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Iowa College Student Aid Commission 
Postsecondary Registration Administrator 

603 East 12th Street, FL 5th 
Des Moines, IA 50319  (515) 725-3470 

 

Postsecondary Registration Iowa Code Chapter 261B 
 

This is the application form for all schools that are required to register under Iowa Code Chapter 261B.   
 
All items must be completed before the registration application or the exemption will be considered received for 
processing.  If there is insufficient space on the form to provide all requested information, use additional pages 
as required, numbering to correspond to the item.  Other documents or materials may be attached to the form 
in lieu of providing the information on the form.  In such cases, the material or document should be referenced 
on the form and clearly marked for ease of identification.   
 

Submit one paper copy and one electronic pdf copy of the application.   

 

GENERAL INFORMATION  
 
Q. Who must register? 

 

A. Registration is required for any school that maintains or conducts one or more courses of instruction, 

including courses of instruction by correspondence or other distance delivery offered in this state or which 
has a presence in this state and offers courses in other states or foreign countries and is not subject to an 
exception described in Iowa Code Chapter 261B.11.   

 
―School‖ is defined as an entity which:  
a.   Is, owns, or operates a nonprofit postsecondary educational institution.   
b.   Provides a postsecondary instructional program or course leading to a degree.   
c.   Uses in its name the term ―college‖, ―academy‖, ―institute‖, or ―university‖ or a similar term to imply that 

the person is primarily engaged in the education of students at the postsecondary level, and which 
charges for its services.   

 
"Presence" means maintaining a physical, postal, telephone or internet address within Iowa.  ―Presence‖ 
does not mean, ―located in Iowa‖.   
 

Q. What is required to register? 

 

A. To register, a school must first be accredited by an agency or organization approved or recognized by the 

United States Department of Education or a successor agency and be approved by all State of Iowa 
agencies with approval jurisdiction, and subsequently, except as provided in subsection 2, be approved for 
operation by the Iowa College Student Aid Commission.   

 
An educational practitioner preparation program that is operated by a school that applies to register the 
program in accordance with this chapter must be accredited by an agency or organization approved or 
recognized by the United States Department of Education or a successor agency and in addition, be 
approved by the state board of education pursuant to section 256.7, subsection 3, and subsequently be 
approved for operation by the Iowa College Student Aid Commission.   
 

Q. When must registration and renewal occur? 

 

A. Registration must occur prior to the school commencing instruction which would bring the school under the 

registration requirement. 
 

1.     Registrations must be renewed every four years.   
2.   Registrations must also be renewed upon any substantive change in program offerings, location or 

accreditation.   
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Q.   Must the school also file a bond under Iowa Code ß714.17 et seq?  

 

A.   The provisions of Iowa Code ß 714.17 et seq. require the posting of proof of financial security, as defined 

by a list of organizations that are not required to provide proof of financial security.  There is no automatic 
exemption between chapters 261B and 714.   

 
Whether a school is subject to Iowa Code Chapter 714 depends upon the specific situation of the school.  
A school must review the provisions of Iowa Code Chapter 714 to determine how the law applies to the 
school’s own situation.   
 

Q.   If the school is incorporated under the laws of a jurisdiction other than Iowa, must the school also 

obtain a Certificate of Authority to do business in Iowa? Is registration under Chapter 261B 
required if a Certificate of Authority to do business in Iowa has been granted?  

 

A.   Iowa Code ß490.1501 requires a non-Iowa for-profit corporation to obtain a Certificate of Authority from the 

Secretary of State before business is transacted in Iowa.  Iowa Code ß504.1501 similarly requires non-
Iowa nonprofit corporations to obtain a Certificate of Authority from the Secretary of State prior to 
conducting affairs in Iowa.  Registration under Iowa Code Chapter 261B is not a substitute for obtaining a 
Certificate of Authority.  An incorporated school must review the provisions of Iowa Code ß490.1501 et seq. 
or ß504.1501 et seq. in the context of the school’s planned activities to determine whether a Certificate of 
Authority is required.  The Secretary of State may be contacted at the following address.   

 
Secretary of State  
State Capitol, Room 105, Des Moines, IA  50319 
(515) 281-8993  
FAX: (515) 242-5952  
Website: www.sos.state.ia.us  
 

 

Q.    What is the fee for registration or renewal?  

 

A.    The complete application fee structure is as follows:  

 
Initial application   $4,000 
Renewal    $4,000 
Substantive Change or Amendment  $1,000 

 
The information you provide will be open to public inspection under Iowa Code Chapter 22.11  

 
 
 

  

http://www.sos.state.ia.us/
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Iowa College Student Aid Commission 
Postsecondary Approval and Registration Administrator 

603 East 12th Street, FL 5th 

Des Moines, IA 50319  (515) 725-3470 

 

Application for Approval and Registration of Postsecondary 
School Iowa Code Chapter 261B 

 
Pursuant to Iowa Code Chapter 261B, the undersigned school applies for registration to conduct or maintain one or more 
courses of instruction, including courses of instruction by correspondence, where the courses are offered in Iowa or the 
school has a presence in Iowa and desires to offer courses in other states or foreign countries.  

Submit a paper document and a complete duplicate in pdf format on a CD.   
 
Applications may be submitted electronically by contacting the Postsecondary Approval Administrator at the 
Iowa College Student Aid Commission.   
Applications for an initial approval and registration must include a non-refundable check for $4,000 payable to 
the State of Iowa.   
 
Applications fees are to be sent to:  
Postsecondary Approval and Registration Administrator 
603 East 12th Street, FL 5th  
Des Moines, IA  50319  
 
All items must be completed before the application will be considered as received by the Commission.  Attach additional 

pages as needed to provide the requested information.  Responses are required to have a minimum of a summary 
paragraph on this form.   Responses that include only statements similar to ―please see attached‖, will be considered 
incomplete.  Other documents or materials may also be attached to support the application.  Attachments must be tabbed 
and clearly marked on both the paper and pdf documents.   
 
(Registrations must be renewed every four years or upon any substantive change in program offerings, location, or 
accreditation.)  

Name of school and address of the principal office as defined in Iowa Code Section 490.140 or 510.141: 
[(261B.4(2))]  and [(261B.4(1))]  
 
Name of School:  
 
Viterbo University 
900 Viterbo Dr. 
La Crosse, WI  54601-8804  
(608) 796-3080  
 
Viterbo University Iowa Center 
4949 Westown Parkway, Suite 195 
West Des Moines, IA  50266-6704  
(515) 224-4811 
 
Type of corporation:  
[  ] For-profit 
[x] Non-profit 
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  1-   Address of this school in all in other states, and in foreign countries:   

 
 Viterbo University, 900 Viterbo Dr.  La Crosse, WI  54601-8804, 608-796-3080  
 The main campus address serves all locations in Wisconsin, Iowa, and Minnesota. 
 
 Address of all locations in Iowa where instruction is to be provided.   

 
PLEASE SEE APPENDIX 1: IOWA LOCATIONS 

 

  2-   Tuition charges, fees and other costs payable to the school by a student.  [(261B.4(3))]  

 
For the tuition and fees for the 2011/2012 academic year please click below or view 
Appendices B. 
http://www.viterbo.edu/uploadedFiles/about/offices/busoff/1112%20TUITION%20SCHEDULE
%20013111.pdf 

 
Students taking classes at the Iowa Center are informed in their confirmation letter that the 
instructor may charge a fee in the range of $5 to $50 for course materials.   

 
PLEASE SEE APPENDIX 2: STUDENT CHARGES, FEES AND COSTS 

 

  3-   Refund policy of the school for the return of refundable portions of tuition, fees, or other 

charges [(261B.4(4))]  if the refund policy is attached, please summarize the policy below.   

 
The Viterbo University Refund Policy can be found at:  http://www.viterbo.edu/refund.aspx 

 
Effective August 1, 2005 
Any student wishing to withdraw from one or more classes must obtain written approval from the 
Viterbo University Registrar's Office.  The date on which such written approval is granted by the 
Registrar determines the amount of tuition adjustment.   All requests to withdraw must be in writing 
and must be made in the Viterbo University Registrar's Office.   Any student who withdraws from any 
or all classes shall receive a tuition adjustment, and any such adjustment will be placed on the 
student's account according to the following schedule:  (Note that the refund formula indicated below 
applies specifically to 16-week courses.   This refund formula is modified proportionally based on 
length of course for non-16 week courses.) 

 If student withdraws from classes before or during week 1, refund equals 100% of total tuition 

 If student withdraws from classes during weeks 2–4, refund equals total tuition 

 If student withdraws from classes during weeks 5–8, refund equals 25% of total tuition 

 If student withdraws from classes during weeks 9–16, refund equals 0% of total tuition 

 
PLEASE SEE APPENDIX 3: REFUND POLICY  

 
Students do not pay a course materials fee unless they are physically present in class.  If 
they drop, they do not pay the course materials fee. 

 

  4-  Degrees granted by the school [(261B.4(5))]  
 

Viterbo University offers the following graduate degrees: 

http://www.viterbo.edu/undergraduatecatalog.aspx?id=54401 
 

 Master of Arts in Education 

 Master of Arts in Servant Leadership  

 Master of Business Administration 

 Master of Science in Mental Health Counseling 

 Master of Science in Nursing 

http://www.viterbo.edu/uploadedFiles/about/offices/busoff/1112%20TUITION%20SCHEDULE%20013111.pdf
http://www.viterbo.edu/uploadedFiles/about/offices/busoff/1112%20TUITION%20SCHEDULE%20013111.pdf
http://www.viterbo.edu/refund.aspx
http://www.viterbo.edu/undergraduatecatalog.aspx?id=54401
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Offered in Iowa [(261B.4(11))]: 

 Master of Arts in Education 

 Early Childhood Education Endorsement 

 PK-12 Principal/Supervisor of Special Education Licensure 

 Middle School Endorsement 

 Reading Specialist Endorsement 

 Reading Teacher Endorsement 

 Talented and Gifted Endorsement 
 

Offered Outside of Iowa [(261B.4)]:  
Programs of Study 50 undergraduate majors, 27 minors, 5 graduate degrees, multiple certification 
programs  

 School of Nursing, (32% of Undergraduate FTE) 

 School of Letters and Sciences, (31% of Undergraduate FTE) 

 School of Business, (15% of Undergraduate FTE) 

 School of Fine Arts, (11% of Undergraduate FTE) 

 School of Education, (6%–11% of Undergraduate FTE, provides another 5% of undergraduate 
FTE for secondary education majors.)  

 Undeclared (3% of Undergraduate FTE) 

 Non-Degree (2% of Undergraduate FTE) 

 Center for Adult Learning (Serves another 525 degree completion students.) 
 

Name, business address and telephone number of the chief executive officer of the school: 
[(261B.4(7))]  

 

Name: Dr.  Richard Artman, President, 900 Viterbo Dr., La Crosse, WI 54601-8804 (608) 796-3001 

 

  5-  Provide a copy or description of the means by which the school intends to comply with 261B.9 
[(261B.4(8))].  Code section 261B.9 is as follows: 

261B.9  DISCLOSURE TO STUDENTS.   

Prior to the commencement of a course of instruction and prior to the receipt of a tuition charge or 
fee for a course of instruction, a school shall provide written disclosure to students of the following 
Information accompanied by a statement that the information is being provided in compliance with 
this section:  

 
1. The name or title of the course.   
2. A brief description of the subject matter of the course.   
3. The tuition charge or other fees charged for the course.   If a student is enrolled in more than 

one course at the school, the tuition charge or fee for all courses may be stated in one sum.   
4. The refund policy of the school for the return of the refundable portion of tuition, fees, or 

other charges.   If refunds are not to be paid, the information shall state that fact.   
5. Whether the credential or certificate issued, awarded, or credited to a student upon completion 

of the course or the fact of completion of the course is applicable toward a degree granted by 
the school and, if so, under what circumstances the application will be made.   

6. The name of the accrediting agency recognized by the United States Department of 
Education or its successor agency which has accredited the school.   

Response:  
Viterbo University information related to 261B.9  DISCLOSURE TO STUDENTS  is found in both the graduate 
catalogue (http://www.viterbo.edu/graduatecatalog.aspx?id=49773) and electronically on our website. 

 
The course title, a brief description, and tuition charge are presented for each area in Iowa on our 
website.  For example at:  http://www.viterbo.edu/mediowa.aspx?id=5444 and 
http://www.viterbo.edu/mediowa.aspx?id=62449 

 
The tuition for all courses can be found at: http://www.viterbo.edu/graduatecatalog.aspx?id=49776 

 
 

http://www.viterbo.edu/certification/
http://www.viterbo.edu/certification/
http://www.viterbo.edu/graduatecatalog.aspx?id=49773
http://www.viterbo.edu/mediowa.aspx?id=5444
http://www.viterbo.edu/mediowa.aspx?id=62449
http://www.viterbo.edu/graduatecatalog.aspx?id=49776
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The refund policy is on the Viterbo University website: 
http://www.viterbo.edu/policies.aspx?id=644&LangType=1033&terms=refund%20policy 

 
How the completion of particular courses count toward certificates, licensures or degrees is articulated on 
the website at http://www.viterbo.edu/graduatecatalog.aspx?id=54261 under the policies, transfer credit, 
requirements, and licensure/endorsement/certificate progress sections. 

  
Viterbo University is accredited by the The Higher Learning Commission, 30 North LaSalle Street, Suite 
2400, Chicago, IL 60602-2504; (800) 621-7440 www.ncahigherlearningcommission.org. 

 

PLEASE SEE APPENDIX 4: GRADUATE CATALOGUE  
 

Name, address, and telephone number of a contact person in Iowa.  [(261B.4(10))]  
Helene J.  Grossman, 4949 Westown Parkway, Suite 195, West Des Moines, IA  50266-6704,         
(515) 224-4811 

 

  6-  Name, address, and title of the other officers and members of the legal governing body of the 

school: [(261B.4(6))]  
 

PLEASE SEE APPENDIX 5: VITERBO UNIVERSITY ADMINISTRATORS AND BOARD OF 
TRUSTEES MEMBERS 

 

Owner  
Names and addresses of persons owning more than 10% of the school: [(261B.4(6))]  

 
There are no owners of Viterbo University.  Viterbo University is a private, independent, non-profit 
institution. 

 

  7-  Name all agencies accrediting the institution.  For each agency, include name, address, 

telephone number, and whether the agency is recognized by the U.S. Department of Education.  
[(261B.4(9))]  Attach copies of accreditation certificates of status for each agency.  If the Iowa 
location is not accredited, provide accrediting agency certification that the Iowa location will be 
granted accreditation upon approval by the College Student Aid Commission.   Provide 
documentation that every location of applicant school is approved by the accrediting agency 
and in good standing, for all locations throughout the world.   

 
Accrediting Agency 1: 
The Higher Learning Commission, 30 North LaSalle Street, Suite 2400, Chicago, IL 60602-2504, 
(800) 621-7440, www.ncahigherlearningcommission.org  

 
Is this agency recognized by the U.S. Department of Education? [ X] Yes [ ] No  

 
Accrediting Agency 2:  
National Council for Accreditation of Teacher Education, 2010 Massachusetts Avenue NW, Suite 500, 
Washington, DC 20036, (202) 466-7496, http://www.ncate.org/  
Is this agency recognized by the U.S. Department of Education? [ X] Yes [ ] No 

 
  In addition, Viterbo University is nationally accredited by:  

 Association of Collegiate Business Schools and Programs  
11520 West 119th Street, Overland Park, KS 66213, (913) 339-9356;www.acbsp.org  

 Commission on Accreditation for Dietetics Education of the American Dietetic Association 
120 South Riverside Plaza, Suite 2000, Chicago, IL 60606-6995, (312) 899-5400; 
http://www.eatright.org/students/education/accreditedprograms.aspx  

 Commission on Collegiate Nursing Education 
One Dupont Circle NW, Suite 530, Washington, DC 20036, (202) 887-6791; 
www.aacn.nche.edu/accreditation/ 

 Council on Social Work Education 
1725 Duke Street, Suite 500, Alexandria, VA 22314-3457, (703) 683-8080;www.cswe.org/CSWE/ 
 

http://www.viterbo.edu/policies.aspx?id=644&LangType=1033&terms=refund%20policy
http://www.viterbo.edu/graduatecatalog.aspx?id=54261
http://www.ncahigherlearningcommission.org/
file:///C:/Users/bmgayle/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.IE5/HVG9KB6M/www.acbsp.org
http://www.eatright.org/students/education/accreditedprograms.aspx
http://www.aacn.nche.edu/accreditation/
http://www.cswe.org/CSWE/
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 National Association of Schools of Music  
11250 Roger Bacon Drive, Suite 21, Reston, VA 20190-5248, (703) 437-0700;http://nasm.arts-
accredit.org 

  
 The nursing program is approved by the Wisconsin State Board of Nursing for the licensure of 

registered nurses. 
  

The university is approved by the Wisconsin Department of Public Instruction for the certification of 
teachers in the elementary and secondary schools and for the training of veterans, and graduate-level 
licensures in Principal (51), Early Childhood Education (70-777), Director of Instruction (10), Director 
of Special Education and Pupil Services (80), School Business Administrator (08), Reading Teacher 
(316), Reading Specialist (17)), and Cross-Categorical Special Education (801). 
 
WI Index of Approved Licensure Programs: http://dpi.wi.gov/tepdl/indexed.html 
 
Viterbo University is approved by the Iowa State Board of Education for the K-12 Principal/Supervisor 
of Special Education licensure (189) and is recognized by the Iowa Board of Educational Examiners 
to offer the following endorsements: Early Childhood (106), Middle School (182), Reading Teacher 
(148, 149) and the Reading Specialist (176), and Talented and Gifted (107).   

 
PLEASE SEE APPENDIX 6: AGENCIES ACCREDITATION LETTERS 
 

  8-  Describe the procedures followed by the school for permanent preservation of student records.  

[(261B.4(12))]  
 

Beginning in 2010, Viterbo University began an online application process facilitating the permanency 
of student records.   After a student is accepted into a program, a paper file is transferred from the 
Iowa Center to the Registrar’s Office in La Crosse, WI.  Viterbo University utilizes the Datatel 
Management System for student tracking, recordkeeping and reporting.  A student advising file is 
maintained in the Iowa Office in a locked file cabinet. 

 
Viterbo University Student Records  
Protection 
Student academic records are maintained by the Registrar’s Office and are stored in either digitized 
or electronic format as designated below.  The Registrar’s Office also retains paper documents for 
institutional use.  These include, but are not limited to, admission application, high school record, 
other post-secondary records, declaration and/or change of major/minor, degree requirement waivers 
and/or substitutions, and demographic changes.  These records are stored in fireproof filing cabinets 
and the retention of these documents is per the retention policy.  Viterbo University Registrar's Office 
Records Retention Schedule:  
http://www.viterbo.edu/uploadedFiles/about/offices/busoff/Records%20Retention%20Policy.pdf 

 
Transcripts (includes all academic history: completed courses, credits earned, grades, degrees 
awarded, and attendance periods). 

 Approximately 1980 to present: maintained electronically via student information system 

 Prior to 1980: paper transcripts have been digitized in a GIF format and accessed via a vendor 
generated database program.  The paper records are still retained. 

 
  Grade Rosters 

 Fall 2005 to present:  faculty enter grades via the on-line student information system.  The 
records are maintained electronically. 

 Summer 1997 to Spring 2005:  grade rosters have been digitized in a GIF format and accessed 
via a vendor generated database program. 

 Spring 1997 and earlier: grade rosters are maintained in fireproof filing cabinet. 
 
  Grade Changes 

 Paper grade change requests are retained in fireproof filing cabinets awaiting digitization to the 
GIF format and vendor generated database program. 

 

http://nasm.arts-accredit.org/
http://nasm.arts-accredit.org/
http://dpi.wi.gov/tepdl/indexed.html
http://www.viterbo.edu/uploadedFiles/about/offices/busoff/Records%20Retention%20Policy.pdf
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A backup of the student information system is done nightly and stored in a building separate from the 
servers on which the system is run. 

 
A backup of the server on which the digitized transcripts and grade rosters are located is done bi-
weekly.   A CD of all the images is also located off-campus. 

 
Provision 
Students may request a copy of their official transcript.  Requests must be made in writing.  Currently 
enrolled students have access to their academic records (grades, degree audit [degree 
requirements], unofficial transcript) via the student information system’s on-line function called VitNet. 

 

  8a- Provide the contact information to be used by students and graduates who seek to obtain 

transcript information.   
 

All transcript requests must be made in person or in writing to: Registrar's Office, 900 Viterbo Drive,         
La Crosse, Wisconsin 54601-8804 
http://www.viterbo.edu/registrar.aspx?id=850 

 

  9-  List the 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 
 

Iowa:    
Board of Educational Examiners, Grimes State Office Building, 400 E. 14

th
 Street, Des Moines, IA 

50319-0146 
Susan Fischer, (515) 281-3605, susan.fischer@iowa.gov 

 
Board of Educational Examiners, Grimes State Office Building, 400 E. 14

th
 Street, Des Moines, IA 

50319-0146 
Dr.  Mary Lou Nosco, (515) 725-2146, marylou.nosco@iowa.gov 

 
Minnesota: 
Minnesota Office of Higher Education, 1450 Energy Park Drive, Suite 350, St Paul, MN, 55108-5227 
George R.  Roedler, Jr., (651) 642-0567, george.roedler@state.mn.us 

 
Wisconsin:   
Wisconsin Department of Public Instruction, 125 S. Webster Street, PO Box 7841, Madison, WI 
53707-7841 
Beverly Cann, (608) 267-9263, beverly.cann@dpi.wi.gov 

 
PLEASE SEE APPENDIX 7: DOCUMENTATION OF STATE CERTIFICATES 

 

10-  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))]  

 
The Viterbo University Graduate Programs in Education has adopted a Teacher as Reflective 
Decision Maker Model and the Standards for Teacher Development and Licensure.  Each course is 
designed to contribute to the development of one or more of the Iowa Standards and if applicable, 
IRA and/or ISLLC Standards.    
 

  

http://www.viterbo.edu/registrar.aspx?id=850
mailto:susan.fischer@iowa.gov
https://mail.exchange.viterbo.edu/owa/redir.aspx?C=9ceb96db16a945979ba05771ff4097e7&URL=mailto%3amarylou.nosco%40iowa.gov
mailto:george.roedler@state.mn.us
mailto:beverly.cann@dpi.wi.gov
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Franciscan values permeate the program.  The focus of every professional education course is on the 
learning of the PK-12 pupil.  Viterbo education courses infuse constructivist practices, use of 
technology, PK-12 collaboration, awareness of diversity, traditional and authentic assessment, 
research, and real-world experiences into the professional development of the teacher.  Please see 
visual below: 

 
 
 
The table below shows the distribution of instructional formats based on the 2012 Spring/Summer Catalog: 
 

Courses Offered and Percentages of Total 

 Face-to-Face 107 78% 

Online 28 21% 

Blended 3 <1% 

   TOTAL 138 
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11-  Provide the name of every other State of Iowa agency required to approve the applicant school 

in Iowa, the school’s contact person at the agency and the current status of that approval.   
Attach documentation in the form of a letter or certificate for each agency.    

 
Agency Name            Contact Person Telephone Number Approval Status 

 
 Iowa Dept.  of Education Kevin Fangman (515) 281-5294 Approved 
 Iowa Dept.  of Education  Dr.  Kristin Crabtree-Groff  (515) 725-0101  Approved (Viterbo's 

Educational Leadership 
Program, Approval Visit 
scheduled for 2013.) 

 Iowa Board of Educational  Dr.  Mary Lou Nosco  (515) 725-2146  Educational Leadership 
  Examiners     Program, Approved  
 

The Iowa Department of Education on November 19, 2007 granted a full five-year program and the 
Iowa Board of Educational Examiners approved an initial administrator PK–12 Principal/Supervisor of 
Special Education License.  In addition, the Secretary of State issued a Certificate of Authority to 
Viterbo University that is valid to July 14, 2012.  One hundred sixteen PK–12 Principal/Supervisor of 
Special Education licenses have been issued since 2008. 
  
Each endorsement offered by Viterbo University in Iowa including K-8 Reading, 5–12 Reading, K–12 
Reading Specialist, 5–8 Middle School, PK–Grade 3 Early Childhood, and K–12 Talented and Gifted, 
is acknowledged by the Iowa Board of Educational Examiners (BOEE).  Recognition of endorsement 
programs is ongoing.   
  
Historically, Viterbo University endorsement programs have been successful in offering students the 
required curriculum enabling students to earn Iowa add-on endorsements.  Since 2008, the following 
numbers of endorsements have been awarded as a result of the Viterbo University certification 
officer’s recommendation: 
K–8  Reading:  74 
5–12  Reading:  20 
K–12 Reading Specialist:  40 
5-8  Middle School Endorsements:  175 
 
The following two endorsements have been added to the Viterbo University program offerings in Iowa 
since 2008: 
PK-Grade 3  Early Childhood (Endorsement 106):  18 
K-12  Talented and Gifted (Endorsement 107):  4 
 

PLEASE SEE APPENDIX 8: CERTIFICATION FROM AGENCIES  
 
Is the school subject to a limitation, suspension or termination (LST) order issued by the U.S.  
Department of Education?  
 
[ ] Yes   [X ] No  
If yes, explain below. 
  
Provide the name and contact information for a U.  S.  Department of Education official who can 
verify the LST statement.   
Because Viterbo University is not subject to a limitation, suspension or termination, this is not applicable. 
 
Do you:  
Enroll students in Iowa?  [ X] Yes [ ]No   
Employ Iowa faculty?  [ X] Yes [ ] No   
 
Do you intend to:  
Enroll students in Iowa?  [X ] Yes [ ] No  
Employ Iowa faculty?   [X ] Yes [ ] No  
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12-  Describe current operations or plans to enroll students in Iowa or employ Iowa faculty.   

Viterbo University offers coursework across the state of Iowa.  Graduate courses in education lead to a 
Master of Arts in Education degree and/or add-on endorsements.  The Iowa Center staff is actively 
engaged in state organizations which are influencing future trends in education.  Data-driven decisions 
are made prior to the addition of new endorsements and courses.  The following are also considered in 
these decisions: statewide educational initiatives, instructor expertise, legislative mandates, and 
national issues in education.  Viterbo University will continue to offer courses that meet the needs of 
Iowa teachers and administrators.   
 
Students apply online to be admitted to programs.  To register for courses, students call a toll-free 
number.   Each student is assigned an advisor who helps chart a student’s progress in meeting degree 
and/or endorsement requirements so that students can fulfill those course requirements in a timely 
fashion.  
 

PLEASE SEE APPENDIX 9: COURSE CATALOGUE AND ADVISING WORKSHEETS 
   
Qualified Iowa educators with advanced degrees serve as faculty for Viterbo University in Iowa. 
Viterbo University follows the Higher Learning Commission Minimum Standards regarding faculty 
credentials as stated below: 

 Faculty teaching in higher education organizations should have completed a significant program 
of study in the discipline they will teach and/or for which they will develop curricula.   

 Faculty members possess an academic degree one level above the level at which they teach, 
except in programs for terminal degrees or when equivalent experience is established.   

 When faculty members are employed based on equivalent experience, the institution defines a 
minimum threshold of experience and an evaluation process. 

 
At Viterbo, being professionally qualified requires a combination of academic and professional 
qualifications, augmented by subsequent activities that maintain or establish preparation for current 
teaching responsibilities.   Faculty who teach education courses hold or have held licensure in the 
areas in which they teach and must have three or more years’ experience directly related to the 
teaching assignment.   

 
School of Education Criteria for Approval of Graduate Program in Education Adjunct Faculty:  

1. Minimum of a master’s degree 
2. Expertise in the topic area of the course to be taught.                               
3. Recognition as a professional educator. 
4. Experience with teaching adults/knowledge of teaching. 
5. Extensive experience and/or training appropriate to the course topic. 
6. Ability to relate to and to communicate with classroom teachers. 

 

For an example, please see the recent advertising below. 
 
Educational Research Director/Professor 
Full time, tenure-track, 10-month faculty position beginning August, 2011 in NCATE approved graduate 
education program offering courses in WI and IA.  Earned doctorate in education preferred, A.B.D.  or 
masters considered.  Responsibilities include coordinating the M.A educational research component, 
inservicing instructors, and teaching ½ time.   Travel and summer commitment required.  Applicants 
should possess excellent written and verbal communication, organizational skills, and at least three years 
teaching experience.   Salary commensurate with qualifications and experience.   Send vita, copies of 
transcripts, and three letters of reference to Dr.  Rhonda Rabbitt, Assistant Dean of the School of 
Education; Viterbo University, 900 Viterbo Drive; La Crosse, WI 54601.  Screening begins on March 1 
and continues until position is filled.  AA/EOE 
 
Please see the Viterbo online employment application:  https://www.viterbo.edu/employment.aspx 

 

  

https://www.viterbo.edu/employment.aspx
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13-  Name, address, and telephone number of full-time employees in Iowa.   

 
Helene J.  Grossman, Iowa Administrator, Iowa Viterbo Center, 4949 Westown Parkway, Suite 195, 

West Des Moines, IA 50266-6704, (515) 224-0417  
Anne Kruse, Iowa Program Specialist, Iowa Viterbo Center, 4949 Westown Parkway, Suite 195, West 

Des Moines, IA 50266-6704, (515) 224-5944 
Tracy Bainter, Iowa Marketing and Recruitment Specialist, Iowa Viterbo Center, 4949 Westown 

Parkway, Suite 195, West Des Moines, IA 50266-6704, (515) 309-9123 
Kathy Westcott, Administrative Assistant, Iowa Viterbo Center, 4949 Westown Parkway, Suite 195, West 

Des Moines, IA 50266-6704, (515) 224-4811  
 

14-  Resumes for all instructors  

 
PLEASE SEE APPENDIX 10: RESUMES AND APPROVAL LETTERS 

Will your school comply with Iowa Code section 261B.7 limiting the use of references to the 

Secretary of State, State of Iowa, or College Student Aid Commission in promotional material 

(See the Iowa Code for details).   

[X ] Yes  [ ] No  

Below are excerpts from the Viterbo University graduate catalog which demonstrates compliance with the 
Iowa Code 261B.7: 
―The education program is recognized by the Iowa State Board of Educational Examiners, approved 
by the Iowa Department of Education, and Wisconsin Department of Public Instruction for the 
certification of teachers in the elementary and secondary schools and for the training of veterans.‖ 

 
―The graduate programs in education provide licensed teachers with professional opportunities to 
facilitate the development of proficient performance in the knowledge, skills, and dispositions under 
the Wisconsin and Iowa Teaching Standards.‖  

 
―Viterbo University is recognized by the Iowa State Board of Education for the K-12 Principal 
licensure/Supervisor of Special Education (189) and is recognized by the Iowa Board of Educational 
Examiners to offer the following endorsements: Early Childhood (106), Middle School (182), Reading 
Teacher (148,149) and the Reading Specialist (176), and Talented and Gifted (107).‖  

 
―The Iowa Educational Leadership Program is recognized by the Iowa State Board of Education.  The 
Iowa Board of Educational Examiners recognizes Viterbo’s other endorsement programs.‖  
 

15-  Will your school comply with the requirements of Iowa Code section 261.9(1) “e” to “g”? (See 

the Iowa Code for details.)  

 [X ] Yes [ ] No 

 Viterbo University complies with Iowa Code section 261.9(1) ―e‖ which requires a policy clearly stating 
sanctions for violators who unlawfully possess, use, or distribute controlled substances.  See 
http://www.viterbo.edu/studentdevelopment.aspx?id=5180 

 We also disseminate, during orientation, information regarding sexual abuse, harassment and/or assault 
in compliance with Iowa Code section 261.9(1) ―f.‖  The policy is published on the web                                  

 http://www.viterbo.edu/violence.aspx?id=25460 and in the Student Handbook— 
http://www.thezonelive.com/zone/public/6/handbook.asp 

  
 Additionally, Viterbo University has adopted policy stated in the Graduate Catalogue to address military 

students or spouses who experience deployment during their educational experiences to aid in their 
course completion per Iowa Code section 261.9(1) ―g‖ See 
http://www.viterbo.edu/graduatecatalog.aspx?id=49779 under Military Deployment. 

 

http://www.viterbo.edu/studentdevelopment.aspx?id=5180
http://www.viterbo.edu/violence.aspx?id=25460
http://www.thezonelive.com/zone/public/6/handbook.asp
http://www.viterbo.edu/graduatecatalog.aspx?id=49779
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 PLEASE SEE APPENDIX 11: POLICIES   
 
  Does the school agree to file annual reports that the Commission requires from all Iowa colleges 

and universities? [ X] Yes [ ] No  
 

While Viterbo University is willing to file annual reports, the Iowa Commission, has not required them.  
Please see attached email from Tony Girard dated 12/15/11 located in Appendix K.    

 

16-  Attach a copy of the applicant school’s most recent audit prepared by a certified public 

accounting firm no more than 12 months prior to the application and state below where, in the 
audit report, there is evidence that the auditor is providing an unqualified opinion.    

 
The first page of the WIPFLI LLP Independent Audit Report is a letter that illustrates that the auditor is 
providing an unqualified opinion.  Please see the Viterbo University financial report located in attachment 
section 16. 

 

PLEASE SEE APPENDIX 12: VITERBO UNIVERSITY FINANCIAL REPORT 
 

17- Describe how students will be provided with access to learning resources, including appropriate 

library and other support services requisite for the schools’ degree programs.   
 

Library Resources:  The Todd Wehr Memorial Library provides a central place for study and research 
for both faculty and graduate students with full access to library resources.   The library has a 
collection of over 97,000 volumes consisting of reference works, books for general circulation, and 
bound periodicals.   The library subscribes to 500+ periodicals and newspapers with access to an 
additional 35,000 titles online, and two e-book collections that exceed 80,000 titles.   In addition, the 
library provides a full set of services, including interlibrary loan, circulation, reference, print and 
electronic course reserves, and customized resource instruction.   The library is open and available to 
assist faculty and graduate students 100 hours a week, with reference services available daily and on 
evenings and weekends even by email and telephone. 
 
The physical and on-line resources available at the Viterbo University Library adequately support the 
curriculum for the School of Education.   On-line resources include databases such as Education 
Research Complete, ERIC with full text, Academic Search Complete, Primary Search, Professional 
Development Collection, MASUltra:  School Edition, and Middle Search Plus.  Physical resources at 
the Viterbo Library are mailed to Iowa graduate students at no charge.  Any resources not owned by 
the library are delivered through rapid ILL, regularly resulting in a 48-hour turnaround on electronic 
requests.  In addition, the library staff has a physical presence in Iowa that is accomplished through 
visits to classes and participation at instructor meetings.  This provides an opportunity for students 
and instructors to be informed about resources and how to access them efficiently. 

 
The School of Education receives an annual allocation of funds to spend on library materials 
requested by faculty members and subsequently ordered by library staff.   The Library education 
collections include 3,541 titles and the curriculum collection includes 2,785 items, while the 
periodicals collection includes 223 titles in education.  Additional education resources are available 
through the library’s subscriptions to       e-books and electronic periodicals.  Iowa students have the 
ability to access library materials when in class and from home.   

 
Technology Resources:  The University’s Instructional and Information Technology (IIT) Department 
provides continued and consistent support for facilitating the incorporation of technology into the 
teaching and learning process, academic support services, and the delivery of administrative 
services.  Two Title III grants and institutional budgetary commitment in recent years have allowed 
tremendous growth and expansion in information technology at Viterbo University.  On and off-
campus technology needs are provided by the University’s IIT Department.    

 
An Instructional Design Specialist is able to work either virtually or face-to-face with faculty on a one-
to-one or group basis to provide faculty development for the instructional integration of technology.   
Colleagues share successful techniques for the curricular integration of technology and provide their 
expertise through in-service and mentoring of other faculty members. 
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The Viterbo Iowa Center faculty members, staff, and graduate students have complete access to the 
services described above.   Each faculty member, staff, and graduate student is provided with a 
Viterbo email address for communication purposes with faculty at the Iowa Center and in Wisconsin.   
Faculty members, staff, and graduate students are also provided a special code to access library 
resources and databases. 

 
Iowa students have access to 25 wireless laptop computers for use during class.   Students are 
provided with information about how to access the library, bookstore, the Academic Resource Center 
for help with writing, and the Learning Commons for instructional support.   

 

18-  Provide evidence that faculty within an appropriate discipline are involved in developing and 

evaluating curriculum for the program(s) to be registered in Iowa.   
 

Full-time faculty representing appropriate disciplines are part of the Graduate Programs for Education 
(GPE) Committee, a part of the Viterbo University School of Education.  Members of this committee 
are involved in developing and evaluating curriculum for each endorsement program offered in Iowa.  
GPE curriculum approval and oversight includes core courses for the Master of Arts degree, as well 
as courses leading to an endorsement.  Minutes of these meetings can be found online at 
http://www.viterbo.edu/library3.aspx?id=12190 
 
The process for approving endorsements includes reviewing state licensure rules, meeting with the 
Iowa staff, gathering input from adjunct instructors, and developing course syllabi to meet Viterbo 
University criteria reflecting its mission and vision statements.   The process concludes with formal 
approval from the Graduate Programs in Education Committee, the Deans’ Council, and the 
President’s Cabinet.     

  
The development of programs to meet both the State of Iowa licensure rules as well as the university 
requirements receives close scrutiny and oversight by the Graduate Programs in Education 
Committee prior to approval.   If established curricular criteria do not meet requirements set by the 
GPE Committee, it is returned for further development and resubmission.   This process continues 
until the course(s) and the endorsement program(s) are either approved or denied.  At that point, the 
proposal, if approved, is forwarded to Deans’ Council and the President’s Cabinet respectively. 

 
The development and review of each endorsement area is a collaborative effort by the Iowa staff, 
area content experts, adjunct instructors, and members of the Graduate Programs in Education 
Committee.   The Iowa staff conducts annual reviews of each endorsement area with input from the 
instructors of each of the endorsement courses, course evaluations by students, and the GPE 
Committee members. 
 

PLEASE SEE APPENDIX 13: GRADUATE PROGRAMS FOR EDUCATION COMMITTEE 
MINUTES  

 

19-  Provide evidence that the school has adequate physical facilities appropriate for the program(s) 

to be offered and are located in the state.  Include a copy of a signed agreement for a facility 
purchase or lease or option to purchase or lease.   Please include a photograph of the location.   

 
The Iowa Center, located at 4949 Westown Parkway, Suite 195, in West Des Moines, has 5,184 
square feet of space, which includes five classrooms, a reception area, the Iowa Administrator’s 
office, an office for the Iowa Program Specialist and the Iowa Marketing and Recruitment Specialist, a 
file room, restrooms, a kitchen area, and storage areas.   The classrooms are well lighted, 
accommodate seating to support collaboration, provide appropriate seating for adult learners, and 
provide wireless Internet access.   In addition to the classroom facilities, courses are also offered at 
local school district sites, Area Education Agencies, and community colleges with access to full 
computer labs.  All classrooms are handicapped accessible. 
 
The Iowa Center has appropriate equipment for instructional and office purposes.   LCD projectors 
are located in each classroom, along with TV/VCR, DVD projection equipment, visual projectors and 
25 wireless laptops. 

https://mail.exchange.viterbo.edu/owa/redir.aspx?C=a86d78e04e3a4046b6a19ae8b0bba109&URL=http%3a%2f%2fwww.viterbo.edu%2flibrary3.aspx%3fid%3d12190
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PLEASE SEE APPENDIX 14: IOWA CENTER LEASE AND PHOTOS 

 

20-  Include a statement, signed by the chief executive officer of the applicant school, on school 

letterhead, demonstrating the school’s commitment to the delivery of programs located in Iowa, 
and agreeing to provide alternatives for students to complete programs at other institutions if 
the applicant school closes the program before students have completed their courses of study.   

 
The Chief Executive Officer of Viterbo University, the President, is committed to Viterbo Programs in 
Iowa.    

 

PLEASE SEE APPENDIX 15: COMMITMENT LETTER 
 

21-  Provide an organizational plan that shows the location and physical address, telephone number, 

fax number and contact information for all internet-based and site-based educational locations, 
administrative, and service centers operated by the applicant and any parent organization.   

 
In Iowa, Viterbo University has partnerships with several AEAs to assist in providing licensure renewal 
graduate credits for teachers taking courses developed, scheduled, marketed, and instructed by AEA 
staff or adjuncts.  Viterbo University approves the courses, instructors, and locations submitted by each 
AEA.  As listed in Section 1, the AEAs have numerous sites at which they schedule classes.  In 
Wisconsin, the same protocol is followed for Cooperative Educational Service Agencies (CESAs).    

 

PLEASE SEE APPENDIX 16: COURSE LOCATIONS AND CONTACT INFORMATION.  
 

22-  Provide documentation showing the school’s policy for the resolution of student and graduate 

comments and complaints.  Provide complete contact information to which complainants may 
be referred.   

 
Resolution to Student Concerns There may be times when there is a misunderstanding, 
disagreement or conflict between a student and a staff or faculty member.  When this occurs, the 
student is encouraged to follow these steps: 
1.  Write out the concern to help clarify the matters involved. 
2.  Compile the appropriate documents (assignments, syllabi, etc.) to prepare for conversations. 
3.  Approach the person involved and tactfully discuss your concern(s) using the necessary 

documents (i.e.  assignments, syllabi)  
4.   If the concern or conflict cannot be resolved by talking with the individual, follow these steps. 

a.   For concerns related to class or coursework, the student should: 
1.   Write a note to the faculty member to address your concern. 
2.   If the faculty member does not respond within a week, the student may approach the 

department head and/or dean. 
3.   If the department head and/or dean does not respond within a week, the student may 

consider use of another step and approach the Vice President for Academic Affairs. 
b.   For concerns that are not related to class or coursework, the student should: 

1.   Write a note to the student, staff, administrator or faculty member to address the concern. 
2.   If the student, staff, administrator or faculty member does not respond within a week, the 

student may approach the individual's supervisor. 
3.   If the individual's supervisor does not respond within a week, the student may consider 

use of another step and approach the Vice President for Student Development 
 
Contacts: 
Rhonda M.  Rabbitt, Assistant Dean, Director of Graduate Programs in Education 
Murphy Center 419.  Viterbo University, 900 Viterbo Drive, La Crosse, WI 54601-8804 
608-796-3384, rmrabbitt@viterbo.edu 
 
Susan S.  Batell, Dean, School of Education 
Murphy Center 401, Viterbo University, 900 Viterbo Drive, La Crosse, WI 54601-8804 
608-796-3382, ssbatell@viterbo.edu 

mailto:rmrabbitt@viterbo.edu
mailto:ssbatell@viterbo.edu
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Barbara Mae Gayle, Vice President for Academic Affairs and Dean of Graduate Studies 

  Murphy Center 230, Viterbo University, 900 Viterbo Drive, La Crosse, WI 54601-8804 
  608-796-3080, bmgayle@viterbo.edu 
 
  Diane Brimmer, Vice President for Student Development 
  Student Development Building, Viterbo University, 900 Viterbo Drive, La Crosse, WI 54601-8804 
  608-796-3801, dlbrimmer@viterbo.edu 
 

Further articulation of the policies and procedures for student complaints can be found in our Student 
Handbook which is also available on the web at http://www.thezonelive.com/zone/public/6/handbook.asp.   

 

Program Integrity Rule-Complaint Process  
  Beginning July 1, 2011, the Program Integrity Rule requires that each university authorized to offer 
postsecondary education in one or more States ensure access to a complaint process that will permit 
student consumers to address the following: 
1. Alleged violations of State consumer protection laws that include but are not limited to fraud and 

false advertising; 
2. Alleged violations of State laws or rules relating to the licensure of postsecondary institutions; and 
3. Complaints relating to the quality of education or other State or accreditation requirements. 

 
Viterbo University’s compliance to these regulations can be found on our website: 
http://www.viterbo.edu/students.aspx?id=28530&terms=STUDENT%20COMPLAINTS   

 

 Contacts: 
 

 The Division of Trade and Consumer Protection of the Wisconsin Department of Agriculture, 
Trade and Consumer Protection  
http://datcp.wi.gov/Consumer/Consumer_Complaints/index.aspx 

 The Office of the Attorney General for the State of Wisconsin  
http://www.doj.state.wi.us/dls/ConsProt/cp_complaints.asp  

 The Higher Learning Commission (―HLC‖) of the North Central Association of Colleges and 
Schools:  http://www.ncahlc.org/information-for-the-public/complaints.html  

 Accounting Examining Board: 
http://www.drl.state.wi.us/board_detail.asp?boardid=61&locid=0  

 Board of Nursing: 
http://www.drl.state.wi.us/board_detail.asp?boardid=42&locid=0  

 Department of Public Instruction (teacher preparation programs) 
licensing@dpi.wi.gov  

 Physical Therapists Affiliated Credentialing Board 
http://www.drl.state.wi.us/board_detail.asp?boardid=47&locid=0  

 Wisconsin Supreme Court (legal education) 
 

PLEASE SEE APPENDIX 17: COMPLAINT POLICIES AND PROCEDURES 

 

23-  Provide a copy of a current Certificate of Authority provided by the applicant’s home state and 

the Iowa Secretary of State.   
 
  Both Wisconsin and Iowa certificates/letters are in the appendices. 

 
PLEASE SEE APPENDIX 18: CERTIFICATES OF AUTHORITY   

 

24- Provide the U.S.  Department of Education cohort default rate for each associated organizational 

entity for which the U.S.  Department of Education reports a cohort default rate.   
 

The most recent cohort default rate (FY 2009) is 3.3% of the whole student body.  Separate statistics 
are not kept for Iowa students. 

 

mailto:bmgayle@viterbo.edu
mailto:dlbrimmer@viterbo.edu
http://www.thezonelive.com/zone/public/6/handbook.asp
http://www.viterbo.edu/students.aspx?id=28530&terms=STUDENT%20COMPLAINTS
http://datcp.wi.gov/Consumer/Consumer_Complaints/index.aspx
http://www.doj.state.wi.us/dls/ConsProt/cp_complaints.asp
http://www.ncahlc.org/information-for-the-public/complaints.html
http://www.drl.state.wi.us/board_detail.asp?boardid=61&locid=0
http://www.drl.state.wi.us/board_detail.asp?boardid=61&locid=0
http://www.drl.state.wi.us/board_detail.asp?boardid=42&locid=0
http://www.drl.state.wi.us/board_detail.asp?boardid=42&locid=0
mailto:licensing@dpi.wi.gov
mailto:licensing@dpi.wi.gov
http://www.drl.state.wi.us/board_detail.asp?boardid=47&locid=0
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