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BELLARMINE UNIVERSITY 
ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

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, 
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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 
abilities and also 

nurtures life-long 

learning. 

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. 

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 

The reflective 

practitioner 

considers decisions 

made ―in action‖ – at 
the moment of 

instruction, as well 

as reflection ―on 

action‖ -whereby the 
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examination of 

prior teaching 

experiences 

relevant to the new 
information. 

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 

equality of 
opportunity. 

As the educator 

models reflective 

thinking, s/he 

encourages the 

same kind of 
thinking in her/his 

students.  Such 

thinking—open-

mindedness and 

discernment, 

rational judgment 
and creativity—is 

likely to transfer to 

other aspects of 

students’ lives as 

well as enhance 
their educational 

opportunity. 

The reflective 

practitioner uses, 

models, and 

incorporates critical 

and creative 
thinking into 

practice, with the 

goal of enhancing 

the educational 

experience and 

quality of life for all. 
This reflection 

includes 

acknowledgement of 

processes that 

hinder educational 
achievement, 

followed by action 

for change. 
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(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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Annsley Frazier Thornton School of Education, Bellarmine University 

2011-2012 Organization Chart 
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2011-12 

      FACULTY/ SUPPORT STAFF ASSIGNMENTS 
 

Tara Belcher  -  272-8037 

tbelcher@bellarmine.edu 
Mary Calhoun  -  272-8191 

mcalhoun@bellarmine.edu 

 

Full Time Faculty & Adjunct 

Faculty Secretary 
 

Book Orders 

course issues and/or materials 

scheduling Saturday classes 

 

 

 

 

 

Secretary for Special Events;   

Assessment Clinic & Center; & 

Professional Semester/Field 

Placements 

 

All Clinic and Center aspects; 

student teaching; 

handbooks/materials or 

scheduling related to events 

 

Alecea Hawkins  -  272-8076 

ahawkins@bellarmine.edu 

 

Robert 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.   

 

NOTE:  A full explanation of procedures for travel, check requests, car rental, entertainment and 

meals, mileage reimbursement, etc. is available on the S-drive under “Accounts Payable 

Information – 9.9”. 
 

 

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. 

 

http://home.bellarmine.edu/
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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 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; adjunct faculty members share a 

copy code.  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 or through the ARC.  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 approval 

of the Associate Dean or Dean. 

 

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 Associate Dean or Dean.  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. 

 

Notification of “No Shows” 

For graduate courses, faculty need to notify Tara Belcher (tbelcher@bellarmine.edu) of “No Shows” 

as soon as possible after the first class.  Also, should you have a student in class who is not on your 

class list, please email that information. 

 

For undergraduate courses, faculty need to notify the undergraduate chair, of “No Shows” at the end 

of the drop/add period.  Also, should you have a student who is not on your class list, please email that 

information. 

 

F.         Housekeeping/Safety Issues 

mailto:tbelcher@bellarmine.edu
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Contact the faculty secretary for any needs you may have regarding housekeeping.  

 

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.   

 

G.        Camcorder/Camera/Laptop Computers/AV Equipment 

 

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). 

 

H.        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 
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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. 

 

I.          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.   

 

J.         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’s office.  Each faculty member shall post 4 office hours a 
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week and by appointment.  In addition, faculty is committed to responding to emails and/or 

phone, typically by the end of the next business day. 
 

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. 

 

K.        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. 

 

L.         E-Mail and Voice Mail 

 

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

of communication. 

 

Faculty are committed to responding to emails and/or phone, typically by the end of the next 

business day. 

 

M.        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.  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, with plans for class coverage. 

 

Faculty who will be out of their offices for more than 24 hours should notify their faculty secretary 

and the Dean or Associate Dean in the event that students or faculty attempt to contact them.  Simply 

noting that a faculty member will be out of the office is sufficient. 

 

N.         Attendance at Bellarmine and SOE Events/Meetings 

 

Faculty are provided a year-long calendar of important events (with other events added as deemed 

necessary) so that advance planning may occur.  With this advance notice, full attendance is 

expected. 

 

Attendance is expected at: 
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1. All days under contractual agreement with the University 

2. All SOE meetings (faculty, graduate, undergraduate) 

3. SOE functions (such as open houses where appropriate, faculty receptions, admission to 

teacher ed reception, advisory board meetings) 

4. Faculty Council meetings for general faculty 

5. Events as requested by the Dean 

6. Evaluation conferences with the Dean, Associate Dean, Chair and/or Program Director 

7. Designated Bellarmine events 

 

Engagements which conflict with faculty meetings and SOE contractual days will not be acceptable 

reasons for absence. 

 

O.        Procedures for Conference Room 

 

The conference room may be reserved for classes or meetings.  A reservation book is located outside 

the room. 

 

P.        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 the original formation. 

 

Q.        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.   

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. 

 

R.        Work Study Students 

 

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

filing, and creating course materials. 

 

When asked to photocopy, work study students must have ample time to complete the task.  It is 

requested that faculty allow 24 hours for a task to be completed. Faculty should realize that other 

tasks may take precedence over photocopying. 

 

S.         University Faculty Handbook and Policies 
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The University’s Faculty Handbook can be accessed through mybellarmine on the Faculty Council 

website.  The University’s “Whistleblower” policy is attached at the end of this section of the AFTSE 

handbook. 

 

T.          School of Education “S-drive” 

 

The School of Education maintains an internal drive or system for housing documents such as course 

syllabi, faculty meeting minutes, program handbooks, and needed program documents.  Each faculty 

should have the S-drive installed on his/her office computer in order to access these documents.  The 

S-drive is maintained by designated personnel; only those personnel are authorized to make 

changes to existing S-drive documents. 

 

U.         Taking Students Off-Campus for Course Related Events/Holding Class Off-Campus 

 

The university has very specific policies and procedures for taking students off-campus for any class-

related events or for holding class in an alternate location.  These procedures and the required forms 

can be found under the Faculty Tab on mybellarmine.  It is the faculty member’s responsibility to 

follow the required policies and procedures. 

 

V.         Reporting Academic Honesty Violations 

 

It is imperative that every faculty follow the university’s and the AFTSE’s guidelines for academic 

honesty, including required reporting of each violation or incident. Should a faculty have questions or 

concerns about a violation, he/she should consult the appropriate program director/chair.  Reporting 

includes notifying the program director/chair in addition to written notification to the Office of 

Academic Affairs. 

 

Bookstore/Ordering Books 
 

If you need a desk copy of a textbook order, please tell the designated faculty secretary (Tara Belcher) 

to order one.  The bookstore does not order desk copies. 

 

Do not put “order on-line” in your course syllabus.  It is important that you use the bookstore as much 

as possible, as many students’ scholarships operate only through a campus bookstore. 

 

NOTE:  Please inform your students that it is their responsibility to acquire the needed books for your 

course.  This may mean that the student will need to take a lunch hour or leave work early to go to the 

bookstore for the necessary text(s).  The bookstore is hoping to begin an online ordering process 

whereby students will not have to pay the shipping costs.  Should you have to wait for additional books 

to be ordered due to an increase in class size after classes have begun, the bookstore will copy initial 

chapters and have them available to students for free.  Please be prepared to use other readings and/or 

assignments during this period until all texts have arrived. 

 

Grading Policies  
 

Grading System - Undergraduate 
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Bellarmine University uses a 4.00 scale for grading.  For qualitative evaluations of student 

performance, the University has adopted the standard device of the Quality Point Index.  The Quality 

Point Index is a ratio of points earned in courses to the sum of hours attempted.  Quality points are 

assigned to letter grades as follows: 
 

A+ 4.0 points per earned hour For truly exceptional work; to be awarded rarely. 

A 4.0 points earned per hour Excellent 

A- 3.67 points earned per hour  

B+ 3.33 points earned per hour  

B 3.0 points earned per hour Good 

B- 2.67 points earned per hour  

C+ 2.33 points earned per hour  

C 2.0 points earned per hour Average 

 

C- 

D+ 

D 

 

 

1.0 points earned per hour 

 

 

Passing 

D- 

F 

 

0.0 points per attempted hour 

 

Failing 

P Pass Pass/Fail Option – hours earned only 

I 0.0 points earned per hour Incomplete 

W 0.0 points earned per hour Withdraw 

WX 0.0 points earned per hour Administrative Withdrawal 

AU 0.0 points earned per hour Audit 
 

Grading System – Graduate 

 

The graduate grading scale differs slightly from the undergraduate as follows: 

A      For outstanding work 

A- 

B+ 

B        Good work 

B- 

C 

Below C  =  Failure 

 

Incomplete Grades 

A course in which a student receives a grade of “I” must be completed within the following fall or 

spring semester; otherwise the grade will become an “F.”  The responsibility for course completion 

rests solely with the student.  Incomplete forms are available in the registrar’s office and on the BU 

website and include the full incomplete policy.  Forms must be submitted by the grading deadline for 

that semester. 

 

An incomplete grade “I” is to be given only in very unique circumstances where a student has 

experienced a medical emergency or specific crisis which prevents the student from completing the 

course.  Coursework to complete the grade should be finished by the end of the following semester. 

 
 

Grade Changes 
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If you need to change an “incomplete” grade to a letter grade, or change a letter grade to a different 

one, you may make this change electronically (see instructions below).  Additionally, there is a 

“Change of Grade Request Form” for this purpose.  These forms are available from Anne Bucalos, 

Tara Belcher, or the Registrar’s office.  (They are not available online for obvious reasons!) 

 

You must complete the form, send the whole form to Ann Olsen in the Registrar’s office, then 

the yellow carbon copy will be sent back to the SOE to be filed in the student’s records. 

 

 

 

 

 

“How do I Submit a Change of Grade online?” 
 
Because of the secure nature of the Change of Grade Request Form, it is not available on a public 
website and can only be obtained by instructors (those with a faculty role in myBellarmine) by 
logging into myBellarmine.  Below are simple instructions on how to submit a Change of Grade 
Request online.  Please contact the Registrar’s Office directly at 502-272-8133 with questions. 
  
 
A. Using Internet Explorer as your web browser, login to myBellarmine (from off campus, simply type 

my.bellarmine.edu on the URL line).  For help with User Name and Password problems, contact the 
Help Desk at 502.272.8301. 
 

B. Once you are logged in to myBellarmine, select the [Employee] Tab on the top right-hand side of the 
screen. 

 
C. Select the Registrar’s Office file folder from the menu on the left side of the screen. 

 
D. Choose the Faculty Forms link from the menu on the left side of the screen. 

 
E. The Change of Grade Request box will appear on your screen; fill in the information and click the 

Submit Grade Change Request bottom at the bottom. 
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Disability Services  
 

Bellarmine University is committed to providing equal educational opportunities and full participation for persons with 

disabilities. It is the university’s policy that no qualified person be excluded from participating in any university program or 

activity, be denied the benefits of any university program or activity, or otherwise be subject to discrimination with regard 

to any university program or activity. This policy derives from Bellarmine’s commitment to nondiscrimination for all 

persons in employment, access to facilities, student programs, activities, and services.  

 

Bellarmine offers a wide range of support services and accommodations designed to assist students with disabilities. Each 

person has a unique set of needs, and academic support services or accommodations are determined on an individual basis. 

To receive disability-related support services, students must:  

 

1. Contact the Disability Services Coordinator. Students are encouraged to contact the Coordinator upon acceptance 

to Bellarmine.  

2. Provide official documentation regarding the disability (prepared by a licensed physician, psychologist, learning 

disability specialist, speech/language specialist, or comparable professional).  All files and information are kept 

confidential.  

3. Meet with the Disability Services Coordinator to determine the appropriate academic accommodations, and to 

review the university’s policies and procedures regarding disability support services.  

 

Students who believe they have suffered disability discrimination may utilize the disability discrimination grievance 

procedure found at www.bellarmine.edu/studentaffairs/disabilityservices. In the event the university determines that 

discrimination has occurred, it will take steps to prevent its  

recurrence and will correct its effects, if appropriate.  

 

Questions, official documentation, and requests for a copy of the university’s material regarding disability support services 

may be addressed to: Disability Services Coordinator, 2001 Newburg Road, Louisville, KY 40205; telephone: 

502.272.8480; TTY: 502.272.8440. 
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Bellarmine University “Whistleblower Policy” 

 
9.2.1.9 Moral and Ethical Conduct 

 

 Bellarmine is committed to the highest standards of moral and ethical conduct. The University recognizes 

the importance of protecting this institution, its employees and assets against financial risks, operational 

breaches, illegal conduct and unethical activities. Consequently, Bellarmine prohibits its employees and others 

from misconduct and such, but not limited to the following: 

 

 Theft or other misappropriation of assets, including assets of Bellarmine, our students, our employees, 

our suppliers or others with whom we have a business relationship 

 Misstatements and other irregularities in University records, including the intentional misstatement of 

financial records 

 Alteration or falsification of records 

 Failure to account for monies collected 

 Forgery or other alteration of documents 

 Wrongdoing 

 Knowingly providing false information on job applications and other University forms 

 

 It is the responsibility of every employee, supervisor, manager, and administrator to immediately report 

suspected misconduct or dishonesty. Concerns must be reported to any of the following: 

 The employee’s immediate supervisor or Vice President 

 The Vice President for Administration and Finance 

 The Chief Human Resources Officer 

 The President  

 Bellarmine University Confidential Line at 502-272-7535. 

 

 Supervisors, when made aware of such allegations, shall immediately report such acts to one of the 

individuals listed above. All reports will be taken seriously and will be investigated by the appropriate parties, in 

a manner intended to protect confidentiality, by the appropriate parties. If deemed necessary, the University will 

notify and cooperate with the appropriate law enforcement agency. Any investigation resulting in the finding of 

dishonesty or other misconduct will result in disciplinary action, up to and including termination of employment 

for employees, or such other action as may be deemed appropriate under the circumstances. Said investigation 

and its outcome will be reported to the University’s President and Trustees (as necessary). 

 

9.2.1.10 Whistleblower Protection Policy 

 

 Bellarmine is committed to complying with applicable laws and to being a good steward of University 

assets.  Accordingly, the University encourages any employee who has a good-faith belief that the University, 

its Trustees, or its employees are engaging in illegal or improper conduct to immediately report the conduct to 

the Bellarmine University Confidential Line 502-272-7535 to be reviewed weekly by the VP for 

Administration and Finance.  

 

 The University specifically prohibits any form of retaliation, including harassment, intimidation, adverse 

employment actions, or any other form of retaliation against employees who raise suspected violations of law, 

cooperate in inquiries or investigations, or identify potential violations of policies. Any employee who engages 

in retaliation will be subject to discipline, up to and including termination. 
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 Reports made under this policy should be based upon facts, not speculation.  Reporting persons are 

encouraged to provide as much relevant information in the initial report as possible.  If the VP for 

Administration and Finance is implicated in the alleged misconduct, the report should be made to the President.  

Employees submitting reports that lack a good-faith, factual basis will be treated as dishonest or fraudulent 

conduct on the part of the reporting party and will be handled according to this policy (9.2.1.9). 

May 31, 2009 
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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) 
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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 
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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. 
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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. 
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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.”) 
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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 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 

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

 



38 

 

 

 

(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.  

 

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 

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

 

 
 

Specific Policies & Procedures 
New Faculty Mentoring Plan 

Professional Development Funds and Procedures 

Student (Candidate) Grievance Procedure 

Faculty Procedures & Expectations for Evaluating Candidate Progress 

Procedures for Dispositions Intervention Plans 

Role of Advisory Committee on Education (ACE) 
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Annsley Frazier Thornton School of Education New Faculty Mentoring 

 

Bellarmine University Mentoring/Induction 

 
 New faculty at the university are given opportunities to meet and become oriented to the 

university as a whole. This mentoring induction consists of 6 meetings in the first year of employment 

in addition to new faculty events held during the first week of the academic year. 

  

 Three of the meetings are professional development designed to assist new faculty in 

understanding the roles of teaching, scholarship, and service and generally the tenure process. These 

are particularly meaningful to faculty new to a higher education career. 

  

 The additional three meetings are unstructured and designed to assist new faculty in 

understanding university culture, the city of Louisville and generally become acquainted with faculty 

from all areas of the campus. Currently these are labeled “Knight to Knight” and new faculty are 

paired with experienced faculty generally from outside their home college, school or department. 

 

Annsley Frazier Thornton School of Education Mentoring /Induction 
 

New faculty in the AFTSE are provided a program of differentiated mentoring with some 

common trainings and induction practices and others specifically designed to meet their particular 

needs. 

 

Common training is provided in small groups or individually to assist new faculty with policies 

and procedures such as syllabus creation, student issues, AFTSE acronyms, grading practices, the 

Faculty Handbook, and activities related to school culture, such as attendance at faculty meetings, 

other shared duties, etc.  This common training is provided by a variety of staff and faculty who have 

expertise in the need area. The new faculty member will be provided a checklist with faculty/staff 

names and locations or phones beside each delineated task at the beginning of the semester. This 

checklist will be created by the dean’s secretary each fall and adjusted each semester as needed. 

 

Example: 

Query                Who can assist 

Questions about pay/stipends  Lynn Bynum, Horrigan Hall, Human Resources ext. 8722 

 

Common Training/Mentoring tasks: (a partial list) 

A. Who do I go to when I need to : 

a. Question /request a change on the course schedule 

b. Get supplies 

c. Complete Expense forms 

d. Ask Payroll questions 
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e. Check out technology 

f. Get help with computer/technology issue 

g. Ask questions about PD/Conference attendance 

h. See a student folder? 

B. Student issues:   “What if” questions ---  

a. A student cheats? 

b. A student has excessive absences? 

c. A student is chronically tardy ? 

d. A student has a dispositional concern? 

e. A student is having trouble in their field placement 

f. A student needs resources when they are struggling in a class, writing, PPST, Praxis, 

etc.? 

g. A student has questions about advisement? 

C. Grading/ Common instructional  Procedures or Practices: 

a. How to grade SBUS, Lesson Plans, Anchors, etc.  Examples of excellent, acceptable, 

and unacceptable for each assignment would be beneficial 

b. How to use LiveText – for what assignments is it used for and training 

c. How to incorporate Valli’s Reflections 

d. What happens when a student disagrees with grading? 

D. Rank and Tenure, Annual Evaluations, and Faculty Goal Setting 

a. What are the procedures for each? 

b. What artifacts should the new faculty member be saving? 

c. What are the explicit AFTSE expectations for each  - teaching, scholarship, and 

service? 

d. How are student evaluations use or valued in the tenure process? 

E. Meetings and Campus Resources 

a. What meetings/events are required and which are optional at both the university and 

School of Education levels? 

b. Library – what resources and services are offered? 

c. Professional Development opportunities on and off campus – how often, which ones? 

d. How does IDC work and what information is available for teaching in IDC? 

e. How does study abroad work and what information is available for interested faculty? 

F. School of Education 

a. What are office hour expectations? 

b. Under what circumstances is it acceptable to miss a required faculty meeting, SOE or 

university event?  Who should I contact? 

c. What if there is a need to cancel a class? 

d. How is course load decided? 

e. How can a course be created?  

f. What about teaching summer courses – schedule and compensation? 
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Differentiated Collegial Mentoring:  

 

The Dean of the School of Education will ask experienced faculty to provide mentoring and 

assistance to new faculty members on a one-to-one basis. These mentors will be selected by criteria 

such as shared subject matter expertise, similar assignment- graduate or undergraduate- or ability to 

mentor a colleague in scholarship, teaching or service. The mentor may assist new faculty in self-

evaluation, tenure preparation, general advice, etc. This mentoring is considered to be a confidential 

relationship. This relationship will be assessed by both the experienced and new faculty informally and 

will not be subject to any time schedule or constraints although it is expected that this mentoring be a 

regular and ongoing relationship. At the close of the year, the Dean will qualitatively assess the 

mentoring through interviews with involved faculty. The expectation is that the new faculty member is 

retained and feels both competent and welcomed. 

 

General Induction Policies:  
 

Some tasks will be taught and modeled in year one, such as advising within a specific program, 

syllabus creation, field supervision for junior field practicum, alternative certification mentoring, 

student teaching and professional semester supervision.  

 

When possible, first year faculty will be assigned a co-advisor role for their first year advising 

duties and supervise in the field only after their first semester at Bellarmine. The previous experience 

of the new faculty member in higher education will assist in this determination. 

 

For faculty new to university teaching, an experienced faculty member will co-

teach/collaborate for at least part of their first semester of teaching if time/resources allow.  At 

minimum, new faculty will be observed early in their initial teaching semester in order to provide 

timely and constructive feedback. 
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PROFESSIONAL DEVELOPMENT FUNDS AND PROCEDURES 

 
The Annsley Frazier Thornton School of Education (AFTSE) recognizes that professional 

development is a critical component for growth and realization of potential in faculty and staff.  

Professional development is available from a variety of venues: 

 

 AFTSE faculty development sessions 

 Workshops, presentations, and conferences for candidates, faculty, staff, and P-12 partners 

available through the Bellarmine Center for Teaching Excellence and Leadership 

 University offerings (Faculty Forum, Spotlight Series, presentations, conferences, workshops) 

 Local, state, regional, national and international venues 

 Individual professional development projects 

 

In an effort to promote attendance at conferences and professional development events,  

including those where faculty may be presenting, the AFTSE provides a designated amount of money 

per full-time faculty member for the academic year ($700 in 2011-2012). When attending such events, 

faculty may request an advance check to cover expenses prior to the event, or may elect to be remitted 

documented expenses after the event.  Faculty must submit actual itemized receipts for reimbursement 

(see also the General Policies and Procedures in this Handbook).  Faculty are expected to complete an 

expense claim form within 30 days of the event for reimbursement. 

 

 Faculty may also request additional funding from the dean for specific venues.  The dean may 

elect to use the AFTSE budget or consult with the Office of Academic Affairs for funding various 

professional development activities. Some professional development opportunities are funded through 

the university for faculty serving on university-wide committees or interested in teaching abroad.  

 

The Office of Academic Affairs houses a professional development center for the university 

community. A variety of opportunities are available through the center, including Faculty 

Development Fellowships (annual $3,000 award for faculty research and scholarship) and the Joseph 

and Maureen McGowan Prize for Faculty Development for one full-time faculty member per year to 

attend the Harris-Manchester College Summer Institute at the University of Oxford, England.  

Additional information is available through the Faculty Development Center (272-8089). 

 

QUALITY ENHANCEMENT PLAN AND TEACHING ABROAD 

 

The Southern Association of Colleges and Schools (SACS) requires schools to engage in a 5-

year plan to strengthen overall quality and student learning. Bellarmine University’s faculty chose 

internationalization as the theme for our Quality Enhancement Plan (QEP), initiated in 2008.  One of 

the major emphases of the QEP is to enhance Study Abroad opportunities for students as well as 

teaching abroad opportunities for faculty.  Bellarmine is a member of a number of study abroad 

consortia (CCSA, KIIS, etc.) through which faculty can develop courses in a variety of international 

locations.  International faculty development stipends are available for faculty to initiate programs and 

sites as well as establish courses for teaching abroad.  For information, contact the International 

Programs Office (272-8479) or the AFTSE Study Abroad liaison. 
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ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 

STUDENT GRIEVANCE PROCEDURE 

 

 The Annsley 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. 
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 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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ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

Faculty Procedures and Expectations for Evaluating Candidate Performance 

 
Faculty procedures for assessing and monitoring candidate performance are delineated in the 

Continuous Assessment Plan (CAP). The CAP is fully integrated with the conceptual framework of the 

AFTSE through its connection to the university’s and unit’s missions, theme, program objectives, and 

vision for the 21
st
 century educator. The framework of the CAP centers around three transition points 

of assessment (Transition Point 1, Transition Point 2, and Transition Point 3/Exit) for both initial and 

advanced programs, with a variety of assessments and evaluation measures at each point. At the heart 

of each transition point is the theme of the AFTSE, Educator as Reflective Learner. Self-assessment 

and reflection are the cornerstones of initial and advanced practice in order for teachers, teacher 

leaders, and principals to exhibit and validate the knowledge, skills, and dispositions needed for truly 

effective practice. In an effort to promote best practices in assessment, provide timely feedback to 

candidates, and contribute to systematic data collection and analysis for program improvement, faculty 

are expected to: 

 

 Systematically assess and provide timely feedback to candidates on their performance, 

including the accurate administration of benchmark or anchor assessments where appropriate; 

 Communicate with candidates in a timely manner about progress and/or concerns, documenting 

those communications and/or conferences; 

 Communicate, when appropriate, with P-12 partners (such as cooperating teachers) about 

candidate progress; 

 Adhere to AFTSE developed rubrics for prescribed assessments; 

 Monitor all field placement, internship, and professional semester evaluation documents for 

timely feedback to candidates and accurate summative evaluation; 

 Report any academic honesty violations to the program chair/director and to the Office of 

Academic Affairs; 

 Enter required data into LiveText in a timely and accurate manner; 

 Closely monitor assigned advisees, keeping accurate records and utilizing the internal checkout 

system for candidate data when appropriate; 

 Develop and monitor Dispositions Intervention Plans when applicable, following established 

procedures for implementation, timelines, and communication to other faculty involved; 

 Participate in Transition Point committee meetings, providing required data; 

 Participate in candidate interviews, scoring of writing prompts, reliability scoring sessions, 

and/or orientation sessions (where applicable) to determine candidate proficiencies and 

qualifications; 

 Provide required data for bi-annual “Data Days” and fully participate in data analysis and 

program evaluation; 

 Attend Advisory Committee for Education bi-annual meetings as collaborators in program and 

unit evaluation (faculty who are teaching at meeting times are excused). 
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Transition Point Committee Meetings 

  
 Successful completion of transition points by initial and advanced candidates is determined by 

full faculty vote at designated faculty meetings that occur in May, August, and December of each 

academic year. In preparation for transition decisions, transition point committees representing each 

program meet in advance to compile data, discuss candidate progress toward successful transition, and 

make recommendations to the full faculty.  These committee meetings include discussion of data from 

AFTSE faculty, A & S faculty, P-12 partners, candidate self-assessments, as well as specific 

assessments. The committees then formalize recommendations to present to the full faculty.  It is the 

responsibility of each faculty to provide the required candidate data in an accurate and timely manner 

for the committee(s) to discuss.  Faculty may be involved in more than one program, and therefore 

have data to present to more than one committee. 

 

“Data Days” 
  

 “Data Days” occur bi-annually, at the end of the fall and spring semesters, for the purpose of 

analyzing candidate, program, and AFTSE data for continuous improvement. They are planned and 

conducted by the AFTSE Assessment Committee (which includes the Data Manager and LiveText 

Coordinator).   

 

Typically, each faculty who is responsible for benchmark or anchor data is required to bring an 

analysis of those data for the full faculty to review.  Additionally, the Assessment Committee may 

target a particular assessment or aspect of any of the AFTSE’s programs for review and analysis (such 

as dispositions assessment data, evaluation of the effectiveness of specific benchmarks, or graduate 

surveys).  Changes to programs or specific assessment decisions made as a result of discussion and 

analysis during these sessions require a full faculty vote.  Full participation in “Data Days” is expected 

and attendance is required by all faculty and administrators. 
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BELLARMINE UNIVERSITY 
ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 
Procedures for Disposition Intervention Plan 

 
1) Need for an intervention plan for a candidate’s dispositional concern(s) is 

determined by faculty and/or cooperating teacher and/or Bellarmine supervisor 
(concern may be determined by faculty, through SOE Dispositions Self- or 
Institutional Assessments at designated Transition Points, or through 
cooperating teacher evaluations).  
 

2) Meeting is convened with candidate to discuss concern(s), with appropriate 
faculty and personnel (dean, associate dean, chairs, professional semester 
supervisor) present. 
 

3) A Dispositions Intervention Plan is completed, with copies provided to 
candidate, faculty initiating the plan, and candidate’s advisor (if appropriate).  A 
copy of the plan is maintained in a designated location by the Undergraduate 
Chair or Graduate Director (as appropriate), and may include placement in the 
candidate’s advising folder. 
 

4) Undergraduate Chair or Graduate Directors initiate data entry (date of plan 
initiation) with the appropriate personnel. 
 

5) Appropriate faculty and/or advisor monitor plan until end of semester, at which 
point the status of the plan and its remediation will be determined as part of the 
continuous assessment (Transition Point) process. If plan is not fully 
remediated, a determination will be made regarding candidate status and 
monitoring of a continuation of the plan. 
 

6) Upon full remediation of the plan, all faculty and personnel involved will submit 
all documents related to the plan to the Undergraduate Chair or Graduate 
Directors (as appropriate) for data entry (date of successful remediation) and 
permanent storage of the plan. 
 

7) When appropriate, adjunct faculty will be involved in plan implementation or 
monitoring, however, will not maintain copies of the plan. 
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Role of Advisory Committee on Education 

 
 The Advisory Committee on Education (ACE) is an integral part of the visioning, 

program development, assessment, and evaluation of the Annsley Frazier Thornton 

School of Education (AFTSE).  Despite its “advisory” role, it plays a major part in the 

decision-making of the AFTSE, particularly as program decisions impact continuous 

improvement of the unit and its candidates.  The ACE meets twice yearly and is 

composed of AFTSE administration and faculty, Arts & Sciences faculty, P-12 school 

and community partners, and Bellarmine education graduates.  Additionally, current 

candidates who are representatives of the Education Club and Kappa Delta Pi serve on 

the ACE. This diverse representation of education professionals provides an authentic 

forum for discussion, debate, planning, and assessment. 

 

 The ACE provides input into and feedback on new program design and 

implementation, curricular changes, and candidate proficiencies relative to effective 

practice and P-12 student achievement.  Additionally, the ACE functions in an 

assessment and evaluation capacity, providing data and feedback on program 

effectiveness as well as guidance on program improvement. All new program proposals 

are jointly developed by the AFTSE and the ACE.  The ACE does not make specific 

decisions about individual candidates or determination regarding candidates’ progress 

through Transition Points. The AFTSE faculty are the decision-making body for 

individual candidate decisions. 
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Annsley Frazier Thornton School of Education 

Advising Assignments 

2011-2012 
 

Faculty Member Advising Area Notes 

Sarah Bush UG Middle  

Christy McGee MAT Elementary  

Kevin Thomas UG Secondary  

Belinda Richardson UG Elementary  

Theresa Magpuri-Lavell UG & MAT Elementary  

Chris Walsh UG Elementary  

Bob Cooter Ph.D.  

Dottie Willis MAT Middle/Secondary  

Corrie Orthober MAT Middle/Secondary Co-advise UG 

Middle 

Carl Williams MAT Middle/Secondary  

Kathy Cooter MA & Rank I (Teacher Leader & Special 

Ed) 

 

David Paige MA & Rank I (Reading & Writing)  

John Sizemore Ed.S. & MA  
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UNDERGRADUATE ADVISING  
 

Those faculty who advise undergraduates will be given an advising list in the Fall 

semester.  When possible, this list will be a continuation of the previous year’s advisees 

in order to maintain consistency with advising load. 

 

Faculty who advise are responsible for: 

 

 Maintaining all advising records on their students 

 Advising students personally and accurately 

 Documenting advising appointments in candidates’ advising folders  

 Posting a sign-up sheet for advising appointments each semester 

 Making sure that the correct curriculum contract is in use 

 

Each advisor should update the following forms within the advising folder: 

 

 Conference Sheet (notes from advising conferences) 

 Curriculum Contract (must be signed by student and advisor and dated) 

 Four-year plan 

 

Advising folders are maintained and housed by the faculty advisor. 

 

It is extremely important that advising folders be kept up-to-date and accurate.  

Students should also maintain their own copies of advising information in their own 

files. 

 

            Please also check for ACT or PPST scores for your advisees (information is on            

            mybellarmine.edu. A student must take the PPST if: 

 

a. there is no ACT score available 

b. student does not meet guidelines:  21 composite, 18 Math, 17 English 

c. SAT score of 990 (combined) and a writing assessment 

 

NOTE:  In addition to advising information in folders, the unit maintains a “Degree Audit” 

database that tracks candidates’ progress through their respective programs. 
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BELLARMINE UNIVERSITY 

Annsley Frazier Thornton School of Education 

TYPICAL 4-YEAR PLAN FOR ELEM/MIDDLE MAJORS  

DUAL CERTIFICATION 

 

Educ 102 

Educ 116  

Math 101 

Engl 101* 

Gen Ed*** 

Freshman Focus 

Educ 220 

Educ 116 

Math 102 

Gen Ed or Educ 208 (can be taken any  

                                   semester from this  

                                   point) 

Gen Ed/Freshman Seminar 

Educ 200/112**  (elem. in fall; middle in  

           spring semester) 

Educ 231 or 329  (elem. only)+ 

Educ 382 

Gen Ed 

Gen Ed 

Gen Ed 

***Educ 208 

(Educ 200/112**) (middle school in  

         spring) 

Educ 231 or 329   (elem. only)+ 

Educ 334 

Educ 315 

Gen Ed 

Gen Ed/IDC course (if Educ 200 in fall) 

***Educ 208 

Educ 214/111** 

Educ 336 

Educ 339 

Gen Ed 

Gen Ed 

Gen Ed/IDC course* 

Educ 312/122** 

Educ 335 (both elem. & middle school) 

Educ 337 

Educ 338 (can be as senior, too) 

Educ 309 

Gen Ed/IDC course* 

 

Student Teaching 

Educ 362 

Educ 446 

Educ 436 or 343 (middle school) 

(Educ 338) 

Educ 445  (middle school) 

Gen Ed/Senior Seminar 

 

*Course can be taken either fall or spring semester 

**Field Experience course that accompanies required education course 

***General Education courses fill-in schedule depending on which semester a course is  

      Taken 

+Art ed majors take Educ 231; music ed majors take Educ 329 

 

NOTE:  With the exception of Educ 335 (teaching of reading), middle school majors take the 

methods course for their chosen content area. 

 

Students may need to take 18 hours in some semesters, depending on college credit brought into the 

program, and when general education course requirements are fulfilled. 
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BELLARMINE UNIVERSITY 

Annsley Frazier Thornton School of Education 

 

TYPICAL 4-YEAR PLAN  FOR SECONDARY EDUCATION MAJORS 

 

Content areas include:  mathematics, English, social studies, chemistry, biology 

 

 

Educ 116 

    

 

 

 

(Educ 116) 

     and/or 

(Educ 208 which can be taken as sophomore 

or junior) 

 

 

Educ 221 

 

Educ 200/131 

 

 

 

 

Educ 355 

Educ 212 

Educ 342/132 

Educ 346/349/338 or Math 347 

 

 

 

Student Teaching 

Educ 445 

Educ 341 

 

 

   

 

Note:   Math 107 should be taken to fulfill the general education math requirement if not teaching high 

school math. 
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BELLARMINE UNIVERSITY 

Annsley Frazier Thornton School of Education 

 
 

TYPICAL 4-YEAR PLAN FOR K-12 ART or MUSIC CERTIFICATION 

 
 

Educ 102/111** 

Educ 116*  

Engl 101 or IDC. 101 

Gen Ed*** or course in major 

Freshman Focus 

Educ 220 

Educ 116* 

Engl 101 or IDC. 101 

Gen Ed or Educ 208 (can be taken any  

                                   semester) 

Gen Ed or course in major 

Educ 200/112**  (elem. in fall; middle/sec.    

        in spring semester) 

Educ 231 (art) or 329 (music)* 

Educ 221 

Gen Ed or course in major 

Gen Ed or IDC. 200 

***Educ 208 

(Educ 200/112**) (middle school/sec. in  

         spring) 

Educ 231 (art) or 329 (music)  

Gen Ed or course in major 

Course in major 

Gen Ed or IDC. 200 

***Educ 208 

Educ 355 (if secondary art or music) 

Gen Ed**** 

Gen Ed 

Course in major 

Gen Ed or course in major 

Gen Ed/IDC course* 

Educ 309 (if elem. or middle art or music) 

Educ 342/132** 

Course in major 

Course in major 

Gen Ed 

Gen Ed/IDC course* 

 

Student Teaching 

 

Educ 436 and 342 (both are required for K- 

     12 certification) 

Gen Ed 

Courses in major 

Senior Seminar 

 

*Course can be taken either fall or spring semester; generally Educ 231 and 329 are    

   offered both semesters, but depends on enrollment numbers 

**Field Experience course that accompanies required education course 

***General Education courses fill-in schedule depending on which semester a course is  

      Taken 

****NOTE:  Gen Ed Fine Arts credit must be earned outside the art or music major  

      (if art major, then music or theater; if music major, then art or theater) 

 

Students may need to take 18 hours in some semesters, depending on college credit brought into the program, and when 

general education course requirements are fulfilled. 
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                                                  Advising Conference Notes 

 

                                                        
Teacher Candidate:  ________________________________ 
 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature ______________________ Advisor__________________________  

 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature _______________________ Advisor__________________________ 

 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature _______________________ Advisor__________________________ 

 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature _______________________ Advisor__________________________ 
 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature _______________________ Advisor__________________________ 
 

Date of Conference:  ______________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________________ 

 

Candidate Signature _______________________ Advisor__________________________ 
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Outline for Four Year Plan  
Name:_______________Program:__________ 

 

Advisor:______________________________ 
 

Fall, __________ Spring, __________ 

  

 

 

 

 

 

 

Summer 
 
 

Fall, __________ Spring, __________ 

  

 

 

 

 

 

 

Summer 
 

 

Fall, __________ Spring, __________ 

  

 

 

 

 

 

 

Summer 
 

 

Fall, __________ Spring, __________ 
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Procedure for Students to Add Classes (Authorizations) 
 

 

Dear Advisors and others who register students: 

 

Effective immediately, the Registrar’s Office has developed a new procedure for students to seek approval to get into a 

class in the following circumstances (authorization process): 

 

1. If the class is closed 

2. If the student does not have the prerequisite(s) 

3. If the class has a registration restriction 

4. If two classes conflict in time 

  

Students must fill out a new form called an Authorization Approval Form which can be found on the Registrar’s Office 

website at: 

 

http://www.bellarmine.edu/documents/AuthorizationApprovalForm.pdf 

  

Instructors and department chairs will be required to sign these forms and students will be required to return the signed 

forms in-person to the Registrar’s Office.  This new procedure is an effort to add consistency and efficiency to the 

authorizations process, and it puts the responsibility on the student to ensure they are properly registered for the schedule 

they intend. 

  

The Deans have approved this new procedure and students have been notified via email (exception: Grad Ed and MBA 

students will continue to register as usual with their program directors). 

  

Department Chairs – please note that when you agree to authorize a student into a course, it will allow the student to 

register no matter what the enrollment is.  Because of this, it is crucial that you double check the classroom assignment first 

to make sure the extra student will fit.  The classroom situation in the fall is tight and at some timeslots there are no rooms 

available to move classes to should they get any bigger.  The attached list of rooms shows the capacity for each classroom 

on campus and is for your reference.  This list of room capacities will also be posted on the Registrar’s Office website soon. 

  

Thanks, 

  

Ann Olsen 

Registrar, Bellarmine University 

2001 Newburg Road 

Louisville, KY 40205 

502-452-8230 

aolsen@bellarmine.edu 

 

 

 

http://www.bellarmine.edu/documents/AuthorizationApprovalForm.pdf
mailto:aolsen@bellarmine.edu
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REQUEST FOR CREDIT OVERLOAD 
 

 

Name:  ____________________________________________________   ID #  __________________ 

 

Address:  __________________________________________________________________________ 

 

Phone:  ____________________________________________________________________________ 

 

Major:  ____________________________________________________________________________ 

 

Advisor:  __________________________________________________________________________ 

 

 

I request permission to take ___________ credit hours during the ____________________ Semester. 

 

Reason for overload:  _________________________________________________________________ 

 

 

 

 

 

Approved by advisor: 

 

____________________________________________  ____________________________ 

Signature of Advisor       Date 

 

 

Attach a copy of your unofficial transcript to this request and submit to the Dean of the school of your major. 

 

 

  ___________  Dean approved  ___________  Dean Denied 

 

 

___________________________________________  ____________________________ 

Signature of Dean       Date 

 

 Dean’s Office will forward form to Office of the Registrar, Horrigan Hall room 205. 

 Registrar’s Office will send copy of approved or denied form to the student. 

 Student may process registration changes after receiving the approved form. 

 

 

 

 

BELLARMINE 
UNIVERSITY 
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Graduate Advising 
 

All students in the graduate education programs will be assigned an advisor.  The Associate Dean in 

collaboration with the Dean of Education will assign advisors.   

 

 

MA students will be assigned advisors upon entering the program.  An initial meeting is expected with 

the student before or during their first semester in the program.  Additional advising sessions are 

required at each transition point to check for adequate progress and as needed for registration purposes.  

The final advising session should include a check of the student’s exit requirements before degree 

completion. 

 

 

MAT advisees will be assigned an advisor by cohorts.  Cohorts entering the program will have a single 

advisor throughout the program.  An advising session is required in the first semester of the program 

and at all subsequent transition points.  MAT advisors should utilize the advising checklist to guide 

their advising sessions. 

 

 NOTE:  It is critical that the graduate advisor maintain a record of the academic content 

courses that MAT students need for successful completion of their programs.  It is the advisor’s 

responsibility to inquire about progress, secure evidence of completion, and determine that all 

requirements for degree completion are met.  Additionally, the unit will maintain a “degree 

audit” system that tracks candidates’ progress through their respective programs. 

 

 

GENERAL ADVISING INSTRUCTIONS 

 

 Graduate advisors are to require candidates to meet with them at least once per semester; sign-

up sheets for appointments should be posted outside faculty offices 

 It is the advisor’s responsibility to keep advising file up-to-date and accurately. 

 Graduate advising files are located behind Tara Belcher’s desk in locked file cabinets; please 

complete a sign-out card to hold the place of the file when you remove it.  Replace files 

promptly. 

 Advisors should keep a record of every advising session (see advising conference notes in the 

undergraduate section) as well as email exchanges with candidates regarding advising 

decisions. 

 Graduate programs other than the MAT generally use the candidate’s curriculum contract as 

the advising guide for curriculum and transition points.  Curriculum contracts are located on the 

S-drive in the “Graduate Forms” folder. 
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Bellarmine University 
Annsley Frazier Thornton School of Education 

MAT Advising Form  
 

Required Courses to Fulfill Academic Deficiencies 
Module I Semester ______ 
Pass Praxis Content Knowledge 
 
 

Module II Semester ______ 
 
 
 
 
 

Module III Semester ______ 
(summer only) 
 
 
 
 

Module IV Semester ______ 
 
 
 
 
 

Module V Semester ______ 
Pass for certification Praxis II Principles of Learning 
and Teaching (PLT) Appropriate Grade Level 

 
 
 
 

 

 

Exceptional Children Certification P-12 (Optional) 
Required Classes Semester Completed 

SPED 510 – Nature and Needs   

SPED 515 – Speech and Language  

SPED 520 – Spec. Educ. Transitions (elem. cert.)  

SPED 525 – Methods and Procedures I  

SPED 526 -  Methods and Procedures II  

SPED 530 – Teaming and Collaboration (5-9 or 8-12 cert.)  

SPED 540 – Educational Measures  

SPED 612 – Advanced Field Placement  

SPED 613 – Advanced Professional Placement  

LITR 535  - Teaching of Reading (5-9 or 8-12 cert.)  

MATH 523 – Foundations of Mathematics (5-9 or 8-12 cert.)  

 
 

Dispositions Filed:  
 
 
 
 
 
Candidate Signature: __________________________________ Date: ______________________ 
 
Advisor Signature: ____________________________________  Date: ______________________ 

 
 

Praxis Exams Required for Certification in Learning and Behavior Disorders P-12 
 

Exam 
Number 

Require
d Score 

OPTION 1 Education of Exceptional Students Core Content Knowledge  OR  0353 157 

Special Education: Core Knowledge and Applications OR 5354 151 

Special Education: Core Knowledge and Applications (paper) AND 0354 151 

Education of Exceptional Students: Mild to Moderate 0542 172 

OPTION 2 Special Education: Core Knowledge and Mild to Moderate OR 5543 158 

Special Education: Core Knowledge and Mild to Moderate (paper) 0543 158 
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Advising Appointments 
 

Date: ____________________________ Candidate Signature ________________________________ 
 
 
 
 
 
 
 
 

Date: ____________________________ Candidate Signature ________________________________ 
 
 
 
 
 
 
 
 

Date: ____________________________ Candidate Signature ________________________________ 
 
 
 
 
 
 
 
 

Date: ____________________________ Candidate Signature ________________________________ 
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Bellarmine University 

School of Education 

Academic Emphasis:  Early Elementary Program (Grades P-5) 
 
Advanced students completing a MAT Program of Studies for Early Elementary Education, Grade P-5, must have completed a minimum 
of 36 hours of liberal studies emphasis.  In most cases, a student with a baccalaureate degree will have satisfied the liberal studies 
emphasis.  If, however, the student lacks one or more of the courses, they must complete this coursework as part of their MAT Program.  
The liberal studies emphasis is as follows: 

 
Required Courses 

(3 hrs each unless otherwise indicated) 

 

Course # 

 

Course Description 

 

Where 

 

Grade 
 

English Composition 1 
    

 

English Composition 2 
    

 

Literature 
    

 

Communications or Public Speaking 
    

 

Fine Arts Elective 
    

 
World History 

    

 

American History 
    

 

Science (with lab) 

    

 

Science (with lab) 

    

 

Six hours chosen from: 
    

 

               Economics 
    

 

               Sociology 
    

 

            Political Science 
    

 

            Anthropology 
    

 

            Geography 
    

 

Foundations of Math I  AND 
    

 

Foundations of Math 2 
    

 

OR Math 523 (4 credit hours) 
    

 

Name of Applicant::  _____________________________________________________Date_____________ 

 

Verified By:_____________________________________________________________Date____________  

 

 

Comments or Special Conditions: 
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Bellarmine University 

School of Education 

Academic Emphasis:  Middle School Education (Grades 5-9) 

 

Advanced students completing a MAT Program of Studies for Middle School Education, Grades 5-9 must have completed 

two 24 semester hour academic specializations.  If the student has not completed the required 24 semester hours in both 

specializations as part of their baccalaureate program, they must complete the needed coursework as part of their MAT 

Program.  The student must have at least a C+ (2.75 on a 4.0 scale) average in both specializations.  The academic 

specialization emphases are as follows: 

 

 

Student:  _______________________________________________________ Soc. Sec. # __________________________ 

 

 

ENGLISH AND COMMUNICATIONS, 24 SEMESTER HOURS 

Required Courses Course # Course Description (College/University) Grade 

English Composition 1    

English Composition 2    

World Literature 1    

World Literature 2    

American Literature    

Communications or Public Speaking    

English Elective    

Teaching English/Language Arts  IN MAT PROGRAM  

    

 

STUDIES IN MATHEMATICS, 24 SEMESTER HOURS 

Required Courses Course # Course Description (College/University) Grade 

Foundations of Math 1    

Foundations of Math 2    

Elementary Functions    

Calculus 1    

Statistics    

Linear Algebra    

Geometry    

Computer Science    

Teaching Mathematics  IN MAT PROGRAM  

    

 

STUDIES IN THE SCIENCES, 24 SEMESTER HOURS 

Required Courses Course # Course Description (College/University) Grade 

Chemistry 1    

Chemistry 2    

Biology 1    

Biology 2    

Botany    
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Physics    

Earth Science    

Teaching Science  IN MAT PROGRAM  

 

 

SOCIAL AND BEHAVIORAL STUDIES, 24 SEMESTER HOURS 

Required Courses Course # Course Description (College/University) Grade 

World History 1    

World History 2    

U.S. History    

Economics    

Political Science    

Sociology or Anthropology    

Geography    

Teaching Social Studies  IN MAT PROGRAM  

 

 

SPECIAL EDUCATION (ALL COURSES REQUIRED FOR P-12 LBD CERTIFICATION) 

Required Courses Course # Course Description (College/University) Grade 

Nature and Needs of Children/Youth 

with Learning Disabilities (LBD) 

  SPED 

    510  

 

Methods & Procedures for Children 

with LBD I     525  

 

Methods & Procedures II     526   

Language Develop & Culture     515   

Collaboration     530   

Educational Measurement     540   

Teaching of Reading     535   

Foundations of Math     523   

Fieldwork I     612   

Introduction to Special Education  IN MAT PROGRAM  

Classroom Management  IN MAT PROGRAM  

Reading Content  IN MAT PROGRAM  

Adv Practicum/Student Teaching  IN MAT PROGRAM  

 

 

Name of Applicant:  ____________________________________________________________ Date:_________________ 

 

Specialization Selected:  ______________________________________________________________________________ 

 

Verified By: __________________________________________________________________  Date:________________ 

 

Comments or Special Conditions  
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Bellarmine University 

School of Education 

Academic Emphasis:  Secondary Education (Grades 8-12) 

 

Advanced students completing a MAT Program of Studies for Secondary Education, Grades 8-12, must have completed a 

36 semester hour teaching major.  If the student has not completed the required 36 semester hour teaching major as part of 

their baccalaureate program, they must complete the needed coursework as part of their MAT program.  The student must 

have at least a C+ (2.75 on a 4.0 scale) in the chosen teaching major.  The teaching majors are as follows: 

 

Student:  _______________________________________________________ Soc. Sec. # __________________________ 

BIOLOGY 

Required Courses Course # Course Description (College/University) Grade 

Biology I    

Biology II    

Cell Biology    

Molecular Biology    

Microbiology    

Chemistry I: Structure    

Chemistry II: Bonding    

Physics or Calculus I    

Anatomy & Physiology I    

Anatomy & Physiology II    

    

CHEMISTRY 

Required Courses Course # Course Description (College/University) Grade 

Chemistry I:  Structure    

Chemistry II:  Bonding    

Biochemistry I    

Organic Chemistry I    

Inorganic Chemistry    

Analytical Chemistry I    

Physical Chemistry I    

Physics I    

Physics II    

Calculus I    

Calculus II    

    

ENGLISH 

Required Courses Course # Course Description (College/University) Grade 

English Composition I    
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English Composition II    

World Literature I    

World Literature II    

American Literature I    

American LiteratureII    

Communications or Public Speaking    

Language Dev. Or Modern Linguistics    

Advance Studies in Literature    

Advance Writing    

Drama    

Elective    

MATHEMATICS 

Required Courses Course # Course Description (College/University) Grade 

Calculus I    

Calculus II    

Linear Algebra    

Abstract Algebra    

Computer Science    

Probability and Math Statistics    

Physics    

Differential Equations    

Discrete Math    

Modern Geometry    

Real Analysis    

Elective    

 

SOCIAL SCIENCES 

Required Courses Course # Course Description (College/University) Grade 

World History I     

World History II    

American History I    

American History II    

Recent History    

Economics    

Geography    

Political Science    

Sociology    

Psychology    

Anthropology    

Elective    

 

 

Specialization Selected: 

 

Evaluated By:                                                                                                                               Date: 
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Student Signature 

 

 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



72 

 

 

 

 

Process for earning Credit by Portfolio 

 

 

Both graduate and undergraduate students employ this process; although within the 

School of Education it is primarily used by graduate students. 

 

 

1. The instructor should request the Credit Portfolio packet from the 

Registrar’s Office or the School of Education Administrative 

Director 

2. The student should complete the “Application for Portfolio 

Assessment” and return it with the $70.00 fee to the Office of the 

Registrar at Bellarmine University. 

3. The student will present the completed portfolio to the instructor for 

review along with the completed (student portion) of the “Petition 

for Academic Credit for Portfolio Assessment” form.  The student 

will not complete a registration card for a specific course and will 

not need to do so at any point in the process, but instead, should 

indicate on the form the course for which they are attempting to 

receive credit.   

4. Once the portfolio has been reviewed, the instructor will forward 

the completed form to the Registrar’s Office indicating the course 

information, hours earned and grade (P/F).  A copy for the student’s 

file would be appropriate for our records. 

5. This information will appear on the student’s transcript as hours 

earned with no points towards GPA.  A bill will be generated to the 

student at the rate of one graduate/undergraduate credit hour for 

each 3 hours earned, with a maximum of 6 hours allowed. 
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Bellarmine University 

 
 

 
 

 

 

 

 

 

Faculty Evaluation Criteria  

and Procedures 
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Annsley Frazier Thornton School of Education 

 
Timeline for Faculty Evaluation 

 

 

August/September                         Rank & Tenure portfolios due to program chair/director and  

                                                         dean 

 

September 30
th

                               Statement of faculty goals/objectives due to program chair/director  

                                                         and dean 

 

September/October                       Formative conferences with individual faculty about  

                                                         annual goals 

 

October through December         Observation(s) of faculty teaching 

 

January                                          Submission of faculty self-evaluation to program chair/director 

 

February-March                           Summative annual faculty evaluations by chairs and  

                                                        dean (completed by April 1
st
) 
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BELLARMINE UNIVERSITY FACULTY HANDBOOK GUIDELINES FOR FACULTY PERFORMANCE 

 

 

7.2.3 FACULTY PERFORMANCE EVALUATION: PURPOSE, CRITERIA,  

AND PROCEDURES 

 

Bellarmine University is committed to the continuous development and improvement of the University, its various 

disciplines, and its faculty. To this end, there is an annual evaluation of every faculty member’s performance in the areas of 

teaching, scholarship, and service, as outlined in 7.2.2.  At the same time, faculty and their supervisors should recognize 

that multiple assessment strategies need to be employed to assess the faculty member’s performance.  These include, but 

are not limited to, student evaluations, peer evaluations, evaluations by one’s chair and/or dean, and a critical review of 

syllabi.  

 

7.2.3.1 Purpose of Faculty Performance Evaluation 

 

(A) An annual performance evaluation of faculty is needed for several reasons: 

1. Regular evaluation is crucial if each faculty member is to continuously develop and improve as an individual 

faculty member, as a member of a department or program, and as a member of Bellarmine University as a 

whole. 

2. The annual evaluation of each faculty member’s performance should provide the basis for decisions 

concerning salary adjustments or merit pay. 

3. The annual review and evaluation of each faculty’s performance should provide the grounds for 

administrative and strategic decisions about faculty development.  

7.2.3.2 Criteria for Faculty Performance Evaluation 

 
(A) Introduction 

Faculty performance is assessed by the chair and the dean using the following five categories of evaluation:  

Meritorious, Excellent, Favorable, Needs Improvement, or Unsatisfactory, with a sixth category, Not Applicable, 

for use when faculty are employed under specific restrictions or special assignments. 

 

1. A rating of “Meritorious” indicates that the faculty member is truly exceptional, having far exceeded the 

historical norms of an “Excellent” rating.      

2. A rating of “Excellent” indicates that the faculty member meets or exceeds high departmental and/or 

University expectations in this category of performance. 

3. A rating of “Favorable” indicates that the faculty member fulfills the departmental and/or University 

expectations as typical of faculty in good standing in this category of performance. 

4. A rating of “Needs Improvement” indicates that the faculty member meets most of the departmental and/or 

University expectations in this category of performance to minimally acceptable standards, with areas 

designated for improvement. 

5. A rating of “Unsatisfactory” indicates that the faculty member does not meet a majority of departmental 

and/or University expectations in this category of performance to minimally acceptable standards. 

6. A rating of “Not Applicable” indicates that the faculty member has specific restrictions or special assignments 

that invalidate evaluation in this category of performance. 
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ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION 

 

SAMPLE FACULTY GOALS FOR 2010-11 ACADEMIC YEAR 

PRIOR TO DEVELOPING YOUR GOALS: 

 Review your previous year’s goals, noting those that you want to carry over; 

 Review your course evaluations from the two previous semesters (spring/summer), noting any 

revisions you will want to make to your teaching/courses; 

 Review your self-evaluation/evaluation from the previous academic year, noting any areas that 

may need to be included in your goals, especially in regard to progress toward rank and/or 

tenure. 

Goals may be bulleted or written in narrative.  They should be divided into three sections:  Teaching, 

Scholarship, and Service.  Service may be divided further into “SOE, University, 

Professional/Community.”  Goals should be brief, directly stated with outcomes, and reasonable 

for an academic year. 

Sample Goals: 

Prospective Goals for Academic Year 2010-11 

Anne B. Bucalos 

Teaching 

 Adopt new text for Educ 200 and integrate more group/collaborative work into that course 

based on student evaluations;  build in more problem-based learning 

 Modify curriculum for Educ 342 for secondary education majors emphasizing cultural diversity 

and diverse language learners with target completion of Dec. 10 

 Re-align assessments in Educ 200 to distribute them more evenly throughout the semester; re-

consider group presentations on history of education as best way to assess content mastery 

based on course evaluations 

Scholarship 

 Complete manuscript on parent involvement in higher education settings and submit to On 

Campus by end of Jan. 10 

 Collaborate with Belinda Richardson on a manuscript on the efficacy of our dual certification 

program 

 Complete AILACTE proposal for spring conference in Feb. 2011 on faculty collaboration 

 Develop presentation proposal (due in April) for AACTE in 2012 

 Complete Arthur Vining Davis grant in partnership with Choices and JCPS 

Service – School of Education 
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 Continue to serve as undergraduate chair and attend Undergraduate Educational Affairs 

meetings to represent SOE; mentor Belinda Richardson to take on Undergrad Program 

Coordinator duties 

 Serve on Assessment Committee 

 Serve on Principal Redesign Committee for editing of Program Proposal 

Service – University 

 Continue to serve on First-Year Experience committee 

 Serve on General Education committee 

 Continue to work with the Collegiate Learning Assessment and faculty development of 

performance tasks 

Service – Professional/Community 

 Continue to serve as a Board of Examiner on state/NCATE visits  

 Continue on the ECE Advisory Board with JCPS 

 Continue to serve on the Education Career Magnet Academy Task Force 

 Continue service on KACTE Board as representative of private liberal arts colleges and 

universities 

 Goal this year is to serve on another education-related board in the Louisville area 

 Continue as reviewer for Journal of Just How Many Times Do I Have to Revise and Resubmit 

to Get Something Published? 
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Annsley Frazier Thornton School of Education 

     Annual Faculty Self-Evaluation Format 

 
Purpose:  To adhere to the guidelines of Chapter 7, and to “mirror” the  

                  content required for rank and tenure portfolios. 

 

Format:    Faculty will address the following in each section: 

 

(1)   Copy of the previous year’s prospective goals. 

 

(2)   Reflective appraisal of one’s progress over the time period specified in (1) relative  

        to those goals. 

 

(3)   Reflective appraisal divided into four sections:  a) Teaching, b) Scholarship,  

        c) Service, and d) Dispositions; addressing the following questions in each section: 

 

        Teaching 
 

A) What have my student (and peer) evaluations revealed about my areas of 

        strength and weakness?  What are my future plans to address those weak areas, and 

        how does this mesh with my prospective goals for the coming academic year? 

 

         

B) What are the grade distributions of the previous year’s courses?  Are there  

        comments to be made about these distributions? 

 

  

C) How does my past year’s teaching mesh with comments or narrative in rank  

        and tenure letters, if applicable?   

 

D) What have I done in terms of new course development?  Changes in course  

design or delivery?  New strategies?  Curriculum development?  Any changes    

relative to my teaching? 

   

E) Evaluate your teaching with respect to the descriptors for “favorable” on the 

        SOE’s evaluation criteria for teaching.  Specifically, which criteria are you not fully 

        meeting?  (These should be specifically addressed in your professional growth plan 

        for the upcoming year.) (You may evaluate your teaching with regard to “excellent” 

        and “meritorious” as well.) 

 

        Scholarship 
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        A)    What has been the focal point of your scholarship over the past year (and past 3  

        years)?  Where do your scholarly interests lie?   

 

        B)    What have been your scholarly products during this past year (and over time,  

        ie. past 3 years) (listed specifically – including published, in press, and in progress).  

        How does your scholarly activity over the past year mesh with your previous year’s  

        goals? 

 

        C)    Where do you see your scholarship moving in terms of a pattern of scholarly 

        activity?  Where are there gaps in your productivity as you compare it to “favorable”  

        scholarship in the SOE’s criteria for scholarship?  Explain. 

 

        Service 

 

        A)   What have been your service endeavors at the SOE level, university level, and 

        professional level?  (omit community service for which you are not a Bellarmine 

        representative).  Most important, what has been your actual contribution to this 

        service (beyond just making a meeting or two)?  How does your service mesh 

        with your previous year’s goals? 

  

        B)    How have these service activities enriched the populations for whom they have 

        been provided?  How do they connect to your teaching and/or scholarship? 

 

        C)    Are there gaps in your service as you compare it to “favorable” service in the  

        SOE’s evaluation criteria for service?  Explain. 

 

        Dispositions 
 

A) Reflect on and respond to the list of SOE dispositions. You may want to choose 

2-3 from the list. 

 

        B)    You may include discussion of appropriate dispositions in your responses to 

        teaching, scholarship, and service, rather than address them as a separate section. 

            

 

Note:  The reflection on teaching, scholarship, service, and dispositions is to be 2-4  

        pages in length. 

 

(4)   A prospective plan for the coming year (developed in the preceding fall semester  

        and now revised), specifying goals in the areas of teaching, scholarship, and service.  

        You should have 2-3 goals or objectives within each of the categories (teaching,  

        scholarship, service) which can be used to measure progress at the end of the next  

        year’s self-evaluation process.    

        For each goal, you should briefly detail a plan and/or progression to accomplish this.   

        Goals should reflect favorable, excellent, or meritorious performance criteria.  (This  

        prospective plan should be no more than one (1) page.) 
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Annsley Frazier Thornton School of Education 

 
Faculty Evaluation Guidelines for Teaching 

 

The School of Education faculty believes that the primary responsibility of Bellarmine University 

faculty is teaching. This includes acting in accordance with professional norms, as well as engaging in 

activities that direct and facilitate the learning process.  It should be recognized that a good teacher 

always works to balance creativity with responsibility to students.  Accepted professional norms are 

applicable not only to the classroom setting, but also apply to faculty teaching in other settings, 

including supervision of students in clinical settings, internships, independent studies, research projects 

and thesis topics. 

 

The Faculty Evaluation Guidelines for Teaching support the School of Education Conceptual 

Framework and our commitment to teaching pedagogy that increases P-12 student achievement. 

 

The following criteria provide the framework for consideration of faculty teaching as meritorious, 

excellent, favorable, needs improvement, unsatisfactory, or not applicable: 

 

1) Teaching competence; 

2) Student advisement; 

3) Curriculum development; 

4) Knowledge of content, current knowledge base and trends in the field; 

5) Adherence to department policies relative to the Framework for Continuous Assessment. 

 

Teaching performance is evaluated through observation of one’s teaching, review of course syllabi and 

related materials, student and peer evaluations, and conferences with the faculty member. Using the 

above criteria as a framework, the following descriptions of teaching activities (with supporting 

documentation) constitute examples of each of the levels of evaluation: 
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Rating BU Handbook Ch. 7.2 AFTSE 

Meritorious In general, a faculty member’s teaching 

is Meritorious when his/her 

performance exceeds the criteria noted 

below for “Excellent,” distinguishing 

his/her classroom work from that of the 

typical Bellarmine faculty member.  

 

The faculty member meets criteria for a 

rating of Excellent in teaching and has 

accomplished at least one (1) of the 

following: 

 

(1) Demonstrates a pattern of 

superior teaching ratings 

by students and colleagues 

in classes taught for two 

or more consecutive years 

(2) Participates in voluntary 

peer reviews of teaching 

performance. 

(3) Receives consistently 

positive formative faculty 

teaching assessments. 

(4) Develops a new program 

or strand of courses 

complete with syllabi 

(5) Wins a significant award 

or acknowledgment of 

exemplary teaching 

(6) Chairs one or more 

doctoral dissertation 

committees. 

(7) Directs a master’s thesis.  

(8) Develops and leads a new 

study abroad course(s) 

Excellent In general, a faculty member’s teaching 

is deemed Excellent when his/her 

performance exceeds the criteria noted 

below for “Favorable,” distinguishing 

his/her classroom work from that of the 

typical Bellarmine faculty member.  

 

The faculty member meets all criteria for 

a Favorable teaching rating and has 

accomplished at least two (2) of the 

following: 

 

(1) Collaborates with 

colleagues to provide for 

team efforts that will 

enhance student learning 

(2) Facilitates BU/AFTSE 

professional development.  

(3) Receives a pattern of  
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excellent student 

evaluations. 

(4) Engages in major 

revisions of existing 

courses or programs 

(5) Provides educational or 

teaching services 

significantly beyond 

normally assigned courses 

(e.g., independent studies, 

directing student thesis, 

alternative certification, 

serving on KTIP/KPIP 

committees, collaborating 

with a school beyond 

normal responsibilities) 

(6) Documents significant 

service as an assigned 

mentor to a new AFTSE 

colleague 

 

(7) Assists adjunct faculty as 

a “professor of record” to 

insure consistency and 

quality in course 

offerings. 

 
(8) Uses resources in addition 

to basic course materials 

to enhance pedagogical or 

content knowledge and/or 

broaden program 

offerings. 

 

(9) Receives consistently 

positive formative faculty 

teaching assessments. 

 

Favorable 

 

 

In general, a faculty member’s teaching 

is Favorable when s/he meets all 

requirements for a “Favorable” rating 

as described in the University Faculty 

Handbook as well as those criteria set 

forth by the School of Education (see 

next column). It is anticipated that 

In addition to criteria set for faculty 

“Teaching” as described in Chapter 7 of 

the University’s Faculty Handbook, the 

AFTSE requires the faculty member to 

meet consistently the following to receive 

a Favorable rating: 
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tenure track faculty members will meet 

these standards in every year of the 

probationary period, and exceed these 

standards in two or more of the 

probationary years to satisfy the 

teaching component required for 

tenure. 

 

(1) Prepares course syllabi in 

accordance with the 

template provided by the 

Office of VP of Academic 

Affairs and the AFTSE 

dean or designate, and 

distributes syllabi on the 

first day of class 

(2) Models the pedagogy 

expected of master P-12 

teachers in one’s field 

including the use of 

technology as appropriate 

(3) Comes to class prepared 

with a variety of learning 

experiences consistent 

with evidence-based best 

practices in the field 

(4) Provides students with 

appropriate supervision 

for assigned professional 

semester and field 

experiences 

(5) Accepts responsibility for 

student advisees and 

completes advising 

accurately and in a timely 

manner. 

(6) Uses student feedback to 

reflect upon and, when 

necessary, adjust 

classroom practices 

(7) Uses a variety of 

appropriate assessments 

and provides timely 

student feedback 

(8) Provides scoring guides 

and/or rubrics for major 

assignments 

(9) Conveys enthusiasm and 

interest for the subject 

matter and the teaching 

profession 
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(10) Follows the guidelines in 

7.5.3.2.B.1.a. for 

administration of finals 

(11) Posts office hours that 

meet student needs and 

adheres to those hours 

(12) Responds to students via 

email or other means 

according to AFTSE 

standards 

(13) Accepts responsibility for 

student advisees and 

completes advising 

accurately and in a timely 

manner 

(14) Demonstrates 

comprehensive knowledge 

of and remains current in 

her/his discipline and 

course content 

(15) Places orders with the 

bookstore for books to be 

ordered for classes by the 

assigned deadline 

(16) Adheres to all AFTSE 

policies and timelines.  

Needs 

Improvement 

As indicated in Chapter 7 of the 

University’s Faculty Handbook,  

a faculty member’s teaching is regarded 

as either “Needs Improvement” or is 

“Unsatisfactory” when, for example, 

he/she:  

- does not act in accordance with 

professional norms;  

- assigns work that falls below college 

expectations;  

- exhibits inconsistent teaching and/or 

has a negative impact in the classroom;  

- is often unprepared for class and/or 

unorganized;  

- can manage only one style of teaching 

and is unwilling to employ alternative 

methods, even when needed;  

- employs ineffective teaching 

In addition to University description for 

“Needs Improvement” with regard to 

teaching, AFTSE faculty members may 

receive a “Needs Improvement” 

evaluation if s/he consistently fails to 

demonstrate a pattern in meeting one of 

the criteria for Favorable teaching noted 

above. 
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methods;  

- employs inadequate or otherwise 

inappropriate methods and/or gives 

untimely feedback;  

- does not create a classroom 

environment that fosters meaningful 

and sustainable learning; and  

- offers courses that appear 

unchallenging and that seem to produce 

little academic growth in students.  

In particular, a faculty member’s 

teaching may be deemed Unsatisfactory 

if the performance is so egregious as to 

undermine the learning of students, or 

if the faculty member has failed to 

correct problems. 

Unsatisfactory See statement above in the “Needs 

Improvement” column for Bellarmine 

Ch. 7.2. 

In addition to University description for 

“Unsatisfactory” teaching, AFTSE 

faculty members may receive an 

“Unsatisfactory” evaluation if s/he 

consistently demonstrates a pattern in 

failing to meet two or more of the criteria 

for Favorable teaching or provides little 

or no documentation to support criteria for 

Favorable teaching. 
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ANNSLEY FRAZIER THORNTON SCHOOL OF EDUCATION  

FORMATIVE FACULTY TEACHING ASSESSMENT 

 

Faculty Member:                               Evaluator:                               Date: 

 

Ratings:    √  = observed     N =  not observed      NA = not applicable                         

Preparation 

 

____   Begins class on time; ends class at appropriate time 

____   Provides an agenda and/or objectives for class 

____   Prepares for class:  materials ready; activities organized; good flow and pace 

____   Provides closure:  summary; reflection; discussion of objectives; assignments 

Comments: 

 

 

 

Content 
 

____   Exhibits substantive knowledge of content 

____   Use of pedagogical techniques/strategies appropriate to content 

____   Use of auxiliary resources to enhance content 

____   Use of formal and/or informal assessments to assess understanding 

Comments: 

 

 

 

Communication and Engagement 
 

____   Provides clear instructions and dissemination of content 

____   Uses appropriate questioning techniques 

____   Uses variety of activities and strategies for student engagement 

____   Provides prompt and responsive feedback 

Comments: 

 

 

 

Professionalism 
 

____   Conveys enthusiasm and interest for subject 

____   Respects students in language and actions 

____   Creates an environment conducive to student participation 

____   Maintains an atmosphere that addresses individual learner needs 

Comments: 

 

 

 

Review of Course Materials 
 

____   Syllabus is comprehensive, clearly written, and conforms to SOE requirements 

____   Course design includes Valli’s types of reflection 

____   Course requirements are appropriately challenging 

____   Assessments are varied and include rubrics and/or scoring guides 

Comments: 
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Overall Strengths and Areas for Improvement: 
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Criteria for Evaluating Faculty Scholarship 
Annsley Frazier Thornton School of Education 

 

Rating BU Handbook Ch. 7.2.3.2.C.3 AFTSE 
Meritorious In general, these categories are indicated 

when a faculty member’s scholarship has 
exceeded (through volume and/or 
significance of scholarship) that of the typical 
faculty member. 

The faculty member documents at least one 
additional completed work or product from 
the following beyond those used to rank as 
Excellent: 

 Publication of the results of research and/or 
scholarship in a nationally peer-reviewed 
journal within the member’s discipline of 
teaching. 

 Book (single or co-author) published within 
discipline 

 Chapter in a scholarly book 

 Edited book or textbook 

 Successfully funded external grant selected 
from a national or international applicant pool. 
Must be listed as either principal investigator 
or co-principal investigator 

Excellent In general, these categories are indicated 
when a faculty member’s scholarship has 
exceeded (through volume and/or 
significance of scholarship) that of the typical 
faculty member. 

The faculty member documents at least one 
additional completed work or product from 
the following beyond that used to rank as 
Favorable: 

 Publication of the results of research and 
scholarship in a nationally peer-reviewed 
journal within the member’s discipline of 
teaching. 

 Book (single or co-author) published within 
discipline 

 Chapter in a scholarly book 

 Edited book or textbook 

 Successfully funded external grant selected 
from a national or international applicant pool. 
Must be listed as either principal investigator 
or co-principal investigator 

 Peer-reviewed paper, poster, discussion, or 
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abstract presented at a national or 
international meeting or an academic or 
professional organization, selected from a 
national applicant pool. 

 Unsuccessful external grant submission to a 
national or international applicant pool. Must 
be listed as either principal investigator or co-
principal investigator 

Favorable 
 

 

In general, this category is indicated by at 
least one completed work or product of some 
type.  The product could include a 
publication, a grant award or application, a 
conference presentation, an alternative form 
of scholarship (see 7.2.3.2.C.1), or a project 
submitted for peer review.  Significant 
progress on a long-term project, even 
without a finished product, may deserve at 
least an evaluation of “favorable.”  It is 
incumbent upon the faculty member to show 
that the progress has indeed been significant.   

It should be noted that for faculty 

working towards tenure, 

achieving a rating of “Favorable” 

without multiple peer-reviewed 

publications will most likely be 

insufficient to obtain tenure. 

At least ONE of the following is documented 
by the faculty member: 
 Publication of the results of research and 

scholarship in a state or nationally peer-
reviewed journal within the member’s 
discipline of teaching. 

 Book (single or co-author) published within 
discipline 

 Chapter in a scholarly book 

 Edited book or textbook 

 Successfully funded external grant selected 
from a national or international applicant pool. 

 Peer-reviewed paper, poster, discussion, or 
abstract presented at a national or 
international meeting of an academic or 
professional organization, selected from a 
national applicant pool. 

 Peer-reviewed paper, poster, discussion, or 
abstract presented at a state meeting of an 
academic or professional organization 

 Peer-reviewed co-presentation with students 
or other faculty at a state or national meeting 

Needs 
Improvement 

This category is indicated by minimal work in 
progress, no finished product during the 
stated framework for completion, or no 
documentable evidence of substantive 
progress made on a project. The 
quality/significance of scholarship might also 
warrant this rating.  This category is also 
associated with a school’s stated scholarship 
expectations related to accreditation 
requirements.      

 No publications or presentations 

 Minimal effort on a work in progress 

 Minimal work in progress 

Unsatisfactory Unsatisfactory. This category is indicated by 
no scholarship, or outdated or recurring 

 Scholarship is recurring or outdated 
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scholarship, with no new finished product or 
updated work in progress.  This category is 
also tied to a school’s stated scholarship 
expectations related to accreditation 
requirements.      

 No new finished projects or updated work in 
process 
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Annsley Frazier Thornton School of Education 

 

Faculty Evaluation Guidelines for Service 
 

University Handbook: 

7.2.3 FACULTY PERFORMANCE EVALUATION: PURPOSE, CRITERIA, AND PROCEDURES  

 

School of Education faculty aspire to perform service which contributes to the good of the University, the education 

profession, and the wider community.  In keeping with Bellarmine University’s faculty handbook guidelines (Chapter 

7.2.3.2.C), service is described as “Fundamental to the University’s educational mission and is one of the three major 

responsibilities of a member of the faculty. Service refers to those professional activities which contribute to the good of the 

University community, of the wider community, and of one’s profession” (p. 11). 
 

The Faculty Evaluation Guidelines for Service support the School of Education Conceptual Framework and our 

commitment to university, professional, and community service that increases P-12 student achievement. 

 

When evaluating service, the faculty handbook guidelines (Chapter 7.2.3.2.D.2) outline the following considerations: 

 

1. While Bellarmine faculty members should aspire to contribute in all three areas of service (university, 

community, and professional), in general, service to the University is most important.     

2. In assessing the overall service contribution of an individual faculty member for purposes of annual 

performance review, five criteria apply: 

(a) The quality of service.  This requires an assessment of the actual contribution made, not just the time 

commitment.   

 

(b) The level of impact.  The wider or more profound the impact and import of one’s service contributions, the 

more meritorious they should be considered (all other things being equal). To assist in the assessment of 

committee service, chairs of school and university committees are asked to report (briefly) on the quantity 

and quality of service performed by individual committee members. 

 

(c) The amount of service.  The number of service commitments and the time spent on these commitments are 

important criteria in evaluating service. 

 

(d) The degree of monetary compensation or release time associated with service activities.   

 

(e) The visibility of a specific service activity, as it can enhance the reputation of one’s department within the 

university and the reputation of Bellarmine University with the wider public. 

 

Using the above criteria as a framework, the following descriptions of service activities (with supporting documentation) 

constitute examples of each of the levels of evaluation, beginning with “Meritorious”: 

 

Rating BU Handbook Ch. 7.2 AFTSE 

Meritorious  The faculty member meets the criteria for a 

rating of Meritorious (providing appropriate 

documentation) in service when meeting the 

criteria for Excellent and at least one (1) of 
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the following of items 1 through 5, or two (2) 

of items six through twelve. 

 

Items for which one (1) or more must be met: 

 

(1) Hold office in state, regional, or 

national organization or committee 

(2) Editor of professional journal 

(3) Serve on Rank and Tenure committee 

(4) Professional travel supporting SOE 

interests 

(5) President of Faculty Council 

(6) Engage in work commensurate with 

the above list to increase                                                                                                                                                                                                                              

P-12 learning. 

Items for which two (2) or more must be met: 

(1) Sponsor of organization (Education 

Club, Students for Social Justice, etc.) 

(2) Office on Faculty Council 

(3) Chairing SOE committee 

(4) Active participation on 3 or more 

SOE committees 

(5) Serve on 2 or more university 

committees 

(6) Other activities commensurate with 

the above list 

Excellent  The faculty member meets all criteria for a 

Favorable teaching rating and has 

accomplished at least two (2) of the 

following: 

(1) Holds office in local organization or 

committee 

(2) Reviewer for professional journal 

(3) Serve on Faculty Council 

(4) Serves on a university committee 

(5) Serve as a representative of the 

profession and/or Bellarmine to 

increase learning in the P-12 setting 

(6) Serve on a university search 
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committee 

(7) Active participant on 2 or more SOE 

committees 

(8) Other activities commensurate with 

the above list 

 

 
Favorable 

 

 

 The faculty member meets all of the 

following criteria (providing appropriate 

documentation) for Favorable service: 

(1) Active participation on one School of 

Education committee 

(2) Regular attendance at SOE functions, 

including faculty meetings and 

required university-wide functions 

(3) Participation (as required) in SOAR, 

Discover Days, Scholarship Days, 

MAT and MAED Open Houses and 

Orientations, and other SOE or 

student initiatives 

(4) Membership in at least one 

professional organization or 

professional task force, group, or 

initiative 

Needs 

Improvement 

 Faculty member fails to consistently meet all 

one (1) of the four (4) criteria for 

“Favorable.” 
Unsatisfactory  Faculty member fails to consistently meet two 

(2) of the four (4) criteria for “Favorable.” 
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Annsley Frazier Thornton School of Education 

 
Faculty Evaluation Guidelines for Dispositions 

 

Education is the foundation of a progressive society and critical to the development of citizens who 

live in a global community. Schools of education are the cornerstones in the development of those who 

will serve in those P-21 schools where the future leaders of this global community will be nurtured and 

developed. It is in this context that the School of Education faculty aspires to model standards of legal, 

ethical, and moral behavior for our students as well as the university community. 

 

All fulltime and adjunct faculty are expected to value and model the following: 

 

1. appreciation for the profound value of education as a practice and profession; 

 

 

2. positive, effective, and respectful interaction and collaboration with administration, colleagues 

and students; 

 

3. equitable treatment and genuine respect for the intrinsic dignity of all individuals; 

 

4. dedicated work ethic resulting in high levels of professional and organizational performance; 

 

5. ongoing inquiry and application of the current knowledge base of education; 

 

6. commitment to engaging in data-based decision-making and fair practices; 

 

7. purposeful reflection and assessment that results in continuous professional growth, revision of 

curriculum, and improvement of teaching practices; 

 

8. constructive service to local, state, national, and international educational entities; 

 

9. willingness to work as change agents in the political and policy-making environment in which 

schools exist; 

 

10. timeliness and flexibility in responding to the needs of students, staff, faculty, and 

administration; 

 

11. professional conduct that reflects the moral and ethical values of Bellarmine University and the 

Annsley Frazier Thornton School of Education. 

 

 

Procedures for evaluation of faculty dispositions:  Faculty will address one to three 

dispositions from the above list in their Annual Self -Evaluations. 

 
 


