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Student Teaching Seminar
	Semester/Year
Spring, 2016
	Instructor:
Bobbie Martel


	Course# and Credits:
ED 490-90-1: 3 credits
ED 492-90-2: 3 credits
EDUC 686-90-3: 3 credits     

	Email:
Roberta.martel@adjunct.chaminade.edu

	Class Title:
Elementary Student Teaching Seminar

	Telephone:
808-777-8841 (cell)

	Course Format:
On-line

	Office Hours/When to Contact:
Office Hours by Appointment
Skype or Phone Conferencing:  Please contact me if you would like to schedule a meeting, phone conference or Skype video conference to discuss questions.

	Class Location:
On-line
	Office Location: 
N/A

	Student Teaching Requirement:
Seminar runs concurrently with student teaching practicum

January 11, 2016- May 05, 2016
	Text:
TITLE:  How to Develop A Professional Portfolio: A Manual for Teachers 
AUTHOR(S):  Dorothy M.. Campbell, Pamela Bondi Cignetti, Beverly J. Melenyzer, Diane H. Nettles, Richard M. Wyman
ISBN #: 9780-1331-0117-1
PUBLISHER: Allyn & Bacon.
EDITION: 6th     
WEBSITE: InTASC Standards 
http://www.ccsso.org/Resources/Publications/InTASC_Model_Core_Teaching_Standards_A_Resource_for_State_Dialogue_%28April_2011%29-x1025.html







	
Catalog Description:
Student Teaching Seminar is required with all student teaching courses. Student completes Standards-based Exit Portfolios. Prerequisite: Pass PRAXIS II and acceptance to student teaching.
Course Goal:

The goal of the course is to provide a culminating seminar for teacher candidates who are in a supervised student teaching experience. The seminar is the capstone experience in the teacher candidates’ training. Teacher candidates will complete an exit portfolio to demonstrate competency in the Hawaii Teacher Performance Standards and Support Consortium (InTASC) standards. This portfolio will document the effect the teacher candidate has on K-12 student learning. Teacher candidates will also create an understanding by design (UbD) unit during seminar that they will implement during their student teaching practicum. 

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 mission of the Education Division of Chaminade University is to foster the professional development of teachers and educational leaders through programs based in the liberal arts tradition, Catholic Marianist values, current research, and best practice.

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.

Selected from Characteristics of Marianist Universities: A Resource Paper Published in 1999 by Chaminade University of Honolulu, St. Mary’s University and University of Dayton.

Program Learning Outcomes (PLOs):
Successful teacher candidates must meet relevant professional, state, and institutional standards through meeting the following Program Learning Outcomes:
PLO1	Knowledge of subject matter such as reading/language arts, mathematics, social sciences, science, visual arts, musical arts, and kinesthetic arts (Content Knowledge)
PLO2	Knowledge of how students develop and learn, and engagement of students in developmentally appropriate experiences that support learning (Developmentally Appropriate Practice)
PLO3	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 (Pedagogical Content Knowledge)
PLO4	Knowledge of and application of appropriate technology for student learning (Technology)
PLO5	Knowledge of and use of appropriate assessment strategies that enhance the knowledge of learners and their responsibility for their own learning (Assessment)
PLO6	Skills for adapting learning activities for individual differences and the needs of diverse learners and for maintaining safe positive, caring, and inclusive learning environments (Diversity)
PLO7	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 (Focus on Student Learning)
PLO8	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 (Professional & Ethical Dispositions and Communication.

Big Idea: 
Teacher candidates, by the end of their educational studies, have acquired knowledge and valuable skills that will enable them to be effective teachers. Teacher candidates will demonstrate their content knowledge and pedagogical skills in an electronic portfolio based upon the Interstate Teacher Assessment and Support Consortium (InTASC) standards.

Course Learning Objectives At the end of this course, the teacher candidates will:

	CLO 1
	Demonstrate knowledge of how learners grow, develop and create safe and supportive environments for optimal learning.


	CLO 2
	Exhibit the ability to effectively plan instruction and incorporate a variety of instructional strategies by drawing upon knowledge of content and pedagogy.

	CLO 3
	Makes use of appropriate technology to engage and promote student learning.

	CLO 4
	Uses assessment to plan instruction and differentiate instruction for diverse learners.

	CLO 5
	Engage in meaningful professional learning by regularly examining practice through ongoing study, self-reflection, and collaboration. 




Linkages between Course Learning Objectives (CLOs) and Program Learning Objectives
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	Essential Questions Addressed in This Course

	Related CLOs
	Related PLOs

	What do teachers need to know about the diverse learning needs of learners and the environments that best support learning?
	1, 4
	2, 6


	What content knowledge do teachers need to help learners to access information, apply knowledge in real world settings, and address meaningful issues?


	2
	1

	How can teachers integrate assessment, planning, and 
instructional strategies in coordinated and engaging ways to successfully motivate students?

	2, 4
	2, 3, 5

	How does a teacher collaborate with learners, families, colleagues, other school professionals, and community members to ensure learner growth, and to advance the profession?
	5
	8




Key Teaching-Learning Strategies
This is an online course. The learning strategies include:
	Online assignments
	Classroom activities with reflections
	Participation with peers
	Mentoring from University Supervisors, Cooperating Teachers

Course Requirements:

This class follows a weekly schedule, beginning on a Monday and ending on Sunday. This course is designed to be interactive through the use of threaded discussions (posts, responding to other posts). Students will post their assignments by Sunday, 11:59 pm of specified week and respond to at least one or two posts. 

Key Assignment:

To document candidates’ progress toward the mastery of the requisite knowledge, skills and dispositions for teacher licensure, all required courses have a key assignment. Key assignments are assessed via a rubric linked to the relevant program learning outcome(s). All key assignments must be submitted in LiveText, where candidates may view their assessment results and any comments from the instructor. 

The key assignment is the Student Teaching Exit Portfolio due in LiveText at the completion of this course. You will need to have a resume and 3 letters of recommendation. These letters of recommendation are usually written by those who know you in an educational/professional capacity such as your Cooperating Teacher, University Supervisor, Department Head, Principal, etc. It is best to ask people as early as possible for these. You may consider asking your principal/Dept. Head/Curriculum Specialist to come in and observe you teaching if you are going to request a letter from them. There is no form or template for this since this is a standard request of administrators and can simply be addressed to “Whom It May Concern.” In addition, a unit is required and should be submitted in LiveText under the course listing. A template for both the portfolio and unit is provided.  The template for the exit portfolio may be used, or a website can be created, such as Weebly.

The Exit Portfolio is composed of several components that are listed below. Please read and become familiar with all components, especially the Hawaii Teacher Standard Performance Standards (Interstate Teacher Assessment and Support Consortium (InTASC) standards).  Please begin working on this during the first week of the seminar and continue making weekly additions throughout the course. This can be done efficiently from the beginning if you create a website such as the often-used Weebly.com instead of the LiveText template.

Exit Portfolio must include:

· Professional Introduction/Autobiographical Sketch (10 points) – Succinctly describe personal, education related experiences, include picture (1 page, double-space.) Refer to our text for more information. Keep principals, students and parents in mind as you write your introduction so that it can serve as an introduction to your portfolio (and to your classmates in the seminar).

·  Educational Philosophy (10 points) - Educational Philosophy is a description of your goals and beliefs as a teacher, with one or more of the five Marianist values. It is important to be aware of your own educational philosophy. This is a statement of PERSONAL beliefs and how these will be put into action in your classroom. The philosophy should include specific learning theories and pedagogy that informs your educational approach. This is not a theoretical essay on education but an action plan for you. Descriptions centering on the classroom environment, management systems, and/or teaching methods that reflect your personal educational philosophy are encouraged. (2 pages, double-spaced). No references are needed since this is a personal statement, but if included use APA style.

· Two pieces of evidence on each the Interstate Teacher Assessment and Support Consortium (InTASC) standards (10 points each 100 points total): Each piece of evidence is accompanied by a description of the artifact (artifacts should be attached) and a rationale that reveals the teacher candidates’ understanding of the standard being addressed in the evidence (1-2 pages, double-space per evidence.) Please label each artifact clearly. 
Each rationale must include a specific statement that demonstrates how the artifact meets the standard. Suggestions of possible artifacts include a lesson plan, student work, photos of a student activity, curriculum map, behavior management plan, etc..

·  Academic Accomplishments and Credentials: resume, 3 letters of recommendation from various professional mentors, such as the cooperating teacher, university supervisor, school principal, department head, college instructors, etc. Your final Student Teaching Evaluation (hard copy of letters and recommendation goes to the Education Division, Field Director. Scanned copies need to be attached in LiveText).

· Unit plan: (10 points) A UbD unit plan will be created in consultation with the Cooperating Teacher. The University Supervisor can also be of assistance with this and should see you teach a lesson from this unit within the observation schedule. Parts of your unit plan can be used for two (2) pieces of evidence within the Standards portfolio. The unit plan will be submitted through LiveText. Stage 1, “The Big Idea” will be posted in ecollege.


ADDITIONAL ECOLLEGE ASSIGNMENTS
· Classroom Profile: (10 points) The profile is a description of the students in your class. Ages, gender, cultural information, levels of academic performance, learning needs and strengths. This will be preparation for your unit plan since it should be differentiated and target your students’ instructional levels
· Discussion/participation (60 points) As a community of learners we will participate each week in discussion related to your experience in the classroom and the development of your teaching portfolio and unit plan. This is an opportunity to debrief and dialogue with one another.


WEEKLY SCHEDULE

	Week
	Activities, Assignments & Due Dates

	Week 1

January 11, 2016
	Getting Acquainted and Organized

· Please read your syllabus to become familiar with assignments and due dates.  Place due dates on your personal calendar.
· Please send an email through our eCollege course to acknowledge that you have read and understood our syllabus.
· Introductions: Please complete a nicely written letter (you may do it in Word and paste your photo on the left hand side of the document) to your students and your students' parents. This will go in your portfolio. The photo should be nice and professional looking. It does NOT have to be a professionally taken photo we just want it to look nice.  In the letter you should introduce yourself, talk about your interests in education, and your experiences in education. You can add a few philosophy of education statements as well. The goal is to introduce yourself professionally and positively. Please post it as a threaded discussion in week 1 (Professional photo/intro). This introduction should include: Your name, major, experiences that influenced you to become an educator, as well as various other experiences and accomplishments you find relevant for students, parents and your classmates to get to know you. 
· Familiarize yourself with the Mid Term and Final Evaluation forms which are included in your Student Teaching Handbook.
· Read Ch 1 & 2 in your textbook
· After conferring with your CT, develop a unit topic that you will use for your UbD Unit.  Post Stage 1, “The Big Idea” in Doc Sharing when your topic has been determined.
· Discussion:  Week 1 Reflection and response to at least one or two classmates.   Due by Sunday, 11:59 pm in eCollege discussion thread. 





	Week 2

January 18, 2016
	Begin work on your Exit Portfolio and UbD Unit Plan: Beginning Steps
· Effective teachers are the “best detectives”. Begin to work on your Classroom Profile which will be due 1/31. Compile your observations and anecdotal notes on the students in your class. (See the explanation for the assignment for details)
· Read Ch 3& 4 in textbook
· Begin to develop your Philosophy of Education paper (See the explanation for the assignment), due 2/14.
· Discussion:  Week 2 Reflection and response to at least one or two classmates.  


	Week 3

January25, 2016
	UbD Unit Plan: Next Steps

· Classroom Profile is due 1/31.
· Read Chapter 5& 6 in textbook
· Reminder; confer with your CT; develop a unit topic that you will use for your UbD Unit.  Post Stage 1, “The Big Idea” in Doc Sharing when your topic has been determined.
· InTASC Standard #1 Learner Development
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege Doc Sharing
· Discussion:  Week 3 Reflection and response to at least one or two classmates.  


	Week 4

February 1, 2016 

	Continue work on your Exit Portfolio and UbD Unit Plan

· Read Chapter 7 in textbook
· InTASC Standard #2  Learning Differences
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege Doc Sharing
· Philosophy of Education paper is due 2/15.
· Discussion:  Week 4 Reflection and response to at least one or two classmates.  


	Week 5

February 8, 2016
	Continue work on your Exit Portfolio and UbD Unit Plan

· Become familiar with the standards you’ll be evaluated on for your midterm and final evaluation for student teaching. Keep this close to you and refer back to it often. 
· InTASC Standard #3 Learning Environments
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege Doc Sharing

· Discussion:  Week 5 Reflection and response to two classmates.  Due by Sunday in eCollege discussion thread
· [bookmark: _GoBack]Philosophy of Education paper is due 2/14.



	Week 6

February 15, 2016
	Continue work on your Exit Portfolio and UbD Unit Plan

· Discussion:  Week 6 Reflection and response to two classmates.  
· InTASC Standard #4 Content Knowledge
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege Doc Sharing


	Week 7

February 22, 2016 






	Continue work on your Exit Portfolio and UbD Unit Plan

· Discussion:  Week 7 Reflection and response to at least one or two classmates
· InTASC Standard #5 Application of Content
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege Dropbox

	Week 8

February 29,2016



	Continue work on your Exit Portfolio and UbD Unit Plan

· Discussion:  Please post reflections in Week 8 and respond to one or more of your classmates.
·  InTASC Standard #6 Assessment
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege by Doc Sharing


	Week 9

March 7, 2016
	Continue work on your Exit Portfolio and UbD Unit Plan 

· Discussion: Please post reflections in Week 9 and respond to one or more of your classmates.
· InTASC Standard #7 Planning for Instruction
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege by Doc Sharing


	Week 10

March 14, 2016


Spring Break
3/21- 3/25
	Continue work on your Exit Portfolio

· Discussion; Please post reflections in Week 10 and respond to one or more of your classmates.
· InTASC Standard #8 Instructional Strategies
            Evidence 1, Reflection 1
            Evidence 2, Reflection 2  Due in eCollege by Doc Sharing


	Week 11

March 28, 2016
	Continue work on your Exit Portfolio 

· Work on your resume. You do not need to turn it in at this time.  Your resume will be required in your exit portfolio.
· Discussion: Please post reflections in Week 11 and respond to one or more of your classmates
· InTASC Standard #9 Professional Learning and Ethical Practice
            Evidence 1, Rationale 1
            Evidence 2, Rationale 2  Due in eCollege by Doc Sharing



	Week 12

April 4, 2016 
	Continue work on your Exit Portfolio  

· Discussion: Please post reflections in Week 12 and respond to one or more of your classmates.
· InTASC Standard #10 Leadership and Collaboration
            Evidence 1, Reflection 1
            Evidence 2, Reflection 2  Due in eCollege by Doc Sharing


	Week 13

April 11, 2016 
	Continue work on your Exit Portfolio 

· Discussion: Please post reflections in Week 13 and respond to one or more of your classmates.


	Week 14

April 18, 2016
	Continue work on your Exit Portfolio 

· Discussion: Please post reflections in Week 14 and respond to one or more of your classmates.



	Week 15

April 25, 2016 

	Celebrate your accomplishments!

Exit Portfolio is due 5/10/16

· Discussion: Please post your “Aloha” and respond to one or more of your classmates.




Please also remember to submit required hard copies of paperwork to your Field Services Director.

Your portfolio is completely digital, however, there are pieces of paperwork that are required to be turned in hard copy as well, to your Field Services Director. Consult your program’s director if you have questions about any of these items or due dates






Grading Scale:

A = 200 to180 points
B = 179 to 160 points
C= 159 to 140 points
All graduate students must earn an ‘A’ or a ‘B’ to receive credit for the course.  

The Interstate Teacher Assessment and Support Consortium (InTASC):
The Interstate Teacher Assessment and Support Consortium (InTASC) is a consortium of state education agencies and national educational organizations dedicated to the reform of the preparation, licensing, and on-going professional development of teachers. Created in 1987, InTASC's primary constituency is state education agencies responsible for teacher licensing, program approval, and professional development. Its work is guided by one basic premise: An effective teacher must be able to integrate content knowledge with the specific strengths and needs of students to assure that all students learn and perform at high levels.
Listed below are the model core standards* but complete standard indicator of knowledge, dispositions, and performances can be found on the website: http://www.ccsso.org/Resources/Publications/InTASC_Model_Core_Teaching_Standards_A_Resource_for_State_Dialogue_%28April_2011%29-x1025.html

*The InTASC Model Core Teaching Standards: A Resource for State Dialogue (April 2011) outline what all teachers across all content and grade levels should know and be able to do to be effective in today's learning contexts. They are a revision of the 1992 model standards, and describe a new vision of teaching designed to meet the needs of the next of generation learners. The text used for the course lists InTASC standards in the earlier version but we will use the model core standards sequence. 


Model Core InTASC Standards: 

Standard #1: Learner Development The teacher understands how learners grow and develop, recognizing that patterns of learning and development vary individually within and across the cognitive, linguistic, social, emotional, and physical areas, and designs and implements developmentally appropriate and challenging learning experiences.

Standard #2: Learning Differences 
The teacher uses understanding of individual differences and diverse cultures and communities to ensure inclusive learning environments that enable each learner to meet high standards.

Standard #3: Learning Environments 
The teacher works with others to create environments that support individual and collaborative learning, and that encourage positive social interaction, active engagement in learning, and self-motivation.

Standard #4: Content Knowledge 
The teacher understands the central concepts, tools of inquiry, and structures of the discipline(s) he or she teaches and creates learning experiences that make these aspects of the discipline accessible and meaningful for learners to assure mastery of the content.

Standard #5: Application of Content 
The teacher understands how to connect concepts and use differing perspectives to engage learners in critical thinking, creativity, and collaborative problem solving related to authentic local and global issues.

Standard #6: Assessment 
The teacher understands and uses multiple methods of assessment to engage learners in their own growth, to monitor learner progress, and to guide the teacher’s and learner’s decision making.

Standard #7: Planning for Instruction 
The teacher plans instruction that supports every student in meeting rigorous learning goals by drawing upon knowledge of content areas, curriculum, cross-disciplinary skills, and pedagogy, as well as knowledge of learners and the community context.

Standard #8: Instructional Strategies 
The teacher understands and uses a variety of instructional strategies to encourage learners to develop deep understanding of content areas and their connections, and to build skills to apply knowledge in meaningful ways.

Standard #9: Professional Learning and Ethical Practice 
The teacher engages in ongoing professional learning and uses evidence to continually evaluate his/her practice, particularly the effects of his/her choices and actions on others (learners, families, other professionals, and the community), and adapts practice to meet the needs of each learner.

Standard #10: Leadership and Collaboration 
The teacher seeks appropriate leadership roles and opportunities to take responsibility for student learning, to collaborate with learners, families, colleagues, other school professionals, and community members to ensure learner growth, and to advance the profession.


Support
· For technical questions contact the Chaminade eCollege helpdesk  helpdesk@chaminade.ecollege.com, or call toll free (866) 647-0654 eCollege Account Support
· LiveText Support   https://www.livetext.com/overview/student-overview.html; Phone: LiveText (1-866-548-3839); Technical Support Hours Mon - Thurs: 7am to 9pm (CT), Friday: 7am to 6pm (CT), & Sunday: 12pm to 9pm (CT).


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.
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.

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.

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.

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.  

Education Division Attendance Policy
(Revised 12/22/11)

 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.
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.
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.
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.
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