C. INSTRUCTION
C-1. Calendar and Schedule of Classes

1. Holidays:
A) Martin Luther King, Jr., Day, Memorial Day, ahdbor Day will all be recognized holidays with no
classes.
B) The Fourth of July will be a holiday when itlfabn a Monday, Tuesday, Wednesday, or Thursday.
When the 4th falls on a Friday or Saturday, it Ww#l a school holiday, but no classes will be mis3afthen
the 4th falls on a Sunday, the following Mondaylw# a holiday with no classes.
C) Thanksgiving break begins after the last clasthe Monday preceding Thanksgiving; classes resume
the Monday following Thanksgiving.

2. Semester start dates:

A) There should be a two-week break between theoésdmmer Il classes and the beginning of clakses
the fall semester.

B) There should be at least a two-week break betwhezend of classes for the fall semester and the
beginning of classes for the spring semester.

C) The spring semester will start on a date thitoause grades to be due during the week before
commencement.

D) Summer session | classes will begin the Tuesdi@y commencement.
[As a guiding principle: Spring — start Monday; I[Faktart Monday; Summer | — Tuesday; Summer |leniiay]

3. Final Exams:

A) In the fall and spring semesters, faculty teagtriegular weekday classes will have at least ttiegs to
grade final exams.

B) Faculty teaching weekend classes will haveagtlevo days to grade final exams.

C) Students will have one full study day betweanl#st day of class and the beginning of the exarog.

D) Final exams in summer sessions are to be giueing the last scheduled class period, with ndystlay
planned.

4. In the spring semester, grades will be duemiek before commencement.

5. The spring recess will be listed as "to be ameed." The current policy for setting spring sdates is as
follows: “Spring recess shall be held in conjunatigith spring recess of the public schools in the@inding
counties unless the latter falls later than thdfttveveek of the semester. Should the spring i=oéshe public
schools fall later than the twelfth week of the sstar, then the Indiana University Southeast speogss would be
held following the eighth week of classes.” Therent policy of the local public schools is to hslgring recess
during the last full week of March.

The Academic Calendar for each semester is publishtheSchedule of Classes. Instructors are expected to hold
classes upon the basis of the regular schedulasgas. The number of class meetings and thehlefigiach class
period have been set to meet university and adorgditandards. They should not be altered witipoiotr
clearance with the dean of the appropriate schottlevice chancellor for academic affairs. Thstfclass meeting
of any course should run for the major part ofdbleeduled period.

An instructor who needs to change the locationinoe f an individual class meeting should cleas thith the
school dean and registrar's office. A master rgohedule to prevent conflicts in room utilizatismiaintained at
the Information Desk; therefore, room change fomust be completed and approved by the dean anddie
chancellor for academic affairs prior to initiatindong-term change in class meeting locationroeti
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C-2. Course Cancellations

Whenever registration for a section is considensdfficient, the university reserves the right éamcel that section.
Lower (100 and 200) level classes will ordinalily canceled if enroliment is below 15. Upper lealrses will
usually be canceled if enroliment is below 10.

When it is necessary to cancel a section taught fiojl-time faculty member because of low enrollméhne
university reserves the right to replace part-tingructors in other sections with full-time fagult

C-3. Assignments

Instructors are expected to develop a course sidlétalendar and assignment sheet) for each coBrseh syllabi
should give definite instructions to the studerstscaassignments, library references, term repex&minations,
make-up policy, and other course requirements patidies. Faculty members are encouraged to detiopies of
each course syllabus to the dean for files maiathin the office of each school, and to post tegliabi on the
internet via their personal homepages or Oncourse.

Library assignments and reading lists should beld@ed with the advice and assistance of the Wfeulty.

Most students in courses on the 100 and 200 leed massistance in the development of efficientyspuidcedures.
It is essential that assignments be definite, tiwsts be given within the first five weeks of tieerester, and that
written work be graded and returned to studenty @athe semester. Conferences with studentsldiziregarded
as a part of the process of instruction in mostsesl Students should be given a clear sensenoied they are
progressing before the last day to withdraw fromrses.

C-4. Delay or Cancellation of Class Meetings

Unless a decision to the contrary is announcedéyffice of the Chancellor, IUS will operate abextuled and all
instructors are expected to meet every scheduess cl

If the chancellor or a designated representativédds that weather conditions are so hazardousrbating classes
should be delayed, an announcement will be madkenampus web site and area radio and televisiioss to
follow the "SNOW SCHEDULE" as follows.

Monday through Friday:

8:00 a.m. classes meet at 10:00 a.m. for 50 minutes
9:30 a.m. classes meet at 11:00 a.m. for 50 minutes
11:00 a.m. classes meet at 12:00 Noon for 50 nsnute

Saturday:
9:00 a.m. classes meet at 10:30 a.m. for 90 minutes

When the Snow Schedule is in effect, faculty memiséouldnot come to the campus before 10:00 a.m. to avoid
interfering with snow removal from driveways andkiag lots.

If conditions are so hazardous that classes cdrmebeld, it will be announced via the web site eadio and
television stations that the campus is CLOSED adlfy members should not report. If the campudased, off-
campus classes are also cancelled. If an off-carmlags is offered at a public school or othedifgdhat is closed
due to weather, the class is cancelled even ifdisecampus is open.

Information about delays or cancellations may als@btained by dialing the IUS “Scoop Line” at 2d62. This

information will also be sent to campus e-mail ssgrder the heading “Important Notice” highlighteith an
exclamation mark.
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Since many students come from distant places whereieather may be quite different from that atdéeapus,
faculty members are urged to be lenient in excuabsences and arranging for making up work misseidgl
periods of severe weather.

If it is necessary to miss a scheduled class beoafu#iness, death in the family, or other urgeratter, the faculty
member should:

1. Arrange for a replacement instructor, if pogsilslo that the class will not have to be canceRalyment of a sub-
stitute or "colleague coverage" is the personalanrsibility of the regular instructor.

2. If cancellation is unavoidable, the instructieosld notify the secretary in the office of thetimstor’s school,
who will notify the Information Desk to help inforstudents.

3. If class meetings must be canceled, the sessiandd be made up by special meetings or by thigrasent of
additional academic work.

C-5. Copying and Duplicating

Requests for copying and duplicating of materiasud be given to the secretaries who will prodessrequest and
return the materials at the time and place desighat

Only examinations, syllabi, and other brief itentsiah are essential to the course should be dupticat university
expense and distributed free to students.

Syllabi which are longer than ten pages shouldabe through the Campus Bookstore or distributedtedaically.
To facilitate the sale of materials, the instructarst provide the Bookstore with typed mastersopychat is
camera-ready for duplication. A "Request for Clslsgerial to be Copied and Sold by the Bookstoeeirf (each
school secretary has a supply) should be preparedicate the number of copies, the type of dapiiiy process,
and the style of binding. If desired, the Bookstpersonnel will assist the faculty member in mgkhrese
decisions.

C-6. Oncourse™

Oncourse™ is |U’s online teaching and learning mmment. It can be used to supplement face-to-dseses or to
teach classes on-line. Faculty is encouraged ténssictional technology including web-based téagtand
learning. For assistance in using Oncourse™ cotiselliLTE staff. Also se@-18 for information about the
Indiana College Network (ICN), which is importaot fmarketing on-line courses.

C-7. Writing Across the Curriculum

It is recommended that some expository writingdmpuired in all courses and that, whenever feaséiXaminations
should include some discussion or essay questidhsvritten work submitted by students should lzeefully
checked for English usage. Grades might reflecqgtnality of English usage shown by the student.

C-8. Final Examinations

The final assessment activity for a course shoalddnducted during the week set aside for finairéxations. This
period is part of the 15-week semester and shaailgtibzed to be fair to students and to meet sdasislacceptable
to accrediting agencies. A final examination scheslappears in thechedule of Classes for each semester. The
instructor should inform the class of the scoptheffinal assessment activity early in the semesighat students
can plan accordingly. As a general matter of pplegiprior to week 14 of the semester, studentslightave
already earned the majority of the credit posditte¢he course. Every effort should be made to detepll grading
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and give feedback to students on their performémciate before the final assessment activity.
C-9. Examinations and Proctoring

Copy for examinations which are to be duplicatenlsth be given to the appropriate secretary at leastweek
before they are needed.

If a faculty member wishes to give an examinatiarirdy a class period when he or she must be alibenfaculty
member should arrange to have a colleague on thdtfasupervise that examination. Clerical emptsyer student
assistants should not be asked to proctor examitats neither has the authority to handle cheatisgs.

C-10. Academic Dishonesty

All members of the faculty have a responsibilityfdster the intellectual honesty as well as theliettual
development of students. They should carefullytatize their methods of teaching and assignmentsder to be
sure that they encourage students to be honesecéssary, the faculty member should explain lgi¢lae meaning
of cheating and plagiarism as they apply to thesmu

The following suggestions and comments should Ipdiexpby instructors in order to minimize the inete of
cheating:

1. Insure security of examinations while they agang prepared.

2. Provide for adequate and thorough proctoringxaiminations.

3. Consider the possibility that students may hhegeacher's guide to the texts currently beirglus

4. Require arbitrary seating of students at exatioina so as to break up pre-arranged groups.

5. Avoid the use of the same form of an examinafiwrsucceeding sections and for makeup examirgtion

6. A request for an incomplete may be considerfedira of cheating when it is used to avoid low grmded protect
grade averages. The common approach is to reguéstomplete when grades are low, and then peestinad
instructor to remove the incomplete with a grad&\of

Should the faculty member detect signs of plagians cheating, it is enost serious obligationto investigate these
thoroughly and to take appropriate action as dsedisn theCode of Student Rights, Responsibilities, and Conduct.
The Code contains definitions of cheating, plagiarism, pbispenalties, and procedures for handling cases.
Students' attention should be called to the apatgppages in th€ode.

C-11. Office Hours

Consultation with students is an important paiinsfruction. Full-time faculty members should sile a
minimum of six hours per week during which studer@s meet with them in their offices. Part-timeuity
members should be available to students befora#iadclass and by appointment.

To facilitate these meetings with students ands/tadainterruption at other times, each full-timstiructor should
post on the office door and announce at the flestscmeeting of each class, office hours for thatester.Having
announced office hours, he or she should then makespecial effort to be on hand at these timesSecretaries
will prepare a summary of office hours for the imfation Desk so that agency will know when instoustare
available to inquiring students.

C-12. Student Development Center
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The Student Development Center, located in Unityef3enter South, Room 203, provides academic loglp f
students by means of placement testing, CLEP examosing, and a learning skills center, as wel§pscial study
skills seminars and developmental courses in rgaalil study skills. The center has a lending ibaand study
skills videotapes.

C-13.  Writing Help Center

The Writing Help Center, located in Knobview Hall& provides free assistance and tutorial supposiriting to
all IUS students through individual tutorials amdadl workshops. Center services are availableudents at all
levels and in all disciplines.

C-14. Mathematics Resource Lab

The Mathematics Resource Lab located in LF101 eysptarrent technology to support teaching and legrof
guantitative and problem solving skills. The l&ves all students in all disciplines with resosraad tutoring.

C-15. Library Services

In addition to holding over 600,000 books, periatliolumes and microforms, the Library subscritmesver 1,200
periodicals, newspapers, and offers access tocaedasing array of Internet and World Wide Web resest The
Library also houses several special collectionduiting a map collection and a K-12 Curriculum Matks Center,
as well as the IUS Archives, the archives of th8 Oral History Project, and those of Ars Femina duedwilliam
L. Simon Sheet Music Collection. Additionally, thiorary is a selective depository of U.S. Governine
Publications.

Library hours are as follows:

Monday — Thursday 8:00 a.m. - 10:00 p.m.
Friday 8:00 a.m. - 5:00 p.m.

Saturday 9:00 a,m. - 5:00 p.m.

Sunday noon - 6:00 p.m.

Special hours are posted.

If questions or problems arise about any libraryise or policy described below, please contactDiector of
Library Services or a Reference Librarian.

IUS Library operations are grouped into severatfiomal areas, each of which is coordinated by mber of the
Library Faculty. The areas are: Public Servicésrdry Instruction; Technical Services and Elecitdystems;
Access Services; Collection Development and Sp&mndéctions; and Electronic Resources.

Access to the IUS Library collections is throughCQAT, IU's online public access catalog. The datakiacludes
the holding of all eight IU campuses.. Severaiquiical indexes as well as selected full-text éetcare also
accessible through the Library’s webpage. Thesgablic access terminals and printers in the kjbrahe IUS
Library webpage and all its features can alsodsessed from anywhere on or off-campus via thertet and the
Library’s proxy server at all times. (Please cheith the Library for further information.)

General circulation policy provides for a studemeck-out period of 45 days and electronic renewdltalephone
renewals are accepted. Fines are 25 cents pdodagich item. The check-out period for facultg 20 days. The
Library uses an on-line computer based circulagigstem, and an 1US i.d. card is required in ordeshieck out
materials. A book return box is located on the masmnext to the bus stop shelter.
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Special services offered to faculty include placimaterials on reserve, , faculty privileges akahtuckiana
Metroversity and IU libraries, inter-library loarrsices and other reference and bibliographic &ssis.

To place materials on reserve, the instructor shoaimplete the appropriate reserve request forratwikiavailable
to faculty in the Library or on the Course Resemabsite. The form should be brought to the Libmarynailed,
together with any personally owned materials wiiakie been listed on the form, to the CirculatioslDat least
three weeks prior to the time the material is t@bailable to students. Print Reserve materi@shelved at the
Circulation Desk under the last name of the instnu&lectronic Reserves are available for cenaaterials. The
IUS Library follows U.S. Copyright law when placimgaterials on reserve.

Faculty privileges are accorded to IUS faculty memshlwho visit the libraries of any Kentuckiana Megrsity
campus or any of the IU system libraries. In addijtthe IUS Library can secure materials for facahd students
from these and other libraries through interlibrgn. Request forms for these services are dlaitan the
Library’s website. Please allow at least 10 dayseceipt of materials.

Library Instruction:

Library instruction refers to single or multipleask sessions, taught by reference librariansjrittratiuce students
to library research strategies and the basic irdtion sources needed for effective use of theybiabrary
instruction sessions are designed to complemetitplar courses or fields of study. In addition;gEiYear Seminar
(FYS) students are given a library instruction g#sas a part of the program requirements. InSbncovers use
of local resources including the library’s websited online catalog (IUCAT), as well as electromidexes and
databases, subject-specific print indexes, andmhéjtiographies and reference tools. Procedurethioretrieval
and use of information resources are also covered.

For further details about library instruction, @edook at the IU Southeast Library’s instructiatiqy
http://www.ius.edu/library/pdf/instructionpolicy.pd

The Technical Services Staff is responsible fomtaaning the on-line public access catalog (IUCAAQquisitions,
cataloging, processing periodicals and other seréadd binding.

These requests should be submitted on the appt®foian which is available on-line. Faculty memshare
encouraged to submit requests for library matedabsctly to the library staff via the web-baseduest procedure.
Faculty members will be notified when materials rrreeived. Please allow at least three monthprimessing,
receipt and cataloging of materials.

Selection of Library Materials

The importance of wise selection of library matisrtzas grown in proportion to the increase in giaof available
materials, the cost of these materials, and theresof acquiring, cataloging, housing, and sewgithem. Faculty
members are largely responsible for recommendie@duguisition of materials in their special subfestls. Any
member of the faculty or staff may request thaitem be added to the collection by completing attebnic
purchase request form on the Library’s website.

The IUS Library General Collection

The objectives of the Library General Collectiog:ar

A. To support the curriculum with adequate matsiiathose subject areas taught by the Universityis involves
supplying books and periodicals for required, sappntary and ancillary reading for courses, ancdbadbased
reference collection.

B. To provide a basic collection aimed at the depeient of the humane and liberally education pers@udition

to curriculum requirements. This involves a cdil@t of standard authors and works, representatiylections of
the best modern fiction and non-fiction, and aextibn of outstanding current periodicals and Hdek.
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In striving to meet its objectives within the liiof its resources, the Library will be guided byg following
policies and procedures:

1. To meet the needs of students with differinglswf ability, the Library will acquire materialanging in
difficulty from those for junior college to thoserfgraduate students.

2. In the acquisition of new titles, the major emgis will be on current publications, and amongthavorks which
promise to fulfill future as well as current needs.

3. If materials are judged to be of marginal usth&ocollection, the holdings of 1U system librarigill be consulted
to avoid unnecessary duplication. Highly speceimaterials needed for research can be obtainewigth inter-
library loan.

4. Electronic resources, including online accd3¥D or CD-Rom will be included in the collection asecessary
tools in the research process. The inclusion edatresources will be based on curriculum requinésrend
financial considerations.

5. Multiple copies of titles will not be purchased.

6. Materials in foreign languages which are useddaching and exercises in language courses dffatéhe
University are desirable purchases for the Librdfgreign language materials, other than referéoals, will be
purchased for non-language subjects only when ikereidence of their immediate usefulness to sitsgdand
faculty.

7. No materials will be excluded from the colleatisecause of the race, gender, sexual orientatioatmnality of
the authors; or the political, moral, or religiotisws expressed. All sides of a controversialéssinould be
represented in the collection.

8. For back files of serials publications, (elentedformat over mf/paper/) microforms will be sakst over paper
copies when both are available.

9. Gifts of either library materials or money taghiase them will be accepted provided they fit thi® above
policies and provided there are no restrictionschied. The library must be free to dispose ofraaterials which
are not needed.

10. The removal of obsolete materials for purpadete-selection is considered an integral parheftotal
organized effort to develop the collection. Badamaged copies will be withdrawn and items willWeeded if
they contain outdated or inaccurate information.

The 1US Library CurriculunMaterials Center (CULAB)
The objective of the Curriculum Materials Centetoigrovide a collection of K-12 print and non-ginmaterials for
students in Education to support their practicehl@ay, methods courses and research.

To meet its objective within the limits of its resoes, the Curriculum Materials Center will be guddy the
following policies and procedures:

1. To maintain a collection of commercially pubkshtextbooks for grades K-12. Presently, theses t@ne acquired
through donations from publishers as part of tlkalima Textbook Adoption Cycle. IUS is one of tegioaal Public
Textbook Review sites in the state.

2. To acquire high-quality non-fiction trade publions to supplement the textbook collection, dre¢aised
independently for instruction. (Materials whichveo the history or theory of education are locatethe IUS
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Library General collections.)

3. To build a collection of children's and youngithditerature including the winners of Newberryda@aldecott
awards. This collection includes picture booksyeg&aders, intermediate and adolescent fictidktdies and
fairytales.

4. The Curriculum Materials Center Reference Ctibbecincludes dictionaries, encyclopedias, and otbference
sources as would be used by K-12 students.

5. A collection of non-print media representatieélmse currently used in elementary and seconsizrgol
classrooms includes video materials, audio recgsjimultimedia kits, games and manipulatives.

The Center for Cultural Resources

Housed in the Library, the Center collects and oizgs resource materials to provide diverse culemechment
activities with a global perspective for classrodnasn pre-K through the university level. Trainirggprovided for
pre-service and in-service teachers who wish toowosets of materials. More information is avaitabia the
webpagehttp://homepages.ius.edu/Groups/CCR/

C-16. IT Media and Web Services

IT-Media and Web Services (MDSV) is a unit of tiféog of Information Technology and is the instincial media
technology support organization for the universitihe department is charged with providing asststaand
advocacy for classroom and conference technologgeMDSV provides a broad range of traditiona an
advanced technologies to support classroom, rdseand professional activities for faculty and ftaf is also the
home of the IU Southeast Web Development teamlanddmpus Satellite copier operation (the fleatffi€e
machines).

Location and Office Hours:

MDSYV is located in Knobview Hall, Room 014. Wheasses are in session, hours are Monday thru dayr$
am-8 pm, Friday: 8 am-5 pm, Saturday: 9 am-1 pm.Saturday hours during the summer), and closed&un
(When classes ar®t in session hours are Monday thru Friday: 8 am-fapohclosed on Saturday and Sunday.)

Equipment Services:

Most "traditional” audio visual media equipmentnfiats are still available for use as well as madivanced"”
technologies. MDSV does not provide classroomm@gent operators and users are expected to knolbagie
operation of the equipment unit. It is the polafithe department to deliver the equipment to drpiested location
in a timely manner. To the greatest extent possib&unit will be positioned, focused, pluggedétt. and "ready
to go." Larger and more delicate equipment suchdgideocassette units, video projectors, compguteitimedia
units, are building specific and not moved overdoor surfaces. There are usually adequate numbéiese
mobile units to meet the campus needs, howevisraidvisable to reserve early and check with MD8&Woerning
availability. If LCD projection and computer aceeme needed continually, it is best to contacRégistrar to
request having the class moved to a room with peemidy installed equipment. Equipment from thesstoom
pool is not available for private office use, howevn many cases, the Institute for Learning aedching
Excellence (ILTE) can provide individual facultytviequipment from their non-classroom pool.

How to Reserve AV Equipment:

Requests are handled through an online web regamatstem. Go to the Media Services website
(http://it.ius.edu/MediaServicgsthen, click the'Reserve Equipment Now!" button; fill in your request and
submit it. You'll receive an e-mail confirmationyur "pending” submission and a second e-mailicoation
when your order is approved and placed on the elglischedule. If you have any problems with theimma form,
please call 2257 for assistance.
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The equipment will be delivered directly to youas$ or meeting room by one of our technicidfmi must be a
member of the IUS faculty or staff to use this sefice.

AV Equipment Reservation Policy

1. Media Services requird8 hours advance noticeo fulfill equipment requests. The request is pthon the
daily delivery schedule and handled as a routihgps&quipment availability is first-come, firstrsed.

2. Only faculty members may request equipmernef the equipment will be used by a studentass.

3. Media Services equipment is for on-campusomée It is not insured for off-campus use. Fagutiay reserve
some portable equipment from ILTE that is insuréilevoff campus.

4. Please do not take AV equipment from any roomallway without permission. You will be robbiggur
colleagues of equipment they have requested.

5. The primary purpose of the AV equipment gedb support classrooms. University staff may esju
equipment from the classroom pool for on-campustimge and events. However, classroom requests alvedge
precedence.

If you have questions, call Media Service94it-2257

Scheduling equipment - for STUDENTS:

If students need to use equipment for a class ptatsen (i.e., a PowerPoint presentation), theriresbr must
request the equipment via the web form described¢abOnly faculty and staff can use the ONLINE
RESERVATION form. Such requests are subject testimae 48-hour advance notice requirement.

Equipment types available for classroom use:

overhead projector *

audio cassette player

audio cassette player/recorder

CD player w/speakers

VHS videocassette player w/ 25" TV monitor

VHS camcorder on mobile cart w/ 13" TV monitor (upeovides blank tape)

LCD Video projector with computer

DVD players

Document camera w/ 25" TV monitor

Tripod screen

Display and flipchart easels

* Each classroom and lab on the IUS campus is eedipvith its own overhead projector. Thereforés ot
necessary to formally schedule these units. Ifetli®not an overhead in a classroom, call ext. 24257

Digital Video & Audio Production:

IT-Media and Web Services can videotape lectigesgial campus events and guest lectures (withiggion), and
assist with faculty projects. Besides shootinguideo, MDSV can also do editing and add finishiogches. We
have a small TV studio in Knobview for taping intiews.

Current production services for faculty and stafflide:

1. VHS tape duplication (user provides bléagie stock)

2. Off-air broadcast videotaping (only onatisin at a time)
3. Videotaping of campus events
4, Studio taping of faculty lectures

In-Service Programs and Training:

IT-Media and Web Services offers a variety of ti@nopportunities for faculty and staff in the foohworkshops,
seminars, demonstrations, and one-on-one helpultifarr staff members may request a demonstrationdividual
training session on any equipment or process stgghbly MDSV. Call 2259 to reserve a time for thagn

Repair/Maintenance Services:
MDSV provides repair and maintenance service faaréety of campus technical operations includirig al
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audiovisual equipment and peripherals, web seragic the video network. There is generally no tmst
departments or divisions except for parts. Sere@ebe arranged by calling ext. 2257.

Technology Enhanced Classrooms:

The classroom technology scene is an ever-chamgnugcape of new installations, capabilities, awations. IT-
Media and Web Services is deeply involved in theesyatic upgrading of classrooms with the latesirielogy,
providing up-to-date expertise on best equipmetibop available and can perform permanent instaliat
Instructors with special needs for high-tech classr support should contact the MDSV office for ldtest
information. MDSV works directly with the 1U Sowhst Classroom Committee to review and prioriteeds.

Video-Conferencing Facilities:

IU Southeast offers three dedicated, state-ofatth@ideoconferencing facilities. Knobview Hall 1 X2illside Hall
102 and Hillside Hall 105 provide two-way video aautlio for meetings, seminars, and instructiongbpses.
These rooms are linked with the Indiana Univergitieoconference system. Contact MDSV office (2267)
arrange for use and for training and operationat@dures. Thanks to the advent of IP-based Polycom
videoconference systems, there are numerous attaidns on campus where videoconferences forithais and
small groups may be held. Call MDSV at 2257 ornydiuision or school for details.

AV Trouble Number:
Technical malfunctions and scheduling errors oceadly occur. If you have any problem with medidated
matters, call ext. 2495. In the event of a clamsremergency, MDSV is usually able to respond witth minutes.

Web Development:

The development team working on the campus welssiteated in MDSV. The team includes graphic giesis
and programmers, and is assisted by individual @xfm other campus departments to build an gifeand
accessible presence for IUS. This team creatsspar schools and departments. Help with indiaidaculty
pages and Oncourse materials can be obtained fredmstitute for Learning and Teaching Excellence.

C-17. IT Support and Communication

IT Support and Communication provides computingesupfor academic and administrative activitiehio3e in
need of any computing assistance should contad¢iéigdesk 941-2447.

1. Local Area Network

IU Southeast maintains a campus-wide local areaarkt(LAN) and supports local electronic mail fdr students,
faculty, and staff. A large number of general apdcialized computing applications are availabledth stand-
alone and network versions on windows and AppleiMash computers, including word processing, spsbaslt,
database management, statistical analysis, programanguages, and computer graphics.

2. 1U Computing Network

IU Southeast also participates in the IU Compubiegwork. These connections afford users accessrt@rous
mainframe and network computing resources througialiana University and the world. Of particulaterest to
students, faculty, and staff are OneStart (Indldniversity's Web-based application portal), Onceyen online
course management system (CMS)), and IUCAT (Indizmaersity’s online library catalog).

3. Policies
Persons logging on to the IUS LAN implicitly agreeuse the IU Computing resources appropriatelgopy of all

IU technology policies can be foundhdtp://www.itpo.iu.edu/policies/university.htraihd in the Crestview Hall
computer lab (CV 112).
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4. Classroom Computing

There are a number of classrooms equipped witteatUeiC or MAC workstations and classrooms withrirctor
workstations and LCD projectors across campus.reT@ee also mobile units with computers and LCOgutors
that can be requested for specific class sessioastioe semesters from Media Services (941-22&7),notebook
computers available for periodic classroom use filoeninstitute for Learning and Teaching Excelle(itdE: 941-
2506).

The routine scheduling process through the registodfice will be used for scheduling computer-gped
classrooms for semester use. Faculty members wéobanéacility for only one or two sessions may wouk
informal exchanges of rooms, but they should attdmmake arrangements as far in advance as pessibl

At the discretion of the instructor, students nutodled in a course may use available work statiortee above
rooms.

C-18. Disability Services

The Disability Services Coordinator assists acadaltyi qualified students with documented disalgitin getting
the appropriate accommodations they need in oocdeate equal opportunities during their collegeegigmces.
The coordinator acts as a liaison and helps torergapd communication between faculty and studefits;
guestions about accommodating a student or vegfgidisability should be directed to the coordinataformation
regarding availability of services for studentshadisabilities should be included on all syllaBi.sample syllabus
statement follows:

“Disability Service$
Students with disabilities who require accommodeitacademic adjustments and/or auxiliary aids or
services) for this course must first contact theability Services Coordinator (UC207; 941-2243).

Information regarding disabilities is strictly caséntial between the student and the Disabilitwiges Coordinator.
The Disability Services Coordinator can relay mfation to faculty only when given permission bg student,
and only what the professor needs to know in oiaeneet the students’ needs.

If a faculty member does not have official notid@ocommodations from the DSC and a student res|aast
accommaodation, the student should be referredet®@®C—accommodation is not to be provided. Pragdin
accommodation for a student without documentati@sents problems for that student, other studdregyrofessor
and the institution.

C-19. Emergency Evacuation Procedures for Personstv Disabilities

Students with disabilities in your classrooms stdag notified of this policy.

Students or others with disabilities on the fitebf of any building should be given assistancaeexled to evacuate
the building with everyone else.

The following procedures should be followed for pleonvho are mobility impaired or use wheelchairovalne in
the basement or second floor or above.

1. Take person to a safe area, preferably neairavetl.
2. Have someone stay with the person.

3. Assign someone to inform emergency personnefenine person with a mobility impairment is in thalding.
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4. Do not attempt to evacuate the person unless thémminent danger of death or injury and neralative safe
area is available, in which case, use whatever maad assistance is available to get the perssaféty with
minimum injury to you or the person with a disalili Allow the firefighters to establish whetheeth is imminent
danger before attempting to evacuate the persdnawitobility impairment. There is a stair climiberated in
Crestview Hall that can be used in cases of extemergency. The individual with a mobility impagnt is the
best authority as to how to be moved out of théding.

5. If a person is visually impaired, escort thesparout of the building by having them hold on ¢ayelbow.
Inform them of steps.

6. If a person is hearing impaired, make sure Kmyv that there is an emergency and that theyviodleeryone out
of the building.

C-20. Student Evaluation of Teaching

The Faculty Senate has adopted a standardizedrsf@tastudent evaluation of teaching. This sysédiows the in-
structor to select appropriate questions from gtlgnmaster list of questions. Questionnairepaepared by
Computer Services. The instructor may obtain mfmtion about this system and a master questioaddtitem
selection sheet from the school secretary.

Every part-time faculty member is required to hawtudent evaluation for each section taught ardyeull-time
faculty member is encouraged to do so.

C-21. Outcomes Assessment

In accordance with a campus-wide plan approvedhéyHigher Learning Commission (HLC) of the Northn@al
Association of Colleges and Schools (NCA) in 198&ch academic program uses multiple measures thucbn
regular and continual assessment of student lepmitcomes, reviews the results and systematiaglbjies the
findings for program improvement. The results s§essment and the actions taken in response amecko the
Office of Academic Affairs where they are combineith those of other programs to produce a campds wi
assessment. Assessment findings are incorpargtegrogram reviews.

C-22. Program Review

In accordance with the policy adopted by the Ursitgr=aculty Council (April 13, 1993), IUS has ireptented a
system of regular periodic reviews (once everyyedrs) for all academic programs. In each cadsjdmipeer
reviewer(s) mutually agreeable to the faculty adichiaistration are used. Appropriate support seviand
information are provided to the unit and the rewefs). The faculty of the program under review prep a mission
statement and a statement of goals to be usecehetiewer(s). All reviews address certain esaéqgtiestions:

a) What are the students learning? Is the cutmowf the unit consistent with the unit's mission?

b) Are the teaching, research, and service a@sviti the faculty consistent with the unit’'s misslo

c) Is the unit better than, the same as or worse ithwas 5 years ago?

d) What changes are needed in the next five years?

C-23. Institute for Learning and Teaching Excellene

The Institute for Learning and Teaching Excelleit&E) plays the leading role at IUS in preparirgitlty to meet

the challenges presented by the increasing empbiasistive learning, corresponding changes in fegch
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pedagogy, and rapidly changing instructional tetdgy The Institute, under the direction of a iaggmember, is
responsible for creating, coordinating, planningnpoting, developing and sponsoring a range oYiiets that will
promote excellence in teaching and provide meauniragsessment of learning.

The ILTE provides a central location for teachiegaurces on the IUS campus and equipment for meitiia
productions. Lap top computers and mobile projscéoe available for presentations on and off campu

A newsletter and electronic communications alestify to ILTE activities and resources. More infation can be
found at their website: http://ilte.ius.edu.

C-24. Improvement of Instruction

A fund has been established to support innovatiegepts for the improvement of instruction. Instars with
projects for the improvement of teaching and leagrshould submit written proposals to the Improvenuod
Learning Committee (IOLC). The proposal shouldue a budget as well as details of what the insiryadans to
accomplish with the funds, the number of studerite will benefit, an assessment or evaluation daud, similar
data.

The chair of the IOLC or the Office of Academic aiffs can provide forms and instructions regardiegdiines and

procedures for submitting proposals. There is mgion about IOLC funding opportunities in the &iteersion of
the lUS Research Policy Manual.
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