


Attachment G

States and approval or registration agencies for all states in which the school operates or maintains a presence

State Agency Name Address Contact Person  {Telephone Number
Bureau for Private P.O. Box 980818
California Postsecondary Education West Sacramento, CA §5798-0818 |Erica Smith 916-431-6959
2082 East Exchange Place, Suite
Nonpublic Postsecondary 220 Tucker, {Dr. Shelvey
Georgia Education Commission Georgia 30084-5305 Holland 770-414-3300
Department of Commerce & 235 S. Beretania Street, Room 801 .
Hawaii Consumer Affairs Honolulu, HI 96813 Agquilino Idao 808-587-3222
1000 SW Jackson Street, Suite 520 [Jacqueline G,
Kansas The Kansas Boeard of Regents |Topeka, KS 66612-1368 Johnson 785-296-3421
P.O. Box 3677
Louisiana Louigiana Board of Regents Baton Rouge, LA 70821-3677 Larry Trembiay 225-342-4253
Marytand Higher Education 8 N. Liberty Street
Maryland Commission Baltimore, MD 21202 Sue Bianshan 410-767-3301
Michigan Department of Labor
and Economic Growth
Department of Licensing and  [P.O. Box 30004
Michigan Regulatory Affairs Lansing, Ml 48909 Steven H. Hilfinger |(517) 373-1820
New Jersey Commissioncn  [P.Q. Box 542
New Jersey Higher Education Trenton, NJ 08625-0542 Iris Duffield 609-292-4310
New York State Education 5 North Mezzanine
New York Depariment Albany, NY 12234 Ellen Zunon 518-474-2593
The University of North P.O. Box 2688 Dr. Frank
North Carolina Carolina Chapet Hill, NC 27515-2688 Prochaska 919-962-1000
North Dakota State Board of
Career and Technicat 600 E. Boulevard Avenue, Dept 270
North Dakota Education Bismarck, ND 58505-0610 Debra Huber 701-328-3180
30 E. Broad Street, 36th Floor
Ohio Ohio Board of Regents Columbus, OH 43215 Shane DeGarmo  |614-387-1215

Pennsylvania

The Pennsylvania Department
of Education

333 Market Street, 12th Floor
Harrisburg, PA 17126-0333

Michael Westover

717-787-5041

Virginia

State Councii of Higher
Education for Virginia

1010 N. 14th Street, 9th Floor
Jamsas Monroe Building
Richmond, VA 23219

Linda Woodley

804-225-2600







Attachment H

Describe the academic and instructional methodologies and delivery systems to be used by the school
and the extent to which the school anticipates each methodology and delivery system will be used,,
including, but not limited to, classroom instruction, correspondence, internet, electronic
telecommunications, independent study, and portfolio experience evaluation. [(261B.4{13))]

All programs and courses will be offered primarily online. However, some programs {e.g. DHA and
School Principalship with a Charter Schools emphasis) may have a face-to-face meeting requirement.
Such meetings will be outside of the state of lowa and comprise no more than 10% of the entire
program meeting time,

For online programs and courses, Central Michigan University self-hosts an enterprise installation of the
Blackboard Learning Management System {Bb) and an ASP hosted installation of Wimba Classroom
{(Wimba). Bb facilitates online course-related activities including, but not limited to, course material
distribution, asynchronous interaction, email communication and assessment. Wimba is used as the
environment for synchronous {real-time) interaction. 8b is updated four times daily through an
automated process. The automated process, the snapshot, creates each course shell within Bb and
associates with each course shell the students enrolled therein. Students access the Bb system by way of
a web URL, secured by industry standard Secure Socket Layer (SSL) Encryption. Student Global ID and
password serve as login credentials, authenticated against Lightweight Directory Access Protocol {LDAP)
with a fallback to Bb. Access to Wimba, as it is used with online course work, requires login to Bb. User
information is then securely passed between Bb and Wimba to allow student access to the Wimba
environment.
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Prior Learning Credit

Adult students bring a fevel of experience and knowledge lo academic programs that most younger students do not have. The
knowledge has been acquired through work, iralning, or fife experiences.

Wa recognize the valus of that leaming, and award academic credit for it through our Pror Leaming program. To leam more, altend
ona of our scheduled prior learning briafings.

To pursus college credit for prior leaming undesgraduate students must have regular admission status, and Giobal Campus
graduate studenis* must have either conditional o regular admission status. Your academic advisor will be able to answer any
questions you might hava aboul using prior leaming credit In your program

“On-campus graduate students are nof efgitle (o apply for prior leaming credit Request Information
Chat Now
Prior Learning Briefing Webcast

Apply to CMU
A Prior Leaming Assessment Briefing for Portfollo Davelopment is now available "On-Demand® through your favorite web ContactU
browser. Waithing a presentation uising the Mediasite Player Is virtually the same as being In Lhe room with the Presenter. If you ontact Us
have any questions please use the *Question Link®, and thay vdll be forwarded to the Prior Leaming Emait address. Enjoy the HelpFAQ
Pror L.eaming Session.
Click here o recelve alink (o the webcast by smail More Information

+ Student Handbook, Forms &

Note: Ta ensure your computer mests Lhe requirements to view this webcast, please read thls document before attending lhe Samples
webcast. You can also view a sample webcast hare. + Upcoming Prior Leamning Briefings

« Briefing Presentation
= Sign up for a Prior Leaming

Prlor Learning Process Brieting Wabcast
Anplication of Prior L ' 0 Gradi J Other Services
Crediis pp c-:at on of Prior Learning Credit towar laDegree Program « Graduate Advising
+ Prior leaming credit may count toward degrea major, minof and + Underaraduate Advisin
Portfollo Preparation concentration requirements and as eleclives 8 vising
» Transfer Cradit
+ Prior jeaming credit may nof. « Teansfor Guide
Portfollo Evaluation « gount loward 30 semester hour residency requirement iy o
» meet General Education requirements * PriorLeaming Credit
Frequently Asked Questions oq + Order Textbooks

» be used to meet any University Pragram or competency requirement
o count as part of enreliment for the datermination of Federal Financial
ald eligibility

+ Disablility Services
+ Global Campus Library Services
{formerly OCLS)

. 1i]
« Academic Advisors decide which prior teaming credits can be used in a CMU Writing Conter

student’s program plan
+ Student pays only for credits ranscripled Call Toll Free:
+ Students need to complela fiva hours of CMU course work before prior 86 6 - 774- 1 0 1 8
leaming credils can be transcripted
* Prior tleaming fees are noa-refundable Join the conversation:

Undergraduate Credit
« General range of undergraduate credit awarded Is 5-35 credits
+ Maximum credits which may be counted toward an undergraduate degree
is 8O
+ Undergraduate students must have regular admission stalus to apply for
prior leaming credit

Graduate Gredit
+ Average praduate credit awarded Is 6 credils
. Maximum credits which may be counted foward a graduale degrea Is 10
+ Graduate students must have either conditional or regular admisslon status

FIPVRTY 7 2% DIk TUEE B UV TR U SRS Ry Sy | 1 1/28/2012
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Piease note thal prior leaming credit s not avallable to all sludents or
programs. Gentact your academic adviser o discuss Prior Leaming
Assessment and your program plan. For further information, conlact the Prior
Learning Ceordinator al 866-774-1018, e-mail priorim@cmich.edu, or
complete our online form.

Upcoming Prior Learning Briefings

NOTE: please print copy of the pdf version of our presentation and bring it to your briefing session.

Warren, December 13, 2012~
Calt {5686) 556-4300 to register for briefing to be held from 5:30-7:30 p.m. ¢n Thursday, December 13, 2012,

Southfield, January 25, 2043 —
Gall (248) 357-8800 1o reglster for briefing to be held from 5:30-7:30 p.n, on Friday, January 25, 2013,

Auburn Hlls, January 28, 2013 -
Call (248) 364-4230 to regisler for briefing to ba held fram 10:00 a.m.-noon on Saturday, Januery 26, 2013.

Dearbom, March 15, 2013 ~
Calt {313) 441-5300 to register for briefing to be held from 5:30-7:30 p.m. on Friday, March 15, 2013.

Warren, March 16, 2013 —
Call (586) 558-4300 to register for brefing to be held from 10:00 a.m. - 12:00 p.m. on Saturday, March 18, 2013,

Livonla, May 17, 2013 ~
Call {734) 464-5000 to register for briefing to be held from 5:30 - 7:30 p.m. on Friday, May 17, 2013.

Troy, May 18, 2013 -
Call {248) 526-2610 to register for biiefing to be held from 10 a.m.-noon on Saturday, May 18, 2013,

Feedback | CHU Kission Statement | GMU Copyright | CHU Yeb Policy | CHIU Privacy Policy
CMU Global Campus Cenlral Michigan Unlversity 802 Industiial Drive Mount Pieasant, Mi 48858
CMU, an AAEE institution, strongly and achvely stives to increasa diversity within fts community. (see www.cmichedufaaeo)
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Attachment |
CMU’s current operations and plans to enroll students in lowa

As a publicly funded university in the State of Michigan offering online degree programs, Central
Michigan University (CMU) employs national marketing campaigns, targeted by industry, through digital
resources. CMU will utilize self-service advertising platforms offered through, but not limited to,
Google, Facebook, LinkedIn, YouTube, Pandora and Hulu, to promote online degree programs. CMU has
not utilized any traditional marketing outlets {TV, radio, print, outdoor, direct mail, etc.) for the
purposes of promotion to lowa residents.



Attachment |
New Faculty Applicants, Faculty Orientation,
and Policies on Continuing Faculty Development

New Faculty Applicants

The following website:

http://www.cmich.edu/academics/off campus online/faculty/recruitment/Pages/Default.aspx_is for faculty
interested in part-time adjunct opportunities. The page is entitled “Teaching for CMU’s Global Campus” and
outlines the process for applying to teach for courses available in all Global Campus locations.

“If you wish to apply to teach part-time for CMU’s Global Campus, please visit the Applicant information website at
http://www.cmich.edu/academics/off campus_online/faculty/Pages/application.aspx for opportunities and
application instructions. “

The following website invites faculty applicants to view the teaching opportunities available by checking the website
entitled “Part Time Adjunct Teaching Opportunities” at http://global.crich.edu/faculty/recruitment/job-
postings.aspx . The requirements are listed for each course advertised, for example:
o Select a department — A list is provided.
o Choose a department - to view a fist of courses for which we have the greatest need for faculty.
Opportunities posted may be for future scheduled courses.
To apply, CMU requires a:
o CV/Resume,
o A completed application which may be found at
http://www.cmich.edu/academics/off campus online/faculty/Pages/application.aspx .
o Copies of transcripts with the degree and award date posted on the transcripts.

Faculty Orientation

Prior to teaching a Global Campus course, all instructors {online, face-to-face, tutorials, international, etc.) in the part-
time adjunct faculty pool are required to complete this orientation. The orientation is designed to help faculty get
started as a member of CMU's part-time faculty and to introduce them to the many resources available to them.

Example of topics featured in the Online Faculty Orientation:

The faculty will find the orientation at http://slobal.cmich.edu/faculty/orientation/

s And may begin at http://global.cmich.edu/faculty/orientation/getting-started/default.aspx

Orientation Topics

L)
.
L

QOrientation Home
Getting Started
Course Planning

Course Delivery
Policies/Procedures/Forms

Staying Connected
FAQs
Certification of Completion




Policies on Continuing Faculty Development

An Adjunct Faculty has the opportunity to refer to the Online Faculty Orientation as a resource in addition to the items
listed below to help them stay connected:

Important Resources for Faculty
Faculty Resources

+ Teaching Opportunities
* Academic Programs
Library & Support
Course Development
Procedures & Forms

¢ Faculty Community

¢ Faculty Orientation

*Policies & Procedures

In addition, the following policies and procedures are for the Faculty to reference in keeping with the mission as stated
by the Vice President/Executive Director of Global Campus: Our mission is:

To extend CMU’s reach through delivering educational and outreach opportunities to a diverse and global learning
society; and to advance the university through building knowledge resources, innovations, and technology.

This page highlights some of the university’s polictes and procedures of special interest to Global Campus instructors.
There are many more which can be referenced by using finks below

Academic Policies and Procedures

All Academic Bulletins, including Global Campus
Articulation of the Faculty Role (Maximizing Learning)

lnstitutional Review Board (IRB) Policies
Grade Grievance Policy

Policy on Academic integrity for Global Campus Students
¢ Copyright and Fair Use
¢ Intellectual Property Rights

* * »

General Counsel Administrative Policies, Procedures and Guidelines:

https.//centrailink.cmich.edu/administration/General_Counsel/Pages/policies.aspx

The items listed below are highlights from the Manual of University Policies, Procedures and Guidelines found on the
General Counsel’s web page. This reading list is not exhaustive, but rather a place for CMU's Global Campus Instructors
to begin.

3-1 Consensual Relationships

3-2 Workplace Violence

3-3 Guidelines for Handling Injuries on Campus
3-4 Fraud and Fraudulent Activities



3-5 Weapons Policy

3-6 Affirmative Action Protocol

3.7 Procedures for Granting Contracting Authority
3-8 Contract Review Process

3-9 Conflict of Interest Guidelines

3-10 Advocacy Policy

3-11 Deleted

3-12 Computer Disposal Policy

3-13 Solicitation and Fundraising Policy
3-14 Social Security Number Privacy
3-15 Supplemental Assignments

3-25 Drug-Free Workplace

3-27 Smoke-free Policy

3-31 Responsible Use of Computing
5-3 Copyright Compliance

Human Resources Policies and Programs:

https://centralIink.cmich.edu/services/emniovment services/human resources/HRAssociatedVicePresident/Pages/Poiic
ies.aspx

The items listed below are highlights from the Policies and Programs section of the Human Resources web page. This
reading list is not exhaustive, but rather a place for CMU's Global Campus Instructors to hegin.

AIDS Policy
¢ Copyright
o Diversity Strategic Plan
e Family Educational Rights and Privacy Act {FERPA}
+ Non-Discrimination Policy
e Travel Information

Student Policies

https://centraliink.cmich.edu/academics/off campus programs/facultv/mocedures—forms/Pages/default,aspx

» Code of Student Rights, Responsibilities and Disciplinary Procedures
e Withdrawal Policies for Students

e Graduation Deadlines

+ Maximize Your Learning: Expectations for Students

*Most links require a CMU 1D and password assigned to faculty at the time of CMU’s Global Campus approval.
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Teaching for CMU Global Campus

Central Michigan University Global Campus Is looidng for part-ime adjunct faculty to teach Us highly motivated adult-leamass.
Classes aro taught In compressed (ems at CMU's centers throughout the United States, Cenada and Mexico. You'll be pald a
ganarous stipend and reasonable travel expenses white you axpedencs weekand of evening teaching schedules, and add to your

paycheck.

Unique locations
CMU has multipte locations in Michigan. Out-slate sites incuda Matro Atlanta, Washington, D.C. Ohlo and many more fascinaling + Teaching For Global Campus
destinations. if interested in tleaching an onfine class, wa may have opportunities there, too, + Part-Time/Adjunct Postings

+ GCMU FA Bargaining Unkt Mamber
Convenient schedulas Postings
Classes are taught in varicus formals Including the popular weekans schedule completed In three of four alternaling weekends and + On Campus Opportunities

the evening sesslons that meet ong night per weak for eight weeks. Schedules vary by tocation.
Facuity Resources

Find out more » Teaching Opportunities
1f you are Interested in fusther Information about spedific opportunities al CMU please take a look atour cutrant job postings and + Academic Programs
roviaw the application procedures. v Library & Support

+ Course Development
For more Information contact Globalfr@cmich.edu. « Procedures & Forms

+ Faculty Community
+ Faculty Orientation

Faculty Quick Links
+ Blackboard
« CMU Diractory
+ E-mail
+ Early Alert Reforral
» EOC & Grade Data
+ Kaster Course Syllabus
» OCLS
+ Syltabus Sulld Tool
+ *now Syllabus Build Tool
+ IRB Information

Call Toll Free:

800-950-1144

Join the conversation:

Feedback | CMU Mission Statement GG Copyright{ CWU Wab Policy | CMU Privacy Pollcy
Mt Global Campus Central Michigan University 802 Industrial Dive Mount Pleasant, Wi 48858
GMU, an AAEE instiution, strongly and aciively stives to nceaase diversty within #s commundy. (sea www,cmich.edufzaec)
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Weicoma 1o CMU Globaf Campus' application fer part-time adjunct facully. Plaase register your amail address and password to get starlad on a new application, or login below

if you ave a reluming user.

Login to Existing Account Create New Account

Email Address — Emali Address

Password Password = —
FTIRemembar ma on this computer Password Confimation

f Logln to Existing Account i‘

{ Create New Account J

CAU mission statemient] CHU privaty policy | CHU copyright| CHU web policy
MU, an AAVEE Instiution, strongly and nctively strives 10 noneasa diverstty within il communily. (50 www.cmich.edufaaed}
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Part Time Adjunct Teaching Opportunities

A Unique Opportunity

Cenlral Michigan Unltversity Global Gampus 18 curently looking for part-time adjunct facutty to join a pool of qualified Instructors.
This Is *as needed” employment perfect for relired faculty or eny qualified Instrucior who appreciates the unigue envirenment
created when teaching 1o adult students. Adjunct positions are offered to candkfales based naot onty on thelr academic and teaching
qualifications but a150 on thelr availability o leach evenings and weekends and abity to traved 1o other focations.

Select a department .
Choosa a department hatow to view o list of courses for which we have the grealest need for faculty. Opportunities posted below
may ba for future scheduled courses.

[Select A Depariment

Things to know before you apply:

1. When quakfied instruclors sfe approved, assignments are based on class focation,
student enroliment.
Successful candidates will teach aduit students In classes offered on attemating weekends (usually Friday evening and 8 &.m. to
6 p.m. on Saturday every other week for eight weeks) of ona nighl a week for eight weeks.

instucior focation and availabiity, as well as

2.

+

More Information

CMU

CENTHAL RICHIGAR
UKIVERSITY

Millitary I Faculty t Students

Teaching For Global Campus
Part-Time/Adjunct Postings

CMU FA Bargainlng Unit Mamber
Postingsa

On Campus Opportunities

Faculty Resources

Yeaching Opportunities
Academic Programs
Library & Support
Gourge Development

3. Local candidates ae prefened for teaching assignments; howaver, qualified instructors from outside the focal area may ba « Procedures & Forms
considered for hard to fill openings. .+ Faculty Community

4. Youmay be asked to trave! to multiple sites if approved. + Faculty Ortsntation

5. Agenarous stipend is pald for teaching the course plus relmbursement of reasonable travel expenses.

6. CMU Global Campus dogs not sponsor candidales or relmburse them for moving enpenses for part-ime adjunct assignments. Faculty Quick Links

To apply, CMU requires: : :::Jkﬂbz:jory

1. The comgpletion of the onling application found here. + E-mall

2. CV/Resume attached to the onfine application + Early Alert Reforval

3. Coples of transcripls wilh the degree and award dale posled on tho transcripts must be attached to application of mailed, * EOC & Grade Data
ematied or faxed to: * g;itser Course Syllabus

-

Approval Serviees Coordinator

Central Michigan Unlversity

802 Industrial Drive

Mount Pleasant, Mi 46858

E-mail: globalfr@emich.edu or Fax coples of your transeripls fo (969} 774-7409.

8

Experence working vith non-raditional edult students is desired. More Information about teaching for CMU's Glebal Campus can
ba found here.

Syllabus Bulld Tool
*fiew Syllabus Bulld Teot
IRB Information

Call Tolt Free:

00-950-1144

Joln the conversation:

Feedback] CMU Missh | CHU Gopyright | CHU Web Policy | ChtU Privacy Policy
MU Global Campus Cenlrat Michigan University 802 industrial Drive Mount Pleasant, ME 48858

CMU, an AVEE instBution, strongly and actively slives 1o increasa diversiy e its community. {see waw.conich.edu/ageo)

Fr. T P
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Welcome to Globat Campus’ Faculty Orientation

Ceniral Michigan University's Global Campus is one of the largest providers of off-campus courses/programs in North America.
Global Campus offers undergraduate and graduate dagrees, gradvate certificalas and professional development courses and
oparates in more than 50 tocalions throughout Norih America, Including Ganada and Mexico, and online.

Prior to leaching a Global Campus course, all Insteuctors (onling, face-to-face, tutorials, internationas, elc.) In the part-time adjuncl : ’
faculty poal or Instructors who have taught Gobal Campus courses within the last twe years are tequired Lo complate this Orieniation Topics
orlentation. The crientation will take approximately two hours fo complete. Orientatlen Home
Geiting Started

Course Planning
Course Delivery
policles/Procedures/Forms
Staying Connected

FAQs

Certification of Completion

This orientation is designed to help you get slarted as 2 membar of CMU's part-tima faculty and 1o Introduce you to the many
resourcos avallable to you. Our hope is that your experience with us will be a warthwhile joumney as you repiesent CMU throughou!
the world,

At the end of tha session, you will be asked for your feedback and prompted to submit a form that wilt dogument yaur
complation of the orlentation sessions,

. " 2 8 & & & &

Call Toll Free:

800-950-1144

Follow us on:

Begin >

Feedback | MU Misslon Statement | CMU Copytight ] CMU Web Policy | CMU Privasy Policy
CMU Giobal Carnpus Gentral Michigan Bniversity 802 Industrial Diive Woum! Pleasant, M 48858
CMU, an ANEE instiution, stongly and actively stives to increaso diversiy within ts community, {sce wwnv.emicheduaaso)
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CMU’s ProfEd

Articulation of the Faculty Role

MAKIMIZING
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The Faculty Project was initiated in support of 4 college-wide sirategic
planning effort, focused in part, on the needs and concerns of CMU's
Profid faculty. Identification of primary issues was achieved through
national focus group discussions involving over eighty ProfEd faculty,

academic department chairs and ProfEd administrators, Resulis of
these discussions were shared with participants and reviewed by the
Academic Advisory Council, who in turn set priovities for addressing
the most pressing needs, The top priority was defined as follows:

Aniculation / communicationofteaching andlearning standards

L -A_riicu!aie_Prof{ki:acade_mig:_stand_ards and expectations
2. . Bahance the Paculty Handbook to address issues of -
* teaching quality including strategles for teaching in

- androgogy -

The model

Articulation of the expectations and responsibilities of faculty and
students in CMU’s Off-Campus Progams programs serves several
important organizational functions:
+  [stablishment of consistent standards
o Creation of improved systems for the recruitment, selection
and re-approval of faculty
o Identification of faculty development needs to guide the
faculty mentoring process
o Clarification of the roles and vesponsibilities of faculty and
students in the academic process
e Tstablishnient of priovities for development of facuity support
systems
o Articulation of criteria for the evaluation of faculty perfor-
mance and recognition of outstanding faculty

The facuity project task force

The Baculty Project Tagk Force was appointed by the leadership of
Proffd and consists of divectors of Profid’s academic programs,
regional directors and other Academic Advisory Council members.
The Task Force was charged with completion of the following

assignments:
+  Iistablish expectations for ProfEd faculty and define job
responsibilities

+  Establish expectations for Profid students

o tavolve ProfEd facully in the discussion of expectations for
faculty and students

¢ Inform faculty and students of each other’s expectations

-3, Involve profiid instructors and students in 2 discussion of
- academic expectations S

ac_adem_ic‘expecmtio_n_s and putting them into practice .

_ _ 4, “Take a public stand on quality by clearly c_d:mnunicaﬁng_ o
. flexible delivery _fo;‘ma_ls__z_m_d teaching pedagogy/ . '

Together with Task Porce Coordinators — Megan Goodwin, Terty
Rawls, and Lana Wanitskaya — task force members defined 2 process
for meeting goals and reported outcomes to Larry Smiley, Associate
Dean of Proffd, The following steps were particedarly instrumental
in articulating the roles of faculty and students in the academic
process.

1. Review of exisiing resources, inchuding adult learning
fiterature and fiterature on indicators of teaching
elfectiveness, the ProfEd faculiy contract and handbook, and
CMU bulletin

2. Defintiion of responsibilities and expeciations for faculty/
students in behavioral terms

3. Aunjversity-wide discussion of the drafted documents

4 Revision of drafts and review of appropriate Profid documen-
tation for consistency of language

5. Identification of opportunities for distribution of the
gompleted documents consistent with the college-wide
promotion of enhanced learning outcomes and best practices
in adult learning and flexible detivery formats

At the conclusion of their analysis, the Fask Torce drafted and
approved two primary documents; “Maximizing Leaining:
ProfBd’s Bxpeclations for the Facufty Role and Definition of
Faculty Responsibilities” and “Mavimize Your Learning: CMU's
Qff-Canipus Programs Expectations for Students.” These docu-
ments were distributed to focus group participants and senior stafl
in Fall 2000, atong with surveys requesting reader reactions {0 the
drafts. Appropriate changes to the documents have been completed

and are reflected in the following materials.




Maximizing learning:
Profid’s expectations for the faculty role and definition of faculty responsibilities

Purpose Teaching as a creative

The purpose of this document is to specily behaviors essential to the and innovative Irocess

effectiveness of ProfRd instructors. A profEd instructor s defined as proftid recognizes that teaching s a creative and innovative process
an individual assigned fo teach for Central Michigan University combining both the essential b haviors required of all university
through the College of Extended Learning. facuity and the less concrete techniques and approaches instructors

should eniphasize to enhance students’ fearning. In recognition of
these two contributory clements, the attached document contains two

Therole ofa P"“Ed instriictor separate sections: Part One: profEd’s requirements for the facully
profid’s overarching goal is to provide its learners with quality role and Part Two: ProfEd’s expectations for its faculty role.
educational experiences that promote fifelong learning and achleve

measurable learning outcomes. The foltowing document specifies Part One describes those instructor behaviors that are considered
observable mstructor behaviors, teaching practices and underlying required elenents of profEd's faculty job description. Part Two
pedagogical principles widely associated with teaching effectiveness. describes In greater detait eight instructional principles essential to
The document also specifies essential means by which insiructors teaching effectiveness and required of all ProfEd faculty. Several
indirectly enhance the learning environment and improve academic pehavioral examples of each instructional principle were included to
outcomes, including regutar participation in professional development help alf faculty, particularly those new (o the profession, to success-
activities and consistent afignment with ProfEd’s procedures and fulfy integrate these best practices into their existing teaching styles.
policies, Strategies were selecied in accordance with their strong empirical

relationships to enhanced learning outcomes among adult students
in flexible delivery formats.

How this documentwas created

ProfEd’s requirements for its faculty were derived from existing
documentation on the role of ProfEd faculty and faculty contracis.
Essential instructor behaviors were inferved from state-of-the-art
research literature on best practices in adult learning and indicators
of teaching effectivencss dating from the 1960s to the present {sec
References), Literature reviews targeted principles and instructor
hehaviors demonstrating empirical relationships with desirable
student outcomes, primarily measured as achievement on classroom
and standardized tests of academic performance.




‘Part one: ProfEd’s reguirements for the facuity role

1. Plan teaching sessions
1. Undesstand the goals and objectives of the overarching academic program
2. Construct 2 syltabus (course outlinel!, including a course description, goals and ebjectives as they appear In the Master Course Syllabus!

“and CMU Bulletin
-3, . Design teaching sessions from he course sylfabus or a Master Course Qutline

" ILIntegrateprinciples (oreffective aduitiearning n figxible delivery forntat instruction

- 1. See eight Teaching and Loarning Principles fisted in Part Two of this document

' -_|l|. Assess stutlent l_ea;minu_ using reliahie and valid meastres’
" 1..- Atthe startof the course, explain the criteria for evaluaiing each graded course vequirement and the weight of cach requirement in
defermining the student’s final grade

_ 2. Require multiple class assignments, including pre-course assignments
3. Design multiple assessments of femrner performance that link to the course goals and ebjectives

. Monitor antd eualuate teaching
1. - Maintain awareness of verbal and non-verbal communicaiion (e.g., voice pitch and volume, alertness, eye contact, body language,
animated facial expressions) {0 show energy, give positive encoutagement to students and convey enthusiasm for the subject

2 - Seek and use self,_pc_er and student _fcedback

_\l. Prioritize professional development
. - ‘Complete an orientation for new faculty before the first class meeting
Conduct regular reviews of current research in the field to add to and/or update class materials
‘pavticipaie in at least one formal faculty development activity evevy year
- Participate in at least one regional Profiid faculty development seminar every two to three years
- Seek suppott and advice from colleagues (mentors, iNstruiciors, Proffd staff) and provide the same for fellow faculty and staft

[y

V1. Follow GIVIU/ProfEd procetures
1, Submit a course outline that is in compliance with the course guttine guide
Meet with students for the required contact hours
3, Honor class dates and focations
4. Maintain compliance with copyrights
5
6

- Maintain compliance with procedural deadlines (e.g., deadiines for submitting class materials and grades)
.- Retain assignments used for determining student grades for one year oF give graded assignments back to students

1 ysdectined tems appear In the Glossary of Terms.
1The imporiance of learning gutcomes assessment Is Tucther nnderscored In Principle 4.8, 7.1 7.5, 84

3




Part two: ProfEd's expectations for its facuity

* -Bebaviors co,

istent with enbanced teaching effectiveness

L Engﬁge'_iil_hcila;\?ioiﬁ ébﬁ_sist_ent with the following principles for effective adult learning in flexible delivery format classes:

rinciple 1. Understand and respect individual diffierences
‘1.1 Show respect for students by calling them by their nanes
1.2 Discover students’ leacning styles', interesis, assumptions about learning and backgrounds at the beginning of & eourse

1.3 Incorposale class activities tha recognize and address varied [earping styles*

" 1.4 Capitalize on learners’ backgrounds by adding velevant learning materials and activities
715 Examine stidents’ motives to fearn class material '
* 1.6 Determine learners’ understanding of prerequisite matesial
" -.1,7 Provide additional materials/exercises, as needed, to improve (he understanding of fess knowledgeable students and chaflenge the
LU abilities of more kiowledgeable students '
1.8 Assess student knowledge using more than one type of evaluation (e, multiple choice, essay questions, projects)

1.9 _-Respe_ct minority opinion and keep disagreements civil

rinciple 2. Set expectations and estahlish purpose
2.1 Fstablish ground rules. for class management and conduct; tell students what is expected of them and what can be expected of the instrucior

2.2 Prior to the start of instruction, resies (as stated in the syllabus/course outline?)
" 221 Objectives for theclass -~ ' S

L .2.2.2 Policies regarding class participation, attendance, overdue assignments and re-taking examinations

.23 Instructor’s physical or electronic office houts, contact information and routine response turn-around time

23 Minimize negotiation of expectations by treating the class outline as if it were a contract; changes to the class outline should be

communicated to students in wilting . :

* 2.4 ‘Explain how the course relites to other courses in the program

.

_ 2.5 Priof to each class meeting, provide fearners with an advance organiger® (e.g., learning objectives, connection to previous classes,

‘broader context for class material)

26, Explain why specific topics are being taught and how they relate to professional opportunitics
9.7 Clearly state the amount and jevel of in-class and out-of-class work expected of students

2.8 Lxplain that students may be expected to know and understand things that may not be directly addressed in the classroom

2.9 Explain that the classroom environment is but one source of student learning; course objectives can be accomplished through other
- means (e, independent learning or practice)
rinciple 3. Anplication - .
3,1 Deslgn learning aclivities ti__l_at_l_'einforcc the acquisltion of course content (content-oviented activitles) and its application {probtem-
. centered activitiesy

-3.2 Use focwsed application to integrale new material and existing knowledge
.33 Relate oulside events/activities to the subject of study
34 Discuss course materlal within the context of concrete, veal-life sltuations
S35 --Provid_e:oppo_:jtunitlQS for yeftection on the application of new learning (.8, ask learners to summarize how new knowledge can be
o applied fo theirjobs) s R

rinciple 4. Variety

4.1 Use :i__itenti.oh—gain_’ing devices (e.g, begin with a challenging question, visuat or example)

* 4.2 Achieve class objectives by usinga vatiety of instructional jechniquest (¢.g., literature reviews, demonstrations, fleld trips, stractured

© discussions, panel discussions) and instructional aids {overhead transparencics, videotapes, handouts and Internet)
43 Design learning activities (¢.g, data gathering and analysis) that develop higher-order coguitive skills such as summarizing, synthesizing,
analyzing, and applying -

"+ 4.4 Design learning activities to stimulate as many sensory modalities! (e.g,, vision and hearing) as possible
4,5 Organize instruction fo allow for demonstration (explanation, discussion) and guided practice

46 Use different question fypest (e.g., fact and process questlons, convergent and divergent questions, questions of policy and/or vafue)

4.7 Assign work to small and farge groups

. 4.8 Assess student learning using different kinds of evaluations (¢.g., papers, projects, tests, case studies) and fest types* (e.g, multiple

«choice, essay, short answer, true/false)



‘Principle 5. Maximize and optimize learners’ “time ontask”
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" 1 yindertined

Gulde students to set challenging goals for thelr own fearning
Establish and communicate systematic mifestones (e.g., paper draits, quizzes, review) to keep students on schedule and moving

 toward a clearly defined goal - _
- Communicate the importance of scheduling frequent, seif-paced study sessions

Qrganize instructlon around learning outcomes specified in the syllabus {course outline)*

Organize clerical tasks pefore the class and establish procedures for dealing with unexpected interruptions

Cormmunicate the minimum amount of fime students should spend preparing for a class

Balance highly and moderately challenging taskst for optimal student learning

Use direct instrugtion* for teaching facts, rules, and action sequences; and indirect instrugtion! for teaching conceps, patterns, abstractions
Provide perlodic reviews or summaries of previously covered content

If a student misses a class, requive him or her to make up lost work

Require that students use libraries and other information resources appropriate for accomplishing course objectives (e.g., OCLS!, Interned)
Give pre- and/or post-class assignments

* Principle 6. Communication and cooeration

Present classroom materfal in clear and interpretable manner consistent with high degrees of cognitive, oral and written glaritd

‘Bncourage students fo ask questions .
~Ask open-ended questions that draw out refevant Jearner knowledge and experience
~Ask learners to tell each other about their interests and backgrounds

Elak;ou1'age classroom cooperation; create student project feams within & course
Fulfill the terms of the syliabus (course gutline)! regarding instructor availability, accessibifity and response turn-around (see

. Principle 2.2,3} -

o p"m;mIe 1 Feedhack B

Provide opportunities for informal, non-evaluative feedback on the acquisition and application of new course material (e.g., solicit
group responses, provide handouts with correct answers for self-checking)

- Distribute performance evaluations ihroughout the course to provide ongoing feedback on the quatity of each student’s performance
Include wiltten comments specifying the strengths and weaknesses of each student’s performance on a given assignment
Provide classyoom exercises and problems which give learners immediate feedback about their performance

- Soficit student feedback about class at multiple points in the course

Use a mix of rewards and reinforcers (c.g., meaningful verbal praise, starting a class strictly on time to reward punctuat students) to

facilitate 2 positive learning environment

‘Retugn graded assignments within the time frame established in Principle 2.2.3

Assign final grades according to each students individual achievement and contribution (e.g., to group projecis)

Pr_insihlé 8. ._El_lca_u'l;‘ane metacoyunitive learning

Facilitate learners’.zeflection on how they think and learn (e.g., ask leaners to reflect on prior experiences, keep learning diavies,

~review drafis of work, complete learning-style inventories and examine assumptions and diverse perspectives)

Facilitate learners’ regufation.of how they think and learn (e.g., ask learners (0 chatlenge personal assumptlons, determine the order
of steps to be faken to complete a learning task, evaluate task difficulty, engage in meaning-making logic, create knowledge maps,

‘share learning experiences) -

Use teaching stategies! that model desitable learning behaviors (i.c., processes such as note taking, outlining and concept mapping)
and outcomes (i.c., products such as summaries, project reports, knowledge maps)

. ‘Encourage and guide student self assessmen( (e.g., ask learners to evaluate thelr progress toward a learning goal)
85

Provide epporm'niti_e_s_ for tntegration of new feaming (g, asklearners to analyze how new information refates to their existing knowledge).

items appear in the Glossary of Termns.




Glossary of Terms

Advance organizer — A bridging sivategy that assists learners in
connecting prior knowledge and new knowledge, Advance organtzers
ave different from overviews and summaries which simply emphasize
key ileas. An advance organizer establishes a transition between
what the student already knows and new learning and acts as &
fogical framework for the learner fo make sense out of the new
material. Tt could be a modef, 2 brief explanation of what is to be
learned or a rich and powerful transition statement that assists a
learner in understanding how the information to be learned “fits in”
with what is already known. An advance organizer is a practical
implication of Ausubel’s subsumption theory of meaningful verbal
Jearning (Ausubel, 1963). In subsumption theory, meaningful
fearning is determined by the logical organization of the learner’s
prior knowledge to incorporate the new knowledge. Research has
revealed that logical organization is facilitated through the advance
prganizer operating as a framework which organizes knowledge to
induce long-term refention and transfer of general concepts (Kraiger,
Salas, & Canmon-Bowers, 1995; Mayer, 1979; Mayer, 1989).

Chalfenging tasks — Researchers have found that learners who
spent from 60-70% of their time on tasks that afford the opporiunity
for moderate to high levels of success had higher achievement scores
and better retention of learned material. Success rates are high when
jearners understand the task and make only occasional careless
errors. Success rate is medium when learners have partial
understanding but make some substantive errors and low when
fearners do not understand material at all. Organizing and planning
instruction that yields moderate (o high sticcess rates but at the
same time is not repetitive oF time wasting have been shown tobe d
key behavior for cflective teaching (Brophy & Everston, 1976; Fisher,
Filby, Marfiave, Caben, Dishaw, Moore, & Betliner, 1978).

Clarity — This quality refers to the clearness and interpretability of
an instructor’s class presentation. Rescarch indicates that instructors
who teach with high degrees of clarity can altocate more time 1o
course instruction and less time (0 going over previously taught
material or answering repetitive questions (e.8. Smith & Land,
1981). Instructional clarity has two components: cognitive clarity
{c.g., are the points made by the instructor understandable) and oral
clarity (e.g., is the instructor’s oral defivery clear, audible, intelligible
and free of distracting mannerisms). The cognitive and oral clarity of
an instructor’s presentation varies substantially among teachers and
may produce significant differences in student performance on
cognitive tests of achievement.

Direct / indirect instruction ~ Researchers (e.g., Borich, 1989)
suggest that the acquisition of facts, rules, and actions sequences is
host facilitated through direct instruction (drill and practice),
Conversely, concepis, patierms, and abstractions ave best taught by
indirect instruction techniques (discussion and inquiry). Though
both types of techniques can be applied to meet both desired
learning outcomes, tailoring he instructional approach to the type of
information being taught can heighten the cfectiveness of fearning.

Fiexibie delivery format — Proffid uses multiple delivery formats
to accomunodate the needs of working adult students. ProfEd’s
flexible defivery formats nclude, but are not imited to on-site open
envollment, cohorts, distance fearning (Web-based, learning
package, telclearning, audio course, etc.), face-to-face, synchronous,
asynchronous, and mixed modatity formats, In addition, ProfEd
offers course formats across a variety of schiedules (e.g., 12-week, 8-
week, % weekends) and educational models (interdiscipinary and
teadittonal).

insteuctional technique — Boyle (1981, p. 213) defined technique
as the form used to present material to be learned, It is as a manner
of accomplishing teaching objectives, such as lectures, readings,
demonstrations, skits, fietd trips, note-taking, programmed instruction,
pane discussion, structured discussions, pancl discussions by
students, topical discussions, question-answer paels, open-forum
discussions, behavior inodeling, interactive demonstrations,
performance try-outs, brainstorming, case studies, action 1mazes,
incident process, feam tasks, role-plays, simulations, games, clinics,
critical incident, hot role-plays and data gathering (Knowles, 1980, p.
129-168; Laird, 1985, p. 239), In “Effective Strategies for Teaching
Adults,” Seaman and Fellenz (1989, p- 25-145) discussed and
categorized the techniques into techniques for presentation, action
and interaction. The presentation techniques included lecture,
symposium, panel, dialogue, debate, demonstration and interview;
the action techniques computerized in-basket exercises, simulation
gamcs, role plays and case studies; and finally the interaction
techmiques included fishbow, expanding gronps, buze groups,
brainstorming — including delphi and nominal group technigue,
listening teams, audience veaction feams, colioquy, forum, commnitfee
and committee hearing.




Learning styles — The characteristic cognitive, affective and
psychological behaviors that serve as refatively stable indicators of
how learners perceive, interact with and respond fo the learning
environment, Survey instruments and related literature can be
obtained from the Center for Research on Adult Learning at
CRAL@gmich.edu , (800) 950-1144, ext. 2534 or by writing to CRAL,
Off-Camipus Programs, Central Michigan University, Mount
Pleasant, Mi 48859.

Mentor — An experienced Proffd faculty member who provides
academic support to other Proffd instructors,

Metacognitive knowledge — Knowledge of one’s knowledge,
processes and cognitive and affective states; ability to consciously and
deliberately monitor and regulate one’s knowledge, processes and
cognitive and affective states (Hacker, Dunlosky, & Graesser, 1998},
Gourgey (1998) noted, “whereas cognitive strategies enable one to
make progress — {0 build knowledge ~ metacognitive strategies
enable one to monitor and improve one’s progress — to evaluate
understanding and apply knowledge to new situations.”

Master Course Syllabus (Model Course Outline) — An exemplar
sylfabus for the course. Master Course Syllabus is used by ProfEid
faculty o develop a syllabus for each course section. A Master
Course Syllabus is approved through the curricular process each
time a course fs approved or revised, Master Course Syllabus is
synonymous with Model Course Outline, which is a term used for
MSA designator courses.
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Institutional Review Board (IRB)

Effective August 1, 2010, ragearch conducted in 4ISA and MA in Education capsione courses 1 no tonger under the Jursdiction of
CMU's IRB office. This means Liat IRBiNet applications will not be accepted for MSA and MA Jn Education students. The exceptions
to this policy are those cases whate the student's work Involves human subjects and would ba considered “rasearch” under the
{aderal guidelines.

Projects consldared “rasearch’” are thosa projests using human subjects that ganerate findings that can pe generalized and thal are
Intanded from the outsel of the project to be disserinated to a wider audiance. For example, a studsnt condueling a project and

Request formation

using human subjects with the Intent fo publish the findings or report the findings to & broader audience, te.. state or regional, Chat Now
national or International conference o outside of the researcher’s organization, must completa CIT! training and seek IAB approval.
On the other hand, a student conducting & waork-related project with human subjects and reporting the findings within the Apply to CMU

organization ls not required o seek IRB approval.
Gontact Us

We are replacing the 1RB requirement with a Research Review Apphication. Students will complete this form and submit the form HetalFAQ
plong with appropriale attachments to thelr capstens Instructor. The application form is available at P
gtoba!.cmlch.edulstudamltorms.

IRB Commiitee

Approval notifications wilt be senl by a-mall and data cotlection may only begin whon that aparoval has bean received. If your Information
project meels the critaria for rasearch, piease read tha following information: Committee Members
Committes Meeting Dates

L]
*
IRB - Human Subjects Research « IRB Policles & Procedures
]
L

In addition 0 promating the acqulsition of external support for faculty and staff research and programmatk: and ¢reative endeavors, IRB Human Subjects Research
\ha Office of Research and Sponsoted Programs {ORSP} Is responsible for ensuring that CMU is fully compliant with a variety of ORSP Rasearch Home Page
research-retated policies and procedures. Tha Increasing complexity of tha research process, the requirements of federal and siate

agenclos, and the accountabllity of unfveralty personnsl to colleagues, students, the university, and the largar community Call Toll Free:

necessitate that CMU provide its research community with mechanisms that ensure \hat research Is conducted In.a manner that ls

compliant with all goveming avessight offices. 800 - 9 50 - 1 1 44
To accomplish 1his goal, ORSP has adopted a soflware package called IRBNe! that Is deslgned 10 be open lo the entise CMU Follow us on:
research community and asslsts In the management and oversight that support 1RB, IACUG, and other conypliance boards with ong .
unified solution.

+ IRBNet will allow for ontine submission of research proposals involving humans and anima’s and will creata required reporting
documents for the oversight and reguiatory offices.

« IRBNst Is an enterprise-ctass, hosted tooiset that Is secure and accessibla from anywhare, anylime on any platferm. Users need
only have an internet connection and a browser. {hus making it possibte for our Global Campus 1o use this system for
submission of proposals.

« AlLIRB applications must be submitted through IRBNat.

JABNet Ingtructlons for Researchers
Important Information for MSA Students

Important Information for MA in Educatlon Students

Connect to IRBNet

Online Training in the Use of Human Subjecls

All investigators conducting research with human suilects are roquired to complete fraining in tha pretection of human subjecls in
research, CMU has adopled the online teaining system offered through the Collaborative institutional Training Initiative €I CImi
offers courses inthe responsivle conduct of tesearch and can be individualized for specific university needs. CIT allows for the
tracking of individuals who have completed thelr respective tralaing requirtements. Thus, Incividuals who are requirad to complete
training in human subjects rasearch would complete only the taining retavant in this area. implications lor Research [nvolving
Human Subjects By the beginning of the 2009 Spiing Semester, all westigators conducling research with human subjects must
provide evidence of training In human-subjects protection. Completion of &IT1 training is reporied to CMU.

- 1y 1 ¥ 7/19/2012
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Grade Grievance Policy

Grade grievance procedures apply only to the review and resolution of allegations of capricious grading. They are not for
the review of the instructor’s judgment is assessing the quality of a student’s work.

Capricious grading consists of any of the following: (a) the assighment of a grade to a particular student on some basis
other than her or his performance in the course; (b} the assignment of a grade to a particular student that resorts to
more exacting or demanding standards than were applied to other students in that course; it is understood that
standards for graduate credit may be different from standards for undergraduate credit; {c) the assignment of a grade
by a substantial departure from the instructor’s previously announced standards,

A student who has a complaint about a grade should begin with Step One of the procedure by contacting the instructor,
either in person or in writing, as soon as possible and not later than 30 days after the course grade is available, The
instructor should discuss the matter, explaining how the student’s grade was calculated. A student who is unable to
reach the instructor should contact the Vice President/Executive Director’s office in Off-Campus Prograrms.

A student who is not satisfied with the resuits of Step One may move to Step Two by initiating the following process
within 60 days after the course grade is made available: {1) writing a letter to the Instructor stating the reason(s) for
moving to Step Two and {2) writing a letter to the appropriate program director {e.g. MSA Director, MA in Counseling
Director, MA in Education Director, MA in Humanities Director, or Undergraduate Programs Director) requesting a joint
consultation with the instructor and the appropriate program director. The student must include a copy of the student’s
letter to the Instructor stating the reason(s) for moving to Step Two.

In cases where the instructor is also the program director, the materials will be forwarded to the appropriate dean.

The program director will arrange for a conference call among the tnstructor, student, and program director as soon as
possible. The purpose of the joint consultation is to provide an opportunity for the student and the instructor to discuss
the student’s allegations with a third party present, The role of the program director is to facilitate the discussion, not to
recommend a change of grade. Following the joint consultation, the program director will confirm the outcome of the
conference call to the student with a letter which outlines the procedures for moving to Step Three if the student is not
satisfied. A copy of the letter will be sent to the instructor.

A student who is not satisfied with the results of Step Two may move to Step Three by writing a letter to the program
director within 30 days of the consultation. The letter must include a description of the basis for claiming that the
student’s grade was the result of capricious grading as defined in the Off-Campus Programs Bulletin, Evidence such as
tests, papers, etc., that would support the student’s allegations must be Included at the same time. A copy of the
student’s letter and documentation will be sent to the instructor, who will be given 30 days to respond. A copy of the
instructor’s response will be sent to the student.

Copies of the letters and documents submitted by both the student and the instructor will be referred to the
approypriate council (e.g., MSA Council, MA in Counseling Council, MA in Education Council, MA in Humanities Council, or
Undergraduate EDP Council). If the council finds the allegations of capricious grading to be supported by substantial
evidence, the council will determine the most appropriate remedy. The council may direct the Instructor to grade the
student’s work anew or to give the student a new examination in the course, or it may take other action that will bring
about substantial justice in the Individual case. The decision of the council is final and shall be reported in writing to the
student, the instructor, and the Vice President/Executive Director’s office of Off-Campus Programs.



POLICY ON ACADEMIC INTEGRITY
FOR OFF-CAMPUS STUDENTS

This Policy applies to any and all student experiences in which academic credit is
involved {e.g., COUrses, internships, practica, theses).

1. Academic Integrity

Because academic integrity is a cornerstone of the University’s commitment to
the principles of free inquiry, students are responsible for learning and upholding
professional standards of research, writing, assessment, and ethics in their
areas of study. In the academic community the high value placed on truth
implies a corresponding intolerance of scholastic dishonesty. Written or other
work which students submit must be the product of their own efforts and must
be consistent with appropriate standards of professional ethics. Academic
dishonesty, which includes cheating, plagiarism and other forms of dishonest or
unethical behavior, is prohibited.

A breakdown of behaviors that constitute academic dishonesty is presented
below, The definitions and clarifications are meant to provide additional
information and examples of these behaviors. They are not intended to be all-
inclusive, Questions regarding this policy or requests for additional clarification
can be directed to the Office of Student Life of the College of Graduate Studies.

2. Academic dishonesty includes:

A. Cheating on Examinations

Definition

Cheating is using or attempting 1o use materials, information, notes, study
aids, or other assistance in any type of examination or evaluation which have
not been authorized by the instructor.

Clarification

1. Students completing any type of examination or evaluation are prohibited

from looking at another student’s materials and from using external aids
of any sort {e.g., books, notes, calculators, and conversation with others)
uniess the instructor has indicated specifically in advance that this will be
allowed.



2. Students may not take examinations or evaluations in the place of other
persons. Students may not allow other persons to take examinations or
evaluations in their places.

3. Students may not acquire unauthorized information about an examination
or evaluation and may not use any such information improperly acquired
by others,

B. Plagiarism

Definition

Plagiarism is intentionally or carelessly presenting the work of another as
one’s own. It includes submitting an assignment purporting to be the
student's original work which has wholly or in part been created by another
person. It also includes the presentation of the work, ideas, representations,
or words of another person without customary and proper acknowledgement
of sources. Students must consult with their instructors for clarification in
any situation in which the need for documentation is an issue, and will have
plagiarized in any situation in which their work is not properly documented.

Clarification

1. Every direct quotation must be identified by quotation marks or
appropriate indentation and must be properly acknowledged by
parenthetical citation in the text orin a footnote or endnote.

2. When material from another source is paraphrased or summarized in
whole or in part in one’s own words, that source must be acknowledged
in a footnote or endnote, or by parenthetical citation in the text.

3. Information gained in reading or research that is not common professional
knowledge must be acknowledged in a parenthetical citation in the text or

in a footnote or endnote.

4. This prohibition includes, but is not limited to, the use of papers, reports,
projects, and other such materials prepared by someone else,

C. Fabrication, Forgery and Obstruction

Definition

Fabrication is the use of invented, counterfeited, altered or forged
information in assignments of any type including those activities done in



conjunction with academic courses that require students o be involved in
out of classroom exXperiences.

Forgery is the imitating or counterfeiting of images, documents, signatures,
and the like.

Obstruction is any behavior that limits the academic opportunities of other
students by improperly impeding their work or their access t0 educational
resources.

Clarification

1. Fabricated or forged information may not be used in any laboratory
experiment, report of research, or academic exarcise. Invention for
artistic purposes is legitimate under circumstances explicitly authorized by
an instructor,

2. Students may not furnish to instructors fabricated or forged explanations
of absences or of other aspects of their performance and behavior.

3. Students may not furnish, or attempt to furnish, fabricated, forged or
misieading information 10 university officials on university records, or on
records of agencies in which students are fulfilling academic assignments.

4. Students may not steal, change, or destroy another student’s work.
Students may not impede the work of others by the theft, defacement, or
mutilation of resources so as to deprive others of their use.

_ Multiple Submission

Definition

Multiple submission is the submission of the same of substantially the same
work for credit in two or more COourses.

Multiple submissions shall include the use of any prior academic effort
previously submitted for academic credit at this or a different institution.

Multiple submissions shall not include those situations where the prior
written approval by the instructor in the current course is given to the
student to use a prior academic work or endeavor.



Clarification

1. Students may not normally submit any academic assignment, work, or
endeavor in more than one course for academic credit of any sort. This
will apply to submissions of the same or substantially the same work in
the same semester or in different semesters.

2. Students may not normally submit the same or substantially the same
work in two different classes for academic credit even if the work is
being graded on different bases in the separate courses (e.g., graded for
research effort and content versus grammar and spelling}.

3. Students may resubmit a prior academic endeavor if there is substantial
new work, research, or other appropriate additional effort. The student
shali disclose the use of the prior work to the instructor and receive the
instructor’s permission to use it PRIOR to the submission of the current
endeavor.

4. Students may submit the same or substantially the same work in two or
more courses with the prior written permission of all faculty involved.
instructors will specify the expected academic effort applicable to their
courses and the overall endeavor shall reflect the same or additional
academic effort as if separate assignments were submitted in each
course. Failure by the student to obtain the written permission of each
instructor shall be considered a multiple submission.

E. Complicity

Definition

Complicity is assisting or attempting to assist another person in any act of
academic dishonesty.

Clarification

1. Students may not allow other students to copy from their papers during
any type of examination.

2. Students may not assist other students in acts of academic dishonesty by
providing material of any kind that one may have reason to believe will be
misrepresented to an instructor or other university official.

3. Students may not provide substantive information about test questions or
the material to be tested before a scheduled examination unless they have



heen specifically authorized to do so by the course instructor. This does
not apply to examinations that have been administered and returned to
students in previous semesters.

£ Misconduct in Research and Creative Endeavors

Definition

Misconduct in research is serious deviation from the accepted professional
practices within a discipline or from the policies of the university in carrying
out, reporting, Of exhibiting the results of research or in publishing,
exhibiting, or performing creative endeavors. It includes the fabrication or
falsification of data, plagiarism, and scientific or creative misrepresentation.
It does not include honest error or honest disagreement about the
interpretation of data.

Clarification
1. Students may not invent or counterfeit information.

2. Students may not report results dishonestly, whether by altering data, by
improperly revising data, by selective reporting or analysis of data, or by
being grossly negligent in the collecting or analysis of data.

3. Students may not represent another person’s ideas, writing or data as
their own.

4. Students may not appropriate or release the ideas or data of others when
such data have been shared in the expectation of confidentiality.

5. Students may not publish, exhibit, of perform work in circumstances that
will mislead others, They may not misrepresent the nature of the material
or its originality, and they may not add or delete the names of authors
without permission.

8. Students must adhere to all federal, state, municipal, and university
regulations for the protection of human and other animal subjects.

7. Students may not conceal or otherwise fail 1o report any misconduct
involving research, professional conduct, or artistic performance of which
they have knowledge.

8. Students must abide by the university’'s Policy on Research Integrity
where applicable, which can be found under Policies at the following web



address: www.orsp.cmich.edu. Applicability of this policy for students is
found under |. GENERAL PROVISIONS, A. Applicability, number 3.

G. Computer Misuse

Definition

Misuse of computers is disruptive, unethical, or illegal use of the university’s
computer resources, including any actions which violate the university’s
Rules for Computing and Networking Resources. Misuse of computers also
includes disruptive, unethical, or illegal use of the computers of another
institution or agency in which students are performing part of their academic
program.

Clarification

1. Students may not use the university computer system in support of any
act of plagiarism.

2. Students may not monitor or tamper with another person’s electronic
communications.

3. Students may nhot use university computer resources to engage in illegal
activity, including but not limited to the following: illegally accessing
other computer systems, exchanging stolen information, and violating
copyright agreements which involve software or any other protected
material.

H. Misuse of Intellectual Property

Definition

Misuse of inteliectual property is the illegal use of copyright materials,
trademarks, trade secrets or intellectual properties.

Clarification
Students may not violate the university policy concerning the fair use of

copies. This can be found under Policies at the following web address:
www.orsp.cmich.edu.



3. Ethical and Professional Behavior

Students are expected to adhere to the ethical and professional standards
associated with their programs and academic courses. Such standards are
generally communicated to students by instructors and are available through
publications produced by professional organizations. Unethical or unprofessional
behavior will be treated in the same manner as academic dishonesty.

. Sanctions for Violations of the Policy on Academic Integrity

In cases involving violation of the Policy on Academic Integrity, determination of
the student’s grade and status in the course are made by the instructor. The
instructor’s determination can be appealed by the student to the dean of the
appropriate college as outlined below.

5. Process for Handling Alleged Violation of this Policy

A. Informal Proceedings

1. Conference with the Student

A conference between the student and the instructor is the first, and may
be the only, step in addressing alleged violations of the Policy on
Academic Integrity. This meeting may be held in person, or via email,
phone, or any other available means.

If an instructor has reason to believe that a student has committed a
violation of the Policy on Academic Integrity, the instructor will contact
the student within a reasonable period of time to notify the student of the
suspected violation of the Policy on Academic Integrity and to either
discuss the matter with the student or set up an informal meeting
between the student and instructor. The student has the right to decline
1o talk about the matter with the instructor until a scheduled meeting can
be arranged. Any meeting shall take place as soon as possible after the
discovery of the alleged violation. Neither the instructor nor the student
may be represented or accompanied by an attorney or any other advisor.
1,2

At this meeting, the instructor will inform the student of the details of the
alleged violation and will refer the student to the published Policy on

't is understood that “there is nothing to preclude other persons from being present, as long as they are not present

as lawyers or advisors” (Academic Senate minutes, May 1, 2001).
21t is understood that “it is not always possible to have a ‘Conference with the Student’ before grades are due”
(Academic Senate minutes, May 1, 2001).



Academic Integrity. It will be the responsibility of the instructor to
present evidence of the alleged violation of the Policy on Academic
Integrity. The student will be provided the opportunity to respond to the
allegation and may explain any suspected or alleged misconduct by
presenting evidence, giving additional information relevant to the matter,
explaining extenuating or mitigating circumstance, or acknowledging a
violation.

If the student declines to discuss the matter or attend a meeting with the
instructor, or is unavailable for more than ten {10) business days from the
initial attempt to contact the student, the instructor shall make a
determination as to whether a violation of this Policy has occurred and
what the appropriate sanction will be.

If, after completing the above process, the instructor believes there is a
preponderance of evidence that the student violated the Policy on
Academic Integrity, the instructor may make an admonition to the student
{i.e., an oral statement that the student has violated the Policy on
Academic Integrity) or impose one or more of the following:

a. Warning. A written notice that the student has violated the Policy
on Academic Integrity and that further violation may result in
additional sanctions. A copy of this letter shall be sent to the
appropriate Program Director. A copy of this letter will become
part of a file on the violation maintained in the Office of Student
Life or the College of Graduate Studies.

b. Revision of Work. A requirement that the student revise or replace
the work in which the violation of the Policy on Academic Integrity
occurred. The instructor may assign a deferred grade pending the
replacement or revision of the work.

¢. Reduction in Grade. The grade on the assignment or in the course
may be lowered.

In addition to the above sanctions, an instructor may refer the matter
to the Office of Student Life or the College of Graduate Studies for
formal proceedings, seeking additional sanctions under the Code of
Student Rights, Responsibilities and Disciplinary Procedures (See
Section B below).

When an instructor decides to impose any sanction{s) the instructor
will notify the student (with a copy to the Program Director) of this
decision by sending a letter to the student through mail. The letter



will inform the student of the sanction(s) imposed because of the
violation of the Policy on Academic Integrity. The notice will be
mailed to the last address for the student on file with the University
Office of the Registrar. The notice will be deemed received two (2)
days following the date the notice is posted at facilities of the United
States Post Office. In the absence of mailing, personal delivery to the
student cited, or delivery to the last home address on file in the Office
of the Registrar constitutes proper notice. If personal delivery to the
student or delivery to the last home address is used, the date notice is
so delivered shall be deemed the date the notice is received, A copy
of this letter will become part of a file on the violation maintained in
the Office of Student Life or the College of Graduate Studies.

The Office of Student Life or the College of Graduate Studies will
document the incident, maintain a file of its records, and may initiate
formal proceedings for disciplinary action against the student under
the “Code of Student Rights, Responsibilities and Disciplinary
Procedures.”

The Office of Student Life or the College of Graduate Studies will
maintain a confidential file on students for one (1) year after they
graduate or have not been enrolled at the university for a period of
three (3} years. If students are suspended, the records are maintained
for one (1) year after graduation or five {b) years after last enrollment.
If students are dismissed records are maintained indefinitely.

2. Appeal of an Informal Proceeding

A student sanctioned for violation of the Policy on Academic Integrity
may appeal the instructor’s decision that a violation of the Policy has
occurred, and / or the sanction.

The appeal must be submitted in writing to the instructor and to the
dean® of the college in which the violation occurred not later than twenty
{20} business days after the student has been notified of the instructor’'s
decision. An appeal not made within the time limit will not be heard
uniess an exception is made by the dean of the college.

An appeal is made by submitting a written statement of appeal to the
instructor and dean of the coliege (CEL for undergraduate students and
Graduate Studies for graduate students) within the time limit. The

? It is understood that deans may delegate the responsibilities associated with an appeal to a designee—often an
associate dean (Academic Senate minutes, May 1, 2001).



written statement of appeal must state: the course name, dates and
location; the name of the person appealing; the basis of the appeal; the
instructor making the decision from which the appeal is made; and the
remedy which the person appealing is requesting from the dean.

As soon as practical, the dean will convene a committee comprised of
faculty and students to hear the appeal and to make a recommendation to
the dean. The role of the committee is to advise the dean.

All appeals will be facilitated in writing. The written request for an appeal
will be forwarded to the instructor, who will have 30 days to respond.
The appeals committee will then review all available information and
formulate a recommendation to the appropriate dean.

The appeals committee makes its determination based solely on the
materials provided by the student and instructor. The appeals committee
will use as its standard of review a preponderance of evidence, and it will
be the instructor who has the burden of proof.

The purpose of the appeals committee is to decide if the findings of the
instructor were so incorrect that the decision should be changed. it is not
the purpose of the appeals committee to substitute their judgment for
that of the instructor. It is not the purpose of the appeals committee to
decide if it would have reached the same decision had it been the
instructor. It is not the function of the appeals committee to rehear the
charges against the student; it is an appeal of the findings of the
instructor. The appeals committee may either recommend upholding the
instructor's findings and action{s), or find that there are not sufficient
facts presented to warrant the findings of the instructor and thus
recommend setting aside the instructor’s decision.

After receiving this recommendation the dean will either sustain or deny
the appeal. The dean’s decision will be in writing and will state the
findings of the fact and the conclusion as to whether there has been a
violation of the Policy on Academic Integrity.

The dean’s decision will be final.
A copy of the appeal and the dean’s resolution of the appeal will be part

of the file on the violation maintained in the Office of Student Life or the
College of Graduate Studies.
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Failure to appeal a sanction after an informal conference with an
instructor constitutes acknowledgement that the student violated the
Policy on Academic Integrity.

B. Formal Proceedings in the Office of Student Life or the College of Graduate
Studies

If the instructor believes that a student has violated the Policy on Academic
Integrity and that the violation is sufficiently serious, the instructor may refer
the case to the Office of Student Life or the College of Graduate Studies for
the consideration of additional sanctions. The following procedures will be
followed.

1. As part of the letter notifying the student of the sanction{s} resulting from
the informal meeting, the instructor will inform the student that formal
proceedings in the Office of Student Life or the College of Graduate
Studies are being requested.

2. The instructor will forward all documentation supporting the allegation of
violation to the Office of Student Life or the College of Graduate Studies
with a cover letter describing the situation. Examples of documentation
include the course syllabus, quiz or exam, assignment, source of
plagiarism.

3. The “Code of Student Rights, Responsibilities and Disciplinary
Procedures” will govern the sanctions that can be imposed, and the
appeal process.

4. The Office of Student Life or the College of Graduate Studies will
determine a sanction and will notify the instructor of its determination.

5. This sanction will be recorded on the student’s permanent disciplinary
record, subject to release only under the terms of the Family Educational
Rights and Privacy Act.

6. The instructor will be notified of the outcome of the hearing.
In rare instances, the Office of Student Life or the College of Graduate Studies may
be aware of multiple charges of academic dishonesty against a student, and so

may choose to initiate the imposition of additional sanctions following the
procedures outlined above.
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C. Proceedings With a Department or Program

1. Departmental or Program Action

a. In cases where an instructor judges a student to have violated the Policy
on Academic Integrity, that person is encouraged to report the incident to
the chair of the department or unit in which the student’s program is
housed.

b. Departments and programs will follow their internal procedures for
deciding whether the student’s status in the academic program should be
reviewed because of the violation of the Policy on Academic Integrity
and, if so, what review process will take place.

Appeal of Departmental or Program Action
A record of the department, program and / or college decision and appeal {if

any} will be part of the file on the violation of Policy on Academic Integrity
maintained by the Office of Student Life or the College of Graduate Studies.

Approved by the Academic Senate 4-9-02
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What is Fair Use? * RS

Falr use is a set of broad cfiteria dentified In wm]_gummﬂghlﬁﬂw {nat allows individuals
to use limied portions of awork in tha name of criticlsm, teaching, acholarly research, and news reporting
without fisst having to obtain permission from the work's copyfight holder. Consideration of all four of the
factors below I8 required befora precesding with use, though all faclors do not have to ba In taver of use to
make it a fair use. |deally, howsver, all four factors will be satlsfied before using an item.

The four factors are:
» \What is the purpose of the uga?

1t the purpose of the use |s non-piofit andlor educational in nature, the use |a more likely to be
prolected under the doctrine of falr use than if the [ntantion ls to use the materlai in & for-profit manner.

Please nota that aducational use alone {s not sufficlent to constilute falr use.

Theta is also allowance made fora transformative use of material. Falr use pormills the (ransfoming of
an original work to give it new expression of maaning. One common example of thisls uglng original
content in a parody.

+ Wnat Is the nature of the copyrighted wotk?

The concept of fair use favors works considered factual in nature (i.e. created for the purpose of
criticism, commentary, teaching, of scholarship) over WoTks tiat are original fictional or artistic
expressions. Also, since copyright faw granis an author the right to first publication, greates
accommodation is given when using published versus unpublished wotks.

Copying material intended to be purchased (0.9, chaplers froma texibook or an instructional module}
is not pratested under {he idea of fair use.

» What Is the amount of substantiality of the item used?

While the doctrine does not define a set amount or percentage of a work that can be used and stilt be
consldered fair use, asa fula of thumb the smaller the amount of the work you use the more protected
you are. For example, using len pages of a 300-page book Is more likely to be considered fair use than
using ten pages of 2 60-page book.

Regarding substantiality, even using a very timited portion of 8 work may not be aflowed if that portion is
what is referrad to as tha ‘heart of a work.' 1n a fictional work, this might be a key of climactic plot
sceng; ina non-fictional work [t may be a few pages that summarize the argument of the antire text, for
axample.

« What effect will the use have on the potential matket for the work?

Copyright taw grants an author the right o realize financial gain from the creation and sale of his work,
1f usage of the material negatively impacis he author's ability to realize reverue, it will not be protected
under tha docidine of falr use.

Please remember that the concept of falr use is very general and thal there are no concrete measures as to
what Is fair use and what Is not, Falr use is opento interprelation and dependent upon the Individual
cireumslances, and the individual seeking lo use a copyrighted work must walgh all four factors and areive al
tha conclusion that his usags s & roasonable and fair usage of the material before procaeding.
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- Intellectual Property at CMU s s

This page offers a summary of the Central Michigan University intelleciual property ownership rights. This
pagels intended to provide & quick reference fo the key points of CMU's intefiectual properiy policy. 1 you
need more detailed information or need an answer aboui a specific gituation, you can find the full text of the
policy here.

Owned by Creator:

1. Greated by employee outside tive scops of CMU employment and without using CMU support of
fesources;

2. Books, journal articles, and other research materials created by faculty within the scope of employment
and not as partof & eworks for hire’ agreement with the university;

3. Multimedia works created as patt of CMU employment, provided that the creation did not rely upos
univarsity resources and servicas above and bayond what one uliizes in the coufse of one's usual
amployment (.e. squbstantial support’),

4. Onling coursas crealad as part of CMU amployment, provided that the creation did not rely upon
unlyersity resources and sarvices above and beyond what one ulilizes In the course of one's usual
employment {l.e. sgubstantial support’).

Owned by CMU:

. Anything craated with >substantial support” of university resources and services:

. Anylhing craated under & “work for hire* agreement with the university;

. Anylhing created by staff within the scope of employment;

. In the event that intellectuat property fights are offered to the university and the university accepis
them;

. Rights lo inventions, software, and other patentable producls;

. Masfer course syltabi submitted through the curricuiar process;

. Materials created as part of a larger work already owned by the university;

. Course materials devaloped at the request of the university and designed to spacifically benefit the
teaching activities of more than the individual who developed the material.

o b o

0~ 5o

As CMU moves inlo offaring mofe online courses, it bears pointing out \hat this form of instruction has ils own
inlellectual property issues. Below are some Key points related to onling courses.

4. Central Michigan University retains all rights rolated to what are refarred to as Base Line Materials.
Thesa include such things a3 tha course syllabus, description, objectives, bibllography, and outtine,
Also, such evaluation methods as assignment descriplions, grading rubsics, and departmentally

developed assessment materials.

2. The Course Daveloper relains alt rights to all Course Maletials and Individualized Multimedia
Components, Course Materials include alt introductory material, instructional materials, onling
assignments, interaciive componsnts, discugsion questions, groug projects, quizzes, exams, and post-
production adjustman!slmodiﬁcatlons. Individualized Muitimedia Gomponents include video and audio
pressntations, live web chats, and podcasts of other downloadable ciass content.

3. Vyiille the Course Developer retains alt intellectual property rights and copyright to the Course Materials
and Individuatized Multimedia Components, CMU resarves the right lo use iha material for any
educational purpose for & period of up to five {5) years.

4. The Course Developer granis the right to all future departmentally approved course Instructors the right
to make determinations about component selection, arrangement, the Inclusion of additional malerials,
and compilation for the developed course.

if you have questions about ownership rights retated lo enline courses of need further clarification, please
contact Mary Roy in the Office of Genatal Counsel at (989) 774-3971.
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