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Mission Statement 

 
The Annsley Frazier Thornton School of Education prepares caring, 

effective educators in the Catholic liberal arts tradition of Bellarmine 

University to teach and lead in diverse settings. 

 

Vision Statement 

 
To prepare dynamic educators to serve, work, and lead in a changing global 

community. 

 

Bellarmine University Mission Statement 
 

Bellarmine University is an independent Catholic university serving the 

region, nation and world by educating talented, diverse students of all faiths 

and many ages, nations, and cultures, and with respect for each individual’s 

intrinsic value and dignity. We educate our students through undergraduate 

and graduate programs in the liberal arts and professional studies, within 

which students develop the intellectual, moral, ethical and professional 

competencies for successful living, work, leadership and service to others. 

We achieve these goals in an educational environment committed to 

excellence, academic freedom, and authentic conversations not dominated 

by particular political or other single perspective and thus to thoughtful, 

informed consideration of serious ideas, values, and issues, time-honored 

and contemporary, across a broad range of compelling regional, national and 

international matters. By these means, Bellarmine University seeks to 



 

 

benefit the public interest, to help create the future, and to improve the 

human condition.  Thus we strive to be worthy of our foundational motto: In 

Veritatis Amore, In the Love of Truth. 

 

Educator as Reflective Learner 

 

As a vital component of the university, the Annsley Frazier Thornton School 

of Education (AFTSE) is responsible for the preparation of educators with 

the knowledge, skills and dispositions necessary for becoming effective 

contributors to the academic profession and society, in the complex and 

diverse world of the 21
st
 century.  Our vision, to prepare dynamic educators 

to serve, work, and lead in a changing global community, is firmly rooted in 

the belief that educators are reflective decision-makers. 

 

The following table provides the rationale for the AFTSE’s program theme, 

“Educator as Reflective Learner.”  Using Valli’s (1997, p. 75) 

conceptualization of five different, yet related, types of reflection, the 

AFTSE straightforwardly reveals its values and rationale: 

  
Valli’s five types of 

reflection 

Connection to 

Bellarmine 

University’s 

Educator 
Preparation 

Program 

What the reflective 

practitioner does 

Technical 

reflection: The 

educator matches 

one’s own 
performance to 

external guidelines.  

Content of this form 

of reflection centers 

on general 

instruction and 
management 

behaviors based on 

the research of 

teaching. 

Reflective inquiry 

encourages a 

continuous 

relationship 
between experience 

and 

understanding.  

Relying upon 

recognized bodies 

of knowledge and 
research, 

educators perceive 

relationships and 

connections 

between parts of 
the teaching and 

learning process.  

This style of 

thinking develops 

within each 

teacher a critical 
disposition for 

broad-based 

problem-solving 

The reflective 

practitioner 

considers current 

research in best 
practices in teaching 

and learning to 

determine what is 

relevant to his/her 

teaching (leading) 

practice, specific 
learning 

environment and 

student population. 

Reflection includes 

what would 
appropriately 

transfer to his/her 

classroom or school. 



 

 

abilities and also 

nurtures life-long 

learning. 

Reflection-in and 

on-action: The 
educator bases 

decisions on one’s 

own unique situation 

and considers 

personal teaching 

performance. 

Reflective thinking 

involves 
continuous 

assessment, 

creating a balance 

between new 

information and 

the critical 
examination of 

prior teaching 

experiences 

relevant to the new 

information. 

The reflective 

practitioner 
considers decisions 

made ―in action‖ – at 

the moment of 

instruction, as well 

as reflection ―on 

action‖ -whereby the 
educator justifies 

good (or poor) 

decisions based on 

his/her own unique 

situation & 
experience. 

Deliberative 

reflection: The 

educator weighs 

competing 

viewpoints and 

research findings 
regarding a whole 

range of pedagogical 

concerns/decisions 

(e.g., curriculum, 

instructional 
strategies, rules and 

organization of 

classroom, etc.).  

Educators, while 

exercising freedom 

of choice for 

themselves and 

learners, rely on a 

strong research 
base as a guide for 

their pedagogy.  

Educators, 

furthermore, are 

responsible for 
initiating such 

activities within 

various styles of 

performance in 

order to meet the 

diverse needs of 
students.  

The reflective 

practitioner weighs 

competing 

viewpoints (even 

from other 

educators), research 
findings, one’s own 

personal experience, 

personal beliefs & 

values, and even 

school policies to 
deliberate on what 

is best practice. 

Personalistic 

reflection: The 

educator listens to 

and trusts one’s own 

inner voice and the 
voices of others.  

Content for this type 

of reflection includes 

personal growth and 

relationships with 

students. 

The reflective 

thinker knows that 

not only are one’s 

feelings, emotions, 

and cognition 
closely related, but 

they are highly 

interactive in the 

teaching and 

learning process. 

The reflective 

practitioner listens 

to and trusts one’s 

own inner voice and 

the voices of others, 
especially his/her 

students (or 

teachers) in an effort 

to empathize and 

enhance 

relationships. 

Critical reflection: 
The educator 

considers the social, 

moral, and political 

dimensions of 

schooling and judges 
these dimensions in 

light of the ethical 

criteria such as 

social justice and 

As the educator 
models reflective 

thinking, s/he 

encourages the 

same kind of 

thinking in her/his 
students.  Such 

thinking—open-

mindedness and 

discernment, 

The reflective 
practitioner uses, 

models, and 

incorporates critical 

and creative 

thinking into 
practice, with the 

goal of enhancing 

the educational 

experience and 



 

 

equality of 

opportunity. 

rational judgment 

and creativity—is 

likely to transfer to 

other aspects of 
students’ lives as 

well as enhance 

their educational 

opportunity. 

quality of life for all. 

This reflection 

includes 

acknowledgement of 
processes that 

hinder educational 

achievement, 

followed by action 

for change. 

[The complete text of Linda Valli’s (1997) article on reflective teaching may be 

found in the Peabody Journal of Education, 72(1), pp. 67-88.]       

 

 

Annsley Frazier Thornton School of Education Program Objectives 

 

In addition to its unit mission, vision, and overall theme, the AFTSE 

requires candidates in all initial and advanced programs to demonstrate 

acceptable performance on its Program Objectives through the following 

criteria of continuous assessment:  individual course assessments, field and 

clinical evaluations, disposition assessments, benchmark and/or anchor 

assessments, and Capstone Project and/or standardized exams (where 

appropriate).  Based on this program assessment data, the candidate who 

achieves proficiency accomplishes the following Program Objectives: 

 

1) Collaborates with education stakeholders, including parents, teachers, 

administrators, and the community, to improve student learning and 

achievement; 

2) Reflects on diverse field and clinical experiences, making 

instructional decisions based on individual learner needs; 

3) Demonstrates educator dispositions that value the dignity and unique 

development of individual learners, and the intellectual, moral, 

ethical, and professional competencies that characterize effective 

teaching and leading; 

4) Analyzes data to make pedagogical and content based decisions that 

inform teaching, learning, leading, and achievement in the 21
st
 

Century; and 

5) Employs Valli’s five reflective processes which include technical, 

personalistic, deliberative, in and on action, and critical reflection. 
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FACULTY SUPPORT STAFF ASSIGNMENTS 
 

Tara Belcher  -  272-8037 

tbelcher@bellarmine.edu 
Mary Calhoun  -  272-8191 

mcalhoun@bellarmine.edu 

 

 

All full time, except Jean Green and 

Kathy Cooter, and all adjunct faculty   

 

 

Jean Green, Field Placement Director 

Kathy Cooter, BCTEL Director 

Lauren Pohl, Assessment Clinic 

Director 

 

 

 

Alecea Hawkins  -  272-8076 

ahawkins@bellarmine.edu 

 

Bob Cooter 

Anne Bucalos 
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A. Secretarial Assistance 

 

Each full time and adjunct faculty member will receive support services from a 

faculty secretary.  Please reference organizational chart.   

 

The faculty secretary is available to assist all faculty with routine daily tasks.  However, 

the faculty secretary’s first priority is to answer calls, direct students, and address student 

needs.  Should you require assistance with course preparation of copies or materials, 

you need to allow a minimum of 24 hours for completion of the requested task(s). 

 

Faculty Office Hours are to be submitted to your faculty secretary by the end of the first 

week of classes.   

 

 

B. Work Orders, Expense Claim Forms, Ordering Items, Print shop requests, 

Copier: 

 

Work Orders:  Contact the faculty secretary regarding work that needs to be done on 

offices and/or classrooms (leaky faucet, light bulb out, etc…). 

 

Expense Claim Forms:  Prior to planning any travel expense, please get written 

approval from the Dean or Associate Dean.   An expense claim form is available on 

line and has the formulas built in so that you don’t have to do any adding, etc.  Go to the 

intranet (home.bellarmine.edu), login using your ID and password.  Click on the 

Employee Tab – Look at the left side of the page and find Purchasing.  Find Forms and 

click on University Expense Claim Form.  Use “save as” to save the document (it is 

suggested you start a folder “My expense reports” and title them by date, destination, etc. 

(e.g. PSD 101255 Louisville KY).  The person who is filing the expense claim report 

must fully complete the form, attach original receipts and itemized receipts for food, 

and personally sign the form.  Please keep copies of these receipts for your records.   

 

You may get a cash advance for travel.  Estimate your expenses and ask the faculty 

secretary for a check request for that amount.  You can take a tax exempt form with you 

and not be charged some of your hotel taxes in certain states.  You must turn in all 

original receipts upon return from your trip for a cash advance.  Not having all original 

receipts as proof of purchase will result in reimbursing university for part of cash 

advance. (See Purchasing online) 

 

Airfare can usually be purchased through Bellarmine’s corporate Egencia account.  See 

your faculty secretary for help. 

 

Ordering Classroom Materials/Supplies:  Send an email with your requested items to 

the designated faculty secretary (Mary Calhoun), who will then forward to the dean for 

approval.  Once approved, the P.O. request will be entered. 

 

Ordering Supplies:  The designated faculty secretary (Mary Calhoun) will monitor the 

order of routine supplies.  Out of courtesy please email or tell the designated secretary 

http://home.bellarmine.edu/


 

 

when we are low on supplies or if you have used the last of an item to ensure it is 

restocked in a timely manner. 

 

Copier:  Each full time faculty member will receive a copy code; part time faculty 

members share copy code #9365.  At no time, should a student be given your copy 

code and be allowed to use the copier.     
 

 

C. Administration of Exams - Student Work 

 

Faculty only must administer exams to students.  Should faculty be unavailable to do so, 

arrangements must be made with another faculty to administer the exam.  Secretaries are 

not responsible for administering exams, collecting exams or supervising students. 

 

Secretaries are NOT responsible for receiving or distributing student work.  Student 

work may not be displayed publicly with grading visible.  Faculty are encouraged to 

require students to submit work in envelopes for appropriate return.       

 

 

D. Classroom Assignments 

 

Room assignment changes are to be handled only through the Dean’s Office.  Rooms 

cannot be changed by faculty. 

 

 

E. Canceling Courses/ Rescheduling Courses/ Independent Study 

 

Courses are canceled only by the Dean.  No course time or date may be changed without 

the Undergraduate Chair/Graduate Director /Dean approval. 

 

Independent Studies are contractual agreements between students and faculty, and 

become part of the faculty course load.  A form (attached) must be completed to finalize 

the independent study, and signed by the Chair/Graduate Director.  Independent studies 

are appropriate only when a particular course is not offered the semester needed by the 

student.  If a course is offered a particular semester but does not accommodate a student’s 

need, the faculty of the course may elect to work individually with that student.  In this 

case, the student would still register for the course and the faculty member would not be 

paid additionally for the individual work.  This would not constitute an independent 

study. 

 

F. Notification of “No Shows” 

Faculty need to notify Tara Belcher, Faculty Secretary (tbelcher@bellarmine.edu) of “No 

Shows”  Also, should you have a student in class that is not on your class list, please 

email that information as well. 
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G. Housekeeping 

 

Contact your faculty secretary for any needs you may have regarding housekeeping.  

 

 

H. Kitchen & Supplies 

 

Kitchen & Supplies 

In an effort to maintain a kitchen area that is clean and functional, it is necessary for those 

faculty who use the kitchen to: 

 Assist in keeping it clean and neat by immediately cleaning whatever you 

have used 

 Share in general expenses (cups, napkins, paper towels, cleaning supplies) and 

replace any items that you’ve used when needed 

 

Campus Safety 

Please be mindful of unsafe items or practices in your office, classroom, or school of 

education area such as burning candles, small appliances left on, windows left open, or 

electrical cords in walking paths or aisles.   

You are encouraged to lock your office when it is unattended and to lock up any 

valuables to prevent theft. 

 

Recycling 

In the interest of supporting a sustainable campus environment, you are encouraged to 

recycle paper, cans and plastic.  Please turn off lights in classrooms and offices when you 

leave.   

 

 

I. Camcorder/Camera/Laptop Computers/ 

 

A digital camera, flip videos, and four laptop computers are available by reservation for 

Education faculty, students and staff.  Please see designated faculty secretary (Tara 

Belcher). 

 

 

J. Textbooks 

 

Each individual faculty member will handle his/her textbook orders with the bookstore.  

Due to recent changes in federal legislation, course textbooks must now be listed with the 

course schedule, therefore textbook selection must occur when the upcoming semester’s 

schedule of courses is determined (usually at the beginning of the previous semester).  If 

texts are not determined by the required deadline, a text will be determined by the dean or 

associate dean.   

 

Faculty are responsible for checking with the bookstore regarding the status of their 

orders. 

 



 

 

The designated faculty secretary (Tara Belcher) is able to order exam/desk copies, but 

please allow a reasonable time for ordering.  Please be sure to understand adoption 

policies before ordering as detailed below. 

 

Desk Copy Policy 

The designated faculty secretary (Tara Belcher) is available to order desk copies and/or 

supplementary texts for faculty who request them.  Some publishing companies provide a 

book “free of charge” and others allow only a specified time period for examination.  If 

the faculty adopts the book for use in a course, the charge is often waived.  If not chosen 

for adoption, the publishing company will bill the department.  This can be a costly 

expense for the school of education, and the SOE is unable to bear the cost of these exam 

copies on a regular basis.  If you wish to order a book for consideration in a course, 

please note the following procedures: 
  

1) Please place the book request with the designated 

fac secretary 

2) If a faculty member fails to include the information 

below, the secretary will be unable to place the 

order:  

          a.   Course Number & Title of Course 

1. ISBN Number of Text 

2. Title of Text 

3. Name of Publisher 

   

3)       If the publishing company requires that an exam 

copy (if not adopted) be returned either in a 

specified number of days or purchased, the faculty 

member will be personally responsible for either 

returning the exam copy (with help from the faculty 

secretary) in the specified number of days or 

personally paying for the exam copy.  With proof 

of payment, the faculty member may request that 

he/she be reimbursed through an expense claim.  

The account number used for such a claim will be 

determined by the Dean.  If money is not available 

through either the graduate or undergraduate 

account, faculty may use part of their professional 

development money for textbook purchases. 

4)       All textbooks and supportive texts or materials that 

are ordered   on behalf of the university, will be 

stamped “Property of Bellarmine University.”  

These books should be available for other faculty to 

use if they are assigned to teach the course.  This is 

especially useful for adjunct faculty members.  



 

 

Consequently, these materials will always be 

property of the School of Education. 

 

K. Course Syllabi 

 
Course syllabi are due to the Tara Belcher (tbelcher@bellarmine.edu) by the end of 

the second week of classes.  The Associate Dean or Program Chair(s) review submitted 

course syllabi. 

 

A syllabus template is intended as a directive for all faculty.  There is an undergraduate 

course template and graduate course template, both of which are included at the end of 

this section of the Faculty Handbook.   

 

 

L. Office Hours 

 

Faculty Office Hours must be included on each course syllabus.  The faculty secretary 

should receive a copy of each faculty member’s office hours by the end of the first week 

of classes and will post those hours outside each faculty person’s office. 
 

Faculty who teach in the evening should accommodate evening students by offering 

office hours either before or after the evening class.  Likewise, faculty must 

accommodate students’ day schedules. 

 

It is the expectation that faculty are in their offices for the full period of office hours.  In 

unusual circumstances, such as attending a professional conference, faculty should post a 

notice informing students of their lack of availability for office hours. 

 

M. Security of Offices  

 

Faculty are permitted access to personal offices and common areas.  Faculty are not 

permitted access to any other offices, including the graduate office (security may not be 

requested to open offices other than one’s own). 

 

Please do not give students keys (nor have students request keys from secretaries) to 

enter offices, or locked cabinets. 

 

 

N. E-Mail and Voice Mail/Campus Mail 

 

Due to variation in staff and faculty schedules, e-mail and voice mail often become the 

main methods of communication, in addition to important materials placed in adjunct 

faculty mailboxes. 

 

Please… 

 Answer both in a timely fashion, especially in response to students 

.   



 

 

 NOTE:   Adjunct faculty must check Bellarmine University mail on a 

consistent basis and communicate with students and support staff via 

Bellarmine email.  Adjunct mailboxes are located on the 3
rd

 floor of BOB. 

 

 

O. Absentee Policy 

 

In the case of emergency or illness, faculty are to notify the Dean or Associate Dean of 

the intended absence, with plans for covering missed classes.  Additionally, your 

secretary should be notified.  Notification should be as soon as the faculty member is 

aware of the need to be absent. 

 

For planned absence, such as attending a professional meeting, faculty are also to notify 

the Dean or Associate Dean in advance of departure, also with plans of class coverage. 

 

 

P. Procedures for Conference Room 

 

The conference room (3
rd

 floor of ALLN) may be reserved.  A reservation book is located 

on a table outside the room 

 

 

 

 

Q. Classrooms 

 

Please do not leave your classroom in disarray.  White boards should be erased before 

you leave.  Furniture, including tables, that has been re-arranged must be returned to its 

original formation.  Please note that Smart Boards in classrooms require specialized 

markers! 
 

 

R. Student Files & Responsibilities of the Graduate Staff 

 

The procedure for obtaining a file will be as follows: 

 

1) Faculty needing file(s) will use a sign-out card in the front of the file drawers 

prior to taking them (see attached).   

2) Faculty are responsible for returning files in a timely fashion, to be re-filed by the 

faculty secretary.  Do not leave returned files in public areas. 

Note:  During advising periods, faculty may request several advising files in advance of 

conferences with students. 

 

 

 

 

 



 

 

S. Work Study Students 

 

Work study students are available to assist faculty and staff with routine tasks such as 

photocopying, filing, and creating bulletin boards. 

 

When asked to photocopy, work study students must have ample time (one day 

minimum) to complete the task.  Faculty should realize that other tasks may take 

precedence over photocopying. 

 

R.         HOW TO:  Get a Parking Permit 

 

Parking permit applications are now being processed using the Bellarmine Web Portal.  

  

Go to my.bellarmine.edu and log in using your Bellarmine e-mail ID and password. Enter 

your automobile information under the parking registration section.  The information 

from your last permit(s) will already be in the system. If nothing has changed, you only 

need to indicate you have read the parking regulations and submit your application. Then 

go to the Bursar’s Office to pay $50 and receive your permit. 

  

If you have any questions about accessing my.bellarmine.edu or the portal framework, 

please email the Help Desk at helpdesk@bellarmine.edu. 

 

 

T.  HOW TO:  Get a Bellarmine I.D. and EMAIL Address 

 

Once you have completed your New Hire paperwork with the Human Resources 

department they will notify the Help Desk that you are employed with Bellarmine. 

You will need to visit the Help Desk, which is located on the basement level of the W.L. 

Lyons Brown Library.  The Help Desk will make your Identification Card provide you 

with an email address and walk you through logging into it while you are there. 

 

NOTE:  Adjunct faculty must check Bellarmine University mail on a consistent basis and 

communicate with students and support staff via Bellarmine email.   

 

 

 

 

 

 

 

 

 

 

 

http://my.bellarmine.edu/
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ADJUNCT FACULTY EXPECTATIONS 

 

1)   Office Hours:  Adjunct faculty are expected to provide time to meet with students, 

      both by appointment and at designated times on a weekly basis.  A weekly time  

      should be designated that fits with students’ schedules, especially if they are graduate 

      students.  It is recommended that you allow time before or after class, particularly if 

      your class is scheduled for one meeting time per week.  Office hours are listed on the  

      course syllabus. 

 

2)   Office Space:  Adjunct faculty office space will be provided on the 3
rd

 floor of BOB.   

      There is a desk equipped with a computer, an office phone, and a bookcase for  

      storage.  The computer is linked to faculty printers on the third floor.  There is no  

      expectation that adjunct faculty use this space; it is provided for your use if needed. 

 

3)   Copying:  Adjunct faculty may do their own copying of course materials or leave  

      course materials for a work study student and/or the designated support staff  

      individual. Please allow at least one full day for support staff to do this work. The  

      copy code for this academic year is “9365.”  Please understand that  

      support staff leave at 5:00, and will be unable to copy materials unless given them  

      well in advance of their departure time.   

 

      It is necessary that all full-time and adjunct faculty use good judgment about the  

      quantity of copying.  The expectation is that you make every effort to keep copying to 

      a minimum, using electronic media as much as possible. Support staff will monitor  

      copy amounts at mid-term of the semester. 

 

4)  Notification of enrollment:  You are expected to notify Tara Belcher by email 

     (tbelcher@bellarmine.edu) within 24 hours of your first class who is not present.  

     Please indicate all students not present, specifically noting any student who has  

     notified you that the first class will be missed. 

 

5)  Class format and assessment:  You are encouraged and expected to include a variety  

     of class formats (lecture, individual and group activities, discussion, presentations, and  

     debate) and a variety of assessments (test/quizzes, class participation, formal and  

     informal assignments, presentation grades, and benchmark assessments) in your  

     course. 

 

     There is a cabinet in the 3
rd

 floor work room that contains basic materials for your use  

     (markers, construction paper, glue, scissors, etc.).  If the cabinet is locked, a support  

     staff person or a full-time faculty member can unlock it for you.  We do, however,  

     welcome your contributions to replacing items that you use, if your usage results in  

     the item no longer being available.  Additionally, you can let your designated support  

     staff know about items needing replacement and/or an item you need for a course.   

     Within reason we will try to provide what you need, with approval by the dean or  

     associate dean. 

     

mailto:tbelcher@bellarmine.edu


 

 

You are encouraged to talk with full-time faculty and/or administrators about their own 

teaching strategies and classroom norms, as well as examine course syllabi for the course 

you are teaching.  

 

6)   Field trips:  The university has new requirements for taking students off-campus for   

class-related events.  Anytime an instructor asks students to leave campus for class in an 

alternate location or to attend an event related to a class, specific procedures must be 

followed. An overview of these policies and procedures and the required university forms 

can be found under the Faculty Tab on mybellarmine.edu. Please make sure that you 

follow every prescribed procedure concerning any off-campus trip. 

 

7)    Academic Aspects of Course(s):  Please be very specific in your course syllabus  

about attendance, tardiness, late work, cell phone use, etc. You determine the policies 

you wish to have (with the exception of the following tardiness policy), however, you  

are encouraged to operate in a “professional mode” that includes the types of  

expectations in the school world. 

 
Pilot Tardiness and Absence Policy 

Due to increasing concerns about student behavior with respect to tardiness and absenteeism, beginning 

Spring 2012, all adjunct faculty are requested to implement the following policies.  Your feedback will be 

solicited at the end of the Spring 2012 semester regarding the implementation and effectiveness of these 

policies. 

Tardy policy: More than four minutes late to a scheduled class session is considered tardy.  

The student literally has two “free” tardies. When the student is tardy for the third unexcused time, the 

instructor will take one percentage point off the final grade and that shall be the procedure for every tardy 

afterward. 

The student has the opportunity to explain any tardy to the instructor and it can be considered excused for 

any reason that the instructor feels is valid and reasonable. It is completely in the purview of the instructor 

to make this decision. 

If a student is more than ten minutes tardy to a class, that is considered an immediate one percentage point 

deduction unless the instructor feels that the student’s extreme tardiness has a reasonable and valid cause.  

Absence policy: Other than the traditional absence, coming more than one quarter of the class period late is 

considered an absence as well. Absence in a three hour class is literally a week away from class. For this 

absence to be cleared without an academic consequence, there must be either prior arrangement with the 

instructor or written proof/ validation of the reason for the absence. 

Every absence is 2 percentage points off final grade unless it can be considered excused for any reason that 

the instructor feels is valid and reasonable.  It is completely in the purview of the instructor to make this 

decision. 

 

 

You establish your grading scale in terms of the point values.  You must follow the 

 University’s undergraduate or graduate grade distribution as listed in the course  

 catalog and on the appropriate syllabus template.  Please avoid giving an Incomplete  

 grade for the semester unless there is a highly unique emergency situation.  If you  

 must give an incomplete grade, you will NOT be able to enter it into the  

 mybellarmine.edu system. There is an incomplete grade form that must be completed  

 and submitted to the registrar’s office on the day grades are due (form attached). 

 

 

8)  Concerns with students:  You are expected to work through concerns and issues  

 with students yourself, prior to referring a student to the dean or associate dean. 



 

 

 Should it become necessary to refer a student to the dean or associate dean due to a 

 circumstance that you feel you cannot resolve, you may involve either or both  

 administrators (typically, the associate dean handles the undergraduate student con- 

 cerns and the dean handles graduate student concerns).  Please understand that the 

 first question asked of a student who contacts an administrator apart from the faculty  

 member is whether the student has talked in person with the faculty.  Once an admin- 

 istrator is involved, standard procedure will be to include the faculty member in dis- 

 cussions with the student.  (The AFTSE Student Grievance Procedure follows this  

 section.) 

 

Academic Honesty:  It is imperative that you follow the university’s and the 

AFTSE’s academic honesty policies, in particular the reporting of any violations. If 

you have questions about the policy, enforcement, or a student’s possible violation, 

please immediately contact the program chair for further direction. 

 

9)  Attendance at Events: Adjunct faculty are welcome to attend both AFTSE and  

university events, particularly those that focus on teaching effectiveness and are  

professionally related. The contributions that adjunct faculty make to the AFTSE and  

its students are not only highly regarded but much appreciated and valued. Please do  

not hesitate to contact any staff, faculty, or administrator with questions or concerns. 

 

 

 

ADJUNCT FACULTY EVALUATION 

 
Adjunct faculty are evaluated in two ways:  by the dean, associate dean, or program 

chair/director, and by student course evaluations. 

 

A)   Teaching observation(s) by dean and/or associate dean:  your class will be visited by 

       the dean and/or associate dean at least once during a semester.  You will be given  

       advance notice as to when the visit will occur.  The length of the visit will vary, but 

       will be a minimum of 30 minutes.  A follow-up meeting with the individual doing  

       the observation will occur, allowing feedback and questions. 

 

B)   Course evaluations by students:  you (or a designated individual) will administer  

       course evaluations to students near the end of the course, typically during the last one  

       or two class sessions.  If possible, you should avoid administering course evaluations  

       during the final exam session.  University procedures mandate that you explain 

       the procedures for evaluation in a professional manner, that (following  

       explanation) you not be present while students are completing the course  

       evaluation, and that you arrange for a student to deliver the sealed envelope of  

       evaluations to the desk of your designated support staff.   Specific instructions for  

       administration of course evaluations will be given with the packet of forms. 

 

       Once the School of Education receives your course evaluations and processes them, 

       you will receive copies for feedback on your teaching and course.  You are expected 

       to read, process, and make course changes based on this feedback.  The dean and  



 

 

       associate dean will read the evaluations as well and offer constructive feedback as  

       necessary. 

 

Adjunct faculty are hired by the administration of the AFTSE by semester, with 

employment contracts issued for that semester only. Hiring decisions are based on 

appropriate credentials, previous teaching experience and performance, and 

recommendations and/or previous course evaluations. Adjunct faculty are expected to 

abide by the policies and procedures of both the AFTSE and the university. 

 

 

 

 

ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 

STUDENT GRIEVANCE PROCEDURE 

 

 The Annley Frazier Thornton School of Education (AFTSE) strives to 

ensure that each student (candidate) has a positive and successful experience 

in the course, degree or endorsement program in which he/she is enrolled.  

In the event that a student has a concern or issue which he/she believes is not 

being addressed successfully, a student grievance procedure is in place to 

address such a concern.  Procedures are as follows: 

 

Step 1:  The student (candidate) first addresses in writing or in person the 

concern or grievance with the faculty/instructor (for course work concerns) 

or advisor (for programmatic concerns) in an effort to resolve the issue.   

 

Step 2:  If the issue is not revolved at this level (1), the student may present 

the concern or grievance to the program director or department chair of the 

student’s program. If an instructor or advisor is involved, their participation 

in this next level is encouraged with the student and program director. 

 

Step 3:  If the issue is not resolved at this level (2), the student may present 

the concern or grievance to the associate dean and/or dean of the AFTSE.  

The associate dean and/or dean may request the participation of other 

involved parties (Steps 1 & 2) as well in the decisions regarding the 

student’s concern. 

 

Step 4:  If the issue is not resolved at this level (3), the student may appeal 

the decision of the associate dean and, ultimately, the dean to the Senior 

Vice-President for Academic Affairs. 

 



 

 

Additional Procedures 

 A student may request that the program director, department chair, or 

associate dean be present in the initial conversation with faculty or the 

advisor. 

 The faculty or advisor may request that the program director, 

department chair, or associate dean be present in the initial 

conversation with the student once he/she is apprised of the student’s 

concern. 

 A written record of all meetings and correspondence relative to the 

student’s concern is maintained for student grievances that move to 

Step 2 or beyond, with documentation of the resolution. 

These documents are housed in the dean’s office in a binder of 

student grievances to assure fairness and consistency in the 

procedures for addressing student grievances. 

 

 Beginning Fall 2011, each AFTSE course syllabus will contain a brief 

statement about the AFTSE student grievance procedure, directing 

students to more explanation on the AFTSE web site. 

 The student grievance procedure is detailed in the AFTSE Faculty 

Handbook and the AFTSE Adjunct Faculty Handbook, and is covered 

in new faculty orientations. 
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COURSE SPECIFICS 

 

COURSE SYLLABUS:  You must use the Bellarmine Syllabus Template attached to 

this handbook.  In addition to including the Kentucky Teacher Standards, and connecting 

them to your course objectives and/or assessments, you must also include the 

Professional Standards specific to the course you are teaching (such as Council for 

Exceptional Children, National Council for Teachers of Mathematics, International 

Reading Association, etc.) as appropriate.  These standards must be meshed with your 

course objectives and/or assessments.   

 

You are encouraged to establish a structured approach to your course within the framework of academic 

freedom.  As a professional program, the School of Education endeavors to embody and model those 

professional behaviors and dispositions that constitute best practice for educators and promote a 

professional atmosphere.  Consequently, the following are encouraged: 

 

1)  Specificity in the course syllabus in regard to attendance and tardiness, late work  

     policy, and the mechanics of class (use of cell phones, student conversation, pro- 

     fessional language, clean up of room, etc.). 

 

2)  Specificity in the course syllabus in regard to grading, assignments, use of rubrics, 

     and participation.  You should include a statement in the syllabus regarding the  

     “instructor’s right to change due dates, or modify an assignment (within parameters),” 

     understanding that adjustments should involve only deletions and/or postponements  

     (for example, you should not add in an additional test, but could drop a test if timing  

     does not permit adequate content coverage). 

 

3)  Engagement of students for the full amount of specified class time, including  

     Saturdays.  There may be highly unique circumstances whereby you might end class  

     15 minutes early on a particular session, but this should occur rarely.  Saturday  

     sessions for MAT modules require six hours of instructional content, exclusive of  

     lunch breaks.  

 

4)  Consistency in application of policies, particularly attendance, grading, and  

      latework. Full attendance is critical to success in all classes, but particularly in those  

      meeting once per week.  Please following the grading scale (A+, A, A-, etc.) as  

      described in the Bellarmine Course Catalog, noting that graduate courses use a  

      slightly different grading scale.   Your support staff person can assist you in  

      accessing the Bellarmine Course Catalog. 

 

5)  Use of an incomplete grade only in extremely rare circumstances, usually in  

     response to a serious medical emergency.  An “I” should be issued only in advance of  

     the end of the semester (when possible), and involves the completion of an incomplete  

     grade contract (see your support staff person for obtaining an incomplete grade form).   

     When in doubt as to whether an incomplete grade should be given, please confer with  

     one of the administrators. 

 

6)  Use of guest speakers.  This is certainly encouraged, however, the School of  



 

 

     Education does not have funds to secure an honorarium for guests.  It is appropriate to  

     ask your designated support person for a small token to show appreciation.  (The  

     School of Education keeps items on hand for these occasions.) 

 

7)  Use of technology in teaching.  This is encouraged in modeling one of the standards  

     undergraduate and graduate students must meet.  Should you need instruction with any 

     equipment, especially SMART boards, please let your support person know (in  

     advance) so that assistance can be secured. Video materials (CDs and DVDs) are  

     available for use from full-time faculty – just ask!!!      
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PROGRAM FORMS 

 

SOE Syllabus Template(s) Graduate and Undergraduate 

Instructions on the New Template 

NCATE Specialized Professional Associations for Syllabi 

Incomplete Grade Form 
Crosswalk on KY Teacher Standards 

(General) Field Placement Log of Hours 

 

 

 

 

 

 
 

 



 

 

     
 

BELLARMINE UNIVERSITY 
ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 
Syllabus for Graduate Course #: Course Title 

Semester/Year 
___ Credit Hours 

 
 

THEME: EDUCATOR AS REFLECTIVE LEARNER 

 

UNIVERSITY MISSION STATEMENT 
 

Bellarmine University is an independent Catholic university serving the region, nation 

and world by educating talented, diverse students of all faiths and many ages, nations, 

and cultures, and with respect for each individual’s intrinsic value and dignity. We 

educate our students through undergraduate and graduate programs in the liberal arts and 

professional studies, within which students develop the intellectual, moral, ethical and 

professional competencies for successful living, work, leadership and service to others. 

We achieve these goals in an educational environment committed to excellence, 

academic freedom, and authentic conversations not dominated by particular political or 

other single perspective and thus to thoughtful, informed consideration of serious ideas, 

values, and issues, time-honored and contemporary, across a broad range of compelling 

regional, national and international matters. By these means, Bellarmine University seeks 

to benefit the public interest, to help create the future, and to improve the human 

condition.  Thus we strive to be worthy of our foundational motto:  In Veritatis Amore, 

In the Love of Truth. 

 

INSTRUCTOR:  (to be filled in by instructor) 

OFFICE:   

PHONE:   

E-MAIL:                          

OFFICE HOURS:  
                                 

CLASS MEETING TIMES: 
 

TEXTBOOK:   

 

SUPPLIES NEEDED:  (any supplies required of student such as a binder for field 

observation notes; if no supplies needed, then omit this section) 
 



 

 

COURSE DESCRIPTION:  this should come from the most recent university course 

catalog; additional description should be added that details how this course meshes with 

the AFTSE conceptual framework. (ADD THE FOLLOWING PARAGRAPH 

BELOW YOUR COURSE DESCRIPTION) 
 

Course content includes the integration of the Kentucky Teacher Standards (Initial or 

Advanced Level) as well as Kentucky’s Core Content for Assessment and Program of 

Studies. The School of Education’s theme, EDUCATOR AS REFLECTIVE LEARNER, 

will be emphasized in Valli’s (1997) types of reflection (technical, deliberative, 

personalistic, critical, and reflection in-and-on action) as part of the course assignments 

for content mastery, benchmark/anchor assessments, and field experiences. Candidates 

will reflect on and evaluate their own knowledge, skills, and dispositions relative to 

working with children/adolescents and colleagues in university and P-12 school settings.  

 

ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION (AFTSE) 

VISION:  To prepare dynamic educators to serve, work, and lead in a changing 

global community. 

 

PROGRAM OBJECTIVES: 

The AFTSE prepares caring and effective educators with the knowledge, skills, and 

dispositions to teach and lead in diverse settings. Candidates in all initial and advanced 

programs demonstrate proficient performance through the following criteria: individual 

course assessments, field and clinical evaluations, disposition assessments, benchmarks 

and/or anchor assessments, and Capstone Project and/or standardized exams (where 

appropriate). Based on these program assessment data, the candidate who achieves 

proficiency accomplishes the following objectives:  

 

1. Collaborates with education stakeholders, including parents, teachers, 

administrators, and the community, to improve student learning and achievement; 

2. Reflects on diverse field and clinical experiences, making instructional decisions 

based on individual learner needs; 

3. Demonstrates educator dispositions that value the dignity and unique 

development of individual learners, and the intellectual, moral, ethical, and 

professional competencies that characterize effective teaching and leading; 

4. Analyzes data to make pedagogical and content based decisions that inform 

teaching, learning, leading, and achievement in the 21
st
 Century; and 

5. Employs Valli’s five reflective processes which include technical, personalistic, 

deliberative, in and on action, and critical reflection. 

 

KENTUCKY TEACHER STANDARDS ADDRESSED in EDUG _____ or MAT, 

etc.: 
1. Demonstrates Knowledge of Content 

2. Designs and Plans Instruction 

3. Creates/Maintains Learning Climate 

4. Implements and Manages Instruction 

5. Assesses and Communicates Learning Results 

6. Demonstrates Implementation of Technology 



 

 

7. Reflects/Evaluates Teaching and Learning 

8. Collaborates with Colleagues/Parents/Others 

9. Evaluates Teaching and Implements Professional Development 

10. Provides Leadership within School, Community, and Profession 

 

(Note:  You should determine which of the above standards are addressed in the course.) 

 

COURSE/LEARNER OBJECTIVES:  this section should include 3-8 course 

objectives in “measurable” terms that correlate with your assessments for the course.  

For example:  Each student will assess atypical development through a case study 

format, with application to school and learning settings.  Note that this objective directly 

relates to the assessment of an actual developmental case study.  You will then use these 

same objectives for your course evaluations at the end of the semester. 

 

NOTE:  IF YOU DO NOT USE A MATRIX AT THE END OF YOUR 

SYLLABUS, THEN YOU MUST PUT THE APPROPRIATE KY TEACHER 

STANDARDS, AFTSE PROGRAM OB JECTIVES, AND SPA (PROFESSIONAL 

ASSOCIATION) STANDARDS NEXT TO EACH OF YOUR COURSE 

OBJECTIVES. 

 

COURSE REQUIREMENTS AND ASSIGNMENTS:  this section can be numbered 

or bulleted, with appropriate narrative describing the specific assessments that you will 

use to determine student mastery. You should attempt to have a variety of assessment 

measures.  For example: 

 

 Active participation and punctual attendance at all class meetings (100 pts) 

 Tests over Text and Required Readings (4 @ 100 pts ea) 

 Disability Group Presentation (200 pts) 

 Assessment Profile of Individual Development of Student w/ Disability (200 pts) 

 Brief Written Responses to Issues, Cases, and Readings (as directed by instructor) 

(100 pts total) 

Total points possible = 1000 

 

Note:  Each instructor determines how grades are computed, and the numeric range 

for A, B, C, etc.  However, you must have final grades that correspond to the 

Bellarmine grading system (graduate section of 2011-12 course catalog). 

 

You may have “class participation” as part of your grading system, however, it 

should not weigh so heavily that missing one class will severely penalize a student. 

You need to make your participation policy very specific and clear. 

 

Sample Narrative: 

 

TESTS:  There will be four (4) tests over text readings, class notes, handouts, and  

                articles that will be a combination of short answer, multiple choice, and 

                essay questions (the Final Exam will be the 4th test). Students missing a test  

                due to illness/emergency must notify the instructor the day of the test that  



 

 

                he/she will be absent and the reason for the absence.  The instructor will then  

                determine if and when a make-up exam will be given.  The format of the 

                make-up exam is at the discretion of the instructor, and may be essay. 

 

GROUP PRESENTATION:  Each group will present a specific disability area, with a 

focus on the school environment, using a variety of methods (debate, skit, media 

presentation, class activity) to promote understanding. 

 

ASSESSMENT PROFILE:  You will choose a student (with a disability or learning 

challenge) from your school classroom and/or field experiences to “profile” 

developmentally, using principles and concepts from course content that specifically 

relate to the disability, school environment and appropriate instruction. 

 

WRITTEN RESPONSES:  You will be asked by the instructor to respond in writing 

(word processed) to various issues, cases, and readings in the field of exceptional child 

education. These responses will be graded using a +, √, or –  (see below). 

 

SUBMISSION OF REQUIRED FORMS:  Please include in this section a detailed 

listing of any LiveText (or hard copy) forms that are required during this 

course/module/semester in addition to benchmarks.  This would include field evaluation 

forms, disposition self-assessment, PGPs, etc.  You should require a deadline for these 

forms to be submitted well in advance of the end of the semester. You may want to make 

this a regular part of your assessments for the course. 

 

GRADING SCALE:  You need to specify your grading scale.  You can find 

information on grading in the 2011-12 Course Catalog in the Graduate section or in 

the Faculty Handbook. If you do not provide specific rubrics/scoring guides for 

individual assessments with your syllabus, you should provide them with each 

specific assignment (see below). 

 

                                     A    =   

A- =  

B+  =  

B    =  

B- =  

C   =  

F     =  

 

*Written Responses will receive a +, √, or  -   (96, 90, 85)  The instructor may also 

issue a √+ (93) or √- (87) as needed. 

 

Note:  A scoring rubric will be provided for each major assignment in conjunction with 

the detailed assignment description and date the assignment is due. 

 

NOTE:  You may be teaching a course with a Benchmark or Anchor Assessment.  If 

so, the description of the assessment and the accompanying rubric are in the ABD 



 

 

or in that program’s handbook.  Please follow the guidelines carefully.  The scoring 

will be done in LiveText, and you will be assisted with that. 

 

ASSIGNMENT FORMAT AND EXPECTATIONS:  In this section you will specify 

any conditions you have for assignments (word processed, font size, APA format, etc.), 

your attendance policy, late work policy, and other in-class expectations such as use of 

cell phones.  It is important that you be very specific so that you minimize conflict 

over policies or procedures.  See sample below. 

 

ASSIGNMENT FORMAT AND EXPECTATIONS:  This section should be a 

narrative specifically stating your expectations for Attendance, Tardiness, Class 

Policies, Assignment Deadlines and Format…For Example:  You are expected to be a 

thoughtful, active, and informed member of class discussions, lectures, individual 

presentations, and group activities.  You are expected to attend each class session, 

arrive punctually, and be prepared by having read the required assignments.  Excessive 

absence/tardiness/leaving class early will result in reduction in points toward the final 

course grade. Missing more than one class session (even due to illness/emergency) is 

considered excessive, will require conferencing with the instructor, and will result in 

point deductions from the participation grade at 20 points per absence beginning 

with the 2nd absence. All assignments, including the Reflective Journal, must be neatly 

word processed using 12 point font, double-spaced, adhere to rules of Standard English 

grammar, spelling and punctuation.  Assignments must be submitted by due dates 

assigned.  Late assignments, accepted only with PRIOR APPROVAL of instructor, will 

receive a 5-point reduction per day, and will not be accepted after one week from the 

due date. Assignments receiving a +, √, or – that are late will automatically be 

reduced a grade level, and may be submitted up to 2 days late.   

 

Please be courteous of the instructor and other students by turning off cell phones, 

computers, and other electronic devices and storing them in purses, backpacks, etc.  

All calls, texts, or other types of communication must be made after class or at 

designated break times. 

 

If an issue or concern about this course or your performance arises, please confer with 

your instructor first. If the issue cannot be resolved with your instructor, you may elect to 

confer with the department chair or program director. Concerns should be taken to the 

Dean’s office only after meeting with the department chair or program director first. 

 

The University requires students who will be absent from class while representing the 

University to inform their instructors in two steps. During the first week of the course, 

students must meet with each instructor to discuss the attendance policy and 

arrangements for absences related to University-sponsored events. Second, students must 

provide the instructor with a signed Student Absentee Notification Form, available via  

the student portal on the University intranet, at the earliest possible opportunity, but not 

later than the week prior to the anticipated absence. The Student Absentee Notification 

Form does not serve as an excused absence from class. Your instructor has the final say 

about excused and unexcused absences and it is the student’s responsibility to know and 

abide by the instructor’s policy. 



 

 

 

INSTRUCTIONAL MODIFICATION/SYLLABUS MODIFICATION:  Students 

with disabilities, who require accommodations (academic adjustments and/or auxiliary 

aids or services) for this course must contact the Disability Services Coordinator.  Please 

do not request accommodations directly from the professor.  The Disability Services 

Coordinator  is located in the Counseling Center, 4
th

 floor of BOB, 272-8480).  

 

(I would encourage you to put a statement about “reserving the right to modify the course 

syllabus, calendar, and/or due dates in order to accommodate unforeseen events or 

changes in course content.”) 

 

The Academic Resource Center (ARC) is available to every student to support academic 

progress. Students needing or wanting additional and/or specialized assistance related to 

study techniques, writing, time management, tutoring, test-taking strategies, etc. should 

seek out the resources of the ARC, located on A-level of the W.L. Lyons Brown Library 

(272-8071).  

 

Should you decide to withdraw from this course, please be aware that ______is the last 

day to withdraw with a “W” grade.  Specific withdrawal dates regarding tuition refund 

percentages and the university Withdrawal Policy are available in the printed Class 

Schedule, from the Registrar’s Office or the electronic Bellarmine University Master 

Calendar (Student Portal).  Withdrawal forms may be accessed at 

http://www.bellarmine.edu/registrar/RegForms.asp. 

 

CLASS FORMAT AND METHODOLOGY:  This section should include the methods 

you will use to address the content of the course, ie, lecture, discussion, group 

presentations, small group projects, etc.  You might take this opportunity to again stress 

your expectation of coming to class prepared, having done required reading, etc. 

 

DIVERSITY/TECHNOLOGY/DISPOSITIONS:  This section should address how 

your course includes components of diversity awareness, technology, and 

teacher/educator dispositions – these are EPSB themes, along with LITERACY and 

addressing the ACHIEVEMENT GAP.  NOTE:  If you are addressing LITERACY 

and/or the ACHIEVEMENT GAP, they should be included as well and put in bold print.  

See the sample below – note that key words such as diversity are in bold: 

 

DIVERSITY/TECHNOLOGY/DISPOSITIONS:  Educ 514 is a required course for 

candidates adding special education certification (K-12 LBD) and a prerequisite course 

for EDUC 512.  Students are expected to be knowledgeable of the Kentucky Teacher 

Standards – Advanced Level and the Council for Exceptional Children Standards 

and how they apply to course content. Students are also expected to be aware of teacher 

dispositions in relation to developmentally appropriate instruction and working 

effectively with all students.  

 

Educ 514 students may be completing field placements in diverse settings for their 

respective MAT modules. Course content also includes diversity components including 

http://www.bellarmine.edu/registrar/RegForms.asp


 

 

making accommodations for learner needs, culturally responsive teaching, appreciating 

student diversity, and closing the achievement gap (see course objectives). 

 

Students will be introduced to the use of technology in the classroom, as well as using it 

themselves for assignments and projects. Field observations and/or alternative 

certification placements may permit exploration of technology, especially assistive 

technology, and its use in the school setting. 

 

ACADEMIC HONESTY:  As a Bellarmine University student, you are expected to 

demonstrate a high standard of academic honesty in all aspects of your academic work 

and university life. I strongly endorse and will follow the academic honesty policy as 

published in Bellarmine’s Course Catalog 2011-2012 and in the 2011-2012 Student 

Handbook; both documents are available online via mybellarmine.edu. Students and 

faculty must be fully aware of what constitutes academic dishonesty; claims of ignorance 

cannot be used to justify or rationalize dishonest acts.  Academic dishonesty can take a 

number of forms, including but not limited to cheating, plagiarism, fabrication, aiding 

and abetting, multiple submissions, obtaining unfair advantage, and unauthorized access 

to academic or administrative systems. Definitions of each of these forms of academic 

dishonesty are provided in the academic honesty section of the Student Handbook.  

 

All confirmed incidents of academic dishonesty will be reported to the Senior Vice 

President for Academic Affairs, and sanctions will be imposed as dictated by the policy. 

It is generally assumed that graduate students fully understand what accounts for 

academic dishonesty.  Thus, no leniency of penalty will be applied in cases involving 

graduate students.  Plagiarism or cheating on field placement will result in “0” credit for 

field hours under question, and may result in permanent dismissal from the education 

program. Plagiarism on field placement may include: falsifying the number of hours, 

forging a teacher’s signature, falsifying the content/nature of what is observed, and/or 

“double-dipping” hours intended for credit in another placement or course. 

 

SEVERE WEATHER: Refer to the current student handbook for details regarding 

changes in schedule due to bad weather.  Faculty will arrange class schedules to meet 

course objectives in the event classes are cancelled. 

 

As a final component, course syllabi will include a matrix of the various course 

assessments and how each relates to SOE program objectives, KY Teacher Standards, 

and specific learned society standards where appropriate.  This is a REQUIRED 

PART OF THE SYLLABUS.  See sample below: 

 



 

 

 

 

ASSESSMENT/OBJECTIVE MATRIX FOR EDUCATION 
514* 

 
ASSESSMENT LEARNER 

OBJECTIVE 

KY TEACHER 
STANDARDS 

AFTSE 
Objectives 

CEC** 
STANDARDS 

1. Participation/ 

    Attendance 
 

1,2,6 1, 7, 8 
3 

 

 

CC1K3-7 

2. Written  

    Responses 

1,2,3,5,6 
1, 6, 7 

3, 4 CC1K3-7 

4. Tests 1,2 
1, 7 

4 CC1K1-10 

CC2K7 

5. Disability  

    Presentation 

2,3 
1, 6, 8 

3, 4 CC2K2 

6. Assessment  

    Profile of Student 

 

1,2,4,5 
1, 3, 5, 7, 
8, 10 

1, 2, 3, 4, 5 CC2K2 

CC2K5,6 

 

*Each assessment tool reflects particular learner objectives, KY teacher standards, 

and AFTSE goals, as delineated in the syllabus. 

 

**Council for Exceptional Children (CEC) Standards 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

      
 

BELLARMINE UNIVERSITY 
ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 
Syllabus for Undergraduate Course #: Course Title 

Semester/Year 
___ Credit Hours 

 
 

THEME: EDUCATOR AS REFLECTIVE LEARNER 

 

UNIVERSITY MISSION STATEMENT 
 

Bellarmine University is an independent Catholic university serving the region, nation 

and world by educating talented, diverse students of all faiths and many ages, nations, 

and cultures, and with respect for each individual’s intrinsic value and dignity. We 

educate our students through undergraduate and graduate programs in the liberal arts and 

professional studies, within which students develop the intellectual, moral, ethical and 

professional competencies for successful living, work, leadership and service to others. 

We achieve these goals in an educational environment committed to excellence, 

academic freedom, and authentic conversations not dominated by particular political or 

other single perspective and thus to thoughtful, informed consideration of serious ideas, 

values, and issues, time-honored and contemporary, across a broad range of compelling 

regional, national and international matters. By these means, Bellarmine University seeks 

to benefit the public interest, to help create the future, and to improve the human 

condition.  Thus we strive to be worthy of our foundational motto:  In Veritatis Amore, 

In the Love of Truth. 

 

INSTRUCTOR:  (to be filled in by instructor) 

OFFICE:   

PHONE:   

E-MAIL:                          

OFFICE HOURS:  
                                 

CLASS MEETING TIMES: 
 

TEXTBOOK:   

 

SUPPLIES NEEDED:  (any supplies required of student such as a binder for field 

observation notes; if no supplies needed, then omit this section) 
 



 

 

COURSE DESCRIPTION:  this should come from the most recent university course 

catalog; additional description should be added that details how this course meshes with 

the AFTSE conceptual framework. (ADD THE FOLLOWING PARAGRAPH 

BELOW YOUR COURSE DESCRIPTION) 
 

Course content includes the integration of the Kentucky Teacher Standards (Initial Level) 

as well as Kentucky’s Core Content for Assessment and Program of Studies. The School 

of Education’s theme, EDUCATOR AS REFLECTIVE LEARNER, will be emphasized in 

Valli’s (1997) types of reflection (technical, deliberative, personalistic, critical, and 

reflection in-and-on action) as part of the course assignments for content mastery, 

benchmark assessments, and field experiences. Candidates will reflect on and evaluate 

their own knowledge, skills, and dispositions relative to working with 

children/adolescents and colleagues in university and P-12 school settings.  

 

ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION (AFTSE) 

VISION:  To prepare dynamic educators to serve, work, and lead in a changing 

global community. 

 

PROGRAM OBJECTIVES: 

The AFTSE prepares caring and effective educators with the knowledge, skills, and 

dispositions to teach and lead in diverse settings. Candidates in all initial and advanced 

programs demonstrate proficient performance through the following criteria: individual 

course assessments, field and clinical evaluations, disposition assessments, benchmarks 

and/or anchor assessments, and Capstone Project and/or standardized exams (where 

appropriate). Based on these program assessment data, the candidate who achieves 

proficiency accomplishes the following objectives:  

 

1. Collaborates with education stakeholders, including parents, teachers, 

administrators, and the community, to improve student learning and achievement; 

2. Reflects on diverse field and clinical experiences, making instructional decisions 

based on individual learner needs; 

3. Demonstrates educator dispositions that value the dignity and unique 

development of individual learners, and the intellectual, moral, ethical, and 

professional competencies that characterize effective teaching and leading; 

4. Analyzes data to make pedagogical and content based decisions that inform 

teaching, learning, leading, and achievement in the 21
st
 Century; and 

5. Employs Valli’s five reflective processes which include technical, personalistic, 

deliberative, in and on action, and critical reflection. 

 

KENTUCKY TEACHER STANDARDS ADDRESSED in EDUC _____: 
1. Demonstrates Knowledge of Content 

2. Designs and Plans Instruction 

3. Creates/Maintains Learning Climate 

4. Implements and Manages Instruction 

5. Assesses and Communicates Learning Results 

6. Demonstrates Implementation of Technology 

7. Reflects/Evaluates Teaching and Learning 



 

 

8. Collaborates with Colleagues/Parents/Others 

9. Evaluates Teaching and Implements Professional Development 

10. Provides Leadership within School, Community, and Profession 

 

(Note:  You should determine which of the above standards are addressed in the course.) 

 

COURSE/LEARNER OBJECTIVES:  this section should include 3-8 course 

objectives in “measurable” terms that correlate with your assessments for the course.  

For example:  Each student will assess atypical development through a case study 

format, with application to school and learning settings.  Note that this objective directly 

relates to the assessment of an actual developmental case study.  You will then use these 

same objectives for your course evaluations at the end of the semester. 

 

NOTE:  IF YOU DO NOT USE A MATRIX AT THE END OF YOUR 

SYLLABUS, THEN YOU MUST PUT THE APPROPRIATE KY TEACHER 

STANDARDS, AFTSE PROGRAM OB JECTIVES, AND SPA (PROFESSIONAL 

ASSOCIATION) STANDARDS NEXT TO EACH OF YOUR COURSE 

OBJECTIVES. 

 

COURSE REQUIREMENTS AND ASSIGNMENTS:  this section can be numbered 

or bulleted, with appropriate narrative describing the specific assessments that you will 

use to determine student mastery. You should attempt to have a variety of assessment 

measures.  For example: 

 

 Active participation and punctual attendance at all class meetings (100 pts) 

 Reflective Journal for Field Placement (100 pts) 

 Tests over Text and Required Readings (4 @ 100 pts ea) 

 Disability Group Presentation (200 pts) 

 Assessment Profile of Individual Development of Student w/ Disability (100 pts) 

 Field/Clinical Experience (see Field Experience Syllabus) 

 Brief Written Responses to Issues, Cases, and Readings (as directed by instructor) 

(100 pts total) 

Total points possible = 1000 

 

Note:  Each instructor determines how grades are computed, and the numeric range 

for A, B, C, etc.  However, you must have final grades that correspond to the 

Bellarmine grading system (undergrad grading section of 2009-11 course catalog; 

graduate section of 2009-11 course catalog). 

 

You may have “class participation” as part of your grading system, however, it 

should not weigh so heavily that missing one class will severely penalize a student. 

You need to make your participation policy very specific and clear. 

 

Sample Narrative: 

 

TESTS:  There will be four (4) tests over text readings, class notes, handouts, and  

                articles that will be a combination of short answer, multiple choice, and 



 

 

                essay questions (the Final Exam will be the 4th test). Students missing a test  

                due to illness/emergency must notify the instructor the day of the test that  

                he/she will be absent and the reason for the absence.  The instructor will then  

                determine if and when a make-up exam will be given.  The format of the 

                make-up exam is at the discretion of the instructor, and may be essay. 

 

GROUP PRESENTATION:  Each group will present a specific disability area, with a 

focus on the school environment, using a variety of methods (debate, skit, media 

presentation, class activity) to promote understanding. 

 

ASSESSMENT PROFILE:  You will choose a student (with a disability or learning 

challenge) from your field placement experience to “profile” developmentally, using 

principles and concepts from course content that specifically relate to the disability, 

school environment and appropriate instruction. 

 

WRITTEN RESPONSES:  You will be asked by the instructor to respond in writing 

(word processed) to various issues, cases, and readings in the field of exceptional child 

education. These responses will be graded using a +, √, or –  (see below). 

 

SUBMISSION OF REQUIRED FORMS:  Please include in this section a detailed 

listing of any LiveText (or hard copy) forms that are required during this 

course/module/semester in addition to benchmarks.  This would include field evaluation 

forms, disposition self-assessment, PGPs, etc.  You should require a deadline for these 

forms to be submitted well in advance of the end of the semester. You may want to make 

this a regular part of your assessments for the course. 

 

GRADING SCALE:  You need to specify your grading scale. Note that the 

undergrad scale (used below) is different from the graduate grading scale.  If you do 

not provide specific rubrics/scoring guides for individual assessments with your 

syllabus, you should provide them with each specific assignment (see below). 

 
A + = 

A = 

A- = 

B+ = 

B = 

B- = 

C+ = 

C = 

C- = 

D+ = 

D = 

D- =  

F = 

*Written Responses will receive a +, √, or  -   (96, 90, 85)  The instructor may also 

issue a √+ (93) or √- (87) as needed. 

 



 

 

Note:  A scoring rubric will be provided for each major assignment in conjunction with 

the detailed assignment description and date the assignment is due. 

 

NOTE:  You may be teaching a course with a Benchmark Assessment.  If so, the 

description of the assessment and the accompanying rubric are in the ABD on the 

AFTSE webpage.  Please follow the guidelines carefully.  The scoring will be done in 

LiveText, and you will be assisted with that. 

 

ASSIGNMENT FORMAT AND EXPECTATIONS:  In this section you will specify 

any conditions you have for assignments (word processed, font size, APA format, etc.), 

your attendance policy, late work policy, and other in-class expectations such as use of 

cell phones.  It is important that you be very specific so that you minimize conflict 

over policies or procedures.  See sample below. 

 

ASSIGNMENT FORMAT AND EXPECTATIONS:  This section should be a 

narrative specifically stating your expectations for Attendance, Tardiness, Class 

Policies, Assignment Deadlines and Format…For Example:  You are expected to be a 

thoughtful, active, and informed member of class discussions, lectures, individual 

presentations, and group activities.  You are expected to attend each class session, 

arrive punctually, and be prepared by having read the required assignments.  Excessive 

absence/tardiness/leaving class early will result in reduction in points toward the final 

course grade. Missing more than three class sessions (even due to illness/emergency) is 

considered excessive, will require conferencing with the instructor, and will result in 

point deductions from the participation grade at 10 points per absence beginning 

with the 3rd absence. All assignments, including the Reflective Journal, must be neatly 

word processed using 12 point font, double-spaced, adhere to rules of Standard English 

grammar, spelling and punctuation.  Assignments must be submitted by due dates 

assigned.  Late assignments, accepted only with PRIOR APPROVAL of instructor, will 

receive a 5-point reduction per day, and will not be accepted after one week from the 

due date. Assignments receiving a +, √, or – that are late will automatically be 

reduced a grade level, and may be submitted up to 2 days late.   

 

Please be courteous of the instructor and other students by turning off cell phones, 

computers, and other electronic devices and storing them in purses, backpacks, etc.  

All calls, texts, or other types of communication must be made after class or at 

designated break times. 

 

If an issue or concern about this course or your performance arises, please confer with 

your instructor first. If the issue cannot be resolved with your instructor, you may elect to 

confer with the department chair or program director. Concerns should be taken to the 

Dean’s office only after meeting with the department chair or program director first. 

The University requires students who will be absent from class while representing the 

University to inform their instructors in two steps. During the first week of the course, 

students must meet with each instructor to discuss the attendance policy and 

arrangements for absences related to University-sponsored events. Second, students must 

provide the instructor with a signed Student Absentee Notification Form, available via  



 

 

the student portal on the University intranet, at the earliest possible opportunity, but not 

later than the week prior to the anticipated absence. The Student Absentee Notification 

Form does not serve as an excused absence from class. Your instructor has the final say 

about excused and unexcused absences and it is the student’s responsibility to know and 

abide by the instructor’s policy. 

 

INSTRUCTIONAL MODIFICATION/SYLLABUS MODIFICATION:  Students 

with disabilities, who require accommodations (academic adjustments and/or auxiliary 

aids or services) for this course must contact the Disability Services Coordinator.  Please 

do not request accommodations directly from the professor.  The Disability Services 

Coordinator  is located in the Counseling Center, 4
th

 floor of BOB, 272-8480).  

 

(I would encourage you to put a statement about “reserving the right to modify the course 

syllabus, calendar, and/or due dates in order to accommodate unforeseen events or 

changes in course content.”) 

 

The Academic Resource Center (ARC) is available to every student to support academic 

progress. Students needing or wanting additional and/or specialized assistance related to 

study techniques, writing, time management, tutoring, test-taking strategies, etc. should 

seek out the resources of the ARC, located on A-level of the W.L. Lyons Brown Library 

(272-8071).  

 

Should you decide to withdraw from this course, please be aware that ______is the last 

day to withdraw with a “W” grade.  Specific withdrawal dates regarding tuition refund 

percentages and the university Withdrawal Policy are available in the printed Class 

Schedule, from the Registrar’s Office or the electronic Bellarmine University Master 

Calendar (Student Portal).  Withdrawal forms may be accessed at 

http://www.bellarmine.edu/registrar/RegForms.asp. 

 

CLASS FORMAT AND METHODOLOGY:  This section should include the methods 

you will use to address the content of the course, ie, lecture, discussion, group 

presentations, small group projects, etc.  You might take this opportunity to again stress 

your expectation of coming to class prepared, having done required reading, etc. 

 

DIVERSITY/TECHNOLOGY/DISPOSITIONS:  This section should address how 

your course includes components of diversity awareness, technology, and 

teacher/educator dispositions – these are EPSB themes, along with LITERACY and 

addressing the ACHIEVEMENT GAP.  NOTE:  If you are addressing LITERACY 

and/or the ACHIEVEMENT GAP, they should be included as well and put in bold print.  

See the sample below – note that key words such as diversity are in bold: 

 

DIVERSITY/TECHNOLOGY/DISPOSITIONS:  Educ 220 is a required course for 

elementary and middle school education majors and a prerequisite course for admission 

to the teacher education program. Students are introduced to the Kentucky Teacher 

Standards and the Council for Exceptional Children Standards and how they apply to 

course content. Students are also introduced to teacher dispositions in relation to 

developmentally appropriate instruction and working effectively with all students.  

http://www.bellarmine.edu/registrar/RegForms.asp


 

 

 

Educ 220 students will also complete 25 field hours, selected for student diversity as 

well as effective teaching practice (see field syllabus).  Course content also includes 

diversity components including making accommodations for learner needs, culturally 

responsive teaching, appreciating student diversity, and strategies to address the 

achievement gap (see course objectives). 

 

Students will be introduced to the use of technology in the classroom, as well as using it 

themselves for assignments and projects. Field observations will also permit exploration 

of technology, especially assistive technology, and its use in the school setting. 

 

ACADEMIC HONESTY:  As a Bellarmine University student, you are expected to 

demonstrate a high standard of academic honesty in all aspects of your academic work 

and university life. I strongly endorse and will follow the academic honesty policy as 

published in Bellarmine’s Course Catalog 2011-12 and in the 2011-2012 Student 

Handbook; both documents are available online via mybellarmine.edu. Students and 

faculty must be fully aware of what constitutes academic dishonesty; claims of ignorance 

cannot be used to justify or rationalize dishonest acts.  Academic dishonesty can take a 

number of forms, including but not limited to cheating, plagiarism, fabrication, aiding 

and abetting, multiple submissions, obtaining unfair advantage, and unauthorized access 

to academic or administrative systems. Definitions of each of these forms of academic 

dishonesty are provided in the academic honesty section of the Student Handbook.  

 

All confirmed incidents of academic dishonesty will be reported to the Senior Vice 

President for Academic Affairs, and sanctions will be imposed as dictated by the 

policy. Penalties range from failing an assignment or course to dismissal from the 

University, depending, in part, on the student’s previous record of academic dishonesty. 

On the second offense during a student’s academic career, the student will be 

immediately suspended for the semester in which the most recent offense took place.  On 

the third offense, the student will be dismissed from the University.  Plagiarism or 

cheating on field placement will result in “0” credit for field hours under question, and 

may result in permanent dismissal from the education program. Plagiarism on field 

placement may include: falsifying the number of hours, forging a teacher’s signature, 

falsifying the content/nature of what is observed, and/or “double-dipping” hours intended 

for credit in another placement or course. 

 

 

SEVERE WEATHER: Refer to the current student handbook for details regarding 

changes in schedule due to bad weather.  Faculty will arrange class schedules to meet 

course objectives in the event classes are cancelled. 

 

As a final component, course syllabi will include a matrix of the various course 

assessments and how each relates to SOE program objectives, KY Teacher Standards, 

and specific learned society standards where appropriate.  This is a REQUIRED 

PART OF THE SYLLABUS.  See sample below: 

 



 

 

ASSESSMENT/OBJECTIVE MATRIX FOR EDUCATION 
220* 

 
ASSESSMENT LEARNER 

OBJECTIVE 

KY TEACHER 
STANDARDS 

AFTSE 
Objectives 

CEC** 
STANDARDS 

1. Participation/ 

    Attendance 
 

1,2,6 1, 7, 8 
3 

 

 

CC1K3-7 

2. Written  

    Responses 

1,2,3,5,6 
1, 6, 7 

3, 4 CC1K3-7 

3. Reflective Journal 1,2,5,6 
1, 7, 8 

2, 3, 5 CC1K3,4,10 

4. Tests 1,2 
1, 7 

4 CC1K1-10 

CC2K7 

5. Disability  

    Presentation 

2,3 
1, 6, 8 

3, 4 CC2K2 

6. Assessment  

    Profile of Student 

 

1,2,4,5 
1, 3, 5, 7, 
8, 10 

1, 2, 3, 4, 5 CC2K2 

CC2K5,6 

7. Field/Clinical 

    Experience 

3,5,6 
1, 7, 8, 10 

1, 2, 3, 5 CC1K3,4,5,6 

CC1K10 

 

 

*Each assessment tool reflects particular learner objectives, KY teacher standards, 

  and AFTSE goals, as delineated in the syllabus. 

 

**Council for Exceptional Children (CEC) Standards 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

INSTRUCTIONS FOR THE NEW SYLLABUS TEMPLATE 

1) Every course syllabus (fall, spring, summer) will need to be put into this new 

template by Sept. 1, 2011 for our state program review documents. NOTE:  PhD 

syllabi are exempt 

 

2) Please read each section of the syllabus template carefully so that you 

correctly incorporate your own course policies and procedures in addition to 

the required sections in the template. 

 

3) The new template has the following changes that will need to be made to existing 

course syllabi (these changes are already in the new template in black type): 

 New course numbers in all grad courses (must use new number & prefix) 

 Addition of AFTSE vision statement; new set of Program Objectives 

 Course Description:  You must use the course description found in the 

new catalog (https://catalog.bellarmine.edu/2011-2012/), and can then add 

your own additional description.  NOTE:  You must include the 

paragraph under the course description section on the template. 

 Dates have been updated for catalog and Student Handbook under 

ACADEMIC HONESTY section. 

 Section:  DIVERSITY/TECHNOLOGY/DISPOSITIONS has been 

expanded to include EPSB themes of “literacy” and “achievement gap” – 

please include reference to these in this section if your course addresses 

them. 

 Addition of “grievance or student issue procedures” in ASSIGNMENT 

FORMAT AND EXPECTATIONS section right before the university 

absence policy for university sponsored teams/events. 

 

4) Non-negotiable inclusion of a MATRIX connecting course objectives and/or 

assessments to Kentucky Teacher Standards and Specialized Professional 

Association Standards. If you do not use a matrix, you must include the 

standards in parens next to your course objectives.  See the list of SPA standards 

on the separate attachment.  Simple listing SPA standards or KTS is not 

acceptable; they must be aligned with objectives and/or course assessments. 

 

5) If you are teaching a course that uses the new KY Core Content language 

arts or math standards, these must also be included. 

 

https://catalog.bellarmine.edu/2011-2012/


 

 

6) Please make sure that you are using the current Kentucky Teacher Standards 

(KTS), new AFTSE Program Objectives, and current SPA standards in your 

matrix. 

Sample Matrices follow 

ASSESSMENT/OBJECTIVE MATRIX FOR EDUC 535LB*: 

ASSESSMENT LEARNER 
OBJECTIVE 

KENTUCKY 
TEACHER 
STANDARDS 

AFTSE 
Objectives 

CEC 
STANDARDS 

1. Participation/ 
    Attendance 

 

1-4 
1,7,8 

 

3 

 

CC1K3-7 

 

2. Litography 

 

1,2 
1,6,7 

 

3, 4 

 

CC1K3-7 

3. Reading Assessment   

1-4  
1,7 

 

4 

CC1K1-10 

CC2K7 

4. Reading Lesson Plan 
and Teaching 
Demonstration 

 

1-4 
1,5,6,8 

 

3, 4 

 

CC2K2 

5. Phonemic Awareness 
and Phonics Knowledge 
Test 

 

1-3 

 

1,2,5,8 

 

1, 2, 3, 5 

 

CC1K3,4,5,6 

CC1K10 

*Each assessment tool reflects particular learner objectives, KY teacher standards, 
and AFTSE goals, as delineated in the syllabus. 

 

ASSESSMENT/OBJECTIVE MATRIX FOR MOD II: 

 

Course Objective KTS IRA Standard AFTSE Objective 

1  1,5,8 All listed above 3,5 

2  1,2, 3, 4, 5 I, II, III, V, VII 1, 2, 3, 4, 5 

3 1-9 I, II, V, XI 1, 2, 3, 5 

4  4, 5, 8 II, III, IV, VI, VII, X 1, 2, 4, 5 



 

 

5  1-10 All listed above 2, 3, 4, 5 

6  5, 6, 8, 9 I, II, V, XI 1, 2, 3, 5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

NCATE SPECIALIZED PROFESSIONAL ASSOCIATION STANDARDS FOR 

COURSE SYLLABI 

These are the Specialized Professional Association (SPA) standards that are required for 

your course syllabi (as appropriate), in addition to the Kentucky Teacher Standards.  

For example, Mod I elementary should have a matrix (or listing of corresponding 

standards in parens with course objectives) of the Kentucky Teacher Standards and the 

ACEI standards that correspond to course content/objectives/assessments.  Mod I 

Middle/Secondary should have the National Middle School Assoc. standards in addition 

to the KTS. 

 

Association for Childhood Education International (ACEI)  (elementary ed courses) 

 

Council for Exceptional Children (CEC)  (any course containing special education 

content) 

 

International Reading Association (IRA) (any reading/writing course; lang. arts 

methods, etc.) 

International Society for Technology in Education (ISTE)  (any tech course) 

 

Interstate New Teacher Assessment and Support Consortium (INTASC) (these are 

just recently released; they can be used in addition to KTS, but not instead of….they 

are general teacher ed standards) 

Interstate School Leaders Licensure Consortium (ISLLC) (all principal/admin 

courses) 

Kentucky Cohesive Leadership Systems Dimensions  (KyCLS) (all principal/admin 

courses) 

 

National Association of Gifted Children (NAGC) (should use these for diversity 

content) 

 

National Council for the Social Studies (NCSS) (methods courses) 

 

National Council of Teachers of English (NCTE) (methods courses) 

 

National Council of Teachers of Mathematics (NCTM)  (methods courses) 

National Middle School Association (NMSA)  (these should be in Educ 102; Mod I 

middle/sec; Mod IV middle/sec methods where appropriate) 

 



 

 

National Science Teachers Association (NSTA)  (methods courses) 

 

Technology Standards for School Administrators (TSSA)  (all principal/admin 

courses) 

 

NOTE:   If you are teaching math or English/lang. arts methods courses, you must 

also have the new Kentucky Common Core Standards in your syllabus.  You may 

include other professional standards as you so choose. 

     



 

  



 

 

 

 

 

Crosswalk between the New Teacher Standards  

 and Teacher Standards, 2008 
 

The New Teacher Standards (formerly 

used) 

The Teacher Standards (adopted by 

EPSB in 2008) 

Standard VIII: Knowledge of Content Standard 1: Knowledge of Content 

Standard I: Designs/Plans Instruction Standard 2: Designs/Plans Instruction 

Standard II: Creates/Maintains Learning 

Climates  

 

Standard 3: Creates/Maintains Learning 

Climates  

 

Standard III: Implements/Manages 

Instruction  

 

Standard 4: Implements/Manages 

Instruction  

 

Standard IV: Assesses and Communicates 

Learning Results 

Standard 5: Assesses and Communicates 

Learning Results 

Standard IX: Demonstrates Implementation 

of Technology 

Standard 6: Demonstrates Implementation 

of Technology 

Standard V: Reflects/Evaluates 

Teaching/Learning 

Standard 7: Reflects/Evaluates 

Teaching/Learning 

Standard VI: Collaborates with 

Colleagues/Parents/Others 

Standard 8: Collaborates with 

Colleagues/Parents/Others 

Standard VII: Engages in Professional 

Development 

Standard 9: Evaluates teaching and 

implements Professional Development 

 Standard 10: Provides Leadership within 

School/Community/Profession 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.8#std.8
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.8#std.8
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.1#std.1
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.1#std.1
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.2#std.2
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.2#std.2
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.3#std.3
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.3#std.3
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.4#std.4
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.4#std.4
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.9#std.9
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.9#std.9
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.5#std.5
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.5#std.5
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.6#std.6
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.6#std.6
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.7#std.7
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.7#std.7
http://www.kyepsb.net/teacherprep/newteachstandards.asp#std.7#std.7


 

 

     FIELD PLACEMENT LOG OF HOURS 
Name of Student: __________________________________ 

Course:___________________________________ 

 
Name of School Site:   

Name of Principal:   

Host Teacher(s): 

Subject/Grade:                                              Semester:                                                    Year:   

 Date/Week Time IN & 
OUT 

Tasks Performed  
in Placement(s) Authorized Signature 

1)    
 

 

2)    
 

 

3)    
 

 

4)    
 

 

5)    
 

 

6)    
 

 

7)    
 

 

8)    
 

 

9)    
 

 

10)    
 

 

11)    
 

 

12)    
 

 

13)    
 

 

14)    
 

 

15)    
 

 

16)    
 

 

    
____________ (Total Number of Hours) 
 
My signature indicates that the information above is true and accurate to the best of my knowledge. 
 
_____________________________________________                        _________________ 
Student signature                                       Date 
______________________________________________                      _________________ 
Cooperating Teacher                                                                                 Date 

 



 

 

Annsley Frazier Thornton School of Education 

 

ADJUNCT FACULTY ORIENTATION 

 
Date:    

 

Greetings and Introductions 

 

Adjunct Faculty Assignments to Support Staff     _____ 

 

Overview of SOE Adjunct Handbook – Policies and Procedures   _____ 

 

Course Syllabus Template        _____ 

 

Procedures for Evaluation of Adjuncts      _____ 

 

Responsibilities to SOE and University      _____ 

 

Annual Calendar for SOE and University Semester Calendar   _____ 

 

Questions/Discussion         _____ 

 

________________________________        

Adjunct Faculty Signature  Date   Dean/Chair Signature  Date 

 


