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The mission statement has five components that are addressed in our conceptual framework.  These 
include: competent professionals, ethical dispositions, reflective practitioners, diversity, and rapidly 
changing world.�
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School of Education Mission Statement: 

Through our programs in the School of Education at Indiana University South Bend and our 
active engagement in the community, we prepare teachers and other school personnel to be 
competent, ethical, and reflective practitioners. Our candidates and faculty are professionals 
dedicated to continuous learning in order to address the needs of diverse individuals and 
prepare them for the complexities of a rapidly changing world. As part of a public 
comprehensive university and through our service to schools we strive to make a positive 
difference in the community within and beyond north central Indiana.  
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Please note:  Graduate syllabi should reference the National Board for Professional Teaching 
Standards Core Propositions and these may be attached to the syllabus.  These are found in this 
manual or can be located at http://www.nbpts.org/.  
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• National Board for Professional Teaching Standards Core Propositions 

• Issues Resolution Process 
• Student Complaint Form 
• Documenting Dispositions and Letter of Concern 
• Syllabus Template 
• Vita or Resume Format 
• Entering Grades instruction 
• An Associate Faculty Member Checklist 

�

�

National Board for Professional Teaching Standards Core Propositions 
 

1. Teachers are committed to students and their learning. 
• Teachers recognize individual differences in their students and adjust their practice accordingly  
• Teachers have an understanding of how students develop and learn 
• Teachers treat students equitably 

.  

2. Teachers know the subjects they teach and how to teach those subjects to students. 
• Teachers appreciate how knowledge in their subjects is created, organized and linked to other disciplines 
• Teachers command specialized knowledge of how to convey a subject to students  
• Teachers generate multiple paths to knowledge 

 

3. Teachers are responsible for managing and monitoring student learning. 
• Teachers call on multiple methods to meet their goals 
• Teachers orchestrate learning in group settings 
• Teachers place a premium on student engagement 
• Teachers regularly assess student progress 
• Teachers are mindful of their principal objectives 

 

4. Teachers think systematically about their practice and learn from experience. 
• Teachers are continually making difficult choices that test their judgment 
• Teachers seek the advice of others and draw on education research and scholarship to improve their practice 

 

5. Teachers are members of learning communities. 
• Teachers contribute to school effectiveness by collaborating with other professionals  
• Teachers work collaboratively with parents  
• Teachers take advantage of community resources  www.nbpts.org  
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Issue Resolution in the School of Education 

 

The processes explained below will be utilized for issues related to instructional practices, advising, or 
administrative processes in School of Education (SOE). These processes will apply to complaints about 
course issues for all courses taught by full-time faculty and associate faculty in the School or Education. If 
you feel the complaint or issue is related to issue of ethnic, gender, sexual orientation, disability, racial 
discrimination, or sexual harassment, the student should explain the issue or situation in writing and submit 
a letter directly to the Dean’s office. In these cases, the Dean’s office implements appropriate actions 
according to Indiana University South Bend (IUSB) policies and regulations and fully investigates the 
charge. 

 

This policy does not affect any academic policy established by the faculty of IUSB or any academic policies 
of the university. Many of these policies are located in the IUSB Bulletin and student handbook. The grade 
grievance policy for course final grades has been established by the faculty of the university. Students in 
the School of Education must follow that process. 

 

A. Issues regarding instructional practice and student teaching 

 

1) In cases of disagreements about an instructional issue, including student teaching, the student must 
first discuss the issue directly with the faculty member involved and attempt to resolve the issue. An 
Issue Resolution form is not required at this stage. The faculty member and student should document 
the discussion and outcome in an anecdotal log with the date and time of the discussion noted.  It is 
expected that most issues will be resolved. In all cases, the resolutions should meet principles of 
academic integrity and the policies of IUSB and the School of Education. In cases where there is not 
resolution, students must proceed to step 2 for associate faculty or student teaching, and proceed to 
step 3 for full time faculty issues not related to student teaching.   
 
If the student attempts to contact associate faculty members and has found that the faculty member 
is unresponsive or unavailable, the student should provide documentation regarding the attempts and 
proceed to step two.  
 

2) This step applies to only to associate faculty and student teaching issues. The Department head will 
serve as the Dean’s designee. If the student and faculty member are unable to reach resolution, the 
student or faculty member may appeal to the Department head. A student must obtain an Issues 
resolution form from the Student Services office. Students must submit their request in writing and 
fully explain the issue. Faculty and the designee will work to resolve the issue. Resolutions must be 
documented with a copy to the Education Student Services Office, Dean’s office, and the student. 
The documentation should include a brief explanation of the complaint or issue and any 

�����������	
���
������	
������
����
�����
������	��������������������������������������������������������������������������������������������������������



� ��

documentation from the prior meeting.  Associate faculty members must be involved in meetings with 
the student and Dean’s designee.   If there is a lack of resolution, students may proceed to step 3. 
 

3) In situations where the student and faculty member are unable to reach resolution, the student must 
appeal to Dean or designee of the School of Education (SOE).  The appeal to the Dean must be in 
writing.  If appropriate, the Dean or designee may choose to submit the appeal to the Curriculum and 
Standards Committee (C & S) for a recommendation. The Dean or designee will respond in writing to 
the student. When appropriate, memoranda or letters may be included in the student’s advising file.  

 
 

B. Issues regarding advising and Student Services 

 

1) In cases of complaints regarding advising issues or Student Services that pertain to the Student 
Services Office in the School of Education policy, students should complete the Issue Resolution 
form, make a copy, and submit the original to the Director of Student Services and the Dean’s office.  
The student must also meet directly with the advisor involved and attempt to resolve the issue. The 
advisor and student must document the outcome of the meeting and submit this outcome to the 
Director of Student Services and the Dean’s office. If the issue pertains to the director of student 
services papers may submitted directly to the dean’s office. 

 

2) If the complaint is not resolved, students and the advisor must arrange to meet with Director of 
Student Services and the Department head of their chosen major. Students must submit written 
documentation that fully explains the issue. All parties should attempt to reach a mutually agreed 
upon resolution within the structures of academic integrity, and the policies of Indiana University 
South Bend, and the School of Education. The Department head or Director of Student Services will 
respond to the student in writing with a copy to the Dean’s office. 

 

3) In situations where the student, Department head, and Director of Student Services are unable to 
reach resolution. The student must appeal to Dean or designee of the School of Education (SOE). 
The student appeal must have a letter attached from the Department head or Director of Student 
Services. The appeal to the Dean must be in writing.  The Dean or designee will respond in writing to 
the student, Director of Student Services, and Department head.  When appropriate, memoranda or 
letters may be included in the student’s advising file.  

 

C. Issues regarding School of Education practice or policy 

 

1) In cases regarding general or programmatic practices or policies in the School of Education, students 
should complete the Issue Resolution form, make a copy, and submit the original to the Student 
Services Office. 

 

2) The Department head will meet with the student to discuss the issue. It is expected that most issues 
will be resolved at this step. The Department head will respond to the student in writing and copy the 
Student Services office.  All parties should attempt to reach a mutually agreed upon resolution within 
the structures of academic integrity, and the policies of Indiana University South Bend and the School 
of Education. 

 

3) Students who wish to further appeal must appeal in writing with the situation carefully documented 
and fully explained. This letter and a copy of the Issue Resolution form must be written to the chair of 
Department head and Curriculum and Standards Committee. The Curriculum and Standards 
committee has the option of denying the appeal, not considering the request, or of making a 
recommendation to the Dean. In such cases of denial of the appeal or of a decision to not consider 
the appeal, the decision of the Department head will be in effect.  In all cases, the chair of the 
Curriculum and Standards Committee will respond to each appeal with recommendations in writing to 
the all involved parties and with a copy to the Dean. The Dean or designee will respond to the faculty 
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member, student, chair of the C& S committee, and Department head if an associate faculty member. 
When appropriate, memoranda or letters may be included in the student’s advising file.  

 

Process Steps to the School of Education Policy on Issues Resolution 

 

Note and Context: The Curriculum and Standards Committee meets once a month for issues resolution 
purposes. All forms are due to the committee the last Friday of the month. Students must meet with the 
department heads prior to that time.  
 

This process is appropriate when a student has an issue with advising, School of Education policy, or with 
an instructor.  Generally, the issues resolution forms should be generated on the pretext that student issues 
are not solved in informal discussions or when potential solutions do not meet standards or scope of IU 
South Bend School of Education policies.  

 

1. Obtain the Issues Resolution Form. Students obtain the issues resolution policy and form from a 
faculty member or from the Education Student Services Office.  The student must complete the form 
and submit it to Education Student Services Office.  The Education Student Services Office forwards 
the form to the appropriate Department head and keeps a copy for recording purposes.   

2. Meet with the Department head.  The student and the Department head schedule a meeting to 
discuss the issue.  Please note that discussion with the instructor prior to this step may be required. 
The Department head may administratively address program policies. If the Department head 
resolves the issue, s/he is to send a memo to the Education Student Services Director explaining the 
content of the meeting and detailing the resolution (if the issue has been solved) or recommendation 
(if the issue has not been solved).  If the student wishes to appeal the decision of the department 
head regarding program policies, they must inform the Education Student Services Office of their 
request and the issue will be forwarded to the faculty committee. Department heads will make 
recommendations to the committee if the issue to be resolved is a School of Education policy.  
Department heads may not alter or waive School of Education Policy.     

3. The Education Student Services Director forwards the Issue Resolution Form to the Curriculum and 
Standards Committee and Dean.  If the issue pertains to SOE policies, the SOE Faculty Curriculum 
and Standards committee meets and makes a recommendation to the dean.  The following 
documents are forwarded: 1) Issues Resolution Form submitted by the student; 2) Recommendation 
from the Department head, and 3) Additional Written Documentation from the student, record, or as 
requested by the committee.  

4. The Issue is discussed by Curriculum and Standards Committee.  The Curriculum and Standards 
committee will meet, analyze the data provided, and write a recommendation to the dean.  

5. Dean’s Decision.  After receiving the recommendation from the Curriculum and Standards 
Committee, the dean will make a final determination and notify the student in writing and forward a 
copy of the decision to the Education Student Services Office. All decisions resulting from this 
process are final as this is the last step in the School of Education appeals process. 

Documentation by the School of Education 

The Education Student Services office will maintain a file and periodically aggregate the data pertaining to 
issues and resolution per NCATE standard.  Relevant information regarding each individual issue will be 
provided for inclusion in student’s advising folder. 
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Indiana University South Bend – School of Education 

Issue Resolution Cover Page 

 

Directions: When completed, please make 2 copies of this form and all related documentation; retain the 
original.  Submit one set of copies to the Department head and the second set of copies to the Education 
Student Services Office in Greenlawn 120. 

 

Student’s Name ______________________________________________      Date __________________ 

 

IUSB Email _______________________@iusb.edu  Phone 
_________________________________ 

 

Other email ___________________________________________________________________________ 

 

Major Area of Study (please check one or more) 

 

_____ Counseling and Human Services   _____ Education Administration and Leadership

  

_____ Elementary Education  _____ Secondary Education        

 

_____ Special Education 

 

This issue is related to (please check one) 

 

 _____  Course or instructional issue       _____ Advising        _____ School of Education Process or Policy 

 

I have read the complaint process for the School of Education:      ______________ Student’s Initials  

 

Students must attach a typewritten/word processed document that includes a complete and detailed 
explanation of the issue in question.  Students are responsible for including all pertinent paperwork and 
additional documentation needed for decision-making.  

 

For SoE Documentation and Routing Only 

1)  Student Services Date Rec’d ___________     2) Department head: ___________      

3) Date of resolution or N/A  ___________  

4) C/S Committee _______________   

5) Dean’s Office _______________   

6) Student Files _______________ 
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Indiana University South Bend – School of Education 

Issue Resolution Response 

 

For Faculty/Staff Use Only 

 

Directions: Please return this form to Education Student Services Office, Greenlawn 120 

 

 

 

Student’s Name ______________________________________________      Date __________________ 

 

 

Recommendation 

 

_____ Approved 

 

_____ Denied 

 

_____ Deferred pending further input 

 

 

Explanation 

Faculty/Staff members must attach a typewritten/word processed document explaining the above 

recommendation.  

 

Faculty/Staff members should include all pertinent paperwork and additional documentation used 

for decision-making.  

 

 

Faculty/Staff Signature 

 

_______________________________________________     Date __________________________ 

�
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Letter of Concern Policy and Forms 

Policy and Procedure for Addressing Concerns with Students’ Professional Dispositions or Conduct 
through a Letter of Concern 

When concerns about an IU South Bend School of Education student’s professional disposition, 
performance, or conduct occur, direct and honest communication and a supportive, but realistic approach 
to addressing such concerns are important. If a faculty member, classroom teacher, or other personnel 
have concerns about a student’s ability to become an effective teacher, administrator, or human services 
provider, creating a plan to help the student is essential. Concerns may be related to conduct or 
dispositions in the university setting or in the field. IU South Bend students must maintain the highest level 
of professional conduct while completing field experiences in the schools or in agency settings. In these 
settings improper conduct can have adverse effects on the lives of children, youth, or adults. Unsatisfactory 
professional conduct or performance on the part of an IU South Bend School of Education student may 
result in dismissal from the School of Education. The following steps outline the procedure for addressing 
concerns with a student’s professional dispositions or conduct. The process is intended to encourage 
needed changes and facilitate growth in the student toward success as a teacher. 

1. A faculty member, classroom teacher, or other personnel identifies an area or areas of concern in 
writing using the “Letter of Concern” form. This form is discussed with the student and then 
forwarded to the Education Student Services office. The date of the discussion with the student is 
noted on the form and additional documentation may be attached.  The student must receive a 
copy of all documents.  The student is invited to submit a letter of explanation to be attached and to 
submit that letter to the Department head and Education Student Services office. In addition to 
copies of the letter of concern and other documentation, the student must be provided a copy of 
this policy. 

2. When a student receives a second letter of concern, and with each subsequent letter, the 
Department head and the student meet to discuss the concern and develop and implement a plan 
to address the concern. The plan consists of specific objectives, procedures for remediation, a 
method for assessment of progress, and a timeline. As appropriate, objectives and remediation 
goals should be written in behavioral terms.  The attached form must be utilized and further details 
must be expressed in writing. In the case of a student who has been assigned multiple plans, the 
Department head may recommend for dismissal from the program. 

3. Successful completion of and continued adherence to the plan indicates that the student may 
continue in the program. The Department head sends a letter to the student, the advisor, and the 
student’s file expressing successful completion of the plan.   

4. In the case of unsuccessful completion of the plan after an initial attempt, the Department head has 
the option of working with the student to revise or extend the plan, or the Department head may 
choose further action as described below in 4a, 4b, 4c, and 4d.  Non-completion of the plan will 
result in a recommendation for discontinuation in the professional or teacher education program as 
described in 4a, 4b, 4c, and 4d.   
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a. When 1.) there has been no attempt to complete the plan, or 2.) if a plan has not been 
completed satisfactorily or 3.) after an unsuccessful second attempt, the Department head 
will recommend discontinuing the pursuit of a professional or teacher education program. 
At this point, the student may voluntarily choose to withdraw from the School of Education. 
If an initial plan has not been completed satisfactorily or adhered to, the Department head 
may make additional recommendations to the student prior to proceeding to step “b” and 
share these recommendations in writing with the Curriculum and Standards Committee for 
informational purposes, or the Department head may proceed to step “b”."  

b. Upon 1.) non-completion of the plan, 2.) unsatisfactory completion of the plan, 3.) a failed 
second attempt of the plan, or 4.) non-adherence to a plan, and if a student does not 
choose to withdraw, the Department head shall forward a recommendation for dismissal of 
the student to the Curriculum and Standards Committee. Before the recommendation is 
forwarded to the committee, the Department head shall put the recommendation for 
dismissal in writing and discuss it with the student. The Department head can invite the 
advisor to participate in this meeting. The student shall receive a copy of the 
recommendation. The student shall be informed that he/she may share a letter of 
explanation with the Curriculum and Standards Committee. The deadline for submitting the 
letter of explanation will be provided.  

c. If the Curriculum and Standards Committee does not support the recommendation for 
dismissal of the student, the improvement plan must be redone or extended.  The 
Department head may appeal the Curriculum and Standard decision to the Dean. 
 
If the Curriculum and Standards Committee approves the dismissal recommendation, 
copies of a letter communicating the recommendation that the student withdraw from the 
School of Education are sent to the student, the Department head, the student’s file and to 
the Dean. The student may appeal the decision to the Dean. 

d. Activities that lead to the involuntary withdrawal or termination of students from the School 
of Education will be implemented by the Dean or a designee. The Dean or designee will 
notify the student and the IU South Bend Student Affairs Office. 

 

If there are two or more letters of concern, successful resolution of all concerns is required prior to 
admission to and retention in all phases of the teacher education program or in activities that are 
designated in graduate programs, most notably, but not limited to, field experiences and/or internships.  
The student is ultimately responsible for ensuring that the letters documenting successful resolution of 
concerns are available. 
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Indiana University South Bend – School of Education 

Letter of Concern Cover Page 

Name of Student: _________________________________________ Date: 
_____________________ 

Name of referring faculty member: ________________________________________________________ 

Course:  _________     Title: __________________________________________   Section:  ___________ 

Date student was informed:  __________________    Date plan of action was developed: ____________ 

Student Signature: _____________________________________________________________________ 

(student’s signature does not indicate agreement with this concern; student’s signature only indicates 
receipt of form, supporting documentation, and School of Education policy on Letters of Concern). 

Briefly explain the nature of the concern in two sentences:  
 
 

 

 

 

Please attach a typewritten/word processed document that includes a complete and detailed explanation of 
the concern in question.  Attach all supporting documentation available. 

 

 

 

 

 

 

 

 

 

___   Check here if there are additional letters of concern or forms in the student’s folder. 
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Indiana University South Bend – School of Education 

Plan of Action Cover Page 

Responding to 2nd and subsequent letters of concern 

This form for Administrative or Faculty use only. 

 

Attach the plan of action.  

Date Plan of Action was given to student: __________________________________ 

Date the plan of action was successfully completed: _________________________   

If the plan of action is not successfully completed, explain the subsequent actions or recommendations.   

 

 

 

If the plan of action was revised, attach a copy of the revised plan of action. 

Date of subsequent action or recommendation: _______________________________________ 
 
 

Signatures 

______________________________________________________ Date __________________________ 

Department head 

 

 

 

______________________________________________________ Date __________________________ 

Academic Advisor 

 

 

 

______________________________________________________ Date __________________________ 

Student 

 

 

 

 

 

Attach copies of any previous written communication with the student or logs of relevant discussions. If 
relevant, please attach course syllabus or other documentation. 
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