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Mission Statement for the College of Education

The University of Akron’s College of Education is a community of professionals whose purpose is to
provide leadership for community well-being through standard-setting programs that enhance teaching,
learning, human development, research and inquiry, and outreach. We develop ourselves and others
through continuous improvement and through a commitment to these core components of professional
practice and scholarship: knowledge, technology, diversity, and ethics. This mission statement is also

presented in the graphic shown below:

Educator

as Decision

Mission Statement for the Department of Educational Foundations & Leadership

We prepare individuals to assume leadership at all levels of educational institutions. In so doing, we
cultivate scholar/practitioners, ethical leaders, effective decision makers, and creative problem solvers.

General Information Part-Time Faculty

Welcome to the Department of Educational Foundations & Leadership in the College of Education
at The University of Akron! We have 16 programs; approximately 500 students; approximately 36 full- and
part-time faculty members, and one administrative assistant. We offer undergraduate and graduate
programs in Postsecondary Technical Education; and Masters’ programs in Higher Education
Administration; Instructional Technology; Social-Philosophical Foundations; Principalship; and the Ed.D in
Educational Leadership. We also offer the Principal license and Technology endorsement; Graduate
certificates in Higher Education Administration, Post-Secondary Technology, Technical and Skills Training,

and E-Learning are also available.

Our Department Chair is Dr. Susan Olson, who may be contacted by phone at 330-972-7770 or by

e-mail at solson(@uakron.edu. Dr. Sharon Kruse is the Assistant Department Chair who may be contacted

Page 2
Updated 7/9/2009



by phone at 330-972-8177 or by e-mail at skruse(@uakron.edu, regarding questions of admissions. The

department administrative assistant is Lanna Martorana. She or the student assistants may be contacted at
330-972-7770 or through e-mail lkm16(@uakron.edu.

We hope you will find the following information useful. If you have questions or need additional
information, feel free to contact the front office staff. You may also wish to visit The University of Akron

home page at www.uakron.edu, click on Zipline, enter your UAnet ID and password, and click on

“faculty/staff” for additional information.

Absences
If you are ill or have an emergency and need to miss class, please call the EFL General Office
number (330-972-7770), and e-mail your students via UA e-mail.
Audio Visual Equipment
If you need A/V equipment for your class, contact the Audio/Visual Department at Bierce Library
(330-972-7811). Please allow at least a 2-day lead time.
Class Rosters & Grades

You need your UAnet ID and password to obtain class rosters and input grades. Please note the
specific steps for accessing class rosters can be found in the quick reference guide located here:

http://www.uakron.edu/its/learning/training/docs/FacultvCenter]JobAid.pdf

Grade Roster Discrepancy report forms are needed if students are listed on your class roster but
not attending and/or if a student appears on your grade sheet and has never attended or attended and are
not listed. Forms can be found on Zipline with the class roster. After discrepancy forms are completed they
are to be faxed to the Registrar’s Office (2140).

Grades are always due by 11:59 pm the Tuesday after exam week. After you enter your grades on
the system, you are required to submit the following to our office administrative assistant, due at the time

you submit the grades:
* A copy of the grade sheet printed from your online list, (be sure to write your name at the top)
* A copy of your grade book or grade calculations
* A copy (blank) of final exams administered in the course
* Documentation for all incompletes

* A copy of all rubric and portfolio data as required for class (eg:TK20 & excel spreadsheets)
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NEVER leave a grade blank. If you have a student who appears on your roster and has never

attended, give an “F” and fill out the Grade Roster Discrepancy Report Form.

Incomplete is used for undergraduate & graduate classes when a student has failed to complete all
course requirements due to circumstances beyond student’s control. This grade should not be given easily.
If you have concerns, contact Dr. Olson. Document efforts to contact the student or the arrangements
made between you and the student to make up required assignments during the following semester. The
student has one semester (excluding summer) to finish or the grade automatically turns to and “F”. The

front office needs a copy of all documentation for Incompletes.

In Progress is used in rare circumstances. An In-Progress grade does not automatically turn into
an “F”. It can remain as an IP indefinitely or be Changed to a permanent IP (PI). Prior to the assignment of

IP please contact the department chair. Provide a copy of all documentation to the front office.

Independent Studies requested by students should be referred to their academic advisor or the

Department Chair. Part-time faculty are not authorized to approve independent studies.

Copies

The department copier is available for your use, located in Zook 324. A room access code will be
provided to you as needed by the administrative assistant. Each of you has a 4-digit copy code which can also

be obtained from the administrative assistant in the EFL front office.

We ask that you limit copies on the departmental machine to 30 copies at a time. Using Printing
Services is much more cost efficient. If you are running syllabi or other course materials requiring more
than one page per student, please see the front office to fill out a form; we will take care of the rest because
all printing service forms require approval signature from the administrative assistant or the chair. It takes a
minimum of 48 hours to turn around these projects. You may also send an e-mail to the student assistants,

(efl08(@uakron.edu) or the administrative assistant, (lkm16(@uakron.edu) with the document(s) attached

and in the body of e-mail include the following information:
* # of original copies & # of copies needed
* Note if the document should be collated, stapled, back-to-back, tape bound, spiral bound

* Note if document should be on colored paper, glossy/coated, cardstock, a different paper size,

etc...

DocuZip can be used for jobs that are more immediate in nature; the same procedures apply as
found above. NOTE: You must have permission to reproduce materials protected by the copyright laws. If
P p P y PYTg
you do not have documented permission, please do not attempt to make copies either in the office or

through Printing Services.
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Course Packets

We cannot make large quantities of copies for courses. Use Springboard, ERIS or develop a Course
Packet for your students to purchase. If the material was created by you there is no wait time, however if
information is copyrighted it takes approximately 12 weeks to finish. Personnel at DocuZip (x7870) in the
Student Union can assist you with the guidelines for packet preparation, including copyright information.
Electronic virtual packets can be developed through the ERIS system. Please contact the reserve manager at
Bierce Library, 330-972-8246, to help you set this up or create materials for use on SpringBoard (the online

course management system). Copyright rules apply with these materials also.

E-mail Addresses (UAnet ID & Password) & Zipline

All part-time faculty are to use their UAnet address as their primary method of contact. You may
go to Bierce 52C (x6888) to obtain your UAnet ID & password. You may have the UA address forwarded
to your home or office e-mail address, but the UA address must remain the primary contact. To forward e-

mail go to https://gozips.uakron.edu/zid/app/, sign in using your UAnet ID & password , move to the e-

mail tab and click the forward mail and follow directions.

Students are expected to use their UAnet address. Students may also forward to another account.
You are to instruct them that their UAnet address is the only e-mail address you will use to contact them.
NOTE: you can e-mail your entire class from your class list. This is extremely effective, especially if you

have a last minute change.

Zipline offers many resources: including access to SpringBoard, webmail, grades, course schedules,

many forms, etc... Support may be found by contacting the “help desk” (x6888) or

http://www.uakron.edu/its/hoss/helpdesk/index.php or

http://support.uakron.edu/wiki/index.php/Main Page

Emergency Information 1-330-972-SNOW (7669)

If you have questions on whether or not the University is open (especially in the winter months),
call 1-330-972-SNOW (7669). Please instruct students to use this number for updated information rather
than call the department. You may want to include this number on your syllabus. Closures are also posted

on the University home page and announced on radio & TV.

Call 911 if you encounter an emergency in class or on campus

The University police non-emergency number is 330-972-7123.
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Evaluations

Approximately two weeks before the end of the semester you will receive an email from the
administrative or student assistant regarding how you would like students to evaluate you. It is

mandatory that students complete the evaluations!

If you choose to have students complete evaluations online you will need to inform the
administrative or student assistant about the window you would like the evaluation available. Only those
teaching fully on-line courses or hybrid courses may use on-line course evaluations. After providing this

information, you will be forwarded a link to send on to your students for them to complete the evaluations.

Students completing evaluations in class need 15-20 minutes near the end of class one day to fill out
the evaluation forms. Write the course number and any other pertinent information on the board. Ask a
student to collect the evaluations, seal the envelope, and drop items off to Zook 301M. The student that
facilitates this education process should sign their name across the sealed envelope. You MUST leave the

room when students are filling out these forms.

Fee Remission

As a part-time employee, you may be entitled to some fee remission. Contact the benefits office,

330-972-7092, for questions and clarifications.

Final Exam Schedule

Please make sure you check the registrar’s web site http://www.uakron.edu/registrar/Dates.php
for times and room assignments. If you are teaching in Zook 335, 328, 435, or 401A or B, schedule your
exam time with Roberta Reese at 330-972-2114. Evening classes are held at their usual times, the same for

off-campus classes.

Forms

To make a grade change, forms can be found on zipline.uakron.edu under the faculty/staff tab in
the forms area. If you need help finding this, or any other form, please contact the Zipline support at
(x6888).

Mail Boxes

Mailboxes are located in Zook 324, you will get your access code from the front office staff. If you
have a large package you will receive a notice in your box about where it can be found. You may contact the

front office staff in Zook 301 regarding questions about your packages.
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News Releases

Any information given to radio, television, or newspapers must be approved by the Department

Chair and the University Public Relations Department.

Offices & Telephones

Part-time faculty currently do not have offices. The Educational Foundations & Leadership office, if
contacted, will not give out personal information such as your home address or phone. It is strongly

encouraged that you use your UA e-mail address for communication with students.

Computers are available in the labs for your use in Zook Hall. In addition laptops may be checked
out for a number of hours or days by contacting Roberta Reese in Zook 435 (x2114). A telephone is
provided for your use in the copy room Zook 324. If you use it for personal long-distance calls, please keep

track of the phone number called for reimbursement to the department once we receive the bill.

Office of Accessibility

Those students who are registered through the Office of Accessibility that require accommodations
are provided letters to distribute to the faculty. You should ask the student for a copy of his/her letter from
the Office of Accessibility. If you wish additional information about accommodations, go to the following

website: http://www.uakron.edu/access/Faculty/faculty.php or contact the office at (x7928).

Parking Permits

Parking permit applications should be requested on-line at www.uakron.edu/facilities/ parking .

Permits requested prior to August 10 are batched and sent to the Zook301M office in mid-August. We will
distribute them to you. Others may be picked up at Parking Services, 255 East Buchtel Ave., in the first
level of the North Parking Deck. Those teaching fully in outreach off-campus or online will not need a

parking pass.

Payroll

Information on pay dates can be found at http://www.uakron.edu/controller/payroll.html. In

addition if you have any questions regarding your paycheck, direct deposit, etc. you may contact the payroll
department at 330-972-7205.

Room Changes

If you wish to change the room assignment for your course, you may do so by calling scheduling
(x7841) and making the request. Be sure to let the EFL administrative assistant know the new room

number.
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Student & Graduate Assistants

We have several student assistants and graduate assistants who work with us in the department.

Stop in and introduce yourself.

Student Code of Conduct

All students are expected to adhere to the student code of conduct. For further information about

University of Akron policy regarding student ethics and conduct, please consult the following sources:

http://www.uakron.edu/ gradsch/ docs/Gradbulletin.pdf then go to General Information—academic

dishonesty (p.22-23); or http://www.uakron.edu/info/commission/resources.php then go to Student

Code of Conduct. In addition to these resources a statement is included in the required NCATE syllabus

format to be used in regard to student conduct for the courses you will teach.

Student Support & Registration

We have a math lab (Bierce 69, x5214) and a writing lab (Bierce 53A, x 6548) for students needing

academic assistance. Other services available to students include the support programs listed below.

Counseling, Testing & Career Center ( X7082)
Hezzleton E. Simmons Hall 304-306
277 E. Buchtel Ave.
Akron OH 44325-4303

Many of our classes fill quickly. In order to assist students in obtaining the classes they need we
keep a waiting list. This list helps us determine if new sections are needed. When students are added to
the waiting list, they frequently contact the professor to see if they can get into the class. PLEASE refer
them back to the department administrative assistant so we know of the demand. Information regarding

student registration may be found on zipline.

Supplies
Our supply cabinet is located in Zook 324. Please take only what you need. If you need something
and it can not be located here please see the front office staff in Zook 301M.
Syllabi & Vitae

We utilize an NCATE-approved syllabus for every class, and the administrative assistant can

provide you an electronic copy of the NCATE approved syllabus.
*  Youmay NOT delete or substitute any syllabi materials.

*  You may add readings such as articles or materials that enhance course content; however,

they must be empirically valid and research based. Be sure to follow copyright rules.
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*  You must follow the midterm/final/quiz formats developed by full-time faculty, but you

may add information unique to your class.
* Please consult with faculty developer of the course if there are questions or concerns.

If you are teaching a class that has a portfolio assignment as part of the student’s portfolio, please

remember to do the following things:

* Provide ascore of 0, 1, 2, or 3 depending on the quality (3 is best) using the standardized
rubric for that assignment. Most are required to be submitted through TK20. If you are not
sure if your assessment is on TK20 please contact the assistant chair Dr. Sharon Kruse at

skruse(@uakron.edu.

* Return the graded portfolio item to the student with the score clearly evident.

*  Submit the scores of all students via TK20 electronically. Eileen Pennisi can answer
questions or concerns regarding the use of TK20. Eileen’s office is located in Zook 210

(x8662) (Pennisi(@uakron.edu), please contact her with any questions regarding

submission of scores.

After, adapting the syllabus, you must submit a copy electronically to the
administrative assistant no later than September 15 for fall & February 15 for spring, and

during the first week of all summer courses.

Part-time faculty must complete and submit their curriculum vitae using the “NCATE Vita format.”
The fill-in form is available on the College of Education web page:
http://www.uakron.edu/colleges/educ/COE/facultyforms.php , Select NCATE vita forms. Once you

have completed the form, e-mail it as an attachment to the administrative assistant and Roberta Reese at

rreese(@uakron.edu

University Calendars

Daily campus calendar that can be searched: http://www.uakron.edu/calendar/

Academic Calendar: http://www.uakron.edu/ registrar/ docs/AcadCal.pdf
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Appendix A—Campus Map & Parking Map

Campus maps can be found at: http://www.uakron.edu/resources/campusMapNew/

Parking maps can be found at: http://www.uakron.edu/aux/ parking/ maps.php

Appendix B—College of Education Organizational Chart

Please see attached.

Appendix C—Emergency Response Guidelines

Please see attached.
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College of Education
Organizational Chart

M. Shermis

Sr. Admin Assistant
S. Hughes

Associate Dean
S. Zachariah

Budget/Fiscal Administrator Sr.

J.[Piatt

Techpology
R. Heese

Director, Outreach

Director, Data Management/Systems
& Information Technology - E. Pennisi

Admin Assistant — B. Reichert

Admin Assistant — S. Petsche
Program Assistant — K. Fay

B. Jenkins
Counseling
K. Jordan

J. Austin J. Queener
K.Bhati C. Reynolds*
R. Boyle J. Rogers

P. Parr R. Schwartz
L. Perosa I. Weigold

S. Perosa F. Ziegler

Admin Assistant — J. Vaughn

Center for
Literacy
J. Peck

Educational Foundations & Leadership

S. Olson
J. Beese H. Li
F. Carr X. Liang
S. Clark S. MacDonald
S. Coyner R. McElfresh
A. Hassenpflug M. Moore Gardner
Q. Jensrud R. Mudrey-Caminio
C. Knight P. Raiff
K. Koskey S. Spickard Prettyman
S. Kruse*® |. Tsai
S. Kushner Benson  C. Ward

Admin Assistant. — L. Martorana

Sr. Admin
Assistant
J. Wolfe

Director, Accreditation & Assessment -
K. Herrington

Admin Assistant — T. Howard

Departments

Assistant Dean, Student Services
E. Welton

Director, Student Teaching / Field
Experience — P.Spinner

Student Teaching Liaison
M. Kernen

Coordinator, Licensure

Admin Assistant — C.Wright

J. Wilbanks

|

Admin Asst.
K. Feudner

Advising
K. Tondra / K. O’Connor/ B.Kerns

Office Support Specialist —
L. Sharpe

Curricular & Instructional Studies

B. Ford
F. Broadway* L. Pachnowski
S. Colville-Hall J. Peck
L. Dunlap (Joint Appt) L. Lenhart
H. Foster N. Makki
J. Gordon L. Martin
L. Kline L. Smolen
G. Lauzon D. Stuart
T. Lilie S. Vakil
E. Newton A. Varian
K. Owens D. Walker
R. Oswald E. Welton

Sport Science & Wellness Education

V. Pinheiro
S. Buser (Coordinator)*
S. Cai
R. Kappler
C.Flster

A. Kornspan

S. Lee

M. MacCracken
R. Otterstetter

Admin Assistant - D.

Reynolds

Admin Assistant — J. Harhay
Admin Assistant — V. Duboise
Program Specialist — P. McCann

Center for Child
Development
Y. Michael

Admin Secretary —
P. Erickson

Centers
Center for Center for Urban &
Economic Education Higher Education
F. Carr B. Ford
Grants
STEM _— Jumpstart
T.Sisson H.Englert

Clinic for Individual

and Family
Counseling
R. Schwartz

Admin Assistant -
D. Buza

*Assistant Chai
Fall 200
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EVENT WHAT YOU SHOULD DO

Medical Emergency Call University Police at 911 or 330-972-2911(*)

Call ext. 7415 (or 330-972-7415)
Move cautiously to lighted area and wait for further instructions.

Power Outage

Immediately exit area. Do not use elevators.
Pull closest fire alarm pull station, exit the building.
Call 911 or 330-972-2911(*)

Hazardous Materials Immediately exit area.
Incident Call University Police at 911 or 330-972-2911 (*)

Call University Police immediately at 911 or 330-972-2911 (*)
Get a good description of the individual.
Last known location or direction of travel.

Disruptive Individual/
Suspicious Person

Call University Police at 911 or 330-972-2911(*)
Bomb Threat Write down or electronically save the threat.
Report anything suspicious to responding safety personnel.

Call University Police at 911 or 330-972-2911(*)
Escape if you are able. Otherwise, lock the door.

Active Shooter / If the door cannot be locked, barricade the door with furniture.
Violent Incident Move to an area of the room that is out of view; close blinds if time
allows.
lockdown of Discuss a plan of action in case your room is entered by an

classrooms and offices aggressive individual.
Make informed decisions about your safety with the information
provided to you.

Move to the lowest level of the building, away from windows.
Inner stairwells, hallways and restrooms provide excellent shelter.
“All clear” signal will come via two-way radio and the

campus public address system.

Tornado

(*) When calling police, i , ,

provide this information: If e_Ievators are mppergble, people in Wheelqhalrs §hou|d be moved to a
stairwell and await assistance. Call University Police at 911 or

« Location (building & room #) 330-972-2911 to let them know this person needs assistance.

* Type of emergency

« Phone number If you are calling from a non-campus phone (such as a cell phone), you must

* Your name dial 330-972-2911 to reach police dispatch.

Stay on the phone unless it is Report all emergencies to University Police.

unsafe or if directed otherwise.




