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AUP’s mission is to educate its graduates to communicate effectively in a world of many languages; to
read well, listen carefully, and write intelligently in a voice of their own; to become critical thinkers about
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Your Department is Your
Reference

Faculty is organized in academic
departments offering a variety of majors and
minors as well as courses for the Global Liberal
Arts Core Curriculum program. You may be
teaching courses that serve several different
programs, but you will be housed in a single
department.

The chair of your department is your main
reference person and the interface between the
department and the Academic Affairs Office.

Practical Information

When you join AUP you will receive an ID
card. Make sure you keep it with you all the time
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in a hybrid form, where some students join the
course remotely. Classrooms are equipped with
cameras and microphones which are designed to
allow remote learners to observe and hear the
contents of classes.

The classrooms assigned to your courses are
listed on your faculty portal under “ My
Schedule”. A campus map is available online.

Students’ Right to Privacy

FERPA is a Federal law that is administered
by the Family Policy Compliance Office (Office)
in the U.S. Department of Education. FERPA
applies to all educational agencies and
institutions that receive funding under any
program administered by the Department.
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as soon as possible. Faculty are responsible for
the education of students in their courses
through appropriate methods, such as lectures,
seminars, discussions, labs, excursions and for
the preparation, administration, and evaluation
of assignments, quizzes, papers, reports, projects
and examinations. All teaching faculty are free to
use whatever materials and methods can be
demonstrated best to accomplish the
educational learning objectives of the course.

AUP syllabi are uploaded here. For each
course offering a variety of actions are available:
Create syllabus; if no syllabus exists for this
offering. Edit & View Syllabus: if a syllabus exists
for this offering. View PDF Archive: if an
archived PDF exists for this offering. The
students will be able to access the syllabus in the
course catalog.

Please consider the academic calendar when
planning your classes. More information about
your courses that you may need when filling in
your syllabi (e.g. room allocation, pre-requisites,
etc.), is available on the faculty portal.

Your syllabi need to contain a clear
indication of the course’s learning outcomes (for
standard courses, these have been approved by
the Curriculum Committee and will be pre-filled
into the syllabus template) and of how the final
grade is calculated (see section on grading
below). You can find a_ short guide to the
definition of learning outcomes on the
Assessment webpages and information about

writing learning outcomes on the Teaching and

Learning Center webpages. Course learning
outcomes should be focused and measurable,

and they should be aligned with the learning
outcomes of the program(s) your course serves
(e.g. major or core curriculum). Learning
outcomes are a formal measure which does not
fully describe the ambitions of your course.
Contact the chair of your department if you have
guestions about learning outcomes.

Make sure that all your students have a copy
of the course syllabus from the first day of
classes. You may distribute paper or electronic
copies. You may also choose to spend some time
in class discussing the content of the syllabus
with your students.

Ordering Books

Book orders for your classes should be
placed through the faculty portal. Contact the
bookstore (bookstore@aup.edu.) for precise
instructions. Consider however that ordering
books takes time (this can be as long as several
months). If your courses start soon, please

consult with the Bookstore personnel to find out
when they expect that your order can be filled. If
your course is a standard course, books may
have been ordered filling the requests of
previous professors and you may choose to use
those texts. The rule of thumb is to not set more
than 110 euros worth of books for purchase per
4 credit course (this may be different for
graduate courses, so check with the graduate
program director if you are teaching master
level courses). In any case, confirm with your
departmental colleagues what the average
expected amount of reading is per class.

For shorter readings, it might be useful to
compile a copied reading pack. The Bookstore
arranges for these and pays the royalties, if
necessary. Reading packs can be processed at
shorter notice than book orders but, again,
contact the bookstore.

See also the Blackboard and Library services
described below.
Teams/Blackboard

AUP ITS supports the use of the Microsoft
Teams for virtual student/staff/faculty
meetings.

Academic-specific tools are supported

by Academic Technology, which is part of
the Academic Resource Center

(ARC). Training and support on the use of
Blackboard is available from the Academic
Technology Help Desk at the Academic
Resource Center (4t Floor Quai). You can
get help on how to use Blackboard for your
classes as well as troubleshooting any issues
you might have by emailing the Academic
Technology Help Desk

at ultrahelp@aup.edu.

At AUP you are given access to

our Blackboard Learning Management
System (LMS). Blackboard should be used
for your classes. You can upload and
distribute course materials such as syllabi,
readings, lecture notes, and other
documents; create exams and assignments;
and set up rubrics, accept assignment
submissions, give feedback on student
work, make announcements and
communicate with students, and even grade
submitted material, all within Blackboard's
fully functional LMS. Submissions can be
checked for plagiarism using the Turnitin
plagiarism tool integrated into Blackboard.
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refer any student who doesn’t appear on the
official roster to the Registrar’s Office
immediately.

Finally, make sure that you always arrive to
class on time (at least a few minutes before the
class starts) and finish your classes on time as
students have only 15 minutes to go from one
building to another one.

Teaching Periods
At AUP we have eight class periods a day:

[1] 9:00-10:20 [2] 10:35-11:55
[3] 12:10-13:30 [4] 13:45-15:05
[5] 15:20-16:40 [6] 16:55-18:15
[7]18:30-19:50 [8] 20:05-21:25

Classes are generally scheduled on Monday and
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writing projects. Please contact Ann Mott
(amott@aup.edu), the Writing Lab director, for
further information.
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en1010b) in the directory that goes to all
registered students.

AUP strongly discourages any cancellation of
courses for research reasons during the first and
last weeks of term as it disrupts the students’
experience to an excessive degree.
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especially recommended if you plan a library
research class.
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The Academic Affairs Team

Dr. Hannah Westley
Interim
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Center for Academic, Career, and Experiential Advising

Darcee Caron

Director of the Center for Academic Advising,

Careers, and Experiential Learning
dcaron@aup.edu +33 140 62 06 25

Isabella Archer
Acting Co-Director of ACE
Career Development Counselor

iarcher@aup.edu +33 14062 06 57

Selina Ramic
Administrative Assistant for ACE

sramic@aup.edu +33 14062 06 53

Amira Moussa
Administrative Assistant for ACE
amoussa@aup.edu

Sandra Diab
Administrative Assistant for ACE

sdiab@aup.edu +33 1 40 62 06 94

Linda Martz
Acting Co-Director of ACE
Imartz@aup.edu

Kyle McGuan
Academic Advisor and Transfer Advising
Coordinator

kmcguan@aup.edu +33 1 40 62 06 60

Dominique Meys
Senior Academic Advising Counselor

dmeyes@aup.edu +33140620671

Francesca Giuliano
Internship Program coordinator
fgiuliano@aup.edu +33 14062 06 57

Michelle Hwang
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Academic Advisor and Visiting program Advising

Coordinator
mhwang@aup.edu +33 1 40 62 06 19

Academic Resource Center
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