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Dear MAT Candidate:

It is truly a pleasure to welcome you to the Master of Arts in Teaching
program. This program is based on our belief about the importance of
service and leadership in teaching and is designed to meet the rigorous
standards of the Indiana Division of Professional Standards. The pro-
gram is innovative and challenging. Significant attention has been
given to meeting the needs of adult learners.

Parker Palmer sums it up nicely in his book, The Courage to Teach.
He notes that: “Good teachers possess a capacity for connectedness.
They are able to weave a complex web of connections among them-
selves, their subjects, and their students so that students learn to weave
a world for themselves. The connections made by good teachers are
held not in their methods alone, but in their hearts—meaning heart in
its ancient sense, as the place here intellect and emotion and spirit con-
verge in the human self.”

On behalf of the faculty, I welcome you to the program—and to the
profession.

Sincerely,

Lynne Weisenbach

E. Lynne Weisenbach, Dean
School of Education

The University of Indianapolis reserves the right to modify test
score requirements and specific course requirements based on
changes in licensure being implemented by the Indiana Profes-
sional Standards Board. Information will be disseminated to can-
didates on a regular basis; it is the candidate’s responsibility to
maintain contact with the Department of Teacher Education and
the Master of Arts in Teaching Program office.

MAT Handbook 2007-2008

NCATE

The Standard of Excellence
in Teacher Preparation

The Teacher Education
Programs at the
Unaversity of Indianapo-
lis are accredited by the
National Conncil for
Acereditation of Teacher
Eduncation NCATE)
2010 Massachusetts
Ave., NI,

Suite 500, Washington
DG, 20036

(202) 466-7496

This accreditation covers
both advanced and initial
edncator preparation pro-
granis.

Copyright 2007—
Department of teacher
Education, University of
Indianapolis
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The Master of Arts in
Teaching (MAT)
Program has been
developed
collaboratively with
Jfaculty in the

Arts and Sciences,
Education and the
P-12 schools.

Designed around the
development and content
Standards prescribed by
the Indiana Division of
Professional Standards,
the degree is specifically
designed to further the
professional development
of those who have already
completed an initial
college degree and want to
enter the teaching field.
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Academic Calendar 2007-2008

Semester I

Wed.-Wed. August 22-29.......cccceiiviiiiinininiininine, Welcome Week
Thursday... August 23.........c.oiiiiii.. Faculty/Staff Institute
Monday.....August 27........ccooiiiiiiiiinnn Semester I Classes Begin
Monday.... September 3. Labor Day (No classes)
Saturday....October 13.............Mid-Semester Grading Period Ends
Mon./Tues..Octobet 15-16........cooevviiniini Fall Break (No classes)
Mon.-Tue. .November 21-25........ Thanksgiving Vacation (No classes)
Monday....November 26...........ccoiiiiiiiiiiin. Classes Resume
Friday....... December 7.........Withdrawal /Change to Audit Deadline
Monday.....December 10.............c..o.oe. Final Examinations Begin
Saturday.....December 15............ Semester I Ends

Semester 11

Monday...... January 14, Semester II Classes Begin
Monday.......January 21............ Martin Luther King, Jr. Celebration
(Special Class Schedule for Day Division)

Saturday.....March 1............... Mid-Semester Grading Period Ends
Mon-Sun.....March 10-16...................... Spring Break (No Classes)
Monday...... March 17........oooii Classes Resume
Friday.......March 21......................... Good Friday (No Classes)
Friday....... April 25............ Withdrawal/Change to Audit Deadline
Monday...... April 28, Final Examinations Begin
Friday.......May 2. Semester II Ends
Friday.......May 2................. Graduate Programs Commencement

Saturday......May 3......101st Annual Undergraduate Commencement

Spring Term

Monday....May 5. Spring Term Begins
Friday........ May 23. .. Spring Term Ends
Summer Session I

Monday.....May 12................. Summer Session I Classes Begin
Monday.....May 26.............cooiiii Memorial Day (No Classes)
Friday.......June 27..............oo Summer Session I Ends

Summer Session 11

Monday.....June 30.................... Summer Session II Classes Begin
Tuesday......July 4.........Independence Day Observation (No Classes)
Friday........ August 15, Summer Session II Ends

The University of Indianapolis reserves the right to make calendar
changes.
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Leadership Through Service

The teacher education programs at the University of Indianapolis strive
to prepare teachers for professional service and leadership. The curricu-
lum is designed to foster in prospective teachers and graduate students
in the knowledge, attitudes, and skills appropriate for professional prac-
tice. The faculty is committed to the development of those germane to
teaching and to the concept of placing all teachers in a responsible role
of leadership. In this context of leadership, teachers at every level are
viewed as agents of change. Service and leadership require a lifelong
commitment to learning.

Standards and Assessments

NBPTS IPSB Content and INTASC P-12
Standards | | Developmental Standards | |Principles Standards

SERVICE

Conceptual
Framework

DIVERSITY

— Benchmark Classroom
Assessments Assessments

Teachers who affect
P-12 Learning
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Leadership

Our candidates in the Initial and Advanced Programs will demonstrate
competency in issues related to leadership through:

For Candidates in the Initial Programs:

e Engagement in professional development, which includes
participation in professional organizations and an awareness of the
needs of the larger school community.

e Collaboration among peers, parents, and students in the develop-
ment of each person’s potential.

¢ Commitment to lifelong learning to achieve best practices and
professional growth.

For candidates in the Advanced Programs:

e Advocacy which includes a proactive role in schools, professional
organizations, and the larger community.

e Collaboration among peers, parents, and students in the develop-
ment of each person’s potential.

e Commitment to lifelong learning in self and others to achieve
best practices and professional growth.

e Willingness to take professional risks and advance plans, goals
and visions of education for all learners.

Diversity

Our candidates in the MAT Initial and Advanced Programs will dem-
onstrate competency in issues related to diversity through:
Knowledge

¢ Understanding the role that personal history and background play
in the creation of an individual’s believe system.

e Use of cultural knowledge to analyze its influence on learners’
cognitive style, communication patterns and behavior in order to
inform their own classroom practice.

Dispositions

e Willingness to examine how power and privilege promotes educa-

tional advantage and cultural dominance.
Performance

e Demonstration of the use of cultural knowledge to guide practice.

e Assessment of student learning and behavior within the context of
a student’s culture.

e Self-awareness as evidenced by modification of teaching practices
and behaviors given students’ culture and ethno linguistic back-
grounds.

e Engagement in critically reflective practice that extends awareness
of self, the influence of cultural mismatches on classroom dynamics
and best practices.

MAT Handbook 2007-2008

The faculty has decided that
the same learning goals
concerning diversity or
cultural competence for the
Initial and Advanced
program candidates are

appropriate.

These goals are fundamental
and need to be continnally
reinforced given the current
socio-political context of
education and the rapidly
shifting demographic
make-up of our schools.

We believe that even
experienced teachers are
having to re-examine their
beliefs and understand new
cultures and concurrent needs
of students.
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The Master of Arts in
Teaching (MAT) program
has been developed
collaboratively with faculty in
the Arts & Sciences, Educa-
tion, and the P-12 schools.

Designed around the
developmental and content
Standards prescribed by the
Indiana Division of
Professional Standards the
degree is specifically designed
to further the professional
development of those who
have already completed an
initial college degree and want
to enter the teaching field.

For more information on
INTASC, see

http:/ | www.asso.org/
intasc.html

MAT Handbook 2007-2008

Foundations for the Master of Arts in

Teaching Program
Based on Principles from the Interstate New Teachers Assessment and
Support Consortium (INTASC)

Principle #1

The teacher understands the central concepts, tools of inquiry, and structures
of the discipline(s) s/he teaches and can create learning experiences that make
these aspects of subject matter meaningful for students.

Principle #2

The teacher understands how children learn and develop, and can provide
learning opportunities that support their intellectual, social, and personal devel-
opment.

Principle #3
The teacher understands how students differ in their approaches to learning
and creates instructional opportunities that are adapted to diverse learners.

Principle #4

The teacher understands and uses a variety of instructional strategies to en-
courage students’” development of critical thinking, problem solving, and per-
formance skills.

Principle #5

The teacher uses an understanding of individual and group motivation and
behavior to create a learning environment that encourages positive social inter-
action, active engagement in learning, and self-motivation.

Principle #6

The teacher uses knowledge of effective verbal, nonverbal, and media commu-
nication techniques to foster active inquiry, collaboration, and supportive inter-
action in the classroom.

Principle #7
The teacher designs instruction based upon knowledge of subject matter, stu-
dents, the community, and curriculum goals.

Principle #8

The teacher understands and uses formal and informal assessment strategies to
evaluate and ensure the continuous intellectual, social and physical develop-
ment of the learner.

Principle #9

The teacher is a reflective practitioner who continually evaluates the effects of
his/her choices and actions on others (students, families, and other profession-
als in the learning community) and who actively seeks out opportunities to
grow professionally.

Principle #10
The teacher fosters relationships with school colleagues, parents, and agencies
in the larger community to support students’ learning and well-being.
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Introduction

The Master of Arts in Teaching (MAT) Program in the School of Edu-
cation at the University of Indianapolis is designed to prepare secondary
teachers for professional service and leadership. The curriculum em-
phasizes the knowledge, dispositions, and skills required of the profes-
sional secondary teacher. The program incorporates the performances
required to meet Indiana teaching licensure requirements and addresses
the standards of the Indiana Division of Professional Standards, as well
as the standards of the Interstate New Teacher Assessment and Support
Consortium (INTASC) and the National Council for Accreditation of
Teacher Education (NCATE).

Candidates with an undergraduate degree in a content area complete a
comprehensive program designed to ensure that they know how to
teach adolescents; that they think systematically about their practices
and learn from their experiences; that they consider themselves mem-
bers of a learning community devoted to best practices in teaching and
effective classroom management; and, that they express a strong com-
mitment to students and learning. The course of study emphasizes a
solid knowledge base in the profession, including a foundation in un-
derstanding how people learn and when people are ready to learn. Re-
search and reflection on effective teaching is encouraged so that candi-
dates can continue to learn about, and reflect upon, their chosen profes-
sion. Investigation and discussion of contemporary issues in the educa-
tional community are incorporated so that candidates can make ethical
decisions in the school environment.

The program consists of 36 semester hours which are taken over a two-
year period including the intervening summer. Candidates register for a
minimum of five hours per semester which ensures eligibility for stu-
dent loan programs. The candidates accepted in the program each fall
form cohorts and remain within their cohorts for the entire program.
Since the program is designed for persons already holding a degree in a
content area, candidates’ credentials/backgrounds ate evaluated and if
content area deficiencies exist, they must be addressed. Any required
content hours are not included within the hours of the MAT program.
The program is structured to meet the needs of adult learners with
classes which are offered in the evenings and on Saturdays.

However, the clinical practice internship/seminar semester de-
mands special sacrifices from the candidates. The internship is a
full-time obligation. Candidates must plan to take a leave of ab-
sence from their employment. Candidates receive no compensa-
tion for the field-based internship and should make allowances for
the loss of income. Because of the unique design of the MAT pro-
gram, no courses may be transferred into the first 28 hours of the pro-
gram. The program includes a 28 hour core learning to recommenda-
tion for initial teaching licensure at the secondary school level. The can-
didate must then take an additional eight hours to complete the masters
degree.

MAT Handbook 2007-2008

“The important thing is not
50 much that every child
should be tanght, as that
every child shonld be given
the wish to learn”.

—John Lubbock

“Iearning is by nature
curiosity.”
—Philo

The Program Mission

We envision a professional
education program that
Sfocuses on leadership of
learning, service, and the
shared construction of
knowledge to prepare
teachers for the diverse and
dynamically changing
lobal community.

We affirm our commitment
to democratic values, to our
local neighborhoods and
regions, and to our students
as unique individnals.

Our shared vision
emphasizes lifelong reflective
learning that looks to the
other, but develops self;
learning that is mutual and
shared among all members of
our educational community,
and the fostering of an
edncational mission that
looks beyond competence to
exceellence.
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MAT candidates become
proficient in the methods of
teaching, develop techniques
Jfor working with special
needs populations, acquire
the knowledge necessary for
the application of technology
o instruction, and enbance
their interpersonal
communication skills.

The Program Concept
The program is structured
using the “cohort” concept
with all of the advantages
of that confignration.
Members of a cobort
encounter a common set of
learning experiences and
opportunities to share
reflections on those
experiences. They provide
one another insights, based
upon a collection of
pmpm‘iws, set up patterns
of collaborative behaviors,
and develop contacts which
may be sustained over time.

The diversity within the
cohort enables the
achievement of a broader
understanding of adolescence
and teaching and establishes
the foundation and
dispositions necessary for
building and maintaining a
community of learners.

MAT Handbook 2007-2008

MAT Program and Courses

Course Attendance

Students must notify their professors, prior to their absence, to make
acceptable arrangements. In the event of an unexpected emergency or
illness, students are expected to contact the professor prior to the next
class period. More than one or two absences may affect course grades,
depending on the course. Late arrival to class on multiple occasions
may constitute an absence and may also affect course grades. Students
facing prolonged absence must contact the program coordinator. Be-
fore withdrawing from a course, a candidate should consult with
the MAT program coordinator.

Submission of Student Work

It is the students responsibility to ensure that any and all work assigned
in a course is submitted to the instructor. If the work is not submitted
in person, directly to the instructor (e.g., the course is offered over the
internet, the work is turned in by mail, or at a time when the instructor is
not physically present to receive it), it is the students’ responsibility to
verify with the professor that the work was received. In the event that
work is lost in transmission (e.g., the University email network misdi-
rects or the server crashes), the student may be required to resubmit the
work or accept a zero for the assignment. The actual penalty in such
circumstances is at the discretion of the instructor. Because of the frag-
ile nature of computer files, students are encouraged to keep hard copies
of their work and to regularly backup work done.

Time Limitations for Obtaining Degree

Candidates are expected to complete their degree requirements within
seven years of their start date unless extraordinary circumstances pre-
clude the completion. If such circumstances occur, the candidate must
petition for an extension of the time period. For further information,
contact the MAT Program Cootdinator.

Transfer Credit

No credits may be transferred into the first 28 hours of the MAT Pro-
gram Coordinator. A maximum of three credit hours may be trans-
ferred into the final eight hours of the program, with approval by the
MAT coordinator. All transferred credit must carry a minimum grade of
3.0 (B), be an upper level or graduate course in the candidate’s content
area or in education and taken within the last seven years. The candi-
date is responsible for providing an official transcript documenting the
hours earned and the grade received to the MAT director before the
transfer credit will be awarded. The course to be transferred in as the
advance content area course cannot be a course which has counted to-
watd a degree. No credit will be given for courses taken on a pass/fail
or satisfactory basis.

10
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Fieldwork and Limited Criminal History Checks (CHC)

Before interviews are conducted in the MAT program, applicants are
required to submit a Limited Criminal History (LCH) check. For field
placements in particular schools, requirements for background checks
may vary.

Once the Department of Teacher Education receives a copy of the
CHC, the field placement coordinator will follow the procedure out-
lined below:

1. Record that the candidate has completed the CHC for the re-
quired field experience. School superintendents will be notified
that all University of Indianapolis education students have Limited
Criminal History Checks.

2. Upon the receipt of a CHC that has a conviction, the department
will inform the candidate that the conviction may make it impossi-
ble to place him/her in field experiences. In addition, the convic-
tion MAY prevent him/her from licensure; this decision is made
by the Indiana Division of Professional Standards.

3. If the check shows a felony conviction and/or crime against
persons (e.g., child molestation, intimidation, or rape), the depart-
ment will convene a committee to review the candidate’s request
to patticipate in field expetiences and/or be accepted into the
Teacher Education Program.

4. If the check shows a conviction other than those specified in #3,
the field placement person will call the school(s) where the candi-
date is schedule to work. She will inform the school that a crimi-
nal history check shows that a candidate who is scheduled to par-
ticipate in the field experience in their school has, for example, a
shoplifting conviction. The candidate’s name will not be
given.

5. The P-12 school will decide what candidates they will accept;
the department will not make this decision.

0. If the school refuses a candidate placement, the department will
attempt to place the individual at another school repeating the
procedure described in #4.

The Limited Criminal History Check is also required as part of the ap-
plication for an Indiana State Teacher’s License. Reportts are reviewed
by the Indiana Division of Professional Standards prior to issuance of a
license. The decision to accept or reject the application based on the
information in the criminal history check is made by the Indiana Divi-
sion of Professional Standards and NOT the University of Indianapo-
lis.

MAT Handbook 2007-2008

“The teacher is engaged, not
simply in the training of the
individual, but in the
formation of the proper
social life.

I believe that every teacher
should realize the dignity of
his calling, that he is a social
servant set apart for the
maintenance of proper social
order and the security of the
right social growth.

I believe that in this way the
teacher always is the prophet
of the true God and the
usherer in the true kingdom of
God.”

—/Jobn Dewey

11
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“We are at a point where
we must education onr
children in what no one
knew yesterday and prepare
our schools for what no one
knows yet.”

—Margaret Mead

“The education of children is
an extremely useful index to
the values of the society of
adults.”

—Michael Zuckerman

MAT Handbook 2007-2008

Overview of the MAT Program

The MAT Program is two-tiered with the first tier resulting in the com-
pletion of the secondary teacher licensing requirements at 28 semester
hours. The second tier results in a Master of Arts in Teaching degree.
The program consists of the following 36 semester hours.

EDUC 532 Adolescent Development............ooiiiiiiiiiiiiin. 3.0
EDUC 524 Perspectives in American Education......................... 3.0
EDUC 583 Technology in Education.............cccooiiiiiiiiiinin, 1.5
EDUC 551 Content Area Pedagogy.............ccovvviiiiiiiiiii. .. 2.0
EDUC 505 Designing and Assessing Teaching and Learning I.......... 3.5
EDUC 506 Designing and Assessing Teaching and Learning II........3.0
EDUC 571 Climate and Culture of the Classtoom...............ccevnn 2.0
EDUC 596 MAT Internship and Seminar................ooooini. 10.0
EDUC 588 Introduction to Alternative Education....................... 2.0
EDUC 590 Introduction to Educational Research........................ 3.0
Electives in Education and Content Ar€a........cooviiuiiiiiiiinnnnnn. 3.0

(To be determined in consultation with advisor)

Course Descriptions

EDUC 505 Designing and Assessing Teaching and Learning I

3.5 credit hours

The course concentrates on instruction and instructional strategies, cur-
riculum development and organization, multicultural education and spe-
cial needs students. Instruction and instructional strategies emphasize
formulation of units in instruction, development of specific instructional
skills, reflection and assessment, and recognition of, and adaptation to,
student characteristics. Curriculum development and organization em-
phasizes the philosophical and social bases of curriculum, the processes
of designing and evaluating curriculum, and research and development.
The module on multicultural education and special needs students in-
cludes recognizing, accepting, and affirming a broad view of human dif-
ferences and similarities.

EDUC 506 Designing & Assessing Teaching & Learning II

3 credit hours

This course concentrates on classroom organization and management,
reading and literacy, and assessment and evaluation. Classroom organi-
zation and management focuses on the provisions and procedures nec-
essary to establish and maintain an environment in which instruction
and learning can occur. Reading and literacy emphasizes reading re-
search, teaching basic skills in secondary schools and guidelines for
reading instruction at the secondary level. Assessment and evaluation
focuses on various methods and types of evaluation including teacher-
made tests, standardized tests, performance-based and portfolio

assessments.
12
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Course Descriptions (cont.)

EDUC 524 Perspectives in American Education

3 credit hours

This course includes an overview of the American educational system
and the teaching profession; the philosophical and theoretical founda-
tions underlying the role and organization of public education in the
United States; an analysis of state and national standards; visits to local
school sites; and, familiarization with the MAT program requirements.

EDUC 532 Adolescent Development

3 credit hours

This course is an introduction to the field of psychology as it relates to
the psychological principles of understanding teaching and learning.
Graduate students focus their work on understanding the cognitive,
emotional, social and moral development of their future adolescent stu-
dents. This course includes a required field experience of 20 hours.

EDUC 551 Content Area Pedagogy

2 credit hours

This course will offer theoretical, curricular, and practical consideration
in the teaching of content area classes. Instruction includes teaching
methodology, development of teaching strategies appropriate for the
secondary student, association of the community and the school, the
interdisciplinary nature of secondary curriculum, legal liabilities, reflec-
tion on the qualities of good teaching, and assessment.

This course includes a required field experience of 20 hours.

EDUC 571 Climate and Culture of the Classroom

2 credit hours

This course precedes the internship. The school and classroom are
studied as a social system and the importance of the community in the
education of young adults is emphasized. The practices and procedures
of the classroom including effective and varied teaching strategies de-
signed to meet the needs of all learners, pupil-teacher relationships, in-
terdisciplinary curriculum and classroom management are included.
Candidates will apply the concepts they learn directly in the classroom
where they are participating in their internships.

EDUC 583 Technology in Education

1.5 credit hours

This course is designed to prepare teacher education candidates to meet
national and state standards in integrating technology into the class-
room as an instructional tool. Instructional software, multimedia tools,
the Internet, and other computer assisted learning opportunities are util-
ized to meet learning needs of every candidate. Candidates spend con-
siderable time in laboratory settings gaining hands-on experience with
technology. They also learn about appropriate productivity software
that will enhance their personal and professional lives.

MAT Handbook 2007-2008

“The direction in which

education starts a man will

determine bis future life.”
—-Plato

“Not only is there an

art in knowing a thing,

but also a certain art in
teaching it.

—--Marcus Tullins Cicero

13
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“Ut is the supreme art of the
teacher to awaken joy in
creative expression and
knowledge.”

—-Albert Einstein

#f a candidate is
employed during
student teaching; the
following require-
ments must be met:
® Full-time employment in
content area for licensure
® Emergency teaching permit
o Approved petition process
® Designated mentor teacher
® Full attendance at student
teaching seminars

**Culminating Course
for Licensure—

The candidate must have
completed all required conrse
work in the confent area,
taken and passed the Praxis
11, and successfully completed
all the required MAT
courses before being admitted
to this course.

MAT Handbook 2007-2008

Course Descriptions (cont.)

EDUC 588 Introduction to Alternative Education

2 credit hours

This course is an introduction to the wide range of alternative educa-
tional settings available for young people. Candidates will explore the
current literature on best practices, criteria for referral, programming
design and assessment, and the role of alternative schools in the general
educational community. This course enables the candidate to explore
alternative educational settings such as the Juvenile Center, Gitl’s
School, Rise Learning Center, vocational centers, etc. The candidate will
design a plan that includes both observation and service learning in al-
ternative settings. Candidates will give a formal presentation of their
experiences and insights. Candidates will be prepared to provide leader-
ship in the schools where alternative options for adolescents are being
considered and to transfer the best practices found in the alternative set-
tings to regular educational settings.

EDUC 590 Introduction to Educational Research

3 credit hours

A basic course in the methods of research in education; the planning
and conducting of a research study; the development of skills in prob-
lem identification, data collection, analysis, interpretation, and prepara-
tion of research statistics. The importance of collection, analysis, and
use of appropriate data in decision-making is emphasized.

EDUC 596 *MAT Internship and Seminary

10 credit hours/Daytime hours

The Internship experience includes observation, participation, and su-
pervised teaching in a secondary school under the supervision of a co-
operating teacher and the direction of a University supervisor. Interns
engage in a variety of activities designed to aid in the development of the
teaching skills, abilities, and qualities necessary for effective secondary
school instruction. The required Seminars are designed to focus on port-
folio preparation and specific issues encountered in the internship such
as statewide testing programs, special needs, and incorporation of stan-
dards, etc. The final assessment is the Exit-From-Program Portfolio.
(Praxis II and content requirements must be completed prior to
Student Teaching).

Elective(s) To be determined by the Master of Arts in Teaching

Program Coordinator
3+ credit hours.

14
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Advanced Content Requirement

No later than the 18-hour benchmark conference (Spring of Year I in
MAT, or within the seven years of beginning MAT), candidates for the
MAT degree must submit the Advanced Content Course Approval
Form for a candidate’s choice of an advanced content course or educa-
tion course to fulfill the one elective on the MAT degree. Options for
this requirement include:

e A course previously taken at the 400 level or higher that does not
count toward the requirements for teacher licensure.

e An advanced, (400 level or higher or equivalent) education course
that is of interest to the student.

e An advanced (400 level or higher or equivalent) content course
that is taken after the bachelor’s degree was earned.

For courses taken outside the University of Indianapolis system, a
course description should be submitted along with the Advanced Con-
tent Course Approval Form. This description will be delivered to the
MAT Program Coordinator no later than the time of the 18-hour
benchmark conference. If further clarification is needed on the course,
a syllabus will be required. Additionally, courses from other universi-
ties must meet the grade requirement for transfer credit (as per Univer-
sity of Indianapolis content department critetia).

No courses older than seven years, from date of degree completion,
will be counted for this advanced content requirement.

For courses taken outside the University of Indianapolis system, an of-
ficial transcript must be submitted prior to April 1, of the graduating
year in order to receive an official diploma at the graduation ceremony.

All advanced content courses will be reviewed and approved by the
Master of Arts in Teaching/Secondary Education Committee.

MAT Handbook 2007-2008
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The Praxis 11 content test

for licensure must be taken
in either Jannary or March
of this Winter Semester.

MAT Handbook 2007-2008

MAT Sequence of Courses
Year One/Monday and Wednesday Evenings

Fall Semester

EDUC 532 Adolescent Development
3.0 credit hours
20 hours of required field experience during school day.

EDUC 523 Perspectives in American Education
3.0 credit hours

EDUC 583 Technology in Education
1.5 credit hours
Class meets selected Saturdays during the semester.

Winter Semester

EDUC 551 Content Area Pedagogy

2.0 credit hours

20 hours of required field that includes two lessons taught and video-
taped during the school day.

EDUC 550 Designing and Assessing Teaching and Learning I
3.0 credit hours

Summer I

EDUC 506 Designing and Assessing Teaching and Learning II
3.0 credit hours

All day Saturday workshop schedule usually in May/June. Video-editing

project scheduled for some evening/day hours. This class may convene

a week earlier than the Summer I Start date.

EDUC 571 Culture and Climate of the Classroom
2.0 credit hours
Fieldwork time required

18—Hour Benchmark Review will be completed before beginning
student teaching.
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MAT Sequence of Courses (cont.)
Year Two

Second Fall Semester—Daytime

For the beginning of the semester (eatly August), you will be following
the schedule of the school district for your first student teaching place-
ment.

EDUC 596 MAT Internship and Seminar

10.0 credit hours

Required student teaching seminars on Mondays, late afternoon. Apply
for teaching license after successful completion of licensure require-
ments.

Winter Semester II-Tuesday/Thursday
Evenings

EDUC 588 Introduction to Alternative Education

2.0 credit hours

Seminat-based class meetings with 20 hours spent in fieldwork/service
roles in alternative education settings.

EDUC 590 Introduction to Educational Research
3.0 credit hours

Elective—Advanced course in content area or education
3.0+ credit hours
Course needs approval of MAT Program Coordinator.

Requirements met for Master of Arts in teaching Degree.
Commencement is schedule for the last Friday of the semester.

17
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The Department of Teacher
Education, University of
Indianapolis, abides by the
Americans with Disabilities
Act, Section 504,
Rebabilitation Act of 1973,
And other applicable statues
and regulations relating to

equality of opportunity.

Special Edncation Teacher
candidates at all levels may
Add “Mild Intervention” to
their teaching licenses. For
more information contact:
Dr. Beverly Reitsma
317-788-3366 or
breitsma@uindy.edn

MAT Handbook 2007-2008

Minimum Technical Standards for Admission and
Matriculation into the Teacher Education Program

The Teacher Education Program of the University of Indianapolis is
committed to the policy that all persons shall have equal access to its
programs, facilities, and employment without regard to race, color,
creed, religion, national origin, sex, age, marital status, disability, public
assistance status, or sexual orientation.

The Teacher Education program recognizes that the awarding of a
bachelor’s degree with the recommendation for teacher licensure

carries with it the full authority of the institution and communicates to
those who might seek the services of the bearer that he or she is
competent to teach. The degree is a broad degree unique in that the
graduate is prepared and upon licensure is allowed to then perform all
teaching duties asked of the teacher. This requires that the student in the
curriculum acquire the knowledge, skills, and dispositions

essential to the profession and agreed upon by the faulty as requisite for
the practice of teaching. Teaching requires academic/cognitive skills,
appropriate dispositions, and pedagogical skills as part of the curriculum.

The Department of Teacher Education is mindful of the unique nature
of the teacher education curriculum. Applicants must possess the skills
and abilities that will allow them to successfully complete the course of
study and receive full benefit of the education. In the process, the candi-
date is required to direct and perform a wide range of teaching activities
with children in Indiana schools. This includes providing learning op-
portunities safely and in a timely fashion. With this in mind, the student
must be able to meet the following technical standards with or without
reasonable accommodation.

18
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Minimum Technical Standards for Admissions and
Matriculation into the Teacher Education Program
(cont.)

Physical Motor Capabilities

o General—Candidates should have sufficient motor function such
that they are able to execute movements reasonably required to
provide general care within an acceptable amount of time.

e Specifie—It is required that a candidate possess the motor function
to operate the technology and equipment necessary to teach and
assist students in the particular area of education for which the can-
didate is applying.

e Specific—TIt is required that a candidate possess the physical func-
tions to form one-to-one communication with students, monitor
work, and facilitate general classroom activity providing for the
learning and safety of the students.

Sensory/Observation Capabilities

o General—Candidates must be able to acquire and use a defined level
of required information through demonstrations and experiences in
teacher education and disciplinary content.

e Genera—Candidates must have the sensory ability to observe and
monitor academic, behavioral, and non-verbal student activity in
order to maintain a safe, responsible, and productive classroom en-
vironment.

o Specifi—It is required that a candidate possess the sensory capabil-
ity to use visual, auditory, and kinesthetic inputs in assessing stu-
dent needs.

o Specifi—It is required that a candidate possess the sensory capabil-
ity to operate the technology and equipment necessary to teach and
assist students in the particular area of licensure for which the indi-
vidual is applying.

o Specifi—It is required that a candidate possess the sensory capabil-
ity to teach and assess the specific discipline and students in the
particular area of licensure for which the individual is applying.

Communication Capabilities

o General—Candidates must be able to communicate effectively and
sensitively in English with students, parents and guardians, col-
leagues and community members both to understand issues and
perspectives and to be understood.

o Specific—TIt is required that a candidate possess the written and oral
communication skills to build and maintain positive relationships
with the students, parents, colleagues, and the general public, and to
provide corrective and instructional feedback.

o Specifi—It is required that a candidate possess the reading skills to
learn from text.

MAT Handbook 2007-2008

Recent data from the
National Center for
Edncation Statistics predicts
that that by 2010, schools
will need at least two million
new teachers, as the scarcity
of new teacher recruits is
coupled with the aging of the
current teaching force and the
growing number of school

children.
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“It is the supreme art of
the teacher to awafken joy,
creative expression, and
knowledge.

—Albert Einstein

MAT Handbook 2007-2008

Minimum Technical Standards for Admissions and
Matriculation into the Teacher Education Program
(cont.)

Cognitive Capabilities

o General—A candidate must be able to measure, calculate, reason,
analyze, predict, integrate, synthesize and evaluate. Problem solving,
as well as instructional planning and design, and critical skills for
teachers require all of these intellectual abilities. A candidate must be
able to perform these responsibilities in a timely fashion for effective
instruction and classroom management.

o Specifi—It is required that a candidate possess the cognitive capabili-
ties to understand and use concepts within the discipline as well as
interdisciplinary concepts.

Behavioral Capabilities

o General—A candidate must possess the emotional stability required
for full use of his or her intellectual abilities, the exercise of good
judgment, maintenance of student confidentiality, the prompt com-
pletion of all responsibilities attendant to teaching and learning and
the development of mature, sensitive, and effective relationships
with individuals and groups of students, their parents or guardians,
and the school community.

o Specifi—The curriculum and the job of teaching are physically, men-
tally, and emotionally demanding. The candidate must be able to tol-
erate demanding workloads, function under stress, adapt to changing
environments, display flexibility and learn to function in the face of
uncertainties adherent in the learning challenges of students. Com-
passion, integrity, concern for others, interpersonal skills, interest ,
and motivation are all personal qualities that will be assessed during
admission, the educational process, and at program completion. Fur-
ther, a candidate must be able to manage students with a range of
moods and behaviors in a tactful, congenial, and personal manner so
as not to alienate or antagonize them. A candidate must reasonably
accept criticism and respond by appropriate modification of prac-
tice.

Adapted from The Gustavus Adolphus College (St Peter, Minnesota, 56082) Teacher
Education Program’s Technical Standards.
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Admission to Program

The Master of Arts in Teaching program is designed to be very selec-
tive. The cohorts, who are selected in the spring of each year for fall
enrollment, consist of 12-16 candidates. The admission process is
composed of two phases.

Phase I

The first stage of the admission process requires the candidate to:

Submit an official transcript to the program coordinator (to deter-
mine eligibility) indicating that the candidate holds a bachelors de-
gree from an accredited institution and has a cumulative grade
point average (GPA) of 2.5 or better on a 4 point scale.

Submit a completed application form with the payment of the $50
application fee.

Submit THREE letters of recommendation on our form.

Be within nine credit hours of completing content area require-
ments as determined by the transcript review process.

Submit passing scores on the PRAXIS I: Reading, Mathematics,
and Writing.

Submit a Statement of Purpose—A short essay (500 words or less)
on the importance of being admitted to the program. The essay
enables the interview committee to determine motivation, intet-
ests, clarity of writing, and ability to communicate ideas.

Submit a Limited Criminal History Report (LCH).

Phase I1

Persons who do not meet initial admission requirements are encouraged
to set up an appointment to discuss program requirements and to re-
apply once those requirements are met.

Exceptions to the Admission Requirements must be requested through
a petition procedure. Information on the petition procedure is available
in the MAT office, Esch Hall 230.

During the second stage of the admissions process, the candidates are
interviewed by a committee consisting of Education, Arts and
Sciences faculty, and public school colleagues. Candidates are also
required to complete a writing exercise on-site. The final selection is
made by the interview committee.

MAT Handbook 2007-2008

There are a number of test
preparation resources for
Praxis 1, including

“Tests at a Glance”,
(ILAAG), that are
available online and in a
printable version that can
be downloaded from the
Praxis website:
www.ets.org/ praxis

Test preparation guides are
also published by Barrons
and Cliff Notes and are
available in local book-
stores and with a student
ID in the University
Library.

The Praxis Registration
Bulletin is available in the
MAT office, Esch Hall
Room 230.
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HEA Recipients, Title 11,
Section 207, of the Higher
Education Act (HEA),
requires states, as recipients
of HEA funds, and all
institutions with teacher
preparation programs that
enroll students receiving
federal financial assistance,
to prepare annual reports on
teacher preparation and
licensing.

A pdf. version of the
University of Indianapolis
School of Edncation Title I
Report is available on onr
website at:
http://education.uindy.edu

Admission to Program Phase I (cont.)

Praxis I Testing

MAT Handbook 2007-2008

Passing scores on the Praxis I, Academic Skills Assessments in writing,
reading, and mathematics are required for admission to the program.
Passing scores are also required by the Indiana Division of Professional
Standards. The assessment is produced and administrated by Educa-

tional Testing Services. (ETS).

The passing scores that are required for admission also meet the licen-
sure requirements as set by the Indiana Division of Professional Stan-

dards.

Indiana Teacher Licensing Tests 2006-2007

Test Name Code Qualifying Score
Basic Kills (Praxis I)

PPST Reading 10710 176

PPST Writing 20720 172

PPST Mathematics 10730 175
C-PPST Reading 5710 176
C-PPST Writing 5720 172
C-PPST Mathematics 4730 175

Other Program Benchmarks

Praxis I1

The Praxis Il is a test of the candidate’s content area knowledge. Pass-
ing scores on the Praxis II are required before candidates begin

EDUC 596 MAT Internship and Seminar. The Praxis II has to be taken
by pencil and paper and successful results are reported during the winter
semester of the candidate’s first year in the MAT program.
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Admission to Program (cont).

Indiana Teacher Licensing Tests 2006-2007
Praxis 11
Test Name Code Qualifying
Score

Art Content Knowledge 0133 149
Biology Content Knowledge 0235 154
Biology & General Science 20030 560
(Middle School only)
Business Education 0100 480
Chemistry Content Knowledge 0245 151
Earth Science Content Knowledge 0571 150
English Language, Literature and 10041 153
Composition Content Knowledge
French Content Knowledge 0173
General Science (Rules 46-47 licenses 10430
only, discontinued)

® For General Science license 450

® For Physical Science license 360
German Content Knowledge 0181 147
Introduction to the Teaching of 10200 510
Reading (Reading license/endorsement
only)
Mathematics Content Knowledge 0061 136
Music Content Knowledge 0113 140
Physical Education Content Knowledge 0091 150
Physics Content Knowledge 0265 149
Social Studies Content Knowledge 10081 147
Spanish Content Knowledge 0191 159
*Theatre (see below)

*At this time, there is no Theatre Content Knowledge test.

Praxis II test results should be received by April of the current
academic year. Consult the Praxis II Bulletin for registration
and test dates. You may also go online to get the registration
bulletin at: www.ets.org/praxis

MAT Handbook 2007-2008
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“Upon the subject of
education, not presuming
to dictate any plan or
System respecting it, I can
only say that I view it as
the most important subject
which we, as a people, can
be engaged in”.
—Abraham Lincoln

MAT Handbook 2007-2008

Admission to Program (cont.)
The 18-Hour Benchmark—Mid Program Assessment

The purpose of the mid-program assessment is to determine whether
the candidate has completed the program requirements for beginning
the clinical practice semester. The assessment is conducted during an
appointment with the candidate and a review of professional behaviors
appropriate for teaching. (See Professional Behavior Indicators on page
26 of this book). The mid-program assessment requires the completion
of each of the 18-hour program benchmarks which are included on the
benchmark checklist. A copy of the 18-hour benchmark checklist can
be obtained from the MAT office, Esch Hall 230.

Failure to complete any of the 18-hour benchmarks may lead to cancel-
lation of the clinical practice experience.

Any exceptions to the 18-hour benchmarks must be requested by the
candidate through the petition procedure.

Petition Procedure

The formal statement of the petition request, including a statement of
the special privilege, exemption, or other request, should be submitted
to the MAT program coordinator. The candidate must initiate the peti-
tion procedure using the *Petition Form for the Department of Teacher
Education, which is available from the MAT office. The petition must
be signed by the MAT program coordinator. The petition will then be
submitted to the Teacher Education Petition Committee.

One of four decisions will be made after review of the candidate’s
petition:

1. Approved without conditions.

2. Approved with conditions.

3. Rejected.

4. Tabled for further clarification.

The candidate will be informed of the committee’s decision by US mail.
The petition and the decision will become part of the candidate’s perma-
nent file. A candidate has the right to appeal any decision of the
Teacher Education Petition Committee.

* See the Petition Form on the next page.
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Petition form for the Department of Teacher Education

Instructions: Please TYPE a formal statement of your request. Be sure to include:

1. An exact statement of the special privilege, exemption, or other request you wish to make.

2. A statement of the reasons for your request. Be clear. Explain why you are making the request and include

any information that might affect the committee’s decision.

. Include any other pertinent facts that might help the committee make a decision.

. Make sure to include your signature, address, zip code, email, telephone number, and date the petition.

5. Email the statement of your request and attached completed petition form to knoop@uindy.edu or deliver to
Jan Knoop, Esch Hall 244G. Send a duplicate of the formal statement and completed petition to your program
advisor, chair or director.

6. The petitions committee meets the first Wednesday or each month. To ensure consideration, petitions must
be received no later than the Friday before the meeting.

noWw

Name

Program (circle one) Undergraduate: all grade secondary elementary
Graduate: MAT C &1 ILead

Address

(where reply is to be sent) Address City Zip

Phone number E-mail

Signature University ID Number Date

(Not Social Security #)

For Committee Action Only

GPA: Approved:
Earned hrs: Approved Conditionally:
Transfer hrs: Rejected:
Major: Tabled:
Praxisl R =~ W - M Praxis II: Specialty
(score) (score)
Date:

Chair, Department of Teacher Education Petition Committee

Revised 7/07
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Professional Behaviors Categories and
Performance Indicators Desired in Teacher Candidates
Entrance to Program—18-Hour Benchmark—Student Teaching

Note: The performance indicators listed below are examples of characteristics in a given cate-
gory exhibited by effective teachers. They are not a complete or all inclusive list.

Background—Both the Indiana Teacher Standards and Interstate New Teacher
Assessment and Support Consortium (INTASC) identify dispositional characteristics that contribute to effec-
tive teaching/learning performances. These and the professional behaviors identified by our own faculty

and reflected in our Exit from Program Portfolio Rubric are assessed throughout the program. These as-
sessments may be generated from faculty concerns, self evaluations from candidates, and concerns ex-
pressed by cooperating teachers and administrators in field placements. The goal is to develop construc-
tive dialogues with candidates in order to help them address concerns.

Content Area (Discipline) Commitment (INTASC #1, Excellence)
The candidate demonstrates commitment to, enthusiasm about, and currency in, the content area tanght. The per-
formance indicators include:

e Attends class regularly.

e Is prepared to participate fully in class activities.

® Reads assignments.

e Uses effective time management techniques to complete assignments on time.

e Thinks critically about information and raises relevant questions.

e Completes coursework in a thorough and thoughtful manner.

e Is willing to go beyond required reading and research.

e Approaches learning with a sense of enthusiasm.

e Shows enthusiasm for content.

e Understands that subject matter knowledge is ever-evolving and is committed to life-long
learning.

e Engages in inquiry.

e Makes connections between content and everyday life.

e Engages in discourse related to content.
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Professional Behaviors Categories and
Performance Indicators Desired in Teacher Candidates
Entrance to Program—18-Hour Benchmark—Student Teaching

Sensitivity to Diverse Needs (INTASC #2, 3, 6, Diversity and Service)
The candidate demonstrates sensitivity to the needs of diverse children, including those from
culturally diverse backgrounds. The performance indicators are:

Willingly examines own beliefs.

Recognizes own biases and suspends judgmental thinking.

Listens to others’ opinions and is willing to dialogue with opposing views.

Works cooperatively with diverse numbers of students.

Appreciates individual differences and shows respect for diverse talents of others.
Recognizes that all students can learn.

Recognizes that students learn in different ways and teachers must design instruction to
meet these needs.

e Understands that physical, emotional, moral & cognitive development influence learn-

Flexibility INTASC #4, 9, Leadership)
The candidate demonstrates flexibility. The performance indicator include:

e Is comfortable making multiple attempts to be successful.

¢ Problem solves.

e Thinks critically and creatively.

e Values the development of students’ critical thinking, independent problem solving and
performance capabilities.

e [s open to different perspectives and ways of accomplishing tasks.

e Accepts the need for change and investigates multiple ways to successful completion.

Respect and Collegiality INTASC #5, 7, 9, 10, Leadership)
The candidate has a positive attitude toward students and colleagues, respecting their rights
and perspectives. The performance indicators are:

e Listens to and respects others’ opinions.

¢ Values the diversity of others.

e Recognizes the impact of nonverbal communications.

e Takes responsibility for establishing a positive learning environment.

e Recognizes the importance of peer and student relationships in establishing a climate of
learning.

¢ Exhibits and understands the importance of intrinsic motivation to learning.

¢ Exhibits the importance of democratic values in the classroom.

¢ Values planning/working as a collegial activity.

¢ Understands and appreciates the role that family and community play in learning.

o [s willing to critically self-assess performances.
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Professional Behaviors Categories and
Performance Indicators Desired in Teacher Candidates
Entrance to Program—18 Hour Benchmark—Student Teaching (cont.)

Responsibility and Self-Direction (INTASC # 8, 9, Service)
The candidate demonstrates a sense of responsibility for his/ her own learning and commitment to the learning of oth-
ers. The performance indicators include:

e Takes the initiative to self-correct when data indicates the need for improvement/change.

e Takes responsibility for own actions.

e Accepts and uses constructive criticism to improve performance.

e Uses assignment guides and/or grading rubrics to complete work.

e Values critical thinking and self-directed learning as habits of mind.

e Is reflective.

e Understands the connection between assessment/data and learning.

e Is willing to give and receive help.

e Is committed to using assessment to identify students’ strengths.

e Shares relevant questions and ideas in small and large group discussion without
dominating the conversation.

e Thinks critically about information and raises relevant questions.

e Is punctual.

e Attends class.

*Ethics and Professionalism (INTASC # 10, Leadership, Diversity, Excellence
and Service)

The candidate respects the rights of others and conducts him/ herself in a professional

manner. The performance indicators include:

® Respects the privacy of others and confidentiality of information (e.g., restricts discussion of
field observations and experiences to course learning environment).

e Understands the teachers role in the well-being (cognitive, emotional, social & physical) of chil-
dren and the need to be alert to signs of difficulties.

e Secks individual counseling with faculty (or appropriate supetvisor) to tesolve a conflict and/or
problem.

e Is willing to work with others to improve the overall learning environment.

e Understands the importance of professional organizations (e.g., IRA, ASCD, NSTA, & NCTE)
to professional growth.

e Understands the role of advocacy which includes a proactive role in schools, professional or-
ganizations, and the larger community.

e Projects a professional image in dress, conduct, and choice of language (e.g., use of conven-
tional grammar, lack of sarcasm, etc.) according to course, university and field sites.

*Aligned with Indiana Code (I.C 20-6. 1-3-7 (d) or Other Good and Just Cause
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Admission to the Clinical Practice Semester
For admission to EDUC 596 MAT Internship/Seminars, the candidate
must meet the following requirements:

e Completion, with a grade of C or above, of the first 18 hours of the
program.
e A cumulative grade point average (GPA) of 3.0

e Passing score on the Praxis II assessments which are required for
the subject or specialty areas as indicated on page 23. Passing
scores on Praxis I are also required.

e A criminal history check (CHC).
e Completion of content area courses.
¢ Successful review of professional behaviors appropriate for teaching.

Clinical Practice

It is recognized that candidates in the program are preparing to be
teachers. The program offers the opportunity to teach during daytime
school hours in exemplary school sites. Clinical practice offers a wealth
of programs which can be tailored to meet the candidate’s needs and
interests. A series of required seminars on clinical practice are held in
the late afternoons through the semester.

During the fall semester the candidates will receive a clinical practice
packet and procedures for application to student teach. In itis a request
form which can be used to request a particular clinical practice site.
While the program can consider the candidate’s request, the final deter-
mination of the site will be made by the program in cooperation with
the school corporation. Candidates are discouraged from approach-
ing school corporations. The procedures for requesting clinical prac-
tice experiences are established within the program and the

Department of Teacher Education in cooperation with the participating
school corporations. The cooperating teacher with whom the candidate
is placed is required to be in the candidate’s content area. Specific infor-
mation on the clinical practice semester is included in the Student
Teaching Handbook.

Portfolio

Candidates prepare a portfolio as the culminating activity of their clinical
practice. The portfolio is intended to display the knowledge, skills, and
abilities of the candidate. The portfolio is organized using the Interstate
New Teacher Assessment and Support Consortium (INTASC) princi-
ples and the Indiana Division of Profession Standards. It also includes
lesson plans, units of study, reflections, and other professional docu-
ments. Seminars are held concurrently to clinical practice where portfo-
lio assessment and portfolio development are discussed. A complete,
approved portfolio is required for the successful completion of the clini-
cal practice.

MAT Handbook 2007-2008

“A college degree and a
teaching certificate define a
person as a teacher, but it
takes hard work and
dedication to be on.”

—Pan! McClure
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“In searching for the funda-
mental principles of the
science of teaching, 1 find few
axionis as indisputable as
are the first principles of
mathematics. One of these

is this:

He is the best teacher who
martkes the best use of his own
time and that of his pupil.

For time is all that is given

by God in which to do the

work. of improvement.
—Ewmma Hart Willard

MAT Handbook 2007-2008

Requirements for Recommendation for Licensure

To be recommended for an initial teacher’s license in Indiana, applicants

must meet the following requirements:
e Complete MAT content area requirements.
e Hold a bachelors degree

e Have a cumulative grade point average of 2.50 in the teaching major.

e Receive a grade of “S” in student teaching.
® Receive a “Satisfactory” on the portfolio

e Receive passing scores on the Praxis I (mathematics, reading, and

writing).
e Receive a passing score on the Praxis II (Subject Assessment).

e Complete all application materials. Candidates MUST attend the
Student Teaching Seminar session at the end of the semestet.

e Provide a current CPR certification card.

Licensing Areas

Specific content area courses for each of the following are listed on pat-

tern sheets available from the MAT office, Esch 230.

Middle School/Junior High and High School Setting Licenses are offered in
the following areas:

Social Studies English

Mathematics Science (Chemistry, Life Science,
Earth Space, Physics)
Theatre Business
Modern Languages (French, Spanish
German
All Grade Licensure is offered in the following areas:
Music

Physical Education/Health

Visual Arts
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The licensing process can begin when the candidate has successfully completed the following:
1. Student teaching and the Exit from Program Portfolio.

2. The Bachelors degree OR certification program (for MAT candidates), posted by the Registrar's Office following
the end of the semester.

All required Praxis testing; candidates should make sure the score reports have been sent to the University of Indian-
apolis. They should also keep the original score report and photocopies for personal records.

Instructions for preparing the required application will be given during special sessions for student teachers at the end
each semester. Procedures required by the Indiana Professional Standards Board are changing as of September,
2007, so it will be important to attend a licensing information session so as to not delay the processing of the license.

Other materials needed for licensing include the following:
e The criminal background check required by Indiana at the time of licensing. This may be different than
the one needed for student teaching.

e Payment for the license processing fee to the State of Indiana. Currently, a cashier’s check or money is
required; future changes will require a credit or debit card.

Candidates should NOT send the application or any materials directly to the IPSB. They will NOT process
them without a university License Advisor’'s recommendation.

Candidates will receive licenses about 6-8 weeks after all application materials are received AND all the above
requirements are met.

If a candidate is offered a position before receiving the license, he/she should contact Donna Stephenson
(dstephenson@uindy.edu, 788-4917). An e-mail confirmation of the candidate’s licensing status will be sent to the
future employer.

Important information for teaching position applications: Candidates should...

e Indicate that the license is “in process.” School systems understand that new graduates do not yet have licenses
in hand.

e Indicate that they do not yet have Teachers’ Retirement Fund numbers when licensed. This number comes with
the first year of employment.

e List the Praxis Il scores if the application asks for the “NTE” (National Teachers’ Exam). Some systems have not
updated their applications since this test was eliminated in the late 1990s.

e |List ONLY areas that they will have on their licenses. If there are questions, contact Donna Stephenson for
clarification.

e Understand and convey to school systems that the Rules 2002 licenses do NOT list grade levels. The school sys-
tem will determine if the license covers any grade or subject in question by referencing the Assignment Codes
from the Indiana Department of Education. See the chart that follows this list.

Check carefully with a university that offers a program in any area offered as an “Emergency Permit” before
committing to a position. It is NOT always possible to add areas easily to licenses.

Subject areas for Rules 2002 licenses: Initial Practitioner (2 year license with internship)
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Subject areas for Rules 2002 Licenses

Initial Practitioner

(2 year license with Internship)

U of I Program

License Area

School Settings (Level)

Elementary Primary, Intermediate (Generalist) Any grade in an elementary,
primary, or intermediate school.
Grades 5 & 6 in any setting.
Secondary Subject areas: Middle School/]Jr. High
English/Language Arts* High School
French (This license does NOT in-
German clude grades in an Intermedi-
Spanish ate School at this time)
Business
Fine Arts: Theatre *ENGL/LA license includes
Social Studies: coverage for Speech courses in
eHistorical Perspectives the high school setting.
eGovernment/Citizenship )
eGeographical Perspectives** **Tl}ese hcc?nses cover t%le
Life Science®* specific subject at the High
Chemistry** School level and ANY subject
Physics** in ‘that content at the-
Earth Space Science™* Middle School/Jr. High level.
Mathematics
All Grade Subjects: All school settings (i.e., all grades,
eline Arts: Visual Arts PreK-12)
eFine Arts: Music
eHealth/Physical Education
The H/PE major requires a second
application and an additional fee, as
the “Health” is processed as a second
area.
Exceptional Mild Intervention All school settings (includes
Needs coverage for the former areas of

This area requires a
second application

and additional fee,

as it is processed as
a second area.

LD, MiMD, ED as indicated by
the Indiana Depart of Education
Assignment Codes).




UNIVERSITY of
INDIANAPOLIS.

MAT Handbook 2007-2008

o - ; -
Inspiring Excellence

Notes

33



UNIVERSITY of
INDIANAPOLIS.

. - ; R
Inspiring Excellence

MAT Handbook 2007-2008

Completion of Masters Degree

After earning the recommendation for licensure, candidates may con-
tinue in the program to earn a masters degree. The final 8 hours re-
quired for the completion of the program include an approved 3 hour
elective in education or the candidate’s content area, EDUC 588 Intro-
duction to Alternative Education and EDUC 590 Introduction to Edu-
cational Research. The elective must be selected in consultation with
the program coordinator. Any transferred credit must carry a minimum
grade of 3.0 (B), must be an upper level or graduate course and must
have been taken within the last seven years and be approved by the
MAT cootdinator. The candidate must earn a C or better in the remain-
ing courses and maintain a 3.0 GPA.

License Reciprocity with Other States

The Indiana Division of Professional Standards has a license reciprocity
agreement with over 40 states. This means that a person holding an
Indiana State Teacher’s License who moves into a reciprocity state is
granted a one-year license while the license holder’s qualifications are
examined and compared to the licensing requirements of the new state.
Sometimes additional coursework (e.g., a course in the state’s history) or
state licensure tests (e.g., Praxis) is needed. Even if the candidate is
certain that he/she is moving out of the state, it is always best to
apply for the Indiana license. It is easier to get a license in another
state if the Indiana license is already held. Candidates should check the
Department of Education website for the state they desire for additional
information.

Continuing Education Requirement

After successfully completing the New Teacher Internship Program dur-
ing their first two years of teaching, each teacher writes a “Professional
Growth Plan,” submits it for approval, and then takes graduate course-
work or does other professional activities to qualify for renewal. Teach-
ers must renew their licenses every five years. At this time, Indiana
teachers are NOT required to earn a Masters Degree.
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Student Conduct

The responsibility to secure and respect those conditions conducive to
the freedom to learn is shared by all members of the University
community. The University of Indianapolis recognizes its responsibility
to protect and promote its educational mission and purpose through
the setting of standards of scholarship and conduct and reserves the
right to dismiss any per-son unable to achieve or abide by those
standards.

Compliance and Accountability

Students are expected to comply with federal, state, and local laws and
ordinances as well and are accountable to various authorities for failure
to do so. While most campus conduct violations are addressed through
the University’s disciplinary system, students may also face legal
consequences for violations of law on or off the campus. In such cases,
students should not expect authorities in the legal system to refer or
defer to the University for action. Students whose actions present
concern for the safety or security of the University community or
affect adversely the operation of the institution or the integrity of its
educational process are subject to University disciplinary procedures,
whether those actions occur on or off the campus.

Consistent with court rulings, a university’s disciplinary process is not
subject to the special constraints of criminal or civil procedures and an
institution may exercise its own judgments independent of off-campus
proceedings. Therefore, the right of the University to conduct
disciplinary proceedings is not precluded by the legal process. In each
case, however, the University of Indianapolis seeks to demonstrate its
concern for fairness and compassion toward individual persons while
being mindful of its responsibility to consider the welfare of the
campus community.

Authority and Responsibility

Ultimate responsibility for the administration of the University of
Indianapolis resides with its president, whose authority is granted by
the Board of Trustees. The president may intercede for cause at any
point in the misconduct review process or may refrain from
participation in the process except to act as the final authority for
appeal. Administrative responsibilities for maintaining integrity of the
academic and student development programs have been assigned by
the president to the provost and the vice president for Student Affairs,
respectively.

The faculty and deans of the schools of Business, Education, Physical
Therapy, Psychological Science, Nursing and the College of Arts and
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authority for the implementation of social conduct policies are vested
in the director and staff of the Office of Student Life.

Affirmation of Students’ Rights

The University affirms the right of students to exercise fully their
citizenship rights and to be free from discrimination on the basis of
race, color, gender, national or ethnic origin, religion, or creed.

The University affirms the right of students to be secure in their
persons, living quarters, papers and effects from unreasonable, illegal,
or unauthorized searches and seizures by University officials.

The University affirms the right of students to reasonable process, as
set forth by the University, regarding alleged violations of the student
code of conduct.

Definitions
With regard to the “Student Code of Conduct,” these definitions
pertain:

e Student—Any person registered or enrolled in any University of
Indianapolis credit course or courses or for whom a continuation
of enrollment is expected.

e Resident—Any student residing in a University residence hall.

¢ Guest—Any person who is not a student of the University, but
who is invited explicitly or implicitly by a student or the University
to be present on University premises or at an official University-
related event.

e University-Related Event—Any official University-approved
activity or event, whether held on or off the campus.

e University Property—All property owned, leased, or on loan to
the University.

e University Premises—All lands, buildings, and facilities including
residence halls and apartments but excluding private residences,
owned, leased, or controlled by the University and used in direct
support of or related to its educational mission.

e University Campus—All University premises as defined above and
within the geographic area reasonably contiguous to its 1400 East
Hanna Avenue location in Indianapolis, Indiana.

e University Authorized Official or Agent—Any person employed
or assigned specific responsibility and authority by the University.

MAT Handbook 2007-2008
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Academic Misconduct (Types of)

The University of Indianapolis adopts the following regulations
concerning Academic Misconduct to safeguard the academic integrity
of the institution. Proscribed Academic Misconduct includes, but is not
limited to, the following:

Cheating

A student must not cheat in an academic exercise. The University of
Indianapolis defines “cheating” generally as obtaining or creating an
unfair advantage in any assignment or examination through the use of
unauthorized aid, whether given or received.

Cheating includes, but is not limited to, the following examples:

e Use of external assistance on any “in-class” or “take-home”
examination without the instructor’s specific authorization. This
prohibition includes, but is not limited to, the unauthorized use of
tutors, books, notes, calculators, databases, software, or
computers.

e Use of another person as a substitute or surrogate in the taking of
an examination or quiz.

e Theft of examinations or other course materials.

e Use or allowance of others to conduct research or to prepare any
work for a student without advance authorization from the
instructor to whom the work is being submitted. Under this
prohibition, a student must not make any unauthorized use of
materials obtained from commercial term paper companies or
from files of papers prepared by other persons.

e Submission of a written report or project which is represented
explicitly or implicitly as the student’s individual work when such
work was produced in collaboration with one or more other
persons.

e Use of any unauthorized assistance in a laboratory, at a computer
terminal, or on field work.

e Work on an examination other than during the time or at a
location authorized by the examiner.

e Submission of work for credit, when the same work has been or
will be used for credit in another coutse, without the consent of
both instructots.

e Alteration of a grade or score in any way.

Fabrication

A student must not falsify or invent any information or data in an
academic exercise including, but not limited to, records or reports,
laboratory results, and citations to the sources of information.
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Plagiarism
A student must not adopt or reproduce ideas, words, or statements of
another person without giving an appropriate acknowledgment to the
source. A student must give due credit to the originality of others and
acknowledge an indebtedness whenever he or she does any of the
following:

¢ Quotes another person’s actual words, either oral or written;

e Paraphrases another person’s words, either oral or written;

e Uses another person’s ideas, opinions, or theories; or

o (ites facts, statistics, or other illustrative material, unless the infor-

mation is common knowledge.

Interference

A student must not interfere with any other student’s opportunity or
ability to produce or submit his or her best work on any assignments or
examinations. Examples of interference include, but are not limited to,
the following:

o Theft, destruction, alteration, defacement, or mutilation of
University or public resources so as to deprive others of
information.

¢ Giving or offering bribes, promising favors, or making threats with
the intention of affecting a grade or the evaluation of academic
performance.

Violation of Course Rules

A student must not violate rules as contained in a course syllabus, a
professional code of ethics, or other information provided to the
student by the course instructor or the University.

Multiple Submission of the Same Academic Work

A student must not submit substantial portions of the same academic
work for credit or honots in more than one course without the
permission of both instructors.

Facilitating Academic Dishonesty
A student must not intentionally or knowingly help or attempt to help
another student to commit or conceal an act of Academic Misconduct.

Abuse of Confidentiality

A student must not use data or unpublished materials belonging to
another student or a faculty member without first obtaining written
permission. Students using archival or personal research materials must
provide for adequate protection of the privacy of living or recently
living subjects. A student must not violate the confidentiality of a
student’s or reseach participant’s records.

MAT Handbook 2007-2008
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Disciplinary Process for Academic Misconduct
When a student is suspected or alleged to have committed an act of
academic misconduct related to a particular course, the faculty member
or instructor who teaches the course shall have authority to initiate
academic misconduct proceedings against the student. Disciplinary
action for a suspected or alleged act of academic misconduct unrelated
to a particular course in which the student is enrolled shall be governed
by the same procedures described except that:
1. The proceedings shall be initiated by director of the masters
program
2. The director or dean of the School of Education shall assume the
procedural responsibilities of the faculty member or instructor, as
described in this Academic Misconduct Policy and Procedure.

Initiating Actions

When a student is suspected or alleged to have committed an act of
academic misconduct, the faculty member or instructor who teaches the
course, or, where applicable, the School of Education Dean or Graduate
Program Coordinator (collectively, the “University representative”) shall
have authority to initiate academic misconduct proceedings against the
student.

e The University representative who has information that a student
committed an act of academic misconduct related to that course,
assignhment, examination, or other work that is submitted for a grade
or an evaluation shall hold a conference with the student to discuss
the matter.

1. The University representative shall advise the student of the
alleged act of misconduct and the information upon which the
allegation is based.

2. The student shall be given an opportunity to respond to the
allegation of misconduct.

e If, following the conference, the University representative concludes
that the student committed the suspected or alleged act of academic
misconduct, the University representative shall impose an
appropriate academic sanction related to the particular course
involved.

1. An appropriate academic sanction imposed by the University
representative for Academic Misconduct shall include, but not
be limited to, any one or a combination of the following:

a. The student may be given a lower grade or score for the
assignment, course work, or examination, including a failing
grade for the course.

b. The student may be required to repeat or resubmit any
assignment, course work, examination, or paper involved in
the act of misconduct.
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2. The penalty for a serious act of academic misconduct ordinarily
shall result in the recording of a failing grade for the course.

3.An incomplete may be given in the course in the event that a
disciplinary matter cannot be resolved before final grades are due
in the Office of the Registrar.

4.Where an academic sanction results in the recording of a failing
grade for the course, the registrar shall be notified that the grade
was given for academic misconduct. The registrar shall record the
grade of “F” on the student’s permanent academic transcript
without any notation concerning the reason for the grade. The
registrar shall, however, establish procedures to ensure that the
grade of “I” is not thereafter removed from the transcript in
accordance with other academic policies or procedures. A grade
resulting from academic misconduct shall be calculated in a
determination of the student’s grade point average, but the grade
alone shall not prevent the student from repeating the same
course for credit.

e After imposing an academic sanction, the University representative
should report the decision promptly, orally and in writing, to the
student, the dean or coordinator of the student’s school or
program, and the provost.

e The University representative also shall report the matter promptly
to the director of campus life who may commence disciplinary
procedures under the university’s Student Social Misconduct Policy
if the commencement of such procedures is warranted when the
student’s academic misconduct is considered in light of the
student’s social behavior record at the University.

e The University representative’s written report to those individuals
identified in paragraphs C and D above should include the
following:

1. A statement concerning the nature of the offense.

2. The terms of the academic sanction being imposed.

3. A statement that the student may submit an appeal of the
academic sanction, in a writing setting forth the reasons for the
appeal, to the provost within five (5) days after receiving notice
of the University representative’s decision.

4. A statement that the report is being distributed to the student,
the dean or coordinator of the student’s school or program, the
registrar, the director of campus life, and the provost.

5. A statement that the dean or director of the student’s school
or program has the authority to impose an additional
disciplinary sanction if that person believes that such a sanction
is warranted when the student’s academic misconduct is
considered in the context of the student’s prior academic record
at the University.

41



UNIVERSITY of
INDIANAPOLIS.

. - ; R
Inspiring Excellence

MAT Handbook 2007-2008

Disciplinary Process for Academic Misconduct (cont.)

6. A statement that the director of campus life may commence
disciplinary proceedings under the university’s Student Social
Misconduct Policy if the commencement of such proceedings is
warranted when the student’s academic misconduct is considered in
light of the student’s prior social behavior record at the University.

Right to Appeal
A student may appeal the academic sanction of the University
representative or, where applicable, the dean or director of the student’s
school or program if:
e The student claims innocence of the act of which he or she is
accused;
e The student claims extenuating circumstances; or
e The student claims unfair treatment by the University
representative or, where applicable, the dean or director of the
student’s school or program.

Appeals to the Provost

e A student’s appeal with respect to an academic decision or sanction
concerning an alleged act of academic misconduct shall be filed as
follows: A student shall initiate his or her appeal of a decision
made, or sanction imposed, by the University representative, of,
where applicable, the dean or director of the student’s school or
program, by submitting to the provost, within five (5) days after
receiving notice of the academic sanction, a written statement that
sets forth all grounds for the appeal.

e Generally, a student may appeal (1) the decision that the student
committed the act of misconduct, or (2) the sanction imposed.

e Spurious appeals may be rejected by the provost.

e The provost may discuss the matter individually with the student
and/or the University representative or the dean or director of the
student’s school or program, when and if the provost deems such
discussions necessary or appropriate under the circumstances.

e The provost shall have the authority to sustain, amend, or reverse
any decision concerning the student’s act of academic misconduct.

e If the provost concludes that the student did not commit the
alleged act of academic misconduct, the provost shall set aside the
academic sanction(s) imposed. If the provost concludes that the
student committed the alleged act of academic misconduct, the
provost may confirm the academic sanction(s) or impose a lesser or
greater sanction than that imposed by the University representative
or the dean or director of the student’s school or program.
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e The provost shall act in a timely manner in deciding an appeal.

e The provost shall notify the student, the University representative,
and, where applicable, the dean or director of the student’s school
or program, orally and in writing of his or her decision with respect
to the appeal.

e The decisions of the provost with respect to an appeal of any
decision made under the Academic Misconduct Disciplinary Policy
and Procedure shall be final.

Social Misconduct

Social misconduct refers to all forms of misconduct by students at the
University of Indianapolis other than what is addressed in the
University Academic Misconduct Policy and Procedure.

Aspects of the social misconduct policy most relevant to educational
professionals in a graduate program of study are described below.
However, students may want to consult the University Student Handbook
for a more complete description of the disciplinary procedures,
classification of offenses, and institutional expectations regarding
student conduct.

Social Conduct Probation

A warning status is the category into which a student is placed when he
or she is in jeopardy of suspension or dismissal from the University.
Elements of the probationary status are outlined in a written statement.

Fines, Community Service, and Restitution

A student may be asked to complete certain hours of community
service either on- or off-campus. Fines may be levied against a student
which must be paid before the student may register for classes or
graduate. The student may also be asked to make reasonable restitution
for damages or losses. Any one or a combination of these remedies
may be applied in resolving a disciplinary matter.

Suspension from Residences or from Campus

A student is suspended for a specified period of time from either the
residence halls or from campus activities altogether. In the case of
suspension from the halls, the student is to vacate the halls immediately
and not to be present in any hall until the specified period has ended.
Suspension from campus prohibits a student from any activity on
campus or any other sponsored event off-campus. Students who are
suspended from residence living may still attend classes and use
services. Students who are suspended from the campus may not attend
classes nor use services, but may be allowed to take major examinations
ot submit papers or projects.

MAT Handbook 2007-2008
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Services withdrawn

A student may be denied access to certain services or assistance based
upon the student’s conduct in those offices or related to the services.

Terms and conditions for reinstitution of services are specified in the

withdrawal notice.

Dismissal or expulsion

A student is dismissed from school immediately and for a predetermined
period of time. The student will not be able to take missed examinations
or submit papers or projects. The student shall not receive any credit for
classes in which he or she is enrolled that semester. The student is not
eligible to apply for readmission for at least the balance of the semester.
Expulsion means that the student’s behavior was so egregious that it is
highly unlikely the student would ever be readmitted to the University.

Social Misconduct—Definitions, Directives, and
Descriptions

1. Misconduct includes actions that violate federal, state, county, or
municipal laws.

2. Misconduct includes failure to comply with the direction of an
authorized official or agent, including residence hall staff and
University Police, acting in performance of their duties and/or
failure to identify oneself or provide appropriate identification to
these persons when requested to do so.

3. Misconduct includes aiding and abetting as an accessory to any
violation of any University policy or unlawful act. This includes
being present in an area where a violation is occurring.

4. Alcohol is not permitted on campus! This includes any empty
alcohol containers and applies to all members of the University
community, even those of legal drinking age. The University
sanction against alcohol stems not only from our affiliation with the
Methodist church, but from a genuine concern to help protect
students on campus and other members of our community from
alcohol-related incidents. Students are advised that in addition to
mandatory treatment referrals, probation, suspension, and/or
dismissal from the University anyone found guilty of alcohol policy
violation will be fined ($100 for the first offense, $200 for the
second offense, and $300 for the third).

5. The use, possession, or distribution of any illegal drug or controlled
substance, including marijuana, is prohibited. Additionally, the
possession of drug paraphernalia is prohibited. Any involvement
with drugs, collectively designated as controlled substances, is a
University concern whether it occurs on or off campus. These viola-

tions can result in arrest and/or suspension or expulsion.
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6.

10.

11.

12.

13.

14.

15.
16.

Misconduct includes physically or verbally abusing or threatening
any person, on or off campus, including University personnel.
Misconduct includes harassment, defined as any actions or
situations that do or could result in mental, emotional, or physical
discomfort, embarrassment, ridicule, or endangerment. This
includes, but is not limited to, harassment based on race, gender,
or sexual orientation. These actions are in violation regardless of
the intent.
Regarding fire safety regulations: Students are expected to
a. Refrain from intentional or reckless misuse of fire safety
equipment;
b. Leave a building during a fire alarm or drill;
c. Refrain from intentionally initiating or causing to be initiated
any false report of emergency.
Misconduct includes vandalism, defined as the destruction or
defacement of property on or off-campus.
Misconduct includes sexual offenses, defined as any form of
sexual contact with another person without the consent of that
person. Consent must be informed, freely given, and mutually
understandable in words and actions that are unmistakable in
their meaning.
Misconduct includes theft of University, public, or private
property. Use of property without the owner’s consent is
considered theft.
Misconduct includes disorderly conduct, defined as unruly actions
that annoy, disturb, interfere with, or offend others regardless of
the intent.
Misconduct includes disruption, defined as any action that
disrupts or obstructs the following official functions of the
University: teaching, research, administration, or any other
activity or proceeding on campus that is generally accepted as a
legitimate University function.
Students are not permitted in restricted areas, such as the roof of
any University building, in electrical or mechanical rooms, on any
restricted playing field, construction sites, or any place on campus
where it could be reasonably inferred that access is prohibited, or
in any area that has been specifically designated off-limits by a
University-authorized official or agent.
Students may not loan or duplicate a University key.
Misconduct includes all unlawful or unauthorized possession or
use of a firearm or other dangerous weapon (e.g., sword, hunting
knife) or dangerous device of any description (e.g., fireworks,
ammunition, explosives) while on University premises or at a
University-related event.

MAT Handbook 2007-2008
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17. Misconduct includes throwing items from windows

(defenestration). It is prohibited to throw any items from student
rooms.

18. Misconduct includes abuse of the Student Conduct Process:

e Failure to obey the summons of the Office for Student

e TFalsification, distortion, or misrepresentation in any Student
Conduct Hearing.

e Knowingly providing false information or instituting a false
complaint.

e Attempting to discourage an individual’s proper participation or
use of the Student Conduct Process.

e Influencing or attempting to influence another person to
commit an abuse of the Student Conduct Process.

Informal Disciplinary Procedures

1.

Self-discipline—The highest form of discipline is self-discipline.
Students are encouraged to monitor their own behavior and
conduct themselves in a manner consistent with University rules
and regulations.

Confrontation by peers or others—In the event a student fails to
conduct himself or herself in a manner consistent with University
rules and regulations, the student’s peers or others interested in the
student’s and community’s well-being are encouraged to confront
the student and to demand adherence to University rules and
regulations. When a student does not respond positively to such a
confrontation, conducts himself or herself in a manner inconsistent
with applicable rules and regulations, or conducts himself or herself
in a manner that is or may become harmful or dangerous to the
student or others in the community, the confronting individual
should seek the assistance of others in the community or seek to
initiate the commencement of Formal Disciplinary Procedures by
communicating with a member of the Student Affairs staff.

Formal Disciplinary Procedures

When the informal disciplinary procedures described on p. 51 fail to
correct student behavioral misconduct, or where a student violates public
laws or University rules, standards or regulations, or is generally
uncooperative, or conducts himself or herself in such a manner as to
create a serious situation that jeopardizes the well-being of the student,
the campus community, or the surrounding community, the student shall
be subject to the University’s formal disciplinary procedures. These
procedures are described below with notification by the vice president for
Student Affairs or the director of Campus Life (or their designees).
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The student shall be notified:
1. That the student is now subject to the University’s formal
disciplinary procedures;
2. Of the reason the student has become subject to the formal
disciplinary procedures; and
3. Of the date and time scheduled for the applicable disciplinary
hearing called for by the formal disciplinary procedures.

Generally, the student shall meet with one of three types of hearing
groups:

1. Staff hearing.
The Staff Hearing group comprises the director of Campus Life
(or designee) and the appropriate residence director, if any.

2. Representative hearing.
The Representative Hearing group comprises the director of
Campus Life (or designee), the appropriate residence director, if
any, one or two students, and one or two other members of the
University community (faculty or staff). The student in question
selects one of the students and one other member of the
University community. The director of Campus Life may select the
second University community member and the second student.

3. Special hearing.
On occasion, the Staff or Representative Hearing groups may not
be appropriate. At such times, a Special Hearing Group may be
established by the director of Campus Life (or designee). Authority
for final decision-making with respect to the establishment and
membership of the Special Hearing group shall remain with the
director of Campus Life (or designee).

The particular hearing group to be used will be selected by the director
of Campus Life (or designee) in consultation with appropriate
University staff. The director of Campus Life (or designee) shall chair
and establish operational procedures for each disciplinary hearing. At
the applicable hearing, the following shall occur:

1. The director of Campus Life (or designee) shall advise the student
of the alleged act of misconduct and the information upon which
the allegation is based.

2. The student shall be given an opportunity to respond to the
allegation of misconduct.

3. The members of the hearing group shall be given the opportunity
to discuss the allegations with the student and ask relevant
questions of the student.
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Each hearing group shall function as a recommending body rather than
a decision-making body. The hearing group shall make a
recommendation with respect to culpability and appropriate sanction to
the director of Campus Life (or designee), who shall make the final
decision with respect to culpability and the sanction to be imposed. The
director of Campus Life shall communicate his or her decision to the
student.

After communicating the disciplinary decision to the student and
imposing the disciplinary sanction, the director of Campus Life (or
designee) should convert the decision to writing and distribute the
written report to the student and to the vice president for Student
Affairs. The written report should include the following:

1. A statement describing the nature of the offense.

2. The terms of the disciplinary sanction being imposed.

3. A statement that the student may appeal the disciplinary sanction
by submitting a written appeal, setting forth the reasons for the
appeal, to the vice president for Student Affairs within two (2) days
after receiving oral notice of the disciplinary decision.

Appeals

Grounds for Appeal
A student may appeal the director of Campus Life’s (or designee’s)
decision and disciplinary sanction if:

1. The student claims unfair treatment by the applicable hearing group
ot the director of Campus Life (or designee).

2. The student claims extenuating circumstances.

3. The student claims excessiveness or inappropriateness of the
disciplinary sanction.

Appeals Procedure
A student’s appeal with respect to a disciplinary decision and sanction
concerning an act of behavioral misconduct shall proceed as follows:

1. A student shall initiate an appeal concerning the decision of the
director of Campus Life (or designee) by submitting a written
appeal, setting forth the reasons for the appeal, to the vice president
for Student Affairs within two (2) days after receiving oral notice
from the director of Campus Life (or designee) concerning the
disciplinary decision.

2. Spurious appeals may be rejected by the vice president for Student
Affairs.

3. The vice president for Student Affairs may discuss the matter
individually with the student, or the director of Campus Life (or
designee) if the vice president for Student Affairs deems such
discussions necessary or appropriate.
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4. The vice president for Student Affairs shall have the authority to
sustain, amend, or reverse any decision of the director of Campus
Life (or designee) concerning the student’s act of behavioral
misconduct:

a. If the vice president for Student Affairs concludes that the
disciplinary sanction is unwarranted or excessive, the vice
president for Student Affairs may set aside the disciplinary
sanction or sanctions imposed.

b. The vice president for Student Affairs may confirm the
disciplinary sanction or impose a lesser or greater disciplinary
sanction than the sanction imposed by the director of Campus
Life (or designee).

5. The vice president for Student Affairs shall act in a timely manner
in making a decision concerning an appeal.

0. The vice president for Student Affairs shall notify the student and
the director of Campus Life (or designee) in writing of his or her
decision with respect to the appeal.

7. The decision of the vice president for Student Affairs with respect
to the appeal of the disciplinary sanction shall be final.

Exceptions to Usual Disciplinary Procedures

The disciplinary procedures outlined above reflect the usual method for
responding to disciplinary situations involving behavioral misconduct.
Situations that are of serious consequence to the individual student or
to the campus community may call for a more immediate response by
the University. In such cases, the usual disciplinary procedure described
in this procedure may be bypassed so that the University may address
the matter immediately. A decision to bypass the usual student
misconduct procedures may be made by the president, the vice
president for Student Affairs, or the designee of either.

Disciplinary Sanctions

The list of sanctions below may be imposed as a result of student
misconduct. Variations of these disciplinary actions may be created
when deemed appropriate.

Counseling and/or Confrontation

A member of the University community makes personal contact with
the student, discusses the inappropriate behavior or attitude, and asks
for compliance.

Referral

A student is referred to another person for counsel or disciplinary
action. In those cases, students must comply with the directions of the
person or agency to whom they are referred and submit reasonable
proof of such compliance (i.e., attend alcohol abuse sessions.)
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Letter of Warning and/or Reprimand

A written statement documenting inappropriate behavior or attitude and
that such conduct, if continued, may be in jeopardy of serious
disciplinary action.

Classification of Offenses

Offenses are divided into three categories (A, B, and C) based on the
frequency and severity of the offense. These categories serve as
guidelines for the disciplinary process.

e Category “A” offenses generally do not normally lead to probation,
suspension or dismissal from the University. Offenses in this
category include entry into a restricted area, violation of the tobacco
use policy, or abuse of the Student Conduct Process.

e Category “B” offenses include most of the instances of misconduct
described above (e.g., harassment, theft, disruptive behavior) or
violation of University policy (e.g., alcohol use). These offenses are
generally seen as being more serious in nature and may result in
probation or suspension. A category “B” offense may be classified
as category “C” when warranted by the circumstances or facts of the
case.

e Category “C” offenses are those that are classified as felonies or
actions for which a student could be dismissed from the University.
Felony theft, controlled substances, assault (physical with injury or
sexual), or repeat violations from the previous category fall into this
group. Please note that category “C” constitutes a special case within the
disciplinary system.

If Category “C” criminal charges are filed, these offenses will become
part of the individual’s permanent criminal history and will show up
on subsequent criminal history checks necessary to maintain a valid
Indiana Teacher’s License.

Other Forms of Social Misconduct
Further examples of social misconduct for which the University may
take disciplinary action include, but are not limited to:
e Unreasonable and disruptive behavior
e Library misconduct
e Abuse of University Food Service
¢ Unauthorized charging of long distance phone calls
e Violations of the University computer usage policy
¢ Excessive violations of University traffic regulations
e Violations of community rules and standards, and
e Inciting violence.
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The term “grievance” means a formal complaint arising out of a conflict
between members of the University of Indianapolis community that is
submitted (a) by a member of the University community, whether a
student or a member of the University’s administration, faculty, or staff,
and (b) against a student, administrator, faculty member, or staff
member. Grievances may be submitted regarding any matter other than
harassment, intimidation, or student social ot academic misconduct,
which are addressed in separate policies and procedures.

Policy

The University’s environment will be the most conducive for teaching
and learning where interpersonal relationships between members of the
University community are healthy and strong. Members are encouraged,
therefore, to address difficulties and resolve conflicts that atise between
themselves directly and without delay. This Grievance Policy and
Procedure represents the University’s effort to assist members of the
University community in addressing interpersonal difficulties and
resolving interpersonal conflicts.

Informal Grievance Procedures

Personal Resolution

Members of the University community are encouraged to resolve
conflicts by communicating directly with the persons with whom they
have the conflicts. An effort should be made to reach a resolution
without the intervention of others.

Commencement of Formal Process

If a matter cannot be resolved by communication between the parties
involved, a grievance may be submitted pursuant to the procedure
described on p. 53.

Filing a Grievance

1. If, after making reasonable efforts to resolve a conflict directly with
the other person involved, an individual concludes that such efforts
will not result in a successful resolution of the conflict, the
individual may file a grievance.

2. If the grievance is academic in nature, that is, if it involves faculty;
events arising from teaching, advising, or research; relations between|
faculty and students; or events that are normally in the province of
the faculty, the grievance shall be filed with the University provost.
If the grievance is nonacademic, that is, if it involves staff members,
students in residence or campus settings, or matters that are not
normally in the province of the faculty, the grievance shall be filed
with the vice president for student affairs.
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3. If the grievance is filed against or by a faculty member or against the

vice president for student affairs, it shall be filed with the University
provost. If the grievance is filed against the provost, it shall be filed
with the vice president for student affairs.

An individual who files a grievance is referred to herein as a
“complainant,” and an individual against whom a grievance is filed
is referred to herein as a “respondent.”

Appointment of, investigation, and decision by grievance officer
1. Upon receiving a grievance the provost or vice president for student

affairs shall appoint an individual (the “grievance officer”) who, in
the opinion of the provost or vice president for Student Affairs, is
best able to conduct a thorough investigation and to render an
objective decision with respect to the grievance. If the complainant
ot the respondent is a member of the University faculty, the
grievance officer shall be a member of the University faculty. If the
vice president for Student Affairs is the respondent, the University
provost shall serve as the grievance officer. If the University provost
is the respondent, the vice president for Student Affairs shall serve
as the grievance officer.

The grievance officer, in his or her sole discretion, shall determine
the manner in which the investigation shall be conducted. The
grievance officer may, but need not, offer the complainant and the
respondent the right to submit written position statements or to be
heard.

The grievance officer shall communicate his or her decision with
respect to the grievance to the respondent on the same day that he
or she communicates such decision to the complainant.

Appeals filed with coordinator, selection of arbitrators, appeal
process.

1.

A complainant or a respondent who desires to appeal a grievance
officer’s decision shall provide written notice of his or her intent to
appeal and the grounds for the appeal to the appropriate appeal
coordinator. The appeal coordinator shall be: (a) the University
provost, if the complainant or respondent is a member of the
faculty; (b) the vice president for Student Affairs, if the complainant
or the respondent is not a member of the faculty; (c) the University
provost, if the vice president for Student Affairs is the respondent;
(d) the vice president for Student Affairs if the respondent is the
provost. The appeal coordinator must receive such notice of appeal
not less than three (3) days after the complainant and respondent
receive notice of the grievance officer’s decision. Failure to provide
timely written notice of appeal pursuant to this paragraph shall
result in a forfeiture of the right to appeal.
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2.

Upon receiving a timely notice of appeal, the appeal coordinator
shall notify the complainant and the respondent that each may
select one member of the University administration, faculty, or
staff (an “arbitrator”) to consider the appeal. Each party shall
provide written notice to the appeal coordinator of his or her
selection of an arbitrator. The appeal coordinator must receive
such notice of selection not less than three (3) days after the
complainant and respondent received notice of their right to
select an arbitrator. Failure to provide timely written notice of the
selection of an arbitrator shall result in the forfeiture of the right
to select an arbitrator, and the appeal coordinator shall select
such arbitrator instead.

The two arbitrators (one selected by the complainant and one
selected by the respondent) together shall select a third arbitrator
from the University administration, faculty, or staff.

The arbitrators, in their sole discretion, shall determine the
manner in which the appeal shall be conducted. The arbitrators
may, but need not, offer the complainant and the respondent the
right to submit written position statements or to be heard.

The decision of the arbitrators shall be communicated to both
the complainant and the respondent, and such decision shall be
final and binding on both parties.

In computing the date by which any action must be taken relating
to the appeal of a grievance officer’s decision, the following rules
apply:

a. The date on which the complainant and the respondent
receive the applicable notice (i.e., of the grievance officer’s
decision or of the right to select an arbitrator) shall not be
included.

b. The last day of the applicable period (i.e., the third day after
receiving notice of the grievance officer’s decision or the third
day after receiving notice of the right to select an arbitrator)
shall be included unless it is a Saturday, a Sunday, or a day on
which the office of the appeal coordinator is closed for the
duration of regular business hours. In any event, the period
runs until the end of the next day that is not a Saturday, a
Sunday, or a day on which the applicable office is closed for
the duration of regular business hours.
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The University of Indianapolis Police Department enjoys a close and
cooperative working relationship with the Indianapolis Police
Department and the Marion County Sheriff’s Department. The
campus is located in the south district of the Indianapolis Police patrol
district and the University utilizes the M.E.C.C.A. communications
frequency to conduct police radio contact. The University has its own
FCC-licensed radio frequency to dispatch the University police officers
on the campus.

University police officers have primary responsibility for taking on-
campus service and enforcement runs and making initial crime reports.
Assisted by University officers, the Indianapolis Police Department
retains the follow-up investigative responsibility for crimes against
persons on the campus. Also, all 911 emergency calls are responded to by city
police and fire department personnel.

Crime Reporting

Persons who are the victims of crimes occurring on the University of
Indianapolis campus are urged to report that crime by calling (317)
788-3333 so that a police officer may be dispatched to provide
assistance and/or to take information for an official report. Official
reports are made also to the Indianapolis Police Department and the
Marion County Sheriff’s Department unless the investigation has no
significant importance outside the campus community.

The director of the University police compiles a tally of crimes
reported on campus. Totals are published monthly in an edition of the
campus newsletter. Various units of the campus may be notified
directly of crimes that have a significance with respect to personal
safety or property protection.

Building and Facility Open Hours

Facility Monday-Friday Saturday Sunday

Alumni House 7 a.m.-4:30 p.m.

DeHaan Fine Arts 6:30 a.m.-Midnight Ham-5 p.m. 10:30 a.m.-Midnight
Esch Hall 630 a.m. -Midnight Ham-5 p.m. 10:30 a.m.-Midnight
Good Hall 7 a.m.-Midnight 8 a.m.-5:30 p.m. Moon-11 p.m.
Lilly Hall T am.-11:30 p.m. #am.-1 p.m. 2 pm.-10 p.m.
Martin Hall 630 a.m. -Midnight Ham-5 p.m. 10:30 a.m.-Midnight

Schwitzer Center 6 a.m.-Midnight 7 am.-1 a.m. 7 am.-1 a.m.

Krannert Library #am.-11:00 p.m. 10 am.-9 p.m. | p.m.-11:00 p.m.

Ruth Lilly/Micoson—>5Schedule to be announced by Athletic Office—T88-3246.
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Classroom, administration, library, recreational buildings and facilities
are open for use according to the approximate schedule listed on p. 60.
The schedule pertains to a normal work week during the regular
academic year. Special events may alter the published schedule and
buildings are closed at approximately 4:30 p.m. when classes are not in
session. University police secure campus buildings as neatly after their
posted closing times as feasible.

No exterior door keys other than for residence halls are issued to
students. However, students will be permitted to enter or remain in any
building after scheduled hours if they possess a building pass issued by
the University police. Any student needing to enter or remain in a
building other than during its open hours should present a request in
writing, signed by the department chair, to the Business Office. The
request for a building pass should be for a specific day and time. The
student may then be issued the pass, to be presented to a campus
police officer, who will then accompany the student to the building to
provide access.

Campus Police may be contacted at (317) 788-3333, or the student can
proceed to the police desk in the lower level of Schwitzer Center.

Emergency Procedures

Fire Alarms and Evacuation Procedures

All fires, regardless of size or manner of extinguishing, must be
reported. In the event the fire alarm sounds, all students are requested
to alert their roommate and the residents living adjacent to their room
and follow this procedure:

o Close windows.

e Turn on lights.

e Close door, but leave room unlocked.

¢ Go to your assigned exit. Always follow the evacuation route that
is posted in the classroom.

e Lcave building as quickly and quietly as possible without running.
Students who do not leave the building are subject to disciplinary
action.

e Remain outside until the “all clear” is given.

Noncompliance with fire drill procedures can lead to monetary fines
and other sanctions. Emergency evacuation drills are held periodically
and residents are expected to evacuate the residence halls.

MAT Handbook 2007-2008
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Severe Weather Alert

In case of a severe weather alert, the following procedures should be
followed:
e Sececk shelter in the lowest level of a building, interior hallways, or
restrooms.
e Stay away from windows and doors.
¢ Do not leave a building until the “all-clear” is sounded.
e Stay away from trees, power lines, and open areas.

Bomb Threat

e Take all threats seriously.
e Notify University Police at (317) 788-3333 or (317) 788-3386.

Fire

Whenever there is evidence of fire, such as smoke, fumes, or excessive
heat, sound the alarm at once and leave the building immediately.

False reporting of an emergency, unauthorized use of or tampering
with emergency or safety equipment (such as fire hoses or fire
extinguishers), or interference with emergency evacuation are all
prohibited and are criminal offenses. Involvement in any of the above
can result in University and civil prosecution.
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