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EDUC 650 Managing School Environments

	Semester/Year                      

Winter 2012
	Instructor:        

Dr. Glenn Honda

	Course# and Credits:

EDUC 650 (Former: ED 604)                  
3 credits
	Email:   

ghonda@chaminade.edu

	Class Title:                

Managing School Environments
	Telephone: 

440-4268

	Course Format:

On-ground
	Office Hours/When to Contact: 

By appointment only

	Class Location:

Education Building Room 101            (Brogan Hall)
	Office Location:  

Education Building Room 115         (Brogan Hall)

	Class Time/Day: 

5:30 – 9:40 p.m./Tuesdays
	Other:

	O&P/Service Requirement:

10 hours
	Holidays:
None


Required Text:  Charles, C.M., 2008.  Building Classroom Discipline.  (9th Edition).  NY:  Pearson Education Inc. Allyn & Bacon:  ISBN # 0-205-51072-8
Signature Assignments must be placed in LiveText.  LiveText Support:  https://www.livetext.com/overview/student-overview.html; Phone: 1-866-LiveText (1-866-548-3839); Technical Support Hours Mon - Thurs: 7am to 9pm (CT), Friday: 7am to 6pm (CT), & Sunday: 12pm to 9pm (CT).
Other Readings/Recommended Texts: Wong, Harry K. & Wong, Rosemary T., 2009.  The First Days of School:  How To Be An Effective Teacher.  Singapore:  Harry K. Wong Publications, Inc.  ISBN:  978-0-9764233-1-7
Catalog Description:  EDUC 650 Managing School Environments (3 credits)  Strategy development for successfully managing educational environments for student success. Focus is on providing the teacher as guide/facilitator with a large variety of choice based on research findings that are developmentally appropriate and both student and teacher-centered. Requires observation and participation.
Marianist Values:

1. Education for Formation in Faith (Mana): Within the community of learners, reason and personal faith are seen as mutually complementary roads to truth. All Education Division members join the larger community of faith, hope, love and ethical practice.

2. Integral, Quality Education (Aloha): The community is committed to an integral, quality education that begins with respect for the complexity and diversity of each person. All Education Division members attempt to engage the whole person with quality courses and activities that challenge the intellectual, emotional, aesthetic, physical, and ethical dimensions that make up each student's life experience.

3. Education and the Family Spirit (Ohana): The community of learners is a second family which encourages the personal development of each of its members. Mutual respect for all members of the Education Division family allows the community to share responsibility for decision making at all levels.

4. Education for Service, Peace and Justice (Pono): All members of the community strive to serve the university community and the larger community. Education Division community members are committed to scholarly service and to dispense and receive justice to and from each other and to the larger community.

5. Education for Adaptation and Change (Ho‘oma‘ama‘a): True to the tradition of faith, a Marianist-founded education prepares students for tomorrow and adapts to its time. The Education Division scholarly community of learners regards technology as a critical aid in the quest for understanding in a changing world.

Guiding Philosophy:  The Education Division’s guiding philosophy is based upon a set of beliefs that flow from Chaminade University’s vision and mission statements, the Education Division’s mission statement, the Marianist Core Academic Beliefs, and the Hawai'ian 'Ōlelo of Mana (intrapersonal; spirit; embodiment of love, faith, and ethical practice), Aloha (interpersonal; love; sacredness; divine breath), 'Ohana (classroom; family; interconnectedness), Pono (community; being in alignment and balance in life and the community), and Ho'oma'ama'a (world; become adapted to; teach one to work). These values and beliefs are based on the Catholic Marianist principles; a commitment to mentor instructional and educational leaders to their fullest potential; a commitment to teaching excellence, engagement in scholarship in the pursuit of truth; and a commitment to scholarly service for the university and the larger community. This alignment is designed to prepare education professionals for effective classroom and school leadership by demonstrating professional dispositions, content knowledge, pedagogical skills, and leadership to work effectively with a diverse community of learners.
Education Division Mission Statement:  The Education Division’s mission is to foster the development of knowledgeable, proficient, and reflective teachers and educational leaders. Our programs are based in the liberal arts tradition, Catholic Marianist values, current research, best practice, and professional standards. In this context we develop educators who demonstrate ethical, effective and culturally responsive practices, and a commitment to building a just and peaceful society.
Program Learning Outcomes (PLOs):  Successful teacher candidates in Chaminade initial teacher licensure programs will demonstrate knowledge, skills, and dispositions in the following areas:
	PLO1
	Content Knowledge (Knowledge of subject matter)

	PLO2
	Developmentally Appropriate Practice (Knowledge of how students develop and learn, and engagement of students in developmentally appropriate experiences that support learning )

	PLO3
	Pedagogical Content Knowledge (Knowledge of how to teach subject matter to students and application of a variety of instructional strategies that are rigorous, differentiated, focused on the active involvement of the learner) 

	PLO4
	Educational Technology (Knowledge of and application of appropriate technology for student learning) 

	PLO5
	Assessment for Learning (Knowledge of and use of appropriate assessment strategies that enhance the knowledge of learners and their responsibility for their own learning)

	PLO6
	Diversity (Skills for adapting learning activities for individual differences and the needs of diverse learners and for maintaining safe positive, caring, and inclusive learning environments)

	PLO7
	Focus on Student Learning (Skills in the planning and design of meaningful learning activities that support and have positive impact on student learning based upon knowledge of subject matter, students, the community, curriculum standards, and integration of appropriate technology)

	PLO8
	Professional & Ethical Dispositions and Communication (Professional dispositions, professionalism in teaching, and ethical standards of conduct consistent with Marianist values, and positive and constructive relationships with parents, the school community and professional colleagues)


Course Objectives:  At the end of this course, the students will:
	CLO 1

(HTSB 1A-B, SA, 3F, 5A, 7C)
	Demonstrate knowledge of the basic research-based classroom management theories, methods, and techniques

	CLO 2

(HTSB 1A-F, 2A-F, 4A-C, 4F-H, 5A, 5D, 7A-G, 10C, 10E)
	Develop a belief statement that clearly delineates how teacher effectiveness is dependent upon the development of positive and trusting relationships with all stakeholders in a school community

	CLO 3

(HTSB 2A, 2E-F, 4B, 4F, 10C, 10E)
	Develop a plan for developing/establishing a cohesive and respectful community of learners.

	CLO 4

(HTSB 1A-F, 2A-F, 4A-C, 4F-G, 7A-B, 10A)
	Develop a classroom management plan which clearly demonstrates the teacher candidate’s knowledge of why discipline problems arise, and how to reduce or eliminate the problems.

	CLO 5

(HTSB 2B-C, 2F, 4A-B, 4D, 5A, 5D, 7B, 10E)
	Produce a reflection paper in which the teacher candidates identify what serves as a “trigger” for them and how: 1) they would manage it, and 2) how not managing that “trigger” may contribute to student behavior problems.

	CLO 6

(HTSB 1C, 2B, 2F, 4F)
	Demonstrate knowledge of crisis prevention and intervention strategies.

	CLO 7

(HTSB 2B-C, 2E, 3A, 4D, 5D, 9A-J, 10B-E)
	Produce an O&P written journal which provides specific examples of: 

1) How the various classroom management strategies are implemented in the classroom, 2) how the teacher has personalized them to his/her own style, and 3) how classroom management strategies are contextual.


Linkages between Course Learning Objectives (CLOs) and Program Learning Objectives (PLOs):

	
	PLO 1
	PLO 2
	PLO 3
	PLO 4
	PLO 5
	PLO 6
	PLO 7
	PLO 8

	CLO 1
	
	
	X
	
	
	X
	
	

	CLO 2
	
	
	
	
	
	
	
	X

	CLO 3
	
	
	
	
	
	
	
	X

	CLO 4
	
	
	
	
	
	X
	
	

	CLO 5
	
	
	X
	
	
	X
	
	

	CLO 6
	
	
	
	
	
	X
	
	

	CLO 7
	
	
	
	
	
	
	
	X


Big Ideas or Essential Questions Addressed in This Course:  3 questions with link to CLOs and PLOs:
	Essential Questions


	Related CLOs
	Related PLOs

	How do you successfully implement effective classroom management while maintaining a positive classroom climate?


	1 - 7
	3, 6, 8

	How does the diversity in the classroom influence how behavior issues are addressed with the students and the parents?


	1, 2, 3, 4, 5, 7
	3, 6, 8

	Is the teacher’s role to manage a classroom or provide leadership?


	1, 2, 3 , 4, 5, 7
	3, 6, 8


Course Requirements:  Points will be deducted for late assignments = -2 points per day.  Papers submitted will be double spaced, black ink, and no smaller than # 12 font (including all journal entries.)
 Commitment:  Student commitment is very important in this course.  Points will be deducted for the late submittal of any assignment.  Non-submittal of an assignment by the last day of class will mean a reduction of one grade (final grade) per assignment.  
Incompletes:  An incomplete (I) grade will be given only under emergency situations and much dialogue between the student and instructor has taken place; prior to the deadline for submitting grades to the Registrar’s Office.
	Assignment
	Pts
	Assignment Description
	Due Date

	Attendance and Participation
	40
	This is a crucial course because understanding classroom discipline as part of effective classroom management and curriculum is very important.  So attendance is very important in this class.  Every absence or partial attendance will mean that vital course content will be missed and the ability to participate in class activities will be diminished.  Emphasis is placed on class discussions.  All students are highly encouraged to participate in these discussions.

Attendance is mandatory.  Therefore, there is NO EXCEPTION FOR ABSENCES.  Absences are submitted to the Registrar’s Office at the end of the course.  Each 4-hour class is worth 4-points (1 point per class hour for attendance/participation).  Example:  arriving to class 1-hour late means receiving 3 points for that class session.  Your attendance will be noted during each class period on an attendance sheet.  For partial attendance, it is important to check that the correct attendance is noted on the attendance sheet, so that it is not construed as a 4-point absence.

      Plus the Education Division Policy:  More than 1 absence lowers final grade 1 letter.  Tardy (ies) of 25 minutes = 1/2 class absence and minutes are cumulative.  ½ class absence = lowering ½ of the final grade.
	N/A

	Research Paper
	35
	Each student will do a research paper based on the three chapters delineated below.  The research paper will provide the student with the opportunity to understand the concepts and components of research design based on data and literature gathered from various reliable sources.  The paper will consist of about 8 pages.  The topic selected will be related to discipline, behavior or classroom management in the paper.  The Publication Manual of the American Psychological Association (APA Manual) will be used to write the paper.

The paper will consist of three (3) chapters delineated as follows:

Chapter I Introduction:  Title of paper; Statement of the Problem; Statement of the Purpose; Research Questions; Significance of the Problem; and Definition of Terms

Chapter II Review of Related Literature:  It is important to demonstrate that you have examined all literature relevant to the topic and included analysis of that which is appropriate.  CHAPTER 2 WILL BE LIMITED TO 1 ½  PAGES.

Chapter III Discussion and Recommendations:  Summary; Conclusions; Discussion and Implications; Recommendations for Further Research
	See “Week 5” on page 12

	Research Paper Presentation (Oral)
	30
	Each student will present the research paper to the class.   The focus of the presentation is on the contents of the research paper.   The presentation will be 15 to 20 minutes in length.  Audio visual material(s) or equipment will be used in this presentation.
	See “Week 5” on page 12

	O & P Written Journal
	35
	A written journal will be kept of all the time spent in the classroom for O & P.  You may not observe another student in this class.  The journal will include any interesting and learned experiences that are related to the concepts presented in this course.  The following information will be included in the journal.  The following subtopics will be written in each journal entry:  Objective Reactions, Subjective Reactions, Changes, Educational Theories, and Additional Reactions:

· Describe objective reactions to what was observed and experienced.  Use concise, non-judgmental descriptors (e.g., numbers, physical descriptions, describe things sequentially).  The observations are based on facts without opinions. 

· Describe subjective reactions to observations based on what you wrote in the objective reactions.  How do you feel?  Rate, judge, and critique what you observed and experienced.  What did you like and/or dislike.  Opinions are based on facts. 

· Describe how you would change or use what you observed in your teaching based on your written objective and subjective reactions; with reasons for changes.  If there are no changes in the journal entry, what did you like and why?

· What educational theories from your course readings were reflected, used or contradicted in your observations and experiences; based on what you wrote in the above 3 bullets?  Write references to the appropriate experts.

· List and explain additional reactions that were pertinent to classroom management but not written in the above 4 bullets. 
	See “Week 8” on page 13

	O & P Experience Presentation  (Oral)
	30
	The O & P experience is a valuable part of this course as it relates to the theoretical concepts with the actual “hands-on” experiences.  You will present highlights of being in the classroom based on the concepts covered in this course on managing school environments.  The focus of the presentation is on the 5 bullets found in the syllabus requirements in the previous section under “O & P journal.”  Do not place all days of each journal entry into your presentation.  Instead, condense the information in your presentation into a summary, based on the 5 bullets in your written journal.    

Samples of your students’ works (first preference) may be used in the presentation to relate the concepts learned with real life experiences.  If there are no samples of students’ works, then visuals of projects, room set-up etc., MUST be used in the presentation.  The presentation will be based on the journal entries that will be kept by each ED 604 student in this class.  There is no substitute for this activity in this course.  Therefore, each student will spend a minimum of 10 hours in a P – 12 classroom.  The presentation will be 20 minutes in length.  Audio-visual material must be used in the presentation (e.g., power point slides).  Pictures of student’s faces must have the approval of the parents; especially special education students.
	See “Week 8” on Page 13

	Portfolio with Entry Slips
	30
	Each student will keep a portfolio with the assignments in this class.  Each student will make an entry slip after each completed assignment.  Each entry slip will be no less than 1 ½ pages in length double spaced with #12 font.  The entry slips will be placed in the portfolio and submitted toward the end of the course (see last page of this syllabus for due date).  An entry slip is a reflective statement about the assignment (called an artifact or document).  There will be 4 entry slips for the required assignments.  The 4 assignments are as follows:

· Research paper 

· Research paper presentation 

· O & P journal 

· O & P presentation 

The reflective statements would be relative to:

· The Hawaii Teacher Standards Board:  Hawaii Teacher Performance Standards that were addressed in the assignments.  Included would be how the standards were addressed. 

· What you have learned as a teacher in the assignment 

· New thoughts about instructional strategies, organization, performance criteria, assessment, evaluation, etc. 
	See “Week 9” on Page 14

	Classroom Management Plan
	0
	A classroom management plan will be constructed in this course.  This will be a valuable document for student teaching and when the licensed teacher has his/her own classroom.  The basic components will consist minimally of a discipline plan, procedures and routines, diversity (e.g. culture, special needs, etc.), teacher dispositions, student motivation, problem solving, positive expectations and the promotion of trust, dignity and hope.  The instructor will provide specific steps during the last 4 sessions of the course to complete the plan.
	See “Week 8” on page 13


Grading System:  The total point value of assignments and participation is 200.  Letter grades are based on the following point system:
180 – 200
=
A

160 – 179
=
B

140 – 159
=
C

Below 140
=
F
Signature Assignment:  To document teacher candidates’ progress toward the mastery of the requisite knowledge, skills and dispositions for teacher licensure, all required courses have a signature assignment. Signature assignments are accessed via a rubric linked to the relevant program learning outcome(s). All signature assignments must be submitted on LiveText, where candidates may view their assessment results and any comments from the instructor.
Signature Assignment Grading Rubric:  Each student will do a research paper based on the three chapters delineated below.  The research paper will provide the student with the opportunity to understand the concepts and components of research design based on data and literature gathered from various reliable sources.  The paper will consist of about 8 pages.  The topic selected will be related to discipline, behavior or classroom management in the paper.  The Publication Manual of the American Psychological Association (APA Manual) will be used to write the paper.
The research paper will consist of three (3) chapters delineated as follows:

Chapter I Introduction:  Title of paper; Statement of the Problem; Statement of the Purpose; Research Questions; Significance of the Problem; and Definition of Terms

Chapter II Review of Related Literature:  It is important to demonstrate that you have examined all literature relevant to the topic and included analysis of that which is appropriate.  CHAPTER 2 WILL BE LIMITED TO 2 PAGES.

Chapter III Discussion and Recommendations:  Summary; Conclusions; Discussion and Implications; Recommendations for Further Research
Research Paper Rubric

	

	
	Exceeds (3 pts)
	Meets (2 pts)
	Below Expectations (1 pt)

	Element 1: Chapter I (1, 20%)
	Excellent writing on the statements of the problem and purpose, research questions, significance of the problem and definition of terms
	Good writing on the contents of Chapter I
	Writing in Chapter I does not satisfactorily meet the requirements of the assignment

	Element 2: Chapter II (1, 20%)
	Excellent writing on the review of the literature that was relevant to the topic; appropriate in supporting the position on the selected topic and the answers to the research question(s).
	Good writing on the contents of Chapter II
	Writing in Chapter II does not satisfactorily meet the requirements of the assignment

	Element 3: Chapter III (1, 20%)
	Excellent writing on the summary of Chapters I & II, conclusions, discussion and implications, and recommendations for further research.
	Good writing on the contents of Chapter III
	Writing in Chapter III does not satisfactorily meet the requirements of the assignment

	Element 4:  Research Methodology (1, 20%)
	Excellent research paper that demonstrated the understanding of the concepts and components of research design based on gathered data, reviewed literature and valid/reliable answer(s) of the research question(s).
	Good research paper that demonstrated understanding of the concepts
	Understanding of the concepts and components  of research are below satisfactory

	Element 5:  Promptness(1, 20%)
	Research paper was submitted on time
	Research paper was submitted late
	Research paper was submitted very late


Standards

	HI-HTS Correlated Sets 
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	HI-HTS.1 
	Standard 1: Focuses on the Learner 

	HI-HTS.2 
	Standard 2: Creates and maintains a safe and positive learning environment

	HI-HTS.4 
	Standard 4: Fosters effective communication in the learning environment

	HI-HTS.6 
	Standard 6: Designs and provides meaningful learning experiences

	HI-HTS.9 
	Standard 9: Demonstrates professionalism


Student Learning Outcomes

	HI-CHAM-ED-BS-EE Correlated Sets 

[image: image3.wmf]

--



	HI-CHAM-ED-BS-EE.1.ED.404.1 
	Demonstrate the understanding of the concepts in classroom management;

	HI-CHAM-ED-BS-EE.1.ED.404.2 
	Demonstrate the knowledge gained in observation and participation experiences;

	HI-CHAM-ED-BS-EE.1.ED.404.3 
	Demonstrate what have been learned in the course by reflecting on the completed course assignment.


O&P or Service Learning Requirement (if applicable):  There is an O & P requirement in this course.  See “Course Requirements” above for the O & P assignments.  This course does not include a Service Learning component.
Course Schedule/Calendar by Session (Weekly):  Chapters will be discussed on the assigned week.  Other readings and handouts may be periodically assigned.  The weekly class schedule may be adjusted to meet unforeseen situations and to meet the needs of the students and instructor. 
	WEEK/DATE
	Activities 
	Assignments & Due Dates

	Week 1

January 10

	Introductions and course requirements 
Chapter 1:  What is Classroom Discipline and How Do I Encourage Productive Efforts in My Classroom?
Chapter 2:  How Can I Anticipate My Students’ Behavior and Deal With Factors That Promote Misbehavior?

	 

	Week 2

January 17
	Chapter 3:  How Do I Recognize and Deal With Atypical Behavior That Is Neurologically Based?
Chapter 4:  What Are the Foundations That Underlie Today’s Best Systems of Discipline?
Chapter 5:  How Does Ronald Morrish Use Purposeful Teacher Guidance to Establish Classroom Discipline?

	

	Week 3

January 24
	Chapter 6:  How Do Harry and Rosemary Wong Use Responsibilities and Procedures to Establish Classroom Discipline?
Chapter 7:  How Does Fred Jones Establish Class Discipline by Keeping Students Responsibly Involved?

	 

	Week 4

January 31
	Chapter 8:  How Does William Glasser Use Choice Theory and Quality Education to Establish Classroom Discipline?
Chapter 9:  How Does Spencer Kagan Use Structures and Teacher-Student Same-Side Collaboration to Establish Class Discipline?

	

	Week 5

February 7
	Research paper 
	Research paper due from entire class

Presentations on Research assignment

	Week 6

February 14
	Chapter 10:  How Does Marvin Marshall Establish Discipline by Activating Internal Motivation and Raising Student Responsibility?
Chapter 11:  How Does Craig Seganti Use Positive Teacher Leverage and Realistic Student Accountability to Establish Student Discipline?

Case studies 
	Continue research assignment presentations

	Week 7

February 21
	Chapter 12:  How Do Top Teachers Establish Personal Influence with Students Who Are Difficult to Manage?

Chapter 13:  How Do Leading Experts Engender Respect and Civility In the Classroom?

Case studies 

Classroom Management Plan development
	

	Week 8

February 28
	Chapter 14:  How Do CM Charles and Others Energize Their Classrooms?
Chapter 15:  How Does Eileen Kalberg VanWie Build and Maintain Democratic Learning Communities in Technology-Rich Environments?

Oral presentations on O & P journal experiences 

Discussions on O & P presentations 

O & P journals due from entire class 

Classroom Management Plan development
	O & P Journals due from entire class

Presentations on O & P Journal

Classroom management plan development during class session

	Week 9

March 6
	Chapter 16:  How Do I Finalize a System of Discipline Designed Especially for Me and My Students?

Continue oral presentations on O & P journal experiences

Portfolio with entry slips

Classroom management plan development (continued)
	Continue O & P presentations

Portfolio with entry slips due from entire class

	Week 10

March 13
	Chapter 19 (Department of Education)  “Student Misconduct, Discipline, School Searches & Seizures, Reporting Offenses, Police Interviews & Arrests, & Restitution for Vandalism & Negligence”

Classroom Management Plan

Continue oral presentations not concluded in previous weeks with discussions

Closure activities

Late assignments will not be accepted after today
	Classroom Management Plan due from entire class

Presentations of Classroom Management Plan with discussions


University Policies:
Attendance: As stated in the Chaminade University Catalog, students are expected to attend all classes for courses in which they are registered. Students must follow the attendance policy of the Division as appropriate for the course format (on-ground, hybrid, or online). Penalties for not meeting the attendance requirements may result in lowering of the grade, withdrawal from the course, or failing the course.
A summary of the Education Division’s attendance policy is attached at the end of this syllabus.

Classroom Deportment:  The essential points are as follows:
1. Cellular phones and beepers must be in the silent mode or turned off except in extenuating circumstances approved by the professor in advance.  Smoking and alcoholic beverages are prohibited.

2. Personal audiovisual equipment (e.g., radio, CD players, and televisions) not relevant to class is prohibited. 

3. The dress code requires footwear and appropriate attire

Freedom of Expression:  Students are free to express different views than those presented in this course but these diverse views must be grounded in research.  Students are required to complete all assignments and study the materials presented in class whether there is agreement with the specific bodies of knowledge set forth in this course.
Writing Standards:  All work submitted by Chaminade University students must meet the following writing standards.  Written assignments should:

1) Use correctly the grammar, spelling, punctuation, and sentence structure of Standard Written English.

2) Develop ideas, themes, and main points coherently and concisely.

3) Adopt modes and styles appropriate to their purpose and audience.

4) Be clear, complete, and effective.

5) Carefully analyze and synthesize material and ideas borrowed from sources.  In addition, the sources of the borrowed material should be correctly acknowledged to avoid plagiarism.

Plagiarism:  “Plagiarism is the offering of work of another as one’s own.  Plagiarism is a serious offense and may include, but is not limited to, the following:

1) Complete or partial copying directly from a published or unpublished source without proper acknowledgement to the author.  Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism.  Proper acknowledgement of the source of a text is always mandatory.

2) Paraphrasing the work of another without proper author acknowledgement.

3) Submitting as one’s own original work (however freely given or purchased) the original exam, research paper, manuscript, report, computer file, or other assignment that has been prepared by another individual.

Please refer to your Student Handbook and the Graduate Catalog for other important institutional and academic policies including more detailed information regarding Grading, Plagiarism, Classroom Deportment, Freedom of Expression, Add/Drop, Disabilities, and others.
EDUCATION DIVISION ATTENDANCE POLICY
As stated in the Chaminade University Catalog, students are expected to attend all classes for courses in which they are registered. 

Students must follow the attendance policy as stipulated in the syllabus of Education Division courses. Penalties for not meeting the attendance requirements may result in lowering of the grade, withdrawal from the course, or failing the course.

1. Excused Absences. 

1.1. Since it is expected that students will participate in all class sessions, excused absences are only granted in exceptional situations where evidence is provided by the student to the instructor. Examples would include illness (with verification by a doctor) or the death of a close family member. Students should notify their instructors when a situation prevents them from attending class and make arrangements to complete missed assignments. While notification of the instructor by a student that he/she will be absent is courteous, it does not necessarily mean the absence will be excused. 

1.2. In cases where excused absences constitute a significant portion of a course’s meetings (e.g., more than 20% of on-ground course meetings, or a significant portion of online or hybrid courses), the instructor should refer the case to the Dean with a recommendation on how the case should be handled (e.g., withdrawal or incomplete). 

2. Unexcused Absences. Chaminade University policy states that in cases where unexcused absences are equivalent to more than a week of classes the instructor has the option of lowering the grade. In the Education Division we have added detailed guidelines to cover different types of courses and class schedules:

2.1. On-ground courses. When unexcused absences total more than 10% of the number of classes will result in a lowering of the overall grade by one letter grade. A student who misses 20% or more should withdraw or be administratively withdrawn.

a. Accelerated Semester Classes (10 classes): More than one absence lowers grade one letter. Missing more than two classes results in failure or withdrawal.

b. Undergraduate Day Courses TTh (30 classes): More than 3 absences lowers grade one letter. Missing more than six classes results in failure or withdrawal.

c. Undergraduate Day Courses MWF (45 classes): More than 4 absences lowers grade one letter. Missing more than nine classes results in failure or withdrawal.

2.2      Hybrid courses (online combined with 3 or more on-ground meetings) One absence from on-ground classes lowers grade one letter. Two or more absences from on-ground meetings results in failure or withdrawal.  For the online portion of the course the instructor will specify and enforce expectations for online participation and receipt of assignments appropriate to the design of the course.

2.3      Online courses and online portion of hybrid courses.  The instructor will specify and enforce expectations for online participation and receipt of assignments appropriate to the design of the course.
3. Additional Notes
3.1 If a student does not logon to an online or hybrid course for the first two weeks, the instructor should notify the Dean and the student will be withdrawn from the course.
3.2 Any student who stops attending an on-ground course or stops participating in an online course without officially withdrawing may receive a failing grade.
Education Division Incomplete Grade Policy:  At the discretion of the faculty member, a grade of “I” may be assigned to a student who has successfully completed a majority of the coursework, but who has an unavoidable and compelling reason why the remainder of the work cannot be completed on schedule.  The issuance of an “I” grade is not automatic.  Prior to reporting final grades, a contract must be made between the student and the instructor for the completion of the required coursework. This contract must reflect a final default grade if the student does not submit the required assignments. (For example, the grade notation would be: IB, IC, ID, or IF.  The default for an “I” that is submitted without an alternative grade is “F.”) The contract must include a detail of the remaining coursework and the final deadline date by which the grade is to be submitted.  (Note: the deadline date is 90 days past the end of term date and includes the time required by the instructor to review, grade, and submit the paperwork reflecting the final grade.)  This deadline date may not be extended.
Academic Honesty Statement:
· In the cases of alleged academic dishonesty (such as plagiarism, cheating, claiming work not done by the student, or lying) where a faculty member observes or discovers the dishonesty, the faculty members may choose to confront the student and handle the matter between the faculty member and the student, or the faculty member may choose to refer the incident to the Dean or Graduate Program Director.  (If the Dean or the Director is the instructor in question, the concern shall be directed to the Provost; if the Provost is the instructor in question, the concern shall be directed to the President.)  If the faculty member chooses to confront the situation and it is not satisfactorily resolved between the faculty member and the student, the matter may then be referred or appealed to the Dean or Director.

· In either case, the Divisional Dean or Graduate Program Director may choose to 1) resolve the matter through a meeting with both the student and the faculty member, or 2) refer the matter to the Provost.  The findings, in either case are final.

· If alleged academic dishonesty is reported to a faculty member by a third party, then the faculty member will meet with the Divisional Dean or Graduate Program Director; to determine whether the evidence warrants an investigation, and how the investigation will be handled.  It may also be decided that the faculty member will either confront the student or, assuming enough evidence is present to warrant action, turn the matter over to the Divisional Dean or Program Director to either resolve or organize a hearing.

· If the student is found guilty of the charges of academic dishonesty, the student may be subject to academic penalties such as failure of the course, exam, or assignment.  Other penalties from the list of possible disciplinary sanctions may also be deemed appropriate.
Disability and Full Inclusion Statement:  Chaminade University of Honolulu is committed to a policy of non-discrimination and recognizes the obligation to provide equal access to its programs, services, and activities to students with disabilities.  If a student is in need of accommodation due to a documented disability, he/she should contact the Director of Personal Counseling at (808) 739-4603 or by email at the jyasuhar@chaminade.edu address.  A determination will be made if the student meets the requirements for documented disability in accordance with the Americans with Disabilities Act.  It is important to contact them as soon as possible so that accommodations are implemented in a timely fashion. Beyond the legal requirements Chaminade’s Education Division is committed to an integral, quality education that begins with respect for the complexity and diversity of each person. Subsequently, faculty members attempt to engage the whole person with quality courses and activities that challenge the intellectual, emotional, aesthetic, physical, and ethical dimensions that make up each student's life experience.  
KSD Referrals :
· Background: Implementation of the Knowledge/Skill/Disposition (KSD) referral system was approved by the Division at the Fall 2011 Chaminade Faculty retreat. The KSD referral system is in place to help undergraduate and graduate students in reaching their goals to become highly-qualified and highly-effective educators and administrators. As our Education Division mission states, we strive “To foster the development of teachers and leaders in education through programs based in the liberal arts tradition, Catholic Marianist values, current research, best practice, and state and professional standards.” Part of this is to ensure that each teacher candidate or educational leader taking our coursework is knowledgeable in the content area, possesses the needed skills to teach that content, and has dispositions that are reflective of an education professional with accompanying Marianist values.

· Referral Process: Any member of the Education Team, defined as an employee of the Education Division and including adjunct instructors, can initiate a KSD referral to the Dean at any time and for any student taking an education course (see attached form). Referrals can also be made to the Dean for our students taking non-education courses.
Syllabus Change Policy:  This syllabus is a guide and every attempt is made to provide an accurate overview of the course. Occasionally, it necessary for the instructor to modify the syllabus during the semester due to the progress of the class, experiences of the students, and unforeseen changes in the schedule. Changes to the syllabus will be made with advance notice whenever possible.
Netiquette for Online Activities:
(
Be polite and respectful of one another.

(
Avoid personal attacks.  Keep dialogue friendly and supportive, even when you disagree or wish to present a controversial idea or response.

(
Be careful with the use of humor and sarcasm. Emotion is difficult to sense through text.

(
Be helpful and share your expertise. Foster community communication and collaboration.

(
Contribute constructively and completely to each discussion. Add value in your comments. Avoid short, repetitive “I agree” responses.

(
Consider carefully what you write. Re-read all e-mail and discussion before sending or posting. Remember that e-mail is considered a permanent record that may be forwarded to others.

(
Be brief and succinct. Don’t use up other people’s time or bandwidth.

(
Use descriptive subject headings for each e-mail message.

(
Respect privacy. Don’t forward a personal message without permission.

(
Cite references. Include web addresses, authors, names of articles, etc.

(
Keep responses professional and educational. Do not advertise or send chain letters.

(
Do not send large attachments unless you have been requested to do so or have permission from all parties.

STUDENT ACKNOWLEDGEMENT PAGE
Student Acknowledgement 
(Please sign and return this sheet to the instructor) 

Course:

Term:

Printed Name:

Signature:

I have completely read this syllabus and understand and agree to the course requirements. 

Please indicate below, any special needs or circumstances that may have some impact on your work in this class, and for which you may require special accommodations, including but not limited to physical or mental disabilities, inability to arrive in class on time or need to leave class early, observance of religious holidays, etc. 
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