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Teachers College, Henderson Adjunct Faculty: 

 

Thank you for agreeing to teach or serve as a university supervisor for Teachers College, Henderson State 

University.  You are an integral part of our educator preparation team as we attempt to develop highly effective 

teachers, leaders, and other professionals for our P-12 schools.   

 

Whether this is your first time to serve as an adjunct faculty member for Teachers College or whether you have 

served many times, it is essential that we keep you well informed.  I hope that this handbook provides you a 

quick and easy reference to information that you need to know.   

 

Please let me know if you need additional information or if I can help you in any way to ensure that your 

experience at Henderson State University is a rewarding one. 

 

Sincerely, 

 

 

 

Judy A. Harrison, Ed. D. 

Dean, Teachers College 

Henderson State University 

Education Center, Room 211 

HSU Box 7820 

Arkadelphia, AR 71999-0001 

Phone: 870-230-5367 

Fax: 870-230-5455 

harrisj@hsu.edu 

  

mailto:harrisj@hsu.edu


I. IMPORTANT CONTACT INFORMATION 

 

Associate Dean/Licensure Officer:  Dr. Kenneth Taylor, taylorke@hsu.edu, Ext. 5358 

      Ms. Karen Hollis, Assistant, hollisk@hsu.edu, Ext. 5358 

 

Assistant to the Dean:    Ms. Dusty Schmid, schmidd@hsu.edu, Ext. 5367 

   

Departments/Programs: 

 

 Advanced Instructional Studies:  Dr. Gary Smithey, Chair, smitheg@hsu.edu 

      Ms. Deidre Morris, Assistant, morrisd@hsu.edu, Ext. 5335 

 

 Counselor Education:   Dr. Blair Olson, Chair, olsonb@hsu.edu 

      Ms. Kristie Browning, Assistant, brownik@hsu.edu, Ext. 5349 

  

 Curriculum and Instruction:  Ms. Celya Taylor, Interim Chair, taylorc@hsu.edu  

      Ms. Deidre Morris, Assistant, morrisd@hsu.edu, Ext. 5335 

 

 Educational Leadership:   Dr. Sheldon Buxton, Chair, buxtons@hsu.edu  

      Ms. Charlette Beasley, Assistant, beaslec@hsu.edu, Ext.  

 

 Family and Consumer Sciences:  Dr. Patti Miley, Chair, mileyp@hsu.edu 

      Assistant, Ext. 5262 

 

 Health, PE, Recreation,  Ath. Training: Dr. Lynn Stanley, Chair, stanlel@hsu.edu 

      Ms. Debbie Buck, Assistant, buckd@hsu.edu, Ext. 5159 

 

Graduate School:    Dr. Marck Beggs, Dean, beggsm@hsu.edu, Ext. 5126 

      Ms. Yvette Bragg, Assistant, braggy@hsu.edu, Ext.5126 

 

Human Resources:    Ms. Kathy Taylor, Director, taylork@hsu.edu, Ext. 5013 

 

Instructional Technology &  

MultiMedia Learning Center:   Ms. Jennifer Holbrook, Director,  holbroj@hsu.edu, Ext. 5284 

 Online Learning:   Mr. George Finkle, Coordinator, finkleg@hsu.edu, Ext. 5513 

      www.hsu.edu/elearning  

 

Center for Student Success and Transition Ms. Pam Ligon, Associate Dean, ligonp@hsu.edu, Ext. 5095 

 

Registrar:     Mr. Tom Gattin, gattint@hsu.edu, Ext. 5135 

 

University Police:    Ext. 5098, Emergency, Ext. 5911 
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II. IMPORTANT DATES: 

 

FALL 2009  
Fall Faculty Conference .................................................................................................................August 20, 21  
Orientation & Registration ............................................................................................................August 24, 25  
Classes Begin (including night classes) ................................................................................................ August 26  
Last Day to Register or Add a Course ..........................................................................................................August 28  
No classes (Offices open) Labor Day ..................................................................................................... September 7  
Last Day to Drop a Class with a W.......................................................................................................... October 30  
Thanksgiving Holidays ................................................................................................................... November 25 - 27  
Last Day to Withdraw (Class or School).................................................................................................. December 4  
Final Exams .................................................................................................................................... December 14 - 17  
Commencement ................................................................................................................................. December 18 

 

FALL SEMESTER 2009  
FINAL EXAMINATION SCHEDULE  
Restricted Days are December 10 and 11. No tests or activities are to be scheduled on these days. Exams are 

to be taken on designated days and at designated times. Final exams will be given in all classes. 
 
Exam times: All classes meeting:  
 
Monday, December 14  
8:00-10:00 a.m.:   MWF 8:00 a.m.  
10:00-12:00 noon:   MWF 10:00 a.m.  
1:00-3:00 p.m.:    MWF 1:00 p.m.  
3:00-5:00 p.m.:    MWF 3:00 p.m. and all sections of Principles of Accounting  
 
Tuesday, December 15  
8:00-10:00 a.m.:   TR 8:00 a.m.  
10:00-12:00 noon:   TR 11:00 a.m.  
1:00-3:00 p.m.:    TR 1:30 p.m.  
3:00-5:00 p.m.:    All sections of College Algebra, Mathematics for Liberal Arts, and  
     Intermediate Algebra  
 
Wednesday, December 16  
8:00-10:00 a.m.:   MWF 9:00 a.m.  
10:00-12:00 noon:   MWF 11:00 a.m.  
1:00-3:00 p.m.:    MWF 12:00 noon  
3:00-5:00 p.m.:    MWF 2:00 p.m.  
 
Thursday, December 17  
8:00-10:00 a.m.:   No Tests Scheduled 
10:00-12:00 noon:   TR 9:30 a.m.  
1:00-3:00 p.m.:    TR 3:00 p.m.  

 

Instructors and students meeting at 7:00 a.m. will arrange final exam times. Final exams for evening 

classes will be administered during the time scheduled for class meetings during the week of December 

14-17.  Final grades are to be reported within 48 hours after the exam is given.  

 

 



III.   EMPLOYMENT INFORMATION 

 

 A.   Submit your vita and official college transcript(s). The office of your department chair should 

have a copy of your vita and your college transcripts.  Your department chair will submit an application for 

approval to the Teacher Education Council if you are teaching or supervising at the undergraduate level or to the 

Graduate Council if you are teaching at the graduate level.  (See Appendix A – Faculty Appointment Form.) 

 

 B.  Complete and sign appropriate forms.  You and your department chair will complete the 

“Authorization to Pay Adjuncts” form (Appendix B).   It is important that all information (including salary) on the 

contract be correct before you sign it.  The department chair will collect all necessary signatures and the form 

will finally be routed to the Office of Human Resources. 

 

 C. Complete paperwork for the Office of Human Resources, Womack 209.  If you have never 

taught courses or supervised students for Henderson State University, your department chair will notify you to 

go to The Office of Human Resources.  The Office will assist you in completing the appropriate paperwork for 

payment and withholdings.  You will need to provide a copy of your driver’s license and Social Security card.  

 

IV. COURSE PREPARATION 

 

 A. Develop or adapt a course syllabus.   If the course that you will be teaching has been taught 

before or is currently being taught by other faculty, the Department should provide you a copy of the course 

syllabus.   Depending upon the needs of the department or the nature of the curriculum, you may be able to 

revise the syllabus.  However, you should seek approval from your department chair.  It is possible that you will 

be asked to develop a course syllabus.  If that is the case, it is important that the following components be 

included:  1) Course number and name; 2) Faculty contact information; 3) Office hours; 4) Text and 

supplemental materials; 5) Course purpose and goals; 6) University mission; 7) Teachers College Mission; 

8)Appropriate knowledge bases (Professional Association Standards, Arkansas Teacher Licensure Standards, 

Pathwise, NETS, etc.); 9) Course Outline; 10) Major assignments/assessments; 11) Grading Scale; 12)Attendance 

Policy; 13) Disability Policy; 14) References.  (See Appendix C  -- Sample Course Syllabus.)  

 

 B. Use technology (or not).  Because the Teachers College Educator Preparation Program is 

committed to meeting the National Education Technology Standards for Students, Teachers, and Administrators 

and because preparing our candidates with 21st Century knowledge and skills is clearly indicated in our mission, 

we trust that technology will be an integral part of any course that you teach.  However, whether or not you use 

technology as a delivery or enhancement tool is your decision.  Henderson State University provides ANGEL, a 

web-based course management and collaboration portal, and WIMBA, a dynamic 21st Century virtual learning 

system that will allow simultaneous visual interaction among instructors, students, and peers.  The systems can 

be used together or separately to deliver or enhance courses.  It is important, however, that you inform your 

department chair whether or not you will be using either system.  Media Services provides excellent training and 

support for both systems.  More information regarding online learning can be found at www.hsu.edu/elearning. 

 

 

http://www.hsu.edu/elearning


Media stations are available in most classrooms.  However, if you have been assigned a classroom without a 

media station or, if you need equipment or hardware that is not readily available, please notify the department 

secretary.  We will make every attempt to accommodate your needs. 

 

 C. Include expected dispositions and professional habits.  Teachers College candidates should be 

aware of the professional dispositions and behaviors expected in the Educator Preparation Program.  We expect 

candidates to demonstrate that they care for students and their families, have a sense of efficacy, are fair in 

their treatment of students, are sensitive to diversity, are reflective about their practices, and exhibit 

professionalism.   Please indicate in your course syllabus how your course goals are aligned with one or more of 

these dispositions.  Also, it would be helpful if you reminded your candidates of these dispositions when 

appropriate.  (See Appendix D – Dispositions.) 

 

V. MANAGING YOUR COURSE: 

 

 A. Check your course rosters regularly on Reddie Connect.  The Arkansas Department of Higher 

Education requires all institutions to submit a census report by the end of the eleventh day of class each 

semester.  In order to collect the data and submit it on time, faculty must take attendance every day the first 

nine days of class.  Students who have never attended class must be reported to the Registrar’s Office .  This 

requires faculty to print a new roster each day through the designated registration period (first five days) as the 

rosters can change on a daily basis.  Students who came the first day or two but did not return on consecutive 

class days should also be reported. Faculty who teach online courses must check the daily participation of 

students.  Students who have not checked in or participated by the ninth day must be reported to the 

Registrar’s Office. 

 

 B. Communicate your expectations concerning class attendance.   Although Henderson does not 

have an official attendance policy, it is important that you keep accurate records of attendance.  Attending class 

regularly and on time is a professional behavior expected of Teachers College, Henderson candidates.   

Attendance expectations and consequences should be clearly stated in your course syllabus.  Retention of 

candidates is important.  If you have a candidate who has missed excessively, please inform the Center for 

Student Success and Transition.   

 

 C. Assess your candidates’ performance and give them feedback.  Your course goals and student 

performances should be aligned with state, national, and institutional standards, including dispositions.  

Consequently, it is important that assessments are true indicators of candidate success in meeting these 

standards.  Assessments do not always have to be tests or assigned projects; some assessments may be informal 

observation or discussion.  However, key assessments should be clearly communicated and recorded.  

Candidates expect to receive feedback about their performance as soon as possible after an assessment.   

 

 D. Communicate your grading scale.  Henderson State University awards grades of A, B, C, D, and 

F.  Although there is not a required scale, many faculty use A = 90 – 100, B = 80 – 89, C = 70 – 79, D = 60 – 69, F = 

59 and below.  You should ensure that your scale is clear to your students at the beginning of the course.  All 

faculty are expected to keep records of students’ work in a course.  Anything that is used to determine grades 

needs to be reflected in written form through a standard grade book or other printed document.  Should a 

student file a grievance about a grade received, it will be the responsibility of the faculty member to show 



evidence that the grade received is the grade earned.  These records should be kept at least one year. Students 

have an opportunity to request consideration for a grade change up to 60 days into the fall or spring semester 

for the previous semester’s work—fall or summer courses.  Please leave a copy of your grade records with the 

appropriate department chair. 

 

The grade of “I” (incomplete) is to be used only when students have attempted to complete the work but, due 

to unforeseen circumstances, are unable to complete the semester.  This grade is NOT to be used to “save” 

students from failing if the students have not been responsible during the course of the semester.  Likewise, 

awarding extra credit for the purpose of raising low grades is discouraged because being personally responsible 

is an expected professional disposition. 

 

 E. Keep student information confidential.  Because of the Family Educational Right to Privacy Act 

(FERPA), faculty members must be careful about the kind of information shared with family/guardians of any 

given student.  In general, institutions must have written permission from students in order to release any 

information from their educational records.  Institutions may disclose directory information without consent 

though it is advised that the students be notified when information is disclosed. 

 

Information about candidates or candidate performance or behavior can be shared with other faculty or HSU 

staff for professional purposes only. 

 

 F. Be reasonably accessible to your students.  Communicate to your students when you will be in 

your office.  It is important that they know appropriate times to call or visit with your concerning their courses.  

Typically, an adjunct faculty member will have an office hour immediately before and/or after each class 

meeting.   

 

 G. Cover your classes.   Faculty members who plan to attend off-campus conferences, workshops, 

etc., must obtain prior approval from their department chairs.  A travel request form should be submitted at 

least a week in advance and, if the university has agreed to pay for all/part of the expenses, a TR-1 form must be 

submitted along with receipts immediately upon return.  Classes should be covered in some fashion during your 

absence (by another faculty, through outside assignments, on-line work, research, etc.).   

 

Should you become ill or should an emergency occur that would prevent your meeting a class, please notify the 

department chair immediately, so that appropriate measures can be taken for your students.   

 

 H. Report grades.  At the mid-semester point, you will be asked to report grades for all freshmen 

and for anyone making below a “C.”  Immediately following finals, you will be asked to submit final grades.  

These grades must be entered in a timely manner, and you may enter grades using Reddie Connect.  If you need 

assistance, contact your department secretary.    

 

VI. EVALUATION OF ADJUNCT FACULTY: 

 

The National Council for the Accreditation of Teacher Education (NCATE) requires that schools and colleges of 

education conduct regular evaluations of faculty and instruction.  Also, Teachers College believes that it is 

important that all students have an opportunity to evaluate instruction in every course.  The purpose of faculty 



evaluation is not intended to be punitive – it is to encourage professional growth and development.  Evaluation 

of adjunct faculty is two-fold:  student evaluation of instruction and evaluation by the department chair.  

 

 A. Student evaluation of instruction. Toward the end of each semester, your students will be 

asked to complete an online evaluation of your course.  Upon completion of the semester and after final grades 

have been issued, your department chair will receive a copy of your student evaluations of instruction, and he or 

she will forward them to you for your review.    

 B.   Evaluation by the Department Chair:  At the end of the spring semester, your department chair 

will notify you by e-mail that it is time to submit your yearly self-evaluation.  The e-mail will include the Adjunct 

Faculty Annual Self-Evaluation form. At the end of the semester, but before June 1, you will need to do the 

following: 

 

 1. Review your course evaluations from the fall and/or spring semesters.  

 2. Write a brief reflective self-evaluation of your teaching performance.  The evaluation 

   will include a description of how your course has been successful and a set of goals for 

    the course during the upcoming academic year.   

 3. Submit your self-evaluation to your department chair by e-mail. 

 

The chair will provide you with an e-mail response.  The chair may indicate (1) that your self-evaluation is 

accepted as is, (2) that some modifications to the goals are warranted, or (3) that you and the department 

chair should visit in person.   

 

VII. CAMPUS ACCOMMODATIONS: 

 

 A. Office.  You will be assigned office space, including phone and computer access.  However, you 

will be sharing the space with other adjunct faculty members.   

 

 B. Faculty ID.  Upon completion of your paperwork with the Office of Human Resources, you will 

have a photo ID made.  This ID will give you access to some card entry rooms and buildings, the library, and 

other campus events such as athletics, plays, and concerts.  You may also benefit from a 10 percent discount in 

the bookstore. 

 

 C.   Mail.  Adjunct faculty in the Education Center will have a mailbox in the central work area.  

Adjunct faculty in other buildings should contact the department secretary about receiving mail. 

 

 D.  Phone/e-mail:  Each full-time faculty member will be given a phone line and an e-mail account.  

If replacing a position, the phone number will usually be that of the former faculty member but you should 

check with Computer Services to make sure.  If a new office/location, a new line may have to be added.  E-mail 

accounts will also be provided through Computer Services and are available to adjunct faculty upon request.  For 

adjunct faculty, please visit with your department chair or secretary about computer access. 

 

 E. Keys:  All faculty will be provided with keys necessary for his/her specific job.  Ordinarily that 

means a key to your own office, any classroom you are using (usually on a building sub-master), and perhaps an 

outside entrance though most buildings have ID card access.  Faculty are not permitted to check out master keys 



to buildings; however, should you need master key assistance, chairs and secretaries can help—or after hours 

you can call campus security (through the Arkadelphia Police) for entry assistance.  

 

 F. Supplies:  Faculty needing office /classroom supplies should contact the department secretary.  

In general, the university will supply pens, pencils, chalk, marker board pens, paper clips, staples, etc.  The 

college supplies white paper for tests, handouts, etc.  Please use only what you need and only for school 

business. 

  

 G. Copy machines:  Each area has access to copy machines for university purposes.  Usually an 

access code must be entered in order for the machines to function.  Access codes can be arranged through the 

department secretary.  Please be mindful of copyright laws as the university will take no responsibility for faculty 

violating copyright. 

 

 H. Parking.  You will be able to park anywhere on campus that is designated as “Faculty/Staff” 

parking.  You will go to campus police to obtain the appropriate decal or sign which will allow you parking 

privileges. 

 

VIII. EMERGENCY PROCEDURES.  In the case of an emergency, such as a tornado or a fire, please follow the 

instructions posted inside your classroom.   

  



 

APPENDIX A 

 

TEACHERS COLLEGE,         

HENDERSON STATE UNIVERSITY       

TEACHER EDUCATION FACULTY  
APPOINTMENT FORM 
 

Name of Applicant (type or print): __________________________________________   Department:_________________ 

 

Present Rank: _______________________________________ Current HSU Employment Status: FT____ PT ____ 

 

1. Documents to be submitted by Applicant 

 

 A. Current typed vita/resume is attached: 

1. Educational background, including college/university attended, degree, date of degree. 
2. Employment background, including place, position, and date of employment. 
3. Public school teaching or administrative experience. 
4. Teaching experience, including college/university, date, courses. 
5. Scholarship, including research, performances, exhibits, clinical practice as relevant. 
6. Other contributions to the program and professional activities consistent with that participation. 
7. Relevant non-academic experiences. 

 

 B. Attach copy of all transcripts, if not already on file in the Office of Academic Affairs. 

   

  Supporting Recommendations: 

  Applicants for membership must be recommended by the academic  

chairperson and the college dean.  Signatures from these parties  

illustrate that the applicant will contribute to the teacher education program.  

The unique and/or important characteristics he/she brings to the program are  

outlined in the space below. 

 

C. Have you completed Pathwise Training?     _____YES          _____NO 

If YES, date of training: __________________ 

 

Academic Chairperson/Administrator Appraisal:  Outline candidate's strengths and contributions to the program. 

A formal letter is optional. 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

List specific courses applicant will teach: 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

LEAVE BLANK 

Council Action__________________ 

Date__________________________ 

Signature______________________ 
                          Council Chair 

____________________________ 

Dean 



 

Recommend for Full Membership: _____      Recommend for Associate Membership (One-Year Review): _____ 

 

__________________________________________________  __________________________ 

Department Chair Signature       Date 
 

__________________________________________________  __________________________ 

Ellis College Dean Signature (if applicable)     Date 
 

__________________________________________________  __________________________ 

Teachers College, Henderson Dean Signature     Date 
 

 

FULL MEMBERSHIP: 

 

Full membership may be granted to HSU faculty having prior public school teaching experience and/or exceptional expertise 

in their professional fields. 

 

Applicants should have demonstrated professional achievement in teaching and scholarship and hold graduate degree(s) 

appropriate to his or her teaching field as determined by his/her department.  Members are expected to engage actively in 

the teacher education program of the university and to pursue professional activities consistent with that participation.   

 

 

 

ASSOCIATE MEMBERSHIP: 

 

Associate membership for one year may be granted an applicant on a short term basis.   

Appointments may be renewed. 

 

Persons applying for associate membership should hold graduate degree(s) appropriate to his or her teaching field as 

determined by the appropriate department.  Evidence of professional achievement and/or promise in teaching and 

scholarship should be presented.   

 

 

 

DIRECTIONS: 

 

1.  Application must be received by the Chair of the Teacher Education Council by the first of the month  

     for action that month. 

2.  Incomplete applications will not be considered by the Teacher Education Council. 

3.  Additions to the listed courses require a memo from the Chairperson/Administrator to the committee chair 

     with a copy to the College Dean(s). 

 

 

 

  



 

Appendix B 

Authorization for HSU to Pay Adjunct Personnel 

(This form with signatures will serve as your contract) 

 

To be completed by EMPLOYEE (print legibly).  Incomplete contracts will not be processed for payment. 

 

Full Name of Person to be Employed: ___________________________________ ____       ____    Male   Female          

 

Home Address: ___________________________________ City: _________________ ________ State:  _______ Zip: ___________ 

 

Phone: (H): ____________________________________ (W): ___________________________________Extension: ______________ 

 

Social Security Number: ________________________________________Date of Birth: ____________________________________ 

 

Highest Educational Level:  Bachelors ___  __Masters ________ Masters+30 ________ ABD ________ Doctorate/MFA __________ 

 

Were you employed by HSU during the last academic year? Yes: _______________________  *No: __________________________ 

        *If No, contact Human Resources at (870) 230-5108 or (870) 230-5641. 

 

If employed by another state agency or public school, in what retirement system do you participate? 

 

ATRS ________  TIAA-CREF ________   APERS ________  N/A _________              Contributory?   Yes ________       No _________ 

 

Currently employed by another state agency?   Yes____________________          No____________________If Yes, agency name:  

 

______________________________________________________________________________________ 

 Agency mailing address:  __________________________________________________________________________________ 

 Agency supervisor: _______________________________________________________________________________________ 

 

I acknowledge that this contract is contingent upon sufficient enrollment and/or receipt of funds and is not final until signed by the President of 

Henderson State University. Failure to complete all paperwork, in its entirety and within the allotted time, will result in a delay of payment. 

 

Signature of Applicant: ____________________________________________  Date: ______________________________________ 
 

To be completed by DEPARTMENT CHAIR (print legibly) 

 

Proposed teaching or other assignment at HSU: (Contingent upon sufficient enrollment/receipt of funds) 

 

Course #                 Record #                 Course Title Assignment 

__________     __________     __________________________________________________________________________ 

__________     __________     __________________________________________________________________________ 

__________     _________       ______________________________________________________________    __________  

 

Check assignment location: On Campus: _________________________  Other (list) ________________________________________ 

 

Proposed term of employment: From: _______________________________________  To: __________________________________ 

                                                                                 Month/Day/Year                                                       Month/Day/Year 

 

Proposed salary / stipend: $ __________________HSU Department Name: _______________________________________________ 



 

 

Account #: ___________________________________ Budget from: Adjunct: ____ Sabbatical: ____ Other__________ 
  

1. _________________________________________________   2. ______________________________________________________        

    Chair                                                                                            Date      School Dean                                                                                 Date 

 

3. _________________________________________________   4. ______________________________________________________        

    Provost / Vice President – Academic Affairs                              Date      President                                                                                      Date 

 

To be completed or provided by the EMPLOYEE (print legibly) 

 

PERSONAL INFORMATION 

 

It is important for the άemployeeέ to complete this portion of the contract in order to ensure all personal information is 

correct or is updated.  In the past when the information has been copied from a previous contract by a representative of the 

hiring department, there have been errors with social security numbers, as well as mailing addresses.  This results in lost 

payroll checks and incorrect reporting of taxes and social security.  If you were not employed by HSU during the past 

academic year, you will need to complete new paperwork. Because you have a new contract each semester, all Adjunct 

Personnel are required to complete an “Employee Disclosure/Certification and Employment of Family Members Form” for 

each semester they are employed. This is a requirement of the State of Arkansas.  These forms may be picked up in the 

Office of Human Resources.  

 

RETIREMENT INFORMATION 

 

If employed by another state agency or public school please check the retirement plan in which you participate, along with 

whether or not you contribute to your retirement.  If you are a participant in the Arkansas Teacher Retirement System, you 

are required to complete an enrollment form even though you are only employed here on a temporary basis.  If you do not 

participate in one of the listed retirement plans, please check “N/A.”   

 

CURRENT EMPLOYMENT WITH THE STATE OF ARKANSAS 

 

If you are currently employed by another state agency (public schools are not state agencies), please list the agency name, 

the agency mailing address and telephone number, and your immediate supervisor.  This is necessary because we are 

required to report concurrent employment to the State of Arkansas. 
 

To be completed by DEPARTMENT CHAIR (print legibly) 

 

This section is to be completed in its entirety by the department Chair or his/her designee.  It is to be signed by the Chair and 

the appropriate Dean.  It is then to be forwarded to the Office of Academic Affairs.  From there it will be forwarded for any 

remaining signatures and to Human Resources for processing into the payroll system.  Incorrect contracts will not be 

processed and forwarded to Payroll until all information is corrected and/or missing paperwork is received.  Contracts not 

received by the monthly cutoff date will not be processed until the following month. 

 

  



 

 

 

APPENDIX C 

Henderson State University 

Teachers College 

Department of Advanced Instructional Studies 

 

             Course:         RDG 5503  Reading in the Content Areas 
Instructor:  Gary Smithey    

     Office:     Education Center, Room 249  

 Telephone:  870-230-5361    

     E-mail:     smitheg@hsu.edu  

     Office Hours:   8-12 & 1-5 M-F (Please call ahead if you wish to make an appointment.)  

 

REFERENCES 
A. Text 
 

International Reading Association. (2004). Standards for reading professionalsτRevised 2003. Newark, DE: Author.   
 

Vacca, R. T. & Vacca, J. L. (2008).  Content area reading: Literacy and learning across the curriculum (9th ed.). Boston: Allyn and Bacon. 

 

B. Supplemental Materials:The following are available on-line through the International Reading Association Website 
(http://www.reading.org/resources/issues/positions.html ). 

 

International Reading Association. (2004). Adolescent literacy: A position statement. Newark, DE: Author.   
 

International Reading Association. (2002). Integrating literacy and technology into the curriculum. Newark, DE: Author. 
   
International Reading Association. (2006). Standards for middle and high school literacy coaches. Newark, DE: Author.   

 

PURPOSE OF THE COURSE 
 

The course is designed to enable the reading specialist candidates to use a wide range of instructional methods, curriculum materials, and assessment 

tools and procedures in order to help all students to learn in the content areas through successful experiences in reading and writing; and to assist 

candidates in helping other educators to develop strategies that will enhance the success of students in reading textbooks and other informational 

http://www.reading.org/resources/issues/positions.html


 

 

materials. Focus is placed on the research that supports the strategies presented as well as the motivational aspects of the various strategies. This 

course should be taken as one of initial courses for those candidates seeking a Masters of Science in Education in Reading.   

 

KNOWLEDGE BASES 
 

A. International Reading Association Standards for Reading Professionals (IRA) 

  

Since the graduate reading program is intended to prepare candidates to assume the roles of reading specialists/literacy coaches, it is essential that 

candidates demonstrate knowledge, skills, and dispositions that are presented in the five standards of the International Reading Association’s Standards 

for Reading Professionals, Revised 2003. The five standards are presented below. 

  

Standard 1. Foundational Knowledge. Candidates have knowledge of the foundations of reading and writing processes and instruction.  

 

Standard  2. Instructional Strategies and Curriculum Materials. Candidates use a wide range of instructional practices, approaches, methods, and 

curriculum materials to support reading and writing instruction.  

 

Standard 3. Assessment, Diagnosis, and Evaluation. Candidates use a variety of assessment tools and practices to plan and evaluate effective reading 

instruction.  

 

Standard 4. Creating a Literate Environment. Candidates create a literate environment that fosters reading and writing by integrating foundational 

knowledge, use of instructional practices, approaches and methods, curriculum materials, and the appropriate use of assessments.  

 

Standard 5. Professional Development. Candidates view professional development as a career-long effort and responsibility.  

 

 B. Pathwise Mentoring System (PW) 

The knowledge base for all programs in Teachers College, Henderson is encompassed in the domains and criteria of the Pathwise Mentoring System. This 

system is based upon the constructivist philosophy and the work of Charlotte Danielson reported in her book entitled Enhancing Professional Practice: A 

Framework for Teaching (1996).  The Pathwise Domains are listed below. 

 

Domain A – Organizing Content Knowledge for Student Learning 

Domain B – Creating an Environment for Student Learning 

  Domain C – Teaching for Student Learning 

  Domain D – Teacher Professionalism 



 

 

 C. Arkansas Department of Education Standards (ADE) 

  

In order to prepare candidates to obtain an Arkansas Reading Specialist License, the reading program is also based on the knowledge, skills, and 

dispositions described in the Arkansas Department of Education Standards for Reading Specialist.  

 

Standard One:  The teacher understands the central concepts, tools of inquiry, and structures of the discipline(s) he or she teaches, can create learning 

experience that make these aspects of subject matter meaningful for students and can link the discipline(s) to other subjects.  

 

Standard Two: The teacher plans curriculum appropriate to the students, to the content, and to the course objectives.  

 

Standard Three: The teacher plans instruction based upon human growth and development, learning theory, and the needs of students.  

 

Standard Four: The teacher exhibits human relations skills which support the development of human potential. 

 

Standard Five: The teacher works collaboratively with school colleagues, parents/guardians, and the community to support students’ learning and well 

being.  

 

D. National Educational Technology Standards for Teachers 

 

Our candidates must be prepared to use technology as a teaching tool.  They must also help their students become literate in the utilization of these 

technologies. Teachers College requires candidates to demonstrate their level proficiency in meeting the National Educational Technology Standards for 

Teachers (ISTE).  

 

1. Creativity and Innovation: Students demonstrate thinking, construct knowledge, and develop innovative products and processes  using 

technology.  

 

2. Communication and Collaboration: Students use digital media and environments to communicate and work collaboratively,  including at a 

distance, to support individual learning and contribute to the learning of others.  

 

3. Research and Information Fluency: Students apply digital tools to gather, evaluate, and use information.  

 

4. Critical Thinking, Problem Solving, and Decision Making: Students use critical thinking skills to plan and conduct research,  manage 

projects, solve problems, and make informed decisions using appropriate digital tools and resources.  



 

 

 

5. Digital Citizenship:  Students understand human, cultural, and societal issues related to technology and practice legal and ethical 

 behavior.  

 

6.  Technology Operations and Concepts: Students demonstrate a sound understanding of technology concepts, systems, and  operations.  

 

CONCEPTUAL FRAMEWORK (CF) 
 

The vision of Teachers College, Henderson is to educate professionals who make a positive difference in individuals’ lives. In conjunction with this vision, 

Teachers College values excellence in its educational endeavors. Furthermore, the college cherishes an academic environment which exemplifies 

professional conduct, cooperation, integrity, and industry within the context of a democratic ethic, which can best be summed up in its motto: 

“Teaching for learning for all.” 

 

The goals of the Conceptual Framework for Teachers College are: 

  

1. Graduates, through critical thinking and creative processing, will establish a safe learning community that provides a foundation for students’ 
life-long learning.  

 

2. Graduates will be knowledgeable in their teaching fields, will communicate effectively, will create an environment that fosters active learning, 
and will use assessment to improve teaching and learning. 

 

3. Graduates will be prepared to provide educational opportunity for a diverse community of learners, allowing for the application of life skills 
while communicating the joy of learning.  

 

4. Graduates will be prepared to use state-of-the-art technological equipment and processes in their instruction as appropriate.  
 

5. Graduates will contribute to the profession through research, collaboration with other professionals, and active participation in professional 
organizations.  

 

6. Graduates, through opportunities for service, will be prepared to be contributing members of the community.  
 

 

 

 



 

 

MAJOR GOALS AND PERFORMANCES 
 

Major Goals Assessments 
 

Specific Performances 
 

IRA PW ADE ISTE CF 

 
Candidates will be able 
to effectively use 
informational 
resources (including 
textbooks, the 
Internet, and reference 
materials) to enhance 
student learning in the 
content areas.  

 
First Exam 
and Weekly 
Classroom 
Assignments 
 

 
Organize instruction that will facilitate active learning 
through a variety of informational materials including 
textbooks, informational trade books, and technology.  
 
Demonstrate readiness strategies that will prepare 
students to read content assignments with anticipation 
and purpose.  
 
 
Select strategies that facilitate students' competence in 
acquiring and building vocabulary, including special and 
technical vocabulary.  
 
Select strategies that will facilitate students' 
comprehension and critical thinking of content reading 
materials.  
 
 
Select motivational student learning materials that go 
beyond the textbook in a content area unit (this will 
include trade books, videos, CD’s, and Internet websites).  
 
 
 
Teach strategies that integrate reading, writing, and 
critical thinking in the content areas.     
 
Model study strategies that facilitate students' 
independence in acquiring information. 
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Major Goals Assessments 
 

Specific Performances 
 

IRA PW ADE ISTE CF 

 
Candidates will be able 
to assess students’ 
reading and writing 
progress in content 
literacy.  

 
First Exam 
and Weekly 
Classroom 
Assignments 
 

 
Demonstrate the ability to use assessment procedures to 
evaluate the reading and writing progress of individual 
and groups. 

 

 
3.1 
3.3 

 
A5 
C4 

 
1 2  
3 4 

  
1  2 
3  4 

 
Candidates will able to 
assist other educators 
in developing 
strategies that will 
provide students with 
successful experiences 
in reading textbooks 
and other 
informational 
materials.  

 
Second Exam 

 
Assist a colleague in developing and teaching a 
instructional strategy that will provide students with 
successful experiences in reading textbooks and other 
informational materials.   
 

 
2.2 
2.3 
4.1 

 
D3 

 
5 

  
5  6 

 
Candidates will be able 
to understand how 
students’ 
psychological, 
motivational and 
cultural backgrounds 
influence in the 
reading process.  
 

 
Final Exam 
 

 
Demonstrate the knowledge and ability to teach students 
with special needs, such as remedial readers, superior 
readers, and students with cultural and linguistic 
differences.   

 

 
1.3 
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VII. COURSE OUTLINE  (Tentative) 

 

Session   TOPIC       TEXT 

 

1  Class Introduction 

 

2  Developing the Content Area Unit   Chapter 1 

 

 3  Sample Guided Reading Lessons    Chapter 7 

 

4  Developing Vocabulary     Chapter 8 

 

5 Developing Vocabulary, cont. 

    

6 Before Reading      Chapter 9 

 

7 During Reading       Chapter 10 

 

8 Teaching Study Strategies    Chapter 12 

 

9 Incorporating Literature and Writing    Chapters 5 & 11  

 

10 TEST 1   

 

11 CAR Assessment     Chapter 2 

 

 12  Asking Questions     Selected Sections  

 

13  Incorporating Electronic Texts    Chapter 6 

 

 14  Test 2 

 

 15  Students with Special Needs    Chapters 3 & 4  



 

 

  

16  Course Final Due 

 

 

VI. COURSE REQUIREMENTS AND EVALUATION PROCEDURES  

 

A. Course requirements 
1. Complete and submit all weekly assignments, including reading assignments, classroom activities, and on-line discussions. 
2. Participate in all in-class and on-line collaborative discussions and activities. 
3. Successfully complete examinations. 

 

B. Integration of Technology 
 

An important component of this course is the integration of computers into content area reading instruction.  Emphasis will be on using computers 

for meaningful reading, writing, and study skills instruction not on computer based drill and practice software.  Computer technology will be 

employed in class presentations and integrated into the course assignments. 

 

C. Description of Multicultural and Global Perspective 
 

Two basic aspects of multiculturalism are very pertinent to this course.  First, students from different backgrounds and cultures have different ways 

of learning and interacting in school.  Second, content area reading offers the opportunity for students to gain knowledge and respect for 

individuals of cultures, languages, and countries other than their own. 
 
D. Attendance Policy 

 
Candidates are expected to be present for each in-class session and actively involved in all on-line assignments and discussions.  Please inform the 
instructor in advance of any school obligations at will prevent you from attending in-class sessions or delay you in submitting assignments.   
 
 

 E.     Evaluation Procedures  
         (IRA Standards: 1.3, 1.4, 2.2, 2.3, 3.1, 3.3, & 4.1) 

 

 The course grade will be based on the evaluation of the course assignments and examinations.  Each assignment and examination will be 

assessed by a rubric.  All rubrics have three levels of performance by which the assignment criteria will be evaluated.  These levels are 

Unacceptable (+5), Acceptable (+4), and Target (+0-3).  

 



 

 

 The grading scale for this course is: 

 

A= 100% - 95%  

B=   94% - 85%   

C=   84% - 75% 

D=   74% - 65%  

F=   Below 65%  

 

 

1. Weekly On-Line Assignments (100 points) 

 (IRA Standards: 1.3, 1.4, 2.2, 2.3, 3.1, & 3.3)  

 

 Normally, you can expect one or two on-line assignments each week.  (Exceptions to this will come during weeks of testing.)  These assignments 

will include reading assignments, on-line discussions, and classroom assignments.  Classroom assignments will require that you plan and teach 

content area lessons that include developmentally appropriate reading and writing strategies.  Reading and writing strategy options will be 

provided.  After teaching each lesson, you will submit a description of the lesson that includes a reflective summary of the strategy’s success and 

modifications for the future use of the strategy.  Instructions for the individual assignments are provided on-line.    

 

2. Test One (50 points) 

 (IRA Standards: 1.4, 2.2, 2.3, & 4.1)  

 

 Test One is an in-class paper and pencil test.  Part one focuses on a knowledge of terms and concepts presented during in-class sessions, on-line 

presentations, and the textbook.   Part two requires you to answer four of five essay questions that focus the logic and effectiveness of various 

strategies, the importance of motivation and curiosity in reading content materials, the dynamics of the interactions between the reader and the 

author, and the relationship of vocabulary to a person’s experiences.  

 

3.  Test Two (50 points) 

 (IRA Standards: 1.4, 2.2, 2.3, & 4.1) 

  

  Test Two will require that you work with another teacher in your building in developing, planning, and/or co-teaching a content   

 area lesson that provides effective guidance in reading in order for students to more effectively learn the concepts the teacher is   

 endeavoring to teach.  Detailed instructions and the scoring rubric will be provided on-line. 

 



 

 

4. Test Three (50 points)  
  (IRA Standards: 1.3, 1.4, 2.2, 2.3, 3.1, 3.3, & 4.1) 
 

Test Three will be submitted on-line.  This test will require that you create a content area lesson that is designed for a group or whole class; 

however, you will focus your attention on a particular child who is experiencing difficulty in one of your classes.  Your test will consist of your 

report on the lesson and the artifacts that you submit with your report.  Your report will (1) describe your special needs student, (2) provide a 

detailed lesson plan along a narrative that explains how you designed this lesson to help this particular student, (3) describe what happened 

when you taught the lesson, (4) report the student’s success during the lesson, (5) and reflect on the success of the lesson.  You must reference 

your strategies and the justification for using those strategies.  Detailed instructions and the scoring rubric will be provided on-line.  

 

F. Disability Policy 
 

HSU adheres to the Americans with Disabilities Act.  If any member of the class has a documented disability and needs special accommodations, the 

instructor will work with the student to provide reasonable accommodations to ensure the student a fair opportunity to perform in this class.  

Students should advise the instructor of the disability and the desired accommodation within the first week of the semester. 

 

G. Methods and Procedures 
 

Instructional methods will include lecture, demonstrations, in class practice, whole class and group discussions, group library projects, and as 

needed, individual conferences. 

 

H. Make-up Policy 
 

On-line weekly are normally due within 12 days from the time in which they are made available.  Assignments may be submitted within one week of 

the due date for ½ credit.  After one week the assignment is no longer available, the assignment cannot be submitted, and no credit will be awarded 

for the assignment. Exceptions to this policy will be made only if (1) a written explanation of why the delay is warranted is submitted through the 

course e-mail, (2) an alternative due date is suggested, and (3) the alternative due date is approved by the instructor.  This process must be 

completed before the due date.    

 

I. Academic Honesty 
 

Students may not gain or attempt to gain an academic advantage for that student or another student by misrepresenting a person’s work or by 

interfering with the completion, submission, or evaluation of work.  Do not submit papers under your name that are, in reality, a slightly altered 

article or articles obtained from the Internet, library, papers from other students, or from other sources.  



 

 

 

Teachers who suspect academic dishonesty must act in accordance with the policy of HSU.  Students who are found guilty of academic dishonesty 

will receive disciplinary action that may include a grade of “F” for the course and suspension from class.  A student may appeal either the finding or 

academic dishonesty or penalty. 

 

J. Writing Standards 
 

This class uses the latest edition of The Publication Manual of the American Psychological Association as the guide for all written work.  It is available 

in the library and bookstore. 

 

K. Flexibility Clause 
 

The aforementioned requirements, assignments, and policies, etc. are subject to change.  Students' experiences and needs will be considered in any 

modifications.  Notification of any changes will be done in a timely manner. 
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APPENDIX D 

Professional Dispositions Expected of Teacher Education Candidates 

 

Teachers College, Henderson recognizes that the ability to demonstrate content knowledge and skills is only part of the 

package necessary to become an effective teacher.  Teachers must also possess appropriate dispositions toward teaching 

and students.  Teachers College has identified six core dispositions that are associated with effective teachers and are 

expected of its teacher education candidates.  The teacher education program completer will 

 

1. care about students and their families. 
 

2. appreciate and be sensitive to diversity. 
 

3. possess a sense of fairness. 
 

4. be reflective. 
 

5. possess a sense of efficacy. 
 

6. possess a sense of professionalism. 
 

 These dispositions are defined as follows: 

 
Caring for students and their families 
The essence of this disposition is that students learn better if they believe that a teacher cares about them both inside and 
outside of the classroom.  Caring teachers teach students, not just content.  These teachers recognize the importance of the 
involvement of the family in student learning and are concerned about the overall well being of the family. 
 
Sensitivity to diversity 
Teachers with this disposition value the diversity brought to the classroom from students and colleagues, regardless of 
gender, race, culture, religion, ability, or sexual orientation.  These teachers recognize how differences enrich the learning 
environment and organize the content of their classes accordingly. 
 
Sense of fairness 
Teachers who have a sense of fairness can maintain fair classroom interactions between the teacher and the students and 
among students.  “Fairness” here means helping all students to have access to learning and to feel that they are equally 
valued in the classroom.  Fair treatment should not be interpreted to mean a stereotype-based way of “treating all students 
the same.” (Pathwise Observation System Orientation Guide (2002) ETS) 
 
Sense of efficacy 
Teachers who have a sense of efficacy attribute the degree of students’ success in meeting learning goals to factors within 
the classroom rather than to factors outside it.  They regard student difficulties in learning as challenges to their own 
creativity and ingenuity.  They convey a sense of commitment to persisting in the search for an effective approach so every 
student can meet the learning goals.  (Pathwise Observation System Orientation Guide (2002) ETS) 
 
 



 

 

Personal reflection 
Being able to reflect upon what happened before and during classroom instruction allows teachers to focus upon what 
needs to be done next in planning instruction.  Reflective teachers can identify what worked and did not work during a given 
lesson.  They can determine which students need extra help or additional challenge. 
 
Sense of professionalism 
In addition to being able to reflect on their teaching, teachers who possess a sense of professionalism maintain accurate 
records, communicate with families, and contribute to the school and district.  Moreover, such teachers continue to 
enhance their content knowledge and pedagogical skill while providing service to the profession.  (Danielson, C. (1996) 
Enhancing Professional Practice: A Framework for Teaching. Alexandria, VA: ASCD.) 
 


