
 
Learning Support English Policy and General Information Sheet 

 
A. GENERAL INFORMATION 
 
Purpose:  Students required to enroll in a Learning Support English class at Middle Georgia State 
University to satisfy English and/or Reading requirements based on placement scores are not eligible 
for certain college-level courses until they have successfully completed these Learning Support 
requirements. Learning Support courses are designed to prepare students for college-level work. 
Students may exit Learning Support when they meet specified requirements (see the Learning 
Support Syllabus Supplement for ENGL 0999). Also, please visit 
https://mga.smartcatalogiq.com/2021-2022/Undergraduate-Catalog/Academic-Policy-and-
Information/Special-Programs-and-Learning-Opportunities/Learning-Support for a complete 
overview of MGA English Learning Support policies and guidelines. 
 
Learning Support Registration: 
   
Learning Support Courses First: USG policy requires that institutions first enroll students in a 
Learning Support sequence before registering the students for non-LS courses.  In order to 
prevent non-compliance with this policy, non-LS courses should not begin in a sub-term that 
precedes the LS sequence.  All non-LS courses must be in the same term as the LS sequence. 
 
• Student enrolls in 1st session LS sequence: Non-LS courses can be any session. 
 
• Student initially enrolls in a 2nd session LS sequence: Non-LS courses must be 2nd 

session (students who have 1st or full-session non-LS sequence courses and who were 
enrolled in and then dropped for non-attendance from a 1st or full-session LS sequence 
will be allowed to add a 2nd session LS sequence. 

 
• Student enrolls in full-session LS sequence: Non-LS courses can be any session. 
 
Required Textbooks:  ENGL 0999—the Little Seagull Handbook (ISBN-13: 978-0393537031), 
which is also required in the co-requisite ENGL 1101. This is the 4th edition with the eBook and 
inQuizitive.  The policy here is to set up “Day One Access” so that both Inquizitive, a Norton 
product, and the Little Seagull Handbook eBook are available through the course D2L page on 
the students D2L account.  For veteran teachers of LS, the process can involve letting the 
bookstore (Cassie Werden) know that you want Knight’s Day One Access for your 0999/1101 
pair and then migrating your former class over to your new class in D2L.  To do this follow the 
instructions provided by our Norton rep, Rebekah Gay (rgay@wwnorton.com), which will be 
sent to you upon request (send requests to christopher.cairney@mga.edu).  
 

https://mga.smartcatalogiq.com/2021-2022/Undergraduate-Catalog/Academic-Policy-and-Information/Special-Programs-and-Learning-Opportunities/Learning-Support
https://mga.smartcatalogiq.com/2021-2022/Undergraduate-Catalog/Academic-Policy-and-Information/Special-Programs-and-Learning-Opportunities/Learning-Support
mailto:rgay@wwnorton.com
mailto:christopher.cairney@mga.edu
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Learning Support ENGL 0999 Course Description:  This course will include reading and writing 
experiences that are based on actual ENGL 1101 assignments. ENGL 0999 assignments and 
activities should be designed to support the work in ENGL 1101 and address each of these 
specified categories:  
 

o Drafting 
o Revising/writing process development: Additionally, the students need two 

Writing Center visits (F2F or online; perhaps week 4 and week 8)—consult with 
the WC directors (Sharon Colley in Macon or John Murphy in Cochran). 

o Sourcing 
o Proofreading and editing 
o Grammar 
o Engagement (including growth mindset).  Mindset can be addressed with 

designed mindset activities paced throughout the course: this could, for example, 
be a Mindset journal assignment running through the course. 

 
ENGL 0999 grades will be based, generally speaking, on these categories. Faculty may 
incorporate activities they deem most suitable as long as 1) students engage in specific activities 
designed to support the work in 1101 and 2) those activities fit within the categories. 
 
ENGL 0999 Non-cognitive Factors:  Because Learning Support students face many issues not related 
directly to academics, the course should include components that address these non-cognitive issues 
when appropriate (health and wellness, time-management, family and financial issues). Each faculty 
member also should be aware of campus resources and other places to refer students experiencing 
difficulty unrelated to their academic ability—be prepared to help students find, where appropriate, 
Accessibility Services, academic advising, Counselling Services and mental health support, Financial 
Counselling, Study Abroad, RSO’s, etc.       
 
ENGL 0999 Reading Diagnostic:  
 
Kahn academy has a scored practice test for the SAT: It can be organized by the student or by 
the teacher.  Score results for the Language Arts portion, including reading scores, are instantly 
available. https://www.khanacademy.org/SAT. 
 
You might want to consider one of the many online diagnostics as well, to administer to each student in 
the lab: https://a2zhomeschooling.com/all_time_favorites/reading_level_assessment/.  

 
ENGL 0999 instructors— 
It is now possible to teach ENGL 0999 as one class with ENGL 1101—with one gradebook and 
one attendance record. New instructors and new part-time instructors need to use the combined  
syllabus/schedule template in at least their first semester.  If you are a new instructor, a new part-
time instructor, or if you are an experienced LS instructor and have elected to try the combined 
syllabus template and shell in D2L that Dr. Berke (amy.berke@mga.edu) and Dr. Rogers 
(chip.rogers@mga.edu) have designed, be sure to: 
 
• use the combined course syllabus 
 

https://www.khanacademy.org/SAT
https://a2zhomeschooling.com/all_time_favorites/reading_level_assessment/
mailto:amy.berke@mga.edu
mailto:chip.rogers@mga.edu
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• to have a combined gradebook set up in D2L 
 
NEW TO THE COURSE?  Important “Set-Up” details for ENGL 999-1101 
These courses are linked courses (and students will receive a grade for each).  But they also have 
found figuring out which assignment and where to turn in for each component difficult and two 
Brightspace pages a barrier to success.  Starting Fall 2022, we have all agreed to do the 
following: 
 
• Use a single Brightspace shell for assignments and content in both ENGL 999 and ENGL 

1101.   In your ENGL 999 Announcement Area (whether f-2-f or online), be sure to post 
a message saying that students should look at their ENGL 1101 page for content, 
assignments, etc., for class. 

 
• Use a single Brightspace Gradebook that shows grades for both ENGL 999 and ENGL 

1101 components in the ENGL 1101 Brightspace page.  The grades are kept separate, so 
you (and they) can see progress in each class, but in one place, so students get a 
comprehensive picture easily.  You can download a Gradebook set up in this way from 
our shared Brightspace template classes.  Of course you can modify for your own 
purposes and assignments, but importing the model gradebook into your class is the 
easiest way to get set up.   Gradebook should total 200 points (100 points for 999 and 100 
points for 1101). 

 
• Brightspace Template Classes are for your use, as you see fit (although please everyone 

at least import gradebook into your own classes).  The 999/1101 Online Template is a 
complete class created by Dr. Amy Berke, one of our LS gurus.  You are welcome to use 
it as you want – or not.  So download whole class OR use parts of it and modify OR 
ignore it for your own content and assignments.  We do encourage last-minute adjuncts to 
simply use this class, but regular faculty who have their own methods should use what 
they think best.  We also have a 999/1101 F-2-F Template that Dr. Chip Rogers created 
this fall.  It is a “striped down” version of Amy’s online class for use in F-2-F classes for 
those who want it – or who want a starting point to tweak or an example.   

 
• Use the Brightspace gradebook to record grades, even if you are teaching a f-2-f class.  

Besides keeping grades in one place for students, in Week 3, we “pull” information from 
these gradebooks to identify any at-risk students for an even earlier early-warning than 
students in regular classes may receive.  

 
• Early Alert Assignments.  See below for information about an Early Alert Assignment for 

both 999 and 1101 and details about how to help admins make this “pull.”  I’ve taken this 
info from our General information Sheet. 

 
• Syllabus Supplements and Info Sheets:  Overall details about the classes and syllabus 

supplements (all the required policies and SLOs in one place so you can cut and paste 
rather than recreate the wheel) are found on our English Department “Forms” page.  
Make sure to check dates – these may not have been updated from Fall 2022 yet, but 
other info is the same.  You can find them here (be sure to look for “Learning Support” 
rather than regular 1101-: www.mga.edu/arts-letters/English/documents.php. 

http://www.mga.edu/arts-letters/English/documents.php
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B. LEARNING SUPPORT POLICY for CO-REQUISITE COURSES 
 

30-Hour Rule: In accordance with Board of Regents policy, students must complete ENGL 
1101 and ENGL 1102 before they finish earning thirty hours of course credit.  
  
Learning Support (ENGL 0999) number of attempts: Because of the 30-hour rule (above), 
students with Learning Support requirements who are enrolled in ENGL 0999 and ENGL 1101 
will have unlimited attempts to exit Learning Support English and may continue to enroll until 
they reach the 30-hour limit. However, students who have acquired 30 or more credit hours and 
have not exited LS can only enroll in LS courses. Readmitted students who have not satisfied 
LS requirements and have acquired 30 or more hours during their previous period(s) of 
enrollment can only enroll in LS courses.  
  

Learning Support Exit Requirements: Students enrolled in ENGL 0999 and ENGL 1101 may 
exit Learning Support English when they satisfy the following requirements:  
  

1) Learning Support English requirements will be satisfied, and students may progress 
to English 1102 under the following conditions:  

  
• Students who pass ENGL 1101 with at least a C and pass ENGL 0999 will satisfy 

Learning Support requirements and progress to English 1102.  
• Students who pass ENGL 1101 with at least a C but fail* ENGL 0999 will satisfy 

Learning Support requirements and progress to English 1102.  
  

*Please note that passing ENGL 1101 with a grade of C or higher satisfies the 
Learning Support English requirement, regardless of the grade received in the 
co-requisite support course. As such, it will be possible to earn an “F” or an “IP” 
in ENGL 0999 and still exit Learning Support English and enroll in English 
1102.  

  
2) Students will remain in Learning Support and will need to repeat courses under the 

following conditions:  
  

• Students who fail ENGL 1101 but pass ENGL 0999 will remain in Learning 
Support and will need to retake both ENGL 1101 and ENGL 0999 as co-requisites.  

• Students who fail both ENGL 1101 and ENGL 0999 will remain in Learning 
Support and will need to retake both ENGL 1101 and ENGL 0999 as co-requisites.  

 
Drop/add: Withdrawal policies come into effect after drop/add.  During drop/add, the policy is 
different.  During the Add/Drop period—August 10–16 for full-session courses— a student may 
not drop required Learning Support courses such as ENGL 0999 without also dropping all 
remaining courses on their schedule.  
 
 
Withdrawal Policies: 
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Students are encouraged to read the withdrawal policy found at 
https://www.mga.edu/registrar/registration/drop-add.php before dropping/withdrawing from the 
class. Students are allowed to withdraw from their Learning Support English course and remain 
enrolled in other collegiate courses with this exception:  
  

Students may not withdraw from ENGL 0999 without withdrawing from ENGL 1101 
and vice versa.  

  
Students who choose to withdraw from ENGL 0999 must also withdraw from ENGL 1101 and 
vice versa. Students who withdraw from both courses may earn grades of “W” if they withdraw 
before and including the “Last Day to Withdraw” date:  
  
 

• Wednesday, March 15, 2023 for Full Session  
 

After the “Last Day to Withdraw” date, students who withdraw must withdraw from both 
ENGL 0999 and ENGL 1101 and will receive a grade of “WF” for both courses. A WF is 
calculated in the GPA as an “F.” Instructors may assign “W” grades for students with excessive 
absences (beyond the number of absences permitted by the instructor’s stated attendance 
policy).  
 
Students may withdraw from a maximum of five courses throughout their enrollment at  
Middle Georgia State. Beyond the five-course limit, withdrawals result in “F” grades.  
 
***Please note that withdrawal from ENGL 0999 may adversely affect financial aid which may 
result in removal from other courses. This, in turn, may affect a student’s standing with the 
University, resulting in dismissal from the University for the semester and from the residence 
hall.  
 

C. OTHER POLICIES 

Faculty-initiated student withdrawals: Faculty may initiate a course withdrawal for a student 
who has excessive absences as defined by the University’s Attendance Policy. Each faculty 
member should provide a statement on the course syllabus regarding his or her practice related to 
students who have excessive absences. Faculty who elect to withdraw a student for attendance 
reasons should complete the Instructor-Initiated Class Withdrawal Form (available on the 
Registrar’s Office webpage), including the last date of attendance, and submit it to Cindy or 
Wanda so that they can send it to the Registrar’s Office for processing (ask them to keep a record 
and send to Registrar’s Office). NOTE: Faculty should attempt to contact the student since 
financial aid and residence hall status may be affected.  There is likely to be a process for us to 
go through when we notice that someone has exceeded or is close to exceeding the allowed 
number of absences (this “number” should be clearly stated in the syllabus) and before we turn in 
the IICW form: first the instructor should email two or three times to contact and encourage the 
student to come to class and avoid being dropped.  If email does not work, next the instructor 
should attempt to call the student to convey the same information.  At this point the instructor, if 
still unsuccessful in making good contact with the student, should summarized these outreach 
efforts in an email to the dean’s office.  Advisors working on behalf of the dean’s office will 

https://www.mga.edu/registrar/registration/drop-add.php
https://www.mga.edu/registrar/registration/drop-add.php
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attempt to contact the student, and if these efforts are unsuccessful (the student does not return to 
class) over the course of a week’s time, then the instructor will go ahead and fill out and submit 
the IICW form, copying the dean’s office and the dept. chair.  The instructor may also receive a 
direct email from the dean’s office confirming that the IICW form may be filled out and 
submitted.  If the student returns to class prior to the submission of the IICW form and then 
begins non-attending once again without warning, the instructor will send that information to the 
dean’s office/dept. chair as well, preferably in the same, original email thread.  Normally the 
instructor will then receive clearance to go ahead and submit the IICW form.  Dean’s office: 
nancy.tucker@mga.edu. 
 
Plagiarism Policy: 
Each instructor must develop and include a plagiarism statement in his or her syllabus that aligns 
with the English Department policy regarding academic dishonesty. This policy must explicitly 
announce the instructor’s penalty for students found guilty of plagiarism in the class. This policy 
is included on the Learning Support English Syllabus Supplement. 
 
There are two specific offenses against the academic community: plagiarism and cheating. All 
academic work, written or otherwise submitted by any student, must be that student’s own 
thinking, research, and/or self-expression. Cheating is generally thought to be the unauthorized 
giving or receiving of information in any fashion on an examination. When a student submits 
individual work that borrows ideas, organization, wording or anything else from another source 
without appropriate acknowledgement, the student is guilty of plagiarism. In any case in which a 
student feels unsure about a question of cheating or plagiarism, that student is obliged to consult 
the instructor on the matter before proceeding. Academic dishonesty is regarded by all 
instructors as a serious institutional violation.  
 
The penalty for plagiarism or cheating is addressed in the Middle Georgia State University 
Student Handbook under the heading, Special Procedures for Adjudicating Cases of Academic 
Misconduct, which may be accessed on the web at http://www.mga.edu/student-
affairs/docs/MGA_Student_Handbook.pdf. Normally, plagiarized assignments receive a zero, and 
a student may also fail the class.  See: https://www.mga.edu/arts-letters/english/docs/ 
Plagiarism_Definition.pdf.  
 
Middle Georgia State University Syllabus Checklist:  Syllabi for Learning Support English 
courses must include all the items and information enumerated and explained in the Middle 
Georgia State University Syllabus Checklist (https://www.mga.edu/faculty-affairs/syllabus-
policy.php.) 
I. FACULTY INFORMATION  
 

1. Faculty name and campus email address:  
Include relevant information, i.e., response time for answering emails, answering emails 
on the weekend, etc.  
 

2. Office hours and office location: 
Faculty are required to be available for scheduled office hours as mandated in the faculty 
handbook.  Teach 4 classes or 12 hours?  8 hours of office hours per week.  Teach 5 
classes (15 credit hours)?  10 hours per week office hours. 

 

mailto:nancy.tucker@mga.edu
http://www.mga.edu/student-affairs/docs/MGA_Student_Handbook.pdf
http://www.mga.edu/student-affairs/docs/MGA_Student_Handbook.pdf
https://www.mga.edu/arts-letters/english/docs/Plagiarism_Definition.pdf
https://www.mga.edu/arts-letters/english/docs/Plagiarism_Definition.pdf
https://www.mga.edu/faculty-affairs/index.php
https://www.mga.edu/faculty-affairs/index.php
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3. Phone number where you can be reached (MGA number is enough). 
 
Note: While office location and hours are not required of part-time instructors, part-time 
instructors are responsible for maintaining regular communication with an English Department 
secretary.  
 
II. BASIC COURSE INFORMATION  
 

1. Course title, prefix, and CRN. 
2. Credit hours. 
3. Semester. 
4. Campus location. 
5. Meeting times and meeting location. 

 
III. DETAILED COURSE INFORMATION  
 

1. Course prerequisite(s). 
2. Course description as written in the most recent academic catalog. 
3. Student learning outcomes.  
4. Required course materials. 

Guidelines for eTexts would be included in this section.  If they are not permitted, 
this is to be written into the syllabi.  

5. Technology requirement: This section should address all technology requirements for 
hardware or software.  Any costs to the student must be included. 

6. Use of an on-line proctor service, required only if the service will be used: 
If students are required to use a fee based proctoring service, students must be 
notified no later than the first day of class.  State the number of proctored exams for 
the semester, the cost for the semester and technical requirements for using the 
service. 

7. Student Support Services—Paragraph below required (already in Syllabus 
Supplement): 
Tutoring is available free of charge on all MGA campuses for currently enrolled 
students. To view center contact information, subjects tutored, and tutor availability, 
go to the SSC website at http://www.mga.edu/student-success-center/. SSC tutoring 
sessions may be scheduled online and face-to-face through the “Book an 
Appointment” link on the Student Success Center website. Other services at the SSC 
include online academic workshops and a robust website with resources for academic 
assistance. The centers also have computer workstations, printing, and Internet 
access. 

 
IV. POLICY Caveats:  
 

• Attendance policy clearly stated for all delivery modes—face to face, hybrid, partially 
online, and fully online. 

• Dates for face-to-face attendance included on the tentative schedule. 
• Learning Support MUST have attendance in D2L (so that we can set widgets to send 

alerts automatically as part of our early-alert system supporting student RPG). 

http://www.mga.edu/student-success-center/
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Attendance Policy  
Faculty are expected to maintain an attendance record for all classes, regardless of 
delivery mode.  These records are often requested by the Provost Office for student 
petitions and the Financial Aid Office for last day of attendance.  The MGA policy on 
attendance is found in Section 5.04.05 of the Faculty Handbook and in the Academic 
Catalog (https://mga.smartcatalogiq.com/2020-2021/Undergraduate-Catalog/Academic-
Policy-and-Information/Course-Policies/Attendance-Policy).  Please review the policy in 
both to ensure you are in compliance for face to face and online courses. 

 
The Office of Academic Affairs is requesting that the phrase “may be penalized at the 
discretion of the instructor” be replaced with the actual penalty.  Citing the actual 
consequence eliminates bias in who is penalized.  

 
 
V. SCHEDULE, REQUIREMENTS, GRADING POLICY 
 

1. Tentative Course Schedule 
For all delivery modes, include a calendar-based schedule of course content and 
evaluation(s).  Indicate midterm date and if applicable a final exam date and time. Ensure 
hybrids are meeting in person at least 51% of the time.  
 

2. Course Requirements 
Please include. 
 

3. Grading Policy  
The grading scale and/or scoring rubric must be provided along with other policies, such 
as penalty for late or incomplete work. 
 
 

ADDITIONAL NOTES: 
 

ENGL 0999 instructors—get ready to have your students get to know the English 
Learning Support D2L superclass or “portal” (for initial skills and drills orientation and 
for other things—including multi-layer notifications to the students—throughout the 
semester). 
 
ENGL 0999 instructors—expect more information, and requests, regarding one or more 
“early alert” assignments to be placed in the D2L gradebooks (or gradebook if you are 
using the combined template). 
 
• 0999 Early-Alert assignment: 

o After drop/add but to be turned in—not graded—by the third class meeting or 
end of week 2. 

o In the gradebook give it a name that starts with “Week 3” so that admin can 
“find” it easily (so if you have the grade entered by the end of week three, that 

https://mga.smartcatalogiq.com/2020-2021/Undergraduate-Catalog/Academic-Policy-and-Information/Course-Policies/Attendance-Policy
https://mga.smartcatalogiq.com/2020-2021/Undergraduate-Catalog/Academic-Policy-and-Information/Course-Policies/Attendance-Policy
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will allow for the grade to be “pulled” by admin on the Monday morning of 
the beginning of week 4 (Monday, August 29, 2022). 

o Not a full essay, more like a journal assignment. Examples could include 
mindset topics or metacognitive journal entries (versions of “why I am in 
college” or “what I expect to get out of college” could serve the purpose here). 

o Assigned a letter grade, not just a participation (100% or 0%). 
o Graded by the end of week 3.   
 

• LS 1101 Early-Alert assignment: 
o To be turned in—not graded—by the 7th class meeting or end of week 5 

(September 9th, 2022). 
o In the gradebook give it a name that starts with “Week 5” so that admin can 

“find” it easily (so if you have the grade entered by the end of week five, that 
will allow for the grade to be “pulled” by admin on the Monday morning of 
the beginning of week 6 (Monday, September 12, 2022). 

o A full-length essay assignment (one of the five required for the course). 
o In the gradebook give it a name that starts with “Week 5” so that it can be 

“found” easily. 
o Aim to have it graded by the end of the fifth week (September 9th, 2022). 

 
 

ENGL 0999 instructors—Expect the possibility of “embedded mentors” (peer mentors also 
possibly working in the Writing Center) for your class. 
 
 
FURTHER INFORMATION 
For further information, including “Inquizitive” instructions, please contact the English 
Department Learning Support Coordinator (Christopher.cairney@mga.edu) or the English 
Department Chair (Benita.muth@mga.edu). 

 
Updated January 10, 2023 
 
 
 
 
 

mailto:Christopher.cairney@mga.edu
mailto:Benita.muth@mga.edu
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