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PREFACE 
This Fa culty H a ndbook contains inform at ion  on  policies, processes, and 
procedures for  the Cen ter  for  English  Language Learn ing at  San  Anton io 
College. This docum en t has been  compiled by the faculty as a discipline-
specific supplement to both the Alamo Colleges District Policies and San Antonio 
College policies. 

The Alamo Colleges Distr ict  Policies  and the San  Anton io College Faculty 
H andbook are included here as links and should be reviewed and referenced by  
all faculty mem bers.  

https://www.alamo.edu/about-us/leadership/board-of-trustees/board-policies/
https://www.alamo.edu/siteassets/sac/about-sac/leadership/administration/college-executive-team/vpas/facultly-handbook-2024-25.pdf
https://www.alamo.edu/siteassets/sac/about-sac/leadership/administration/college-executive-team/vpas/facultly-handbook-2024-25.pdf


 

PROGRAM OVERVIEW 
The Center  for  English  Language Learn ing at  San  Anton io College offers both  credit  
and noncredit  English  classes to help students learn  to read, wr ite, speak, and 
understand Am erican  English for  social, professional, and academ ic purposes.  

 

VISION, MISSION, AND GOALS 
Vis io n   

The vision  of San  Anton io College is to be recogn ized nationally for  student success 
and best  practices. As part  of that  vision , the Center  for  English  language Learn ing 
provides a vibrant learn ing environm ent  for  English  Language Learners (ELLs) to 
prepare for  success in  their  academ ic and/ or  career  choices. 

M is s io n  

The m ission  of the Cen ter  for  English  Language Learn ing is to provide an  
opportun ity for  ELLs to study in  a dynam ic learn ing com munity in  order  to acquire 
essential English  language and cultural adaptation  skills necessary to meet  
academ ic, professional, and personal goals. 

Go a ls  

1. To provide h igh-quality, comprehensive in st ruction  for  ELLs 
2. To prepare ELLs to transit ion  to and be successful in  college-level classes 
3. To develop communicat ion  skills for  ELLs to work in  a diverse global society 

 

ACCREDITATION 
 

San  Anton io College has been  accredited since 1972 and has regional accreditat ion  
from the Souther n  Associa t ion  of Colleges a nd Schools Commission  on  Colleges. 

The Center  for  English  Language Learn ing has nat ional accreditat ion  from  the 
Com mission  on  English La ngua ge Pr ogr a m  Accr edita t ion  (CEA) and must m eet  
standards of good pract ice for  English language professionals and organ izat ions.  

The link to the CEA Standards for  English Language Program s and Inst itut ions is 
provided here. 

https://cea-accredit.org/about-cea/standards


 

PROGRAM STRUCTURE: LEVELS AND COURSES 
 

                    

   Beginning           High Beginning/      Intermediate  Advanced     College Preparation 

Co r e  P r o gr a m :  Le ve ls  1 -4  

The program  is designed for  students to gain  mastery in  each  of the core areas 
(Reading, Writ ing, Gram m ar , and Speaking and Listen ing) before advancing to the 
next  level. Both  academ ic students (credit) and cont inuing educat ion  students 
(noncredit) are en rolled in  Levels 1-4. The course curr iculum  and object ives are the 
sam e, and each  class has a m ix of both  credit  and noncredit  students. 

Co lle ge  P r e p a r a t io n :  E N GA 

The ENGA courses are college preparatory courses. Only credit  students are 
en rolled in  these classes. In  ENGA Com posit ion  and Gram m ar , students learn  to 
wr ite academ ic essays and how to cite sources to avoid plagiar ism. In  ENGA 
Reading and Vocabulary, students learn  skills and st rategies to read and 
understand advanced college-level texts. 

P la ce m e n t  in t o  t h e  P r o gr a m  

All students are required to take the Michigan  English  Language Placem ent  
Test  (MELPT) and respond to a wr it ing prom pt . Full-t im e instructors use 
these two assessm ents to place students in  an  appropr iate level. 

TSI  E xa m  a n d  E N GA 

Students wish ing to cont inue to college should take the Texas Success In it iat ive 
(TSI) exam  towards the end of Level 4. If they score high  enough, they are 
considered “college ready” and can  register  for  college courses. If their  TSI scores 
are not h igh  enough, students should en roll in  ENGA to prepare for  college-level 
reading and writ ing. When  students pass ENGA, they do not need to retake the TSI.  

Level 
1

Reading 1

Writing 1

Grammar 1

Speaking and 
Listening 1

Level 
2

Reading 2

Writing 2 

Grammar 2

Speaking and 
Listening 2

Level 
3

Reading 3

Writing 3

Grammar 3

Speaking and 
Listening 3

Level 
4

Reading 4

Writing 4

Grammar 4

Speaking and 
Listening 4 

ENGA

Reading
and

Vocabulary

Composition
and

Grammar

 



 

PROGRAM LENGTH: SEMESTERS AND SCH EDULE 
Se m e s t e r s  

We offer  courses dur ing fall, spring, and sum m er sem esters. Our program is 
in tensive, and all of our  courses are 8 weeks long. 

In  the fall and spring sem esters, there are 2 differen t  8-week “flex” sem esters.  

In  sum mer, there is on ly one 8-week sem ester , and the course offer ings are more 
limited. 

F a ll  Sp r in g  Su m m e r  

FLEX 1  

(8 weeks) 

FLEX 2  

(8 weeks) 

FLEX 1  

(8 weeks) 

FLEX 2  

(8 weeks) 

    Summ er II 

(8 weeks) 

Full-t im e instructors are not required to teach  sum m er  classes as part  of their  
contract . Adjunct  faculty m ay be offered classes to teach dur ing the sum m er  based 
on  availability. 

Cla s s  Sch e d u le  

Each  class meets twice a week (Mondays & Wednesdays or  Tuesdays & Thursdays). 
We do not offer  classes on  Fridays or  weekends. 

Each  class is 2 hours and 40 m inutes long. We give students a short  break (10-15 
m inutes) in  the m iddle of each class. 

There are m orn ing classes and afternoon classes, with a lunch  break in  between. 

M o n d a y Tu e s d a y W e d n e s d a y Th u r s d a y F r id a y 

8:30 am -
11:10am 

8:30 am -
11:10am 

8:30 am -
11:10am 

8:30 am -
11:10am 

No classes. 

This day is 
used for  
m eet ings, 
professional 
developm ent 
and 
plann ing. 

Lunch Br ea k Lunch Br ea k Lunch Br ea k Lunch Br ea k 

11:45am- 
2:25 pm 

11:45am- 
2:25 pm 

11:45am- 
2:25 pm 

11:45am- 
2:25 pm 



 

GETTING STARTED 
Please see the Sa n  Antonio College Fa culty Ha ndbook, Section  4:  New  Fa culty 
Ba sics for  in form at ion  on  Faculty IDs, Parking, Faculty Workloads, and m ore. 

J OB DESCRIPTION 
Faculty should review the job descr ipt ions for  college-wide teaching expectations: 

Full-t im e faculty J ob Descr ipt ion  

Adjunct-faculty J ob Descr ipt ion   

SUPPORT RESOURCES 
F a cu lt y M e n t o r  

New faculty will be assigned a faculty m ember who will serve as a m en tor  to answer 
quest ions about  the program  and curr iculum  and demonstrate how to com plete the 
adm in ist rat ive tasks listed in  the sem ester  checklist  below. 

Sh a r e d  D r ive  

There is a shared dr ive for  the Center  for  English  Language Learn ing that  has 
inform at ion  on  the curr iculum, textbooks, and how to do adm in istrat ive tasks. This 
can  only be accessed from college com puters. The discipline coordinator  will ensure 
you  have access to these im portan t  resources. 

TECHNOLOGY 
ACE S P o r t a l 

ACES is the Alamo Colleges secure portal that  provides faculty with  access to online 
courses, syllabi, em ail, class rosters, grades, train ing resources, contracts, pay 
inform at ion , and m ore. ACES accounts and usernam es are autom atically generated 
for  all Alamo Colleges em ployees.  

You can  log in to ACES by going to any Alam o Colleges hom epage. Look for  the “Log 
in to ACES” icon . 

• The user na m e will be the fir st  par t  of your Alam o College email (excluding 
the @alamo.edu).  

• The defa ult  pa ssw or d is the fir st  two characters of the last  nam e in  upper 
case followed by your  bir thday in  MMDDYY form .  

If you  need assistance at  any t im e with logging in , contact  IT for  help. The phone 
num bers are provided on  the ACES log in  page and at  the end of th is docum ent. 

 

https://www.alamo.edu/siteassets/sac/about-sac/leadership/administration/college-executive-team/vpas/facultly-handbook-2024-25.pdf#page=14
https://www.alamo.edu/siteassets/sac/about-sac/leadership/administration/college-executive-team/vpas/facultly-handbook-2024-25.pdf#page=14
https://www.alamo.edu/siteassets/sac/about-sac/leadership/administration/college-executive-team/vpas/facultly-handbook-2024-25.pdf#page=16
https://www.alamo.edu/


 

E m a il 

All faculty will be issued an  Alamo College em ail account. Em ail is accessed through 
the ACES portal. Plea se check em a il da ily dur ing the w eek. Importan t  
com municat ions are sen t  through em ail about  adm in ist rat ive tasks, t rain ing 
rem inders, and college and departm ent  in format ion . 

Le a r n in g M a n a ge m e n t  Sys t e m :  Ca n va s  

Alam o Colleges use Canvas as the learn ing m anagem ent  system . Each  sem ester  
assigned courses will appear  in  Canvas, which  is accessed through the ACES portal. 

Faculty should do several things to get  star ted with  Canvas:  

1) Cross list  academ ic (ESLA) and cont inuing education  courses (ESL) in to the 
sam e Canvas shell  

2) Im port  the SAC Layout  in to the course from  the Com mons, and  
3) Add textbook inform at ion  to the hom epage  

After  that , the course can  be personalized. 

In struct ions for  using Canvas are located on  the shared dr ive, and faculty m entors 
will be available to help with  sett ing up Canvas courses. 

Attendance, assignm en ts, grades, and supplem entary resources can  all be posted in  
Canvas. Canvas is an  im portan t  tool for  com municat ing with students so they can  
see their  grades and progress in  the course.  

S im p le  Sylla b u s  

Faculty m embers must  com plete their  syllabi and revise their  curr iculum vitae 
using the Sim ple Syllabus tem plate in  ACES. The syllabus can  then  be uploaded to 
each  Canvas course. The deadline to com plete Sim ple Syllabus is the fir st  day of 
each  flex. It  is recomm ended that  you begin  working on  your  Sim ple Syllabus at  
least  one week before the beginn ing of each flex. 

On  the fir st  day of the semester , faculty mem bers are required to direct  their  
students to the course syllabus on  Canvas. All course syllabi are online and 
accessible via the San  Anton io College website. Please see the SAC Fa culty 
H a ndbook, Section  6 for  detailed inform ation  on  required syllabus and Vitae 
inform at ion .  

 

CLASSROOM MANAGEMENT 
Refer  to the SAC Fa culty H a ndbook, Sections 7-10 for  com plete policies and 
expectat ions for  classroom  m anagem ent. 



 

ATTENDANCE POLICY 
Below is the at tendance policy adapted for  the 8-week flex: 

Students can  be dropped from  a class after  t w o  a b s e n ce s . An  inst ructor  must not  
drop a student un t il they have discussed doing so with  the studen t. Dropping a 
student  can  affect  a student’s financial aid, so drops should be done with care.   

An  instructor  can  give an  absence when a student  misses an  en t ire class, com es late 
to class, or  leaves class early. Inst ructors should m ark a student  absent whether  
their  absence is excused or  unexcused. Excused absences consist  of ju ry duty, 
religious holidays, m ilitary leave, or  illness with a doctor’s note. 

Students who are absent  2 t im es must  meet  with  their  in structor  to m ake a plan  to 
m ake up m issed work and discuss how to move forward in  the class. Failure to m eet  
with their  in structor  can  result  in  being dropped from  the class. 

It  is importan t  that  students communicate regularly with  their  instructors when 
they cannot  at tend class. This can  be by Canvas em ail or  m eeting with an  in structor  
before the m issed class. 

H OMEWORK POLICY 
Students are expected to have 2 hours of hom ework for  each  class m eeting. 
Students should be informed of this expectat ion  dur ing the in it ial class m eet ing. 

 If students know that  they do not  have the t im e to spend on  the class, they should 
speak with  their  in structor  about  dropping the class. 

PLAGIARISM POLICY 
In  addit ion  to the Alam o College’s policy on  plagiar ism, the Center  for  English 
Language Learn ing includes the following in form at ion  for  ESL students, which is 
posted on  all syllabi: 

P la g ia r is m ,  AI ,  a n d  Tr a n s la t o r s  P o licy 

All wr it ten  work must be in  your  own  words. 

Do NOT copy work from  your  classm ates, copy and paste in format ion  from  the 
in ternet , wr ite answers in  your own  language and then  translate it  in to English, or  
use ar t ificial in telligence (AI) apps (such  as Chat GPT, etc.) to com plete your work. 
These act ivit ies are considered to be form s of scholastic dishonesty. 

Scholast ic dishonesty has very ser ious consequences including failing the 
assignment , failing the course, or  being suspended or  expelled from  the college. 

Any suspicion  of subm itted work that  does not represent the student 's own 
language and appears to be the work of ar t ificial in telligence or  produced through 
the excessive use of a t ranslator  or  otherwise appears to be taken  from another  



 

source without  proper  citat ions will result  in  the student  dem onstrat ing writ ten  
proof of knowledge during Student  Hours. 

P la g ia r is m  R e vie w  To o ls  

When  creat ing assignm ents that  students subm it  in  Canvas, in structors can  enable 
the plagiar ism  review tool Tur n it in  to check for  plagiar ism and use of Art ificial 
In telligence.  

To enable Turn it in , do the following: 

• Under  Subm ission  Type, click on  File Uploads. 
• A Plagiar ism  Review Box will pop up. In  the drop-down  m enu, change the 

review from  “None” to “Turn it in .” 

Su gge s t e d  P r o ce s s  fo r  D e a lin g w it h  Su s p e ct e d  P la g ia r is m  

Do not  accept  plagiar ized work from students. If students do plagiar ize, here is a 
suggested procedure to handle it . 

1) First , discuss what plagiar ism is and why th is assignment  is considered 
plagiar ized. Consider  allowing the student  to redo the assignm ent  for  their  
fir st  offense. Record evidence of the plagiar ism  through email or  Canvas.  

2) If the student  plagiar izes again , record evidence of the plagiar ism  through 
em ail or  Canvas and discuss with  student. It  is at  the discretion  of the 
in st ructor  how to penalize the student’s grade. The sever ity of the offense 
should be reflected in  the grade. 

3) If the student  plagiar izes a th ird t ime, they should receive a 0 on  the 
assignment , and the in st ructor  m ay file an  official Aca demic In tegr ity 
Viola tion  Subm ission . Record evidence of the plagiar ism  through em ail or  
Canvas. 

STUDENT COMPLAINTS 
Students with  complain ts should follow the procedure below: 

1. Speak directly with the in structor  fir st . 

2. If the issue cannot  be resolved with the in structor , students may speak to the 
ESL Program Coordinator , Ms. Linda Silva (OC # 130). 

3. Finally, if the issue is st ill not  resolved, students m ay m ake a form al 
com plain t  by filling out  a form (located in  OC # 119 and in  the Student  
H andbook on line) and speak with  the Departm ent  Chair , Ms. Alaina Webb 
(OC # 119). 

SEMESTER CH ECKLIST 
The following checklist  is an  abbreviated list  that  contains impor tan t  tasks that  
should be com pleted before, during, and after  each  flex semester .  



 

BE F OR E  TH E  F LE X 

� Complete all syllabi in  Sim ple Syllabus in  ACES. 
� Set  up Canvas course. 

o Cross-list  the CE and Academ ic Courses in  Canvas. 
o Im port  SAC Course Layout  from  Canvas Com m ons to all courses. 
o Include a picture of your  textbook on  each  Canvas Course hom epage. 
o Copy the html embed code from  your Sim ple Syllabi and paste it  in  

Syllabus in  your  Canvas course (NOT COURSE SYLLABUS). 
� Check your roster  in  ACES and your  roster  in  Canvas and m ake sure they 

m atch . 
� Prin t  ou t ACES rosters from  Summ ary Class List  (both  CE and Academ ic). 
� Check the No-Pass List  and m ake sure that  none of the students on  your  

roster  failed the prerequisite courses. 
� Check that  the bookstore is carrying the correct  textbook for  your class. 
� Get textbooks from book closet  (get  key from  office staff). 
� Set  up any accounts for  your  textbooks’ digital platforms (Townsend Press, 

Spark, etc.). 
� Make sure your  computer  account is act ive (SAC workstat ions). Contact  IT 

for  help if needed. 
� Check Alamo Talen t  in  ACES for  any required t rain ing. 
� Login  to classroom  com puters and check classroom  equipm ent –  request  

IT help as needed. 

D U R I N G TH E  8 -W E E K  F LE X  

1st Day of Class � Take Attendance. 
� Em ail any student who didn’t  at tend your class to see if 

they plan  to at tend. If they do not  plan  to at tend, drop 
the student  from  your class. Use SmartDrop for  
academ ic students or  let  the office know about  any CE 
students. 

� Continue to do th is un til the Census Date (usually the 
1st day of the 2n d week of classes). 

� If students do not respond by the Census Date, drop 
them * 

o *Check with  other  in st ructors. They m ay have the 
sam e students who are at tending their  classes.  

o *If you  try to use Sm ar tDrop, and the studen t is 
on ly registered for  your class, you will not  be able 
to drop them  that  way. You will need to email 
their  advisor  so that  they can  drop the student .  

o If they are CE students, em ail the office for  any 
drops. 

� Make sure students know how to use ACES/  Canvas. 
� Rem ind students to keep ACES usernam e/  password. 



 

Week 3 � Complete the Early Alert  Progress Reports for  all 
academ ic students using the link em ailed to you by dst -
academ icsuccess. 

Weeks 4/ 5 � Enter  in  your  Midterm  Grades in  ACES. 
� Complete Midterm Progress Reports for  all academ ic 

students using the link em ailed to you by dst -
academ icsuccess. 

Weeks 6/ 7 � Prepare your  final exam s and fill out  the SLO form . 
� For  all adjunct faculty: Meet  with  your final exam  

partner  to review your  final exam . 

Week 8 � Final exams are given  dur ing the last  week of the 
scheduled semester  during regular  class hours. 

AF TE R  TH E  F I N AL CLASS 

� Enter  Final Grades in  ACES.  
� Complete eLum en  for  all classes (academ ic students on ly). 
� Send screenshots of final grades and eLum en  to Coordinator  and Chair . 
� Send No-Pass List  and a screen  shot  of class rosters to CEA Coordinators. 
� Complete Final Exam packets and place them  in  the CEA folder  in  the copy 

room. 
� Return  all textbooks to the book room . 
� Send professional development  hours (2 per  sem ester) to CEA 

Coordinators. 
 

TH E NO PASS LIST 
This list  contains all students who have not passed each  class. Students are 
som etim es registered in  the next level of a course even  though they did not  pass the 
course at  the previous level. The No Pa ss List  is a tool that  can  help ident ify these 
students so they can  be placed in  the appropriate level.  

Be fo r e  t h e  Se m e s t e r  

In structors should review the m ost curren t No Pa ss List  pr ior  to the star t  of a new 
class and com pare the nam es on  the list  to their  curren t rosters in  ACES. Any 
student  who is incorrectly placed should be directed to the office to be registered in  
the correct  level. In  addit ion , faculty should take note of students who are repeat ing 
a class. They should m eet  with the student to discuss ways to support  them. 

At  t h e  E n d  o f t h e  Se m e s t e r  

At the end of each sem ester , in structors will send the CEA Coordinator  a list  of 
students who did not pass the class, along with the roster  for  that  class. The CEA 
Coordinator  will update the No Pa ss List  and send it  out  to all in st ructors before 
the next flex begins. 



 

LEVEL CH ANGE REQUESTS 
In  general, students are not  perm itted to skip levels or  change to a differen t  sect ion  
of a course. In  rare or  except ional circum stances, the following procedures should 
be followed. 

S t u d e n t  R e q u e s t s  

If a student  quest ions her/ h is placem ent  score or  wishes to skip a level, she/ he 
m ust  complete a Student  Request  to Cha nge Pla cement  or  Level form (available in  
OC 119). Staff will help the student com plete the form . An experienced fu ll-t im e 
faculty m em ber  will review the student’s score on  the MELPT as well as the 
student’s response to the wr it ing prom pt.  

F a cu lt y R e q u e s t s  

Experienced full-t im e faculty who wish  to have one of her / h is students skip a 
course/  level, based on  direct  evidence of super ior  proficiency, m ay do so by 
com plet ing the Pr ofessor  Recomm ends New  Level or  Cour se form . 

STUDENT HOURS 
Distr ict  policy requires that  full-t im e faculty m em bers m ain tain  a posted m inimum 
of 10 office hours each  week dur ing the fall and spr ing sem esters for  a full-t im e 
load. Dur ing sum m er  sessions, faculty members must schedule a m in imum  of two 
office hours per  week for  each  class taught.  

While there is no office hour  requirement  for  adjunct  faculty members, they should 
plan  to be available to students im m ediately pr ior  to class and im m ediately after  
class, whenever  possible. 

CURRICULUM 
STUDENT LEARNING OUTCOMES 
The student learn ing outcom es (SLOs) form  the basis of in struct ion  and 
assessm ent.  

1. Use the SLOs to guide you in  select ing the textbook content  covered in  class. 
2. Each SLO must  be form ally assessed. 
3. The final exam should assess each  of the SLOs for  the class. Speaking and 

Listen ing courses are the except ion . 
4. San  Anton io College tracks students’ perform ance on  SLOs. This is 

accomplished in  the platform eLumen. Instructors must  upload students’ 
perform ance on  each  SLO at  the end of the sem ester  after  post ing final 
grades. Your  faculty m entor  will assist  you with  th is process. 

 The com plete m aster  list  of SLOs can  be found on  the shared drive. 



 

Each course’s Simple Syllabus template is prepopulated with  the course SLOs; 
however, these should be checked against  the m aster  list . If there are discrepancies, 
m ake a note in  the syllabus and inform the ESL Coordinator . 

GRADING 
Classes at  the Center  for  English Language Learn ing have both  academ ic (ESLA) 
and cont inuing educat ion  (ESL) students en rolled in  the sam e class. The 
curr iculum  is the same for  both types of students.  

• Aca dem ic studen ts can  receive a grade of A, B, C, or  IP (In  Progress). 
• Continuing Educa tion  students can  receive a grade of A, B, C, or  NR. 

Grades of IP or  NR are not  passing grades and require students to retake the 
course. These grades do not  affect  students’ GPAs. Give these grades if the students 
at tended class regularly and attempted at  all the assignments, but  they did not 
receive a passing grade. 

Grades of Ds or  Fs are generally not  given  in  th is program. Instructors m ay give an  
F if a student  plagiar ized or  if a student cam e to class but never  tu rned in  
assignments. 

In structors should only give an  “I” (Incomplete) if they have already m ade a plan  
with the student to com plete their  missing assignments after  the class ends. A 
writ ten  con tract  and agreem ent  must  be signed by the inst ructor  and student . 

M id t e r m  a n d  F in a l Gr a d e s  

Instructors must  en ter  grades in  ACES at  the m idterm  (Week 4) and at  the end of 
the sem ester  (Week 8). 

In structors are not  required to have a midterm  exam. However, in st ructors should 
ensure that  a var iety of assignm ents, including assessm ents, have been  conducted 
pr ior  to the 4th week to ensure that  students have received a sufficien t  am ount  of 
feedback on  their  progress in  the course. 

P o s t in g  Gr a d e s  

Official grades are en tered in  ACES. The grades in  Canvas are not  official. 

Impor ta n t Note: Grades for  academic students and cont inuing educat ion  students 
are posted in  differen t  sect ions. Please ensure that  you  post  grades for  both  sets of 
students. See your  men tor  or  another  faculty m em ber  for  assistance. 

AT-RISK STUDENTS 
D e fin it io n  

An  at -r isk studen t is one who has either  failed the sam e course 2 t im es or  failed 
m ult iple courses in  a part icular  level. 



 

P r o ce d u r e  fo r  M e n t o r in g  At -R is k  S t u d e n t s  

Students who are at -r isk will be h ighlighted on  the No Pa ss List . Inst ructors should 
review this list  pr ior  to the star t  of a new course and ident ify any students who m ay 
be registered in  their  course. 

1 . For  students repeat ing a class for  the first  t im e, the new instructor  should 
m eet  with the student dur ing the fir st  week to discuss st rategies to help them  
pass the class for  the second t im e. 

2. If a student fails two differen t  classes in  the same sem ester , a meeting with 
their  advisor  will be ar ranged to go over  financial aid  and strategies. 

3 . If a student fails th ree or  more classes in  a sem ester , that  student  will m eet 
with a program representat ive to discuss strategies and how to best  move 
forward in  the program . 

ASSESSMENT 
Assessm ents must  align  with  course SLOs.  

If it  is an  adjunct  faculty m em ber’s fir st  t ime teaching a course, they must  adhere to 
a full-t im e faculty’s syllabus schedule for  assessm ents. This is to ensure that  
m ult iple m easures are used to assess studen t progress. It  is importan t  to check in  
weekly with  your  faculty m entor  to discuss class progress. 

There must  be at  least  one assessm ent before the midterm  poin t  in  a flex.  

F in a l  E xa m s  

Final exams are 40% of the student’s total grade. Final exam s are usually scheduled 
for  the final day of a flex. Students must be present for  the final exam . If students 
cannot  at tend the final exam, they must  plan  with their  in st ructor  prior  to the last  
week of the flex. 

Ad ju n c t  F a cu lt y F in a l E xa m s  

Adjunct  faculty are required to create a final exam  designed to meet the Student  
Learn ing Outcom es (SLOs) for  the course of in st ruction . Once the final exam  is 
created, the adjunct  faculty m em ber  is to 1) complete an  SLO form  ident ifying the 
locat ion  of the SLOs in  the exam, and 2) give the exam  and completed SLO form  to 
a predeterm ined full-t im e faculty m em ber. The full-t im e faculty m ember will assess 
the exam  to ensure it  is appropr iately addressing all SLOs.  

If approved, the fu ll-t im e faculty m em ber  will sign  off on  the final exam  for  
adm in ist rat ion . The final exam  cannot be adm in ist rated without  the full-t im e 
faculty m em ber’s approval. 



 

TEXTBOOKS 
FACULTY TEXTBOOKS 
The College provides faculty with  in struct ional textbooks that  have been  selected 
for  in struct ional use. The textbooks are stored in  the book room  located in  the 
com puter  lab in  OC120. You will need to request  the key to the bookroom from  the 
staff in  OC119. These are shared m ater ials, so refrain  from writ ing in  the textbooks. 
Return  the textbooks to the book room  at  the end of each  flex. 

Textbook orders are requested through the faculty Textbook Adoption  Lead 
according to established t imelines for  specific sem esters. Inform at ion  regarding 
textbook orders, desk copies, support  m aterials and policies on  preview and 
select ion  m ay be obtained from  the Textbook Adoption  Lead and/ or  the Discipline 
Coordinator .  

STUDENT TEXTBOOKS 
Students in  your  classes will often  need your  guidance about  textbooks. It  is 
im portan t  for  you to understand the process for  obtain ing textbooks. 

• Aca dem ic studen ts are eligible to ren t  textbooks free through the 
Alam oBooks+ program. You can direct students to orientation video on our 
website that explains the process. After following the steps in the process, credit 
students can pick up their textbooks at the San Antonio College bookstore. 

• Continuing Educa tion students are not eligible for this program and must 
purchase textbooks. 

Please ensure that  textbook in form at ion  is displayed on  your  Canvas Hom e Page to 
assist  students with obtain ing the correct  textbook m ater ials. 

FACILITIES, EQUIPMENT, AND SUPPLIES 
CLASSROOMS 
The classroom s are located in  the Oppenheim er  Academ ic Building on  the first  and 
second floors. Each faculty m em ber  will be issued a key to access the classroom . 
Several classroom s have a keypad en try; the code can  be obtained from  the office 
staff in  OC119. 

Classroom s are equipped with a computer  stat ion , projector  and screen , 
whiteboards, and a storage cabinet  that  can  be accessed with  the room  key. 

In structors will need to log in to the com puters using their  usernam e and SAC 
com puter  password (th is is differen t  from the ACES password; the discipline 
coordinator  will assist  new instructors in  sett ing th is up). If you  forget  or  do not  
have a password, there is a general log in  on  the com puter  screen .  

https://www.alamo.edu/experience-the-alamo-colleges/current-students/alamo-books/


 

Please leave the room in  good order  for  the next  teacher . 

• Log out of the computer  and turn  off the projector . 
• Erase whiteboards. 
• Throw away any dr ied whiteboard markers. 
• Lock the door  when  you leave. 

COMPUTER LABS AND RESERVATIONS 
Computer  labs are located in  the Oppenheim er  Academ ic Building on  the first  floor  
in  OC 120 and OC 105. 

To reserve a computer  lab for  your class, sign  up in  the binder  in  OC119 in  the 
Academ ic Un it  Advisor’s office. As lab space is lim ited, it  m ight be necessary to 
share lab space with another  teacher . Please coordinate with  the other  teacher  to 
determine logist ics. 

H eadphones for  students are available in  the office in  OC119. 

Students will need to log in to the com puters using the log in  inform at ion  on  the 
com puter  screens. As the log in  inform ation  is case sensit ive, it  is im portan t  to 
m onitor  and assist  students with  their  log in .  

Impor ta n t  Note:  If a student  tr ies to log in  3 t im es incorrect ly, ALL the computers 
will be locked and IT will need to be contacted. Please inform  students that  if they 
m ake a m istake, to raise their  hand for  assistance to prevent  th is from  happen ing. 

SUPPLIES, COPY MACHINE, AND MAIL 
Supplies, m ailboxes, and the copy m achine are all located in  OC 123. You need your  
classroom  key to access th is room. 

Su p p lie s  

White board markers, erasers, pens, pencils, paper  and other  basic office supplies 
are located in  the cabinets. If you need binders, folders, or  other  item s, speak with 
the staff in  OC 119. There m ay be addit ional supplies in  the book room.  

Unusual supplies or  large purchases must  be requested through and approved by 
the Departm ent  Chair . Alam o Colleges purchasing policies do not provide for  
reimbursem ent  on  purchases m ade by em ployees, except from  specific, authorized 
vendors with pr ior  approval for  the em ployee to m ake the purchase. 

Co p y M a ch in e  

The copy m achine is accessed using your  SAC ID card. The copy m achine is able to 
scan  documents if you  need an  electronic version .  

You can  also pr in t  directly from your  computer  stat ion  to the copy machine. If you 
need help sett ing up your  com puter  so that  it  pr in ts, please contact  IT. 



 

M a ilb o xe s  

Each  faculty m em ber  will be given  a m ailbox in  OC 123. Please check the m ailbox 
weekly. 

O ffice  Sp a ce  

The Adjunct  faculty office is located in  OC 117. Full-t ime faculty have individual 
offices. 

FACULTY ABSENCE PROCEDURES 
In  the case of unplanned or  last -m inute absences from class, please do the 
following: 

1. Contact  the Discipline Coordinator  to comm unicate absence. 
2. Contact  office staff in  OC 119 so they can  post  a class cancellat ion  not ice. 
3. Contact  students th rough em ail and Canvas announcem ents. 

a. Notify them  of the class cancellat ion .  
b. Provide in struct ions for  com plet ing assignm ents. 

Faculty m embers must  complete and submit  the appropr iate Request  for  Lea ve 
For m  to their  Chair  for  approval. Form s for  requesting leave and for  subst itute 
teacher  paym ent  can  be located on  the shared dr ive. Refer  to the SAC Fa culty 
H a ndbook for  detailed inform at ion  about faculty absences and leave policies. 

PERFORMANCE EVALUATIONS 
Perform ance Evaluat ions are performed year ly for  both  Full-t ime Faculty and 
Adjunct Faculty. Please see the SAC Fa culty H a ndbook, Section  14:  Fa culty 
Eva lua tion  for  more in form at ion . 

Cla s s r o o m  Ob s e r va t io n s  

A standard evaluat ion  form  is used for  all evaluat ions and is posted on  the shared 
dr ive.  In structors are evaluated using a 0-5 scale in  the following categories: 

1. Mastery of subject  m atter  
2. Preparat ion  
3. Presentat ion  of m aterial 
4. Responses to student quest ions 
5. In teract ions with  students 
6. Classroom  part icipat ion  
7. Organ izat ion  of subject  m atter  
8. Clar ity of assignm ents 

Upon com plet ion  of the evaluat ion , the faculty member  will m eet  observer  and 
debr ief. Copies will be given  to the faculty m ember and the original signed 



 

docum ent  will be given  to the Departm ent Chair  for  inclusion  in to their  personnel 
file. Should the faculty m em ber  disagree with the evaluat ion , a second evaluat ion  
with a differen t  faculty m em ber  can  be requested. 

F u ll-Tim e  F a cu lt y E va lu a t io n s  

Full-t im e faculty must  complete their  Sm art  Path evaluat ion  every fall sem ester . It  
is a comprehensive perform ance evaluat ion . After  5 years of teaching, full-t im e 
faculty m ay request  to subm it their  evaluations biannually.  

PROFESSIONAL DEVELOPMENT 
All adjunct faculty should part icipate in  at  least  2 hours of faculty developm ent  
each  sem ester . The faculty developm ent  should be focused on  teaching or  the field  
of teaching English  as a second language. 

A var iety of professional development  train ings are offered by the college through 
Alam o Talen t  in  ACES.  

Full-t im e faculty are expected to part icipate in  at  least  3 professional developm ent  
program s each year . In  addit ion , full-t im e faculty are encouraged to m ain tain  
m embersh ip in  a professional organ izat ion . 

STUDENT RESOURCES 
ORIENTATION 
New students m ay need assistance learn ing to use ACES and Canvas. A var iety of 
videos are posted on  our  website to help students with  m any importan t  tasks. 
Please refer  them to the website for  addit ional support . 

STUDENT HANDBOOK 
The Center  for  English  Language Learn ing also publishes a Student  H a ndbook on  
the website. It  contains im portan t  in form at ion  on  policies, procedures, and 
resources for  the students. 

INTERNATIONAL STUDENTS  
F-1 visa students registered in  classes receive assistance and specialized advisem ent 
at  the office for  In ternational Students Services (ISS), pertain ing to all issues about  
m ain tain ing their  F-1 visas. The office is in  the Oppenheimer Academ ic Center  220.  

CAMPUS RESOURCES  
There is a Campus Resources PowerPoin t  that  should be added to each  Canvas 
course. Dur ing the first  week of classes, in st ructors should direct  students to the 
locat ion  of the PowerPoin t . 

https://www.alamo.edu/sac/academics/academic-resources/center-for-english-language-learning/esl-resources/
https://www.alamo.edu/sac/academics/academic-resources/center-for-english-language-learning/esl-resources/
https://www.alamo.edu/sac/about-sac/college-offices/international-students/
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CONTACT INFORMATION 
D e p a r t m e n t  o f La n gu a ge s  a n d  P h ilo s o p h y S t a ff 

Depa r tm ent  Cha ir  

Alaina Webb     

210.486.1726     OC 119    awebb54@alamo.edu 

Aca dem ic Unit  Assista n t  

Maricela Ramon     

210.486-1721        OC 119       mramon@alamo.edu 

Senior  Specia list  –   
Student  Success 

Rosa Robles-Polk   

210.486-0119        OC 119      rrobles25@alamo.edu 

Administr a t ive Assistant 

Sahereh  Sobi           

210.486-0965       OC 119  snaarizadahsob@alamo.edu 

Wor k Study Sta ff 

J od Senan       

Evelyn  Cruz 

Sam ira Cisneros         

210.486-0965       OC 119 

jsenan@alamo.edu                           

ecruz198@alamo.edu 

scisneros55@alamo.edu 

F u ll-t im e  F a cu lt y 

Discipline Coor dina tor /  
ENGA Coor dina tor  

Linda Silva           

210.486.1715      OC 130     lsilva@alam o.edu 

Textbook Lea d 

J erem y Polk          

210.486-1717         OC 131      jpolk11@alamo.edu 

CEA Coor dina tor  

Kelsey Evans       

210.486-1730          OC 124     kevans69@alam o.edu 

CEA Coor dina tor  

Kerr ie Sm ith            

210.486-0979         OC 122       ksmith477@alamo.edu 

mailto:awebb54@alamo.edu
mailto:mramon@alamo.edu
mailto:rrobles25@alamo.edu
mailto:snaarizadahsob@alamo.edu
mailto:jsenan@alamo.edu
mailto:ecruz198@alamo.edu
mailto:scisneros55@alamo.edu
mailto:lsilva@alamo.edu
mailto:kevans69@alamo.edu
mailto:ksmith477@alamo.edu


 

Ad ju n c t  F a cu lt y 

Visit ing Lectur er  

Melissa Pum ayugra 

210.486-0980     OC 132   m pum ayugra@alam o.edu 

Visit ing Lectur er  

J inah  Carlile 

210.486-1724      OC 127   jcar lile9@alamo.edu 

G. Salvador Gut ierrez 210.486-1287     OC 134   ggut ier rez@alamo.edu 

Dr. Sharla J ones OC 126    sjones@alam o.edu 

Nancy (Ruth ie) Ford OC 138    n ford11@alam o.edu 

H eeJ ae Chung OC 117      hchung8@alam o.edu 

Uzzielita (Lindy) Bell OC 117      uvega-hernandez@alamo.edu 

Azalia (Sally) Gaytan -Baker OC 117      agaytan -baker@alam o.edu 

Einas Albadawi OC 117      ealbadawi@alamo.edu 

Zena Al J ubour i OC 117      zaljubouri@alamo.edu 

Barbara Sage OC 117      bsage1@alam o.edu 

Bruna daSilva-Schm itt  OC 117      bdasilva-schm itt@alamo.edu 

Lubna Stevens OC 117      lstevens43@alamo.edu 

 

  



 

H e lp fu l  Co n t a ct  I n fo r m a t io n   

Cam pus Police-Em ergency 210.485.0911 

Cam pus Police-Non-em ergency 210.486.0099 

IT Support -Dist r ict  210.485.0555 

IT Support -San  Anton io College 210.486.0777 

Instruct ional Innovation -SAC 210.486.0712                          

sac-iic@alamo.edu 

Facilit ies 210.486.1235 

Main tenance Logist ics 210.486.0870 

Dean for  Academic Success 

Dr. J onathan  Lee 

210.486.1097      

jlee@alam o.edu 

In ternat ional Student Office 

Patr ice Ballard 

210.486.1720 

pballard4@alamo.edu 

Em powerm ent  Center  210.486.0455 

Adm issions and Records 210.486.0700 

Financial Aid 210.486.0200 

Assessm ent  and Test ing 210.486.0444 

Hum an  Resources 

J offre Miller  

210.486.0104 

jmiller98@alamo.edu 

SAC Benefits Coordinator  

Dianne Valdez 

210.485.0298 

dvaldez220@alam o.edu 

Payroll 210.485.0370 

mailto:sac-iic@alamo.edu
mailto:jlee@alamo.edu
mailto:pballard4@alamo.edu
mailto:jmiller98@alamo.edu
mailto:dvaldez220@alamo.edu
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