
Essential Info Sheet for Composition Instructors 
These are things you must know if you are teaching ENG101 (English Composition 1) 
or ENG201 (English Composition 2: Writing about Literature) for BMCC. Specific 
information for each course is listed after general information.  
 
Communication: 

• BMCC has given you an email address. Use it. Helpdesk@bmcc.cuny.edu (212-
220-8000 x8379) can help you if you have a problem with this.  

• Readings, memos, and announcements, as well as sample assignments, are 
regularly posted on the ENG 101 and 201 websites accessible via 
www.bmcceng.com 

• The BMCC website, specifically the English department page there, has useful 
contact information, including phone numbers and email addresses. Use that.  

Teacher Absence 
• If you must be absent let the secretaries and the deputy chair know.  

Username and password 
• Be sure you can access CUNYfirst. That is a different username and password, 

and you will need it to fill out web attendance and submit grades.  
Syllabus:  

• Check the website for syllabus templates that will show you the following 
required material in context. 

• Include the shared learning outcomes and general education outcomes 
accompanied by assessment measurements for each. 

• Include a description of how student grades will be determined along with your 
specific expectations regarding attendance and decorum. 

• Include your name and course/section number on every page. 
• Include BMCC attendance, plagiarism and disability policies.  
• Include a tentative course schedule, required texts, requirements and evaluation. 
• Include Pathways requirements.  

Attendance Roster 
• Be on the lookout a week into term for a reminder to do attendance verification in 

CUNYfirst.  
Printing 

• Reprographics is in S201 and there is a photocopier in the department, but be 
aware that there are a lot of practical problems with photocopying, including a 
large number of people photocopying at the last minute, and machine problems.  

• In Murray you can print in M1016A, M1116A, M1216A, and M1404 
• You can copy 200 pages a day at reprographics using your ID.  

ENG101: Course Structure & Expectations: 
• Over the course of the semester students should move beyond writing that is 

purely expressive (narrative and descriptive) into writing that is more expository, 
analytical, and persuasive  

• You must assign at least 5 papers over the course of the term (including the 
departmental final). 

• 4 papers must have the option of revisions (no revision on the departmental final). 



• At least one paper before the final must be written in-class 
• At least three of these papers should be a response to a text 
• Readings for the course should consist largely of college-level non-fiction prose, 

though the supplemental use of fiction and poetry and drama may be worthwhile. 
• Grammar must be addressed at the level necessary for your students to compose 

generally correct essays in Standard Written English 
• You may have students do a high-stakes writing assignment on one but not both 

of the essays chosen for the departmental final 
ENG101: Final Exam:  

• The departmental final is worth 30% of the course grade 
• The final exam is 90 minutes. 
• The department final will ask students to compare the two essays available on the 

101 website front page.  
• On the day of the exam you will receive the exam questions and blue booklets for 

the students to write in, and an attendance sheet. Be on the lookout for that and 
check to see that your course number is on the envelope.  

• Most teachers spend at least two weeks of the course discussing the readings for 
the final exam. 

• The departmental final will be given during the last week of classes – the week 
BEFORE the official BMCC finals week.  

o The department will notify you of the date of you final exam as it 
approaches. Be warned it may be early in the week before finals week, and 
inclement weather days and other unplanned things can make it even 
earlier.  

o If your class is 75 minutes you will have the class stay an additional 15 
minutes. You may need to work this out with the professor who has the 
room after you.  

• Students are allowed to bring their annotated texts of the readings BUT should not 
have pre-written essays on the pages 

• Students will need to use their own scrap paper. They should have this out before 
you distribute test materials.  

• Make sure they have no other notes or materials out, or electronic devices.  
• Print dictionaries, but not electronic ones, are allowed in the exam. 
• You proctor your own exam in your regular classroom. 
• You can give students extra booklets – staple the second inside the first later.  
• When students hand in their booklets, check off their names on the attendance 

sheet and collect exam questions.  
• Make sure each student who signed in also handed in an exam.  
• Collect exam materials. Throw away drafts. Replace all other materials in packets. 

Do not copy exam questions. Do not leave exam questions anywhere.  
• Students who miss the exam are offered a departmental make-up exam the 

following semester. The English Department will gather the student names from 
the grade sheets and students will be sent a letter containing the time and place of 
the make-up exam, which is determined by the department.  Arrangements for 



make-ups or alternative testing times for individual students will not be offered by 
the composition committee. 

• If you offer a student an opportunity to take the exam at an alternative time, you 
must proctor that student.  

ENG101: Trade and Grade: 
• You will be required to trade and grade your departmental final with another 

professor who will be assigned to you by the composition coordinator.  
• You must give your students' exam to the other person already graded, with the 

grade written on the inside back cover, upper right hand corner. 
• You must check to make sure each booklet indicates your name and section 

number. 
• The front cover must indicate what question the student is answering on which 

exam (there are variant exams: Form X, Y and Z).  
• Do not annotate the student writing in the exam with corrections or suggestions or 

comments.   
• Count the number of exam booklets.  

ENG101: Other end of term duties: 
• You must turn in final exams, all exam forms, and a form you will be given at the 

grading session in a manila envelope to the English Department – there is a box in 
the photocopy room.  

• You must make yourself available to meet with your students during finals week, 
and discuss their progress in class. This can be in the time slot and room you 
would normally meet in.  

ENG201: 
• Students must write at least 4 well developed thesis driven argument and analysis 

essays for a total of 15-20 typed graded pages.  
• Students must closely read literary texts in a variety of literary genres and use 

literary terminology. 
• Students must be introduced to literary criticism and literary theory. 
• Students must gain proficiency in library and Internet research. 
• One class must be held in a computer laboratory or at the BMCC library.  
• Students must learn the conventions of MLA citation and documentation. 
• At least one paper must incorporate sources.  
• The documented essay should cite 1-3 primary sources and 2-4 secondary 

sources. Secondary sources should include biographical, cultural, historical, 
critical and/or theoretical work. 

• You must turn in a copy of your documented essay assignment to the composition 
coordinator by the end of term. 

• Use the most recent MLA guidelines for teaching documentation.  
If you have questions or concerns about anything on this list please contact the 
composition coordinator.  


