

extraordinary circumstances. Check with me first to get permission to submit your essay in either of 

these ways. 
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Academic Fraud: Forms of academic fraud include improper, missing or made-up bibliographical 

information, and passing off others’ work (words and/or ideas) as your own. Evidence of plagiarism will 

automatically result in a mark of zero for the assignment.  Please see the Faculty of Arts Calendar, 

Web Site and Departmental Brochure for further information. (You can also consult 

http://www.uottawa.ca/plagiarism.pdf. ) The booklet entitled Style Sheet. Working with Sources and 

Introduction to Research in English Literature is on sale at the University Bookstore and Benjamin 

Books, and can help you to avoid unintentional errors.  

Student Assistance: The Mentoring Centre of the Faculty of Arts is located in room 125B, Simard. 

SASS (Student Academic Success Service) offers many services, one of which is the Academic Writing 

Help Centre (http://www.sass.uottawa.ca/en/awhc). SASS is located at 110 University. Another Writing 

Centre, (separate from SASS) offers a wide range of help to students seeking to improve their writing 

skills (but they will not proofread your essays). It is located on the 2
nd

 underground level of Moriset Hall 

in Room 0036. Email the Writing Centre at writcent@uottawa.ca. Last but not least, please feel free to 

email me, visit during office hours, or speak to me after class to discuss any problems you may be having 

with this course.  
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FINAL EXAMINATION 

ENG 1100 VV  Workshop in Essay Writing 

Instructor:  Geraldine Arbach 

Thurs., April 29, 2010   7 - 10 p.m. 

NAME: 

Read the article "Lawbreakers, Armed with Paint and Paste" 

by Kirk Semple. 

Then do Part I, Reading Comprehension, and Part II, 

Writing, according to the instructions. 

The text of the article begins on page 2. 

I Reading Comprehension.  Answer the following questions in the exam 

booklet. Make sure to use your own words in your answers.  Please 

allow yourself a maximum of one hour for this part of the exam.   (35 

points) 

1. Summarize Kirk Semple's arguments in a paragraph about 120 words long.  (10

points)

• Please double space and write in dark black or dark blue ink.

• You must give the word count at the end of your summary.

2. Who is the author's intended audience?  How do you know?

Explain briefly.  (5 points)

3. What is the "voice" mentioned in the last sentence of the article?  Make sure to

support your interpretation.  (5 points)

4. How does the author use each of the three classical appeals?

Explain briefly, for each type of appeal.  (6 points)

5. Find three examples of parallel form in the text and explain how they

contribute to the clarity of the essay.  Your examples must illustrate three

different types of parallelism.  (9 points)
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Lawbreakers, Armed with Paint and Paste 

. . .  by Kirk Semple 

(1) Swoon frontloads her days with caffeine and works on her art late into the night. It can take her

two weeks to produce a series of the large, intricate paper cutouts and hand-pulled block prints that have

gained her considerable renown in one particular sector of the art world.  When she is done -- her arms

aching and her clothes and skin speckled with paint and ink -- she takes her pieces outside, slaps them up

on old walls around the city, then disappears on her bike.

(2) That is when her work, now left to the mercy of the elements and public taste, comes alive.  "You

know, it's weird, but I love it," she said.  "I don't feel they need to be kept in a vault as precious art."

(3) Swoon, 26, is a luminary in a movement known, at least among many of its proponents, as street

art. Two decades after the heyday of graffiti, the spray can has given way to posters, stickers, stencils and

construction tools, and the streets of New York and other cities around the world vibrate more than ever

with the work -- some say the destruction -- of guerilla artists like her.  (Swoon is a nom de peinture; like

many other artists interviewed for this article, she asked that her real name not be used for fear of

prosecution because unauthorized graffiti is illegal.)

(4) The movement is sustained and driven by Web sites, magazines, word of mouth and its

practitioners' self-righteousness.

(5) At one end of the spectrum are doodles, icons and designs, often drawn or printed on stickers, a

medium that allows for pre-strike preparation at home and quick, furtive execution in public.

(6) Others are using more complicated art techniques, such as the meticulous printing and paperwork

preferred by Swoon, ceramics, lithography, silk screening, painting, leathersmithing and woodworking.

Some have even used welding torches, notably the once-ubiquitous New York graffiti writer know as

Revs, who has installed three-dimensional versions of his stylized name, or "tag," around the city.  Darius

(also known by his graffiti tag, Verbs) and Downey, a Brooklyn tandem now living in London, turn old

street signs into sculptures or small billboards for provocative messages and reinstall them, often in the

plain light of day.  "We're using the city against itself," Downey, 23, said in a recent interview.

page 444 

(7) Any surface goes; the more visible and the less frequently buffed the better: walls, doors, the

backs of stop signs, the base of light poles, utility boxes, trash bins, sidewalks, rooftops, the frames of

subway car advertisements.

(8) In New York, the streets of the Lower East Side and SoHo, Dumbo and Williamsburg are filled

with fresh work.  Even in the most closely policed neighbor-hoods, rare is the city block where some

visual mischief has not been unleashed.

(9) "Size is not what it's about," said Marc Schiller, 40, a New York marketing executive who, as a

hobby, runs the Wooster Collective, a curatorial web site for street art around the world.  "It's about being

clever.  It's about being unique."  (One unknown artist has arrayed 18 luggage locks, each decorated with

a baby's picture, on a fence on Crosby Street in SoHo.  Periodically the artist will rearrange the locks to
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make a new design.  

(10) And while much of the work seems to be art for art's sake -- or at least humor's sake -- street art

occasionally resonates with overt social and political commentary. In one arresting series that recently

appeared (and just as quickly disappeared) in Lower Manhattan, an artist replaced the silhouetted dancers

in the current iPod advertisement with silhouettes of Abu Ghraib torture victims.  The tag line "10,000

songs in your pocket, Mac or PC" became "10,000 volts in your pocket, guilty or innocent."

(11) Like any artistic movement, the origins of street art are nebulous, though it is clearly an

outgrowth of the stylized graffiti writing that began in New York in the l960's and became emblematic of

hip-hop culture.  According to Tristan Manco, a graphic designer in Bristol, England, and author of the

street art compendium "Street Logos," the term "street art" was first used in the l980's in reference to

urban guerrilla art that was not hip-hop graffiti, and described the pioneering work of New York painters

like Keith Haring and Kenny Scharf, and Parisian stencil artists like Blek and Nemo.

(12) Street art has since spread around the world, from the East End of London to Tokyo, Moscow to

Johannesburg, Melbourne, Australia, to São Paolo, Brazil. And in spite of the movement's underground

nature, the work of today's most prominent street artists is increasingly sought by galleries and collectors

around the world, though the pieces are not yet fetching the sums attached to the art of New York's

graffiti pioneers.  (Mr. Haring's chalk drawings on black subway-advertisement placeholders command

thousands of dollars at auction.)

(13) Ask street artists to talk about why they do what they do, and brace for a  torrent of

rationalization.  Shepard Fairey, a 34-year-old artist who is famous for his global "Obey Giant" sticker

campaign featuring the glowering mug of the late World Wrestling Federation star Andre the Giant, has

even published a manifesto in which he calls his work "an experiment in Phenomenology," the first aim

of which, he says, “is to reawaken a sense of wonder about one's environment."

(14) Artists and their supporters say they are simply responding to what they regard as a visual assault

by corporations and commercial interests.  "Why is the ad I see in the Gap more acceptable than any art

that I hang on a public lamppost?" Mr. Schiller asks.  "Let's balance the scales a bit.  We're talking about

anybody having

p. 445

the right to express themselves.  (If Mr. Schiller's message seems incongruous with his profession -- 

marketing -- he says he hopes his passion for street art has made him better at his job by making him 

more sensitive to the negative effects of advertising.) 

(15) But many street artists will admit to a less noble motivation:  the urge to go out and break the law.

The waft of fresh wheat paste, it seems, can inspire a night of vandalism.  "That's something that people

really love about it:  getting over on the man," said Kelly Burns, 38, the author of the book "INY," a

photographic exploration of New York street art.

(16) The law does not make a distinction between a tag scratched on a sticker or Swoon's cutouts.  It is

all vandalism.  (The New York Police Department turned down a request for an interview.)
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(17) Swoon, who has never been arrested, says she is "fully in touch with the ambiguity" of what she

does -- by which she means the illegality.  So she picks her spots carefully, exploring what she calls "third

spaces" -- not really public, maybe private, undoubtedly neglected.  Her backdrops include abandoned

buildings, run-down warehouses, and broken walls.  "There are so many spaces that don't really need to

be brown," she said.

(18) Swoon first took her art to the street five years ago while she was a fine-arts student at Pratt

Institute in Brooklyn.  She was compelled to take her work outside after suffering what she calls "the

quiet, boring preciousness" of the gallery world.

(19) "I wanted to jump out of my skin," she said.  But the streets were free and open to a wider range

of expression.  "Because it's kind of an outlaw thing, you don't have to go through official channels," she

explained.  "It's trying to create a visual commons out of the derelict walls of the city."  (She has since

returned to the gallery scene, as the star of her own shows in Berlin, Miami and Cincinnati.  "I need to

make a living," she shrugged.)

(20) On a recent afternoon, Swoon, a fit enthusiastic woman with wavy, straw-berry blond hair and a

small silver nose ring, interrupted her work on her most recent project, which was a day or two away from

completion, to give a brief bicycle tour of some of the pieces that have survived in Boerum Hill and

Prospect Heights.  Her recent and most famous work involved life-size cutouts and block prints of people

with which, she says, she is "populating the city."

(21) She stopped in front of the trash-strewn loading dock of an old warehouse on Bergen Street near

Flatbush Avenue, across the street from a police station in Prospect Heights.  A worn silhouette of a

hooded, hunched man lurked on the wall.   "It's a good place for him to hang out," she said warmly.  "I

want them to become part of their space, to interact in a human way.  A sticker can't do that."

(22) Swoon avoids sentimentality and regards her distribution method as a game of evolutionary fate.

"I'm getting them out there and seeing which ones survive, like baby sea turtles," she explained.  Even her

preferred paper -- newsprint, a highly fragile material -- limits the life expectancy of her work.  But she

loves how the paper curls and rots, giving the art character and a voice where there might otherwise be

silence.

________________________________________________________ 

The article is taken from the Canadian edition of a book called Reasoning 

and Writing Well:  A Rhetoric, Research Guide, Reader and Handbook.  

The authors are Betty Mattix Dietsch, Lara Sauer, and Andrea Lovering.   

The book was published in 2006 by McGraw-Hill Ryerson in Toronto.   

The article appeared on pages 443 to 445 of the book. 

II. Writing.  Please write a thoughtful, well-organized essay about 700 words long in answer to one

of the following questions concerning the article.  (65 points)

1. Is street art vandalism or a fresh artistic vision?
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2. Why is street art so important to the artists who practice it?

3. Why is street art spreading around the world?

• You must provide at least two in-text citations and give the corresponding bibliographic

references at the end of your essay.  Use MLA or APA style, according to your field of study, as you

have been doing all semester.

• You may consult your textbooks, references, and course materials.

• Please spend a maximum of two hours on this part of the exam.

• Please give an accurate word count.  There is a penalty if the word count is not provided or is

not reasonably accurate.

• Your essay will be evaluated on Content, Organization, Language Use, and Handling.

Good luck on your final exam from Gerry and Ashly. 
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APPENDIX  B: 

SASS COUNSELLING SERVICE MATERIALS 

- Intro to SASS

- SASS Counselling Service & Referrals

- The Student Who is Anxious

- The Student Who is Depressed

- The Student Who is Being Disruptive

- Tips for Referring Students to Counselling
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Student Academic Success Service 

Resources for Professors 

 The Academic Writing Help Center (AWHC) and professors: helping students in improving

their writing skills. 

 The Access Service and professors: breaking down barriers that would otherwise impede the

learning process for students.

 The Counselling and Coaching Service and professors: identifying and referring students

who are facing life challenges. 

The second edition of A Guide for Professors: Minimizing the Impact of Learning Obstacles at 

the following link http://www.uottawa.ca/accessibility/includes/pdf/accessibility-rkp-4-

minimizing-learning-obstacles-access-service.pdf contains information that can help you ensure 

opportunities for success for students with disabilities. 

Mandatory training 

In accordance with the AODA, 2005 the University of Ottawa is required to provide training on 

accessibility standards for client services to all employees, including professors. The training 

session, called Service Excellence Includes Accessibility, can be found at  

www.uottawa.ca/accessibility/   

http://www.uottawa.ca/respect/en/training/accessibility 

If you haven’t completed the training yet, you are invited to do so now. 

http://www.sass.uottawa.ca/writing/professors/
http://www.sass.uottawa.ca/access/professors/
http://www.sass.uottawa.ca/personal/
http://www.uottawa.ca/accessibility/includes/pdf/accessibility-rkp-4-minimizing-learning-obstacles-access-service.pdf
http://www.uottawa.ca/accessibility/includes/pdf/accessibility-rkp-4-minimizing-learning-obstacles-access-service.pdf
http://www.uottawa.ca/accessibility/
http://www.uottawa.ca/respect/en/training/accessibility
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Access Service - Role of the Professor 

Legal Obligation 

Adaptive measures recommended by Access Service are not only a matter of moral obligation 

but fall under the authority of the Policy and Guidelines on Disability and the Duty to 

Accommodate of the Ontario Human Rights Commission. 

All adaptive measures must, however, be "reasonable" and respect the integrity of the program of 

studies. 

The impact of similar conditions on learning varies considerably from one individual to the 

other; factors include the university context, the student’s experience, the specifics of programs 

and the overall environment. Constructive dialogue with students who experience difficulties in 

learning not only helps uncover the particulars of their learning needs, but also guides you in 

choosing the most suitable adaptive measures throughout the semester to support their efforts 

and ultimate success.  

Do feel free to contact Access Service or to refer students there as soon as you suspect they are 

encountering difficulties beyond those the average student faces. A learning counselor at Access 

Service will be pleased to speak with you and suggest options or adaptive measures.  

Working with Access Service 

Professors play a major role in the lives of most students and are sometimes the only connection 

between a student in need and the Access Service (AS). Feel free to refer students as soon as you 

detect unusual difficulties. 

Access Service specialists will be pleased to discuss the case with you and suggest options or 

suitable adaptive measures. 

Confidentiality 

All information collected by the Access Service is protected under the Privacy Act and the 

University of Ottawa’s Student Record Policy 14a. Access Service specialists are not at liberty to 

divulge confidential and private information unless the student has signed a Disclosure of 

Information Form. 

Professors are also required to treat information provided by students as 'private and 

confidential', in and out of the classroom. 
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STUDENT ACADEMIC SUCCESS SERVICE - COUNSELLING SERVICE 

Location: 100 Marie Curie (Medical Centre), 4th floor 

Telephone: 613-562-5200

Hours of operation:  Monday, Tuesday, Thursday, Friday - 8:45 AM to 5:00 PM 

Wednesday - 8:45 AM to 8:00 PM 

Mandate of the service 

The Counselling service is a unit of the Student Academic Success Service (SASS). Its mandate 

is to provide personal/career counselling and coaching to students of the University of Ottawa. 

Counselors hold a Master's degree in Counselling or Psychology. Several counsellors hold a 

certification in coaching. The focus of interventions is to help students acquire the cognitive, 

emotional and social skills related to academic and professional success. The Counselling 

Service offers educational and preventative programs designed to assist students at different 

stages of their studies. Short-term therapy is provided for students who experience temporary 

crises or need help in accessing specialized or longer term psychotherapy services. 

Our counsellors, 

 help students develop personal skills for optimal management of stress, emotions and

cognitions,

 help students develop increased self-awareness using, as needed, psychometric instruments

to clarify interests, personality and/or values,

 help in dealing with non-optimal study habits, for example, the management of difficulties

related to perfectionism and procrastination,

 provide training and supervision to university staff such as academic advisors, community

advisors in residence, student mentors, etc.,

 provide internship supervision for students enrolled in the Master of Education (educational

counselling) program,

 offer consultation services to professors or other university agents in dealing with disruptive

student behavior,

 intervene to provide support when major disruptive events occur on campus,

 provide letters of recommendation for students seeking special accommodation on

psychological or compassionate grounds regarding absence from examinations or tests, or

assignments submitted late.

If you are concerned about a student but are uncertain about the appropriateness 

of a referral, feel free to call the manager of Counselling Service, Donald Martin 

(ext. 6885). 
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OTHER REFERRAL SOURCES 

Other On-Campus Services 

 Center for Psychological Services, Vanier Hall, 6th floor, 613-562-5289 (clinical

psychotherapy) 

 Student Health Services, 100 Marie Curie, 3rd floor, 564-3950 (Psychiatric evaluation

and medication)

Emergency Psychiatry 

 Ottawa Hospital, General Campus, 613-737-8000

 Ottawa Hospital, Civic Campus, 613-748-4908

 Montfort Hospital, 613-761-4621

Phone Counselling 

 The Distress Centre, 238-3311 (bilingual)

 Tel-Aide outaouais, 741-6433 (French)



90 

The Student Who is Anxious

University students often encounter a great deal of stress during the course of their academic 

experience. Many of these students do not know how or where to get help. In your role as an 

employee of University of Ottawa, you may come into contact with student who suffers from 

anxiety. Being able to recognize symptoms of anxiety and knowing how to intervene, can help 

you respond appropriately to such situations. 

What is Anxiety 

Anxiety is a normal response to a perceived threat to one‘s well-being or self-esteem. For some 

students, the cause of anxiety will be clear, but for others it may be difficult to determine. It is 

our experience that anxiety is very often the result of the intense academic competition among 

students. Anxiety can be generalized across a range of situations, or it may be situation-specific 

(e.g. test anxiety, social anxiety, public speaking anxiety). Anxiety, when it goes untreated, can 

result in ‘panic attacks’. However, the treatment for anxiety has a high success rate. 

Symptoms of Anxiety 

Regardless of the cause, one or more of the following symptoms may be experienced: 

Shortness of breath Sweating 

Rapid heartbeat Trembling or shaking 

Hyperventilation Cold clammy hands 

Dizziness 

The student may also report: 

Difficulty concentrating Feeling overwhelmed by stress 

Excessive worrying  Difficulty making decisions 

Irrational fears  Sleeping disturbances 

What you can do to help 

Remain calm and talk slowly 

Be clear and direct 

Provide reassurance 

If possible, provide a safe, private and quiet environment until the symptoms subside 

Offer to facilitate the connection with Counselling Service (562-5200) 
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The Student Who is Anxious – Continued 

What is not Helpful 

Minimizing the perceived threat to which the student is reacting 

Overwhelming the student with information 

Asking too many questions 

Arguing with the student‘s irrational thoughts 

Becoming anxious or overwhelmed 

If you are concerned about a student but are uncertain about the appropriateness of a 

referral, feel free to call the manager of Counseling Service, Donald Martin (ext.6885). 
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The Student Who is Depressed

University students often encounter a great deal of stress during the course of their academic 

experience. Many of these students do not know how or where to get help.  In your role as an 

employee of University of Ottawa, you may come into contact with student who suffers from 

depression. When dealing with a student who may be depressed, it is important that you know 

how to recognize some of the symptoms of depression and how to be most helpful. 

What is Depression 

Depression is a very common illness. It is defined as a state of persistent sadness and lack of 

energy. This must not be confused with "the blues" which occur normally when facing a difficult 

situation or in reaction to excessive academic pressure. Major depression is a mood disorder that 

disrupts normal psychological functions. Without treatment, symptoms can last for weeks or 

months. The most serious risk associated with depression is suicide. The risk is particularly high 

when depression goes undetected and untreated. However, early intervention usually yields 

positive results. Treatment for depression is effective for about 80% of depression sufferers. 

Symptoms of depression 

Clinically depressed persons will exhibit multiple symptoms for a long period of time. 

Decrease in energy level. Persistent sadness. 

Social withdrawal. Increasing levels of irritability and/or negativity. 

Concentration problems. Change in sleep patterns. 

Change in appetite and eating habits.  Loss of interest in activities formerly enjoyed. 

Feelings of hopelessness and despair.  Poor personal hygiene. 

Loss of self-esteem.  Thoughts of suicide 

What you can do to help 

Express your desire to help. Let the student know that you are worried and concerned and that 

you will help him/her get connected with professional help. 

Reach out more than halfway and encourage the student to discuss how she/he is feeling. 

Be a good listener. Let the student talk. Allow expression of feelings. 

Don’t be afraid to ask about suicide (e.g. "Sometimes, when they feel unwell enough for long 

enough, students can start having thoughts of suicide. Has this ever happened to you?") 

Offer to facilitate the connection with Counseling Service (562-5200). 
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The Student Who is Depressed – Continued 

What is not helpful 

Minimizing the student's feelings (i.e., everything will be better tomorrow) 

Bombarding the student with "fix it" solutions or advice. 

Being afraid to ask whether the student is feeling suicidal. 

Ignoring remarks about suicide. 

If you are concerned about a student but are uncertain about the appropriateness of a 

referral, feel free to call the manager of Counseling Service, Donald Martin (ext.6885). 
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The Student Who is Being Disruptive

University students often encounter a great deal of stress during the course of their academic 

experience. Many of these students do not know how or where to get help. In your role as an 

employee of University of Ottawa, you may come into contact with students who are being 

disruptive or behaving aggressively. This information is designed to provide you with 

appropriate, effective, and legally sound principles for dealing with disruptive student behavior. 

The goal is to help you more confidently, fairly, and safely address incidents of disruption in a 

manner which supports the person while discouraging the inappropriate behavior. 

Examples of Disruptive Behavior 

Constant questions or interruptions which interfere with the instructor's presentation or class 

discussions. 

Inappropriate use of e-mail messages or cell phones (in the classroom) 

Inordinate demands for time and attention from professors or university employees. 

Poor personal hygiene (e.g., noticeably offensive body odor) 

Use of profanity, pejorative language, intimidation, etc. 

Being intoxicated during class time or in meetings 

Threats to harm oneself or others 

Verbal/Physical violence (e.g., shoving, grabbing, yelling) 

Note: It is important to remember that even such conditions as physical or psychological 

disabilities are not considered a legitimate excuse for disruptive behavior. 

What you can do to help 

Deal with the disruptive behavior immediately. 

Consider talking with the student in a private area. Preferably with a colleague or your supervisor 

attending the meeting. 

Show support for the student, yet, calmly but firmly inform the student that the behavior is 

disruptive (or threatening) and ask that it has to stop. 

Example: "I can hear how upset you are and how you feel nobody is listening, but you are 

talking too loud right now. I want to help you, but please lower your voice. We can’t continue 

to talk if you threaten me." 

Offer some hope (ex. facilitation of referral to appropriate resources) 

If the disruptive or threatening behavior persists, immediately contact Protection Services (5411) 



95 

The Student Who is Being Disruptive - Continued

What is not Helpful 

Ignoring the behavior. It will likely cause it to increase in intensity. 

Taking the behavior personally. 

Touching the student (may be interpreted by the agitated student as an assault) 

Getting into an argument or shouting match. 

Pressing for explanation of the student’s behavior. 

If you are concerned about a student but are uncertain about the appropriateness of a 

referral, feel free to call the manager of Counseling Service, Donald Martin (ext.6885). 
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Tips for Referring a Student to the Counselling Service

 People in distress are almost always receptive to an expression of genuine interest, caring, and

concern. Speak directly (preferably in private) to the student about the behaviours you've

observed that have caused your concern (e.g., falling grades, drinking too much, crying a lot,

withdrawing from fiends, statements about suicide, etc.). Clearly stating your observations

makes it more difficult for the person to deny that a problem exists and also lets the person

know that you care enough to notice.

 Let the student know what counsellors do: they strive to be good listeners, they seek to

understand things from the student's point of view, and then collaboratively help them figure

out solutions.

 Many people have negative preconceptions about counselling based upon stereotypes. Provide

the student with useful information about counselling:

 Counselling is free and confidential.

 Counsellors are certified and qualified professionals.

 The student may choose to put an end to counselling at any time.

 It is possible to get an appointment easily and quickly (there is no waiting list).

 Assist the student in making an appointment at the Counselling Service. If the student is really

upset, or if you're worried that he or she might riot follow through, suggest that the individual

make an appointment now. Some faculty, staff, and friends have even brought students

directly to the Counselling Service, when that level of support has been necessary.

 Because people often mistakenly see coming to counselling as a sign of weakness, frame the

decision to seek counselling as a mature choice that suggests that the person is not running

away from problems.

 Assure the person that, if an appointment is made with a counsellor and things don't work out,

he or she can ask to meet with a different professional with whom he or she might feel more

comfortable.

 Remember that, except in cases of emergency, the decision whether to accept a referral to

counselling rests with the person. If the student refuses the idea of counselling, it's usually

best not to push.

 Don't try to deceive or trick the person into counselling. Attempting to fool the individual will

only diminish his or her trust in you and in the counselling process. If you have referred a

student to the Counselling Service, additional encouragement is sometimes helpful. The

counselling process is often most difficult at the very beginning, and your encouragement

may help to get the person over this initial hurdle. Please remember that, because of

confidentiality constraints, counsellors cannot talk with you about a student you have referred

without obtaining that student's written permission.

If you are concerned about a student but are uncertain about the appropriateness of a 

referral, feel free to call the manager of Counselling Service, Donald Martin (ext. 6885). 
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