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Part I
Introduction
The purpose of this Handbook is to describe the conceptual framework,
policies and procedures in the Teacher Education program
at Concordia University.
The Handbook is introduced to students in
ED 201: “Introduction to and Foundations of Education” and
ED 202: “Critical Dispositions for Teacher Education.”

… and please check the Teacher Education Website and Facebook page frequently to stay
current with news and developments in the Teacher Education Program!

https://concordia.csp.edu/teachered/

https://www.facebook.com/ConcordiaStPaulUndergraduateTeacherEducation/
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Personnel

Dean, College of Education
Professor Lonn D. Maly
Office phone: 651-641-8203
maly@csp.edu
Administrative Assistant, College of Education
Anne Heilman
Education Office phone: 651-641-8200
heilman@csp.edu
Chair, Department of Undergraduate Teacher Education (DUTE)
Coordinator, K-6 Education, and License Verification Officer
Dr. Lynn Gehrke
Office phone: 651-603-6206
gehrke@csp.edu
Coordinator, Field Experiences and Clinical Practice
Dr. Kristin Conrad
Office phone: 651-603-6204
conrad@csp.edu
Coordinator, Secondary and K-12 Education
Professor Rick Benson
Office phone: 651-641-8245
benson@csp.edu
Coordinator, Early Childhood Education
Dr. Sue Starks
Office phone: 651-603-6269
starks@csp.edu

5

Faculty – Undergraduate Teacher Education and
Director, Southeast Asian Teacher and
Hmong Culture and Language Programs
Dr. Sally Baas
Office phone: 651-603-6188
baas@csp.edu
Faculty – Undergraduate Teacher Education
Dr. Michele Pickel
Office phone: 651-641-8786
pickel@csp.edu
Faculty – Undergraduate Teacher Education
Dr. Athena Novack
Office phone: 651-603-6252
novack@csp.edu
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COLLEGE OF EDUCATION
TEACHER EDUCATION

Educator as Professional Decision-Maker, Reflective Practitioner and Adaptive Expert
Mission of the University: The mission of Concordia University, Saint Paul, a university of the
Lutheran Church – Missouri Synod, is to prepare students for thoughtful and informed living, for
dedicated service to God and humanity, and for enlightened care of God’s creation, all within the
context of the Christian Gospel.
Vision of the University: The vision of Concordia University, Saint Paul, is to be acknowledged
as the leading Lutheran university offering exceptional opportunities for students from all
backgrounds who seek relevant career preparation and a challenging academic experience
coupled with the insights of Lutheran theology.
Motto of the University: In litteris proficere volo malo deligere Jesum
“I wish to be proficient in academics, but even more I wish to know Jesus.”
The University’s Promise to Students: Concordia University, Saint Paul, empowers you to
discover and engage your purpose for life, career and service, in a dynamic, multicultural, urban
environment, where Christ is honored, all are welcome, and Lutheran convictions inform
intellectual inquiry and academic pursuits.
Vision of the Department of Undergraduate Teacher Education: The faculty, staff and programs
embrace and live the core values of quality, diversity, and service – all within the context of the
Christian Gospel. The faculty and staff foster a caring, Christian learning environment, rich in
technology and wonderfully diverse, in which each candidate receives individualized attention to
facilitate personal and professional growth. Candidates, in turn, demonstrate exemplary
dispositions in their future P-12 classrooms.
Mission of the Department of Undergraduate Teacher Education: The Department of
Undergraduate Teacher Education prepares professional, academically capable, and personally
responsible entry-level educators who are professional decision-makers to serve in diverse and
global educational communities.
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Liberal Arts Tradition and General Education

Concordia University prepares entry-level professional educators for service in public, private
and parochial (primarily Lutheran) schools, as well as in-service practitioners for continued
professional growth.
The university has established eleven learning outcomes for all students derived from the
“Framework for Learning.” It is expected that all students will accomplish these University
Outcomes through a variety of experiences and various coursework: general education
coursework, major coursework and elective coursework. The university catalog notes that The
Framework for Learning was created by the faculty as a conceptual model to organize the
learning of students at Concordia University. The function of the Framework for Learning is to
make explicit how Concordia University understands and applies its mission statement. To help
realize the goals of the mission statement, the total educational experience of Concordia students
– both in and out of the classroom – is placed within an overarching structure called the
Framework for Learning.
University Outcomes for All Graduates

The Concordia University graduate will be able to demonstrate the following 11 outcomes:
Critical Thinking – Identify the problem/issue; articulate solutions/perspectives; identify and
assess key assumptions; identify and assess data and evidence; identify and consider the
influence of context; evaluate ethical dimensions and apply ethical principles; and synthesize
conclusions, implications and consequences.
Information Literacy – Prepare for research; generate search strategy and access resources;
evaluate and process information; transfer and apply learning; incorporate information
technology; practice legal and ethical use of information.
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Oral Communication (formal presentation and/or small group) – Organize the presentation,
develop the topic, language style, delivery, incorporate references, and center the presentation on
the audience. Regarding group discussion: tailor the content, language, delivery, and references
to effectively communicate in a group-centered manner.
Quantitative Reasoning – Translate oral or written assertions into quantitative data; read, analyze
and interpret quantitative data, such as graphs, charts or statistics; use models; and translate
quantitative evidence and reasoning back to oral or written assertions and support conclusions.
Writing – Relate content to an audience, to develop and organize material, to construct fluent
sentences using standard grammar, mechanics and references.
Aesthetic Values – Understand the value of artistic expression in reflecting and shaping the life
of human communities; relate artistic expression to philosophical, religious and social thought;
and recognize the importance of major forms of artistic communication.
Civic Values – Understand the necessity for participation in the civic infrastructure of the United
States; recognize the similarities and differences between American civic policies, institutions
and beliefs and those of other communities, nations, cultures, and peoples throughout the world;
and recognize the civic responsibility of the citizen and all levels of government to ensure a
democratic and just vision for society.
Global Values – Understand the relationships between the members of the global community;
philosophical, religious and social thought from global cultural contexts; the importance of
global cultural expression; and the difficulties caused by ethnocentrism.
Interpersonal Values – Display effective interpersonal skills during interactions with students,
faculty or staff, understand the value of effective interpersonal skills, accept and deliver
constructive criticism, and effectively resolve conflicts.
Physical Values – Demonstrate strategies that promote lifelong health; implement and evaluate a
personal physical fitness plan; implement a health-conscious lifestyle, including intellectual and
emotional wellness; balance health of physical self and service to God and humanity.
Spiritual Values – Demonstrate an understanding of how the essentials of the Christian faith
inform one’s life individually and in community, and develop a sympathetic appreciation of the
pertinence of the Christian faith to the total intellectual enterprise.
These outcomes have been dispersed into a series of general education courses that reside
primarily in the College of Arts and Letters and the College of Education, but their design and
delivery are partnerships with all aspects of the university.
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University General Education Coursework

In order to reach these outcomes, general education coursework at Concordia University includes
experiences in the following 10 areas: Communication, Fine Arts, Global Studies, Health and
Physical Education, History and Political Science, Literature, Mathematics and Natural Science,
Religion and Theology, Social and Behavioral Science, and Writing:
COMMUNICATION (4 CREDITS REQUIRED) – Communication courses pertain to the study
of verbal and nonverbal messages between communicators in interpersonal, group, public,
intercultural, and mass media contexts. Communication theory and analysis informs student
choice of ethical as well as effective strategies and skills used to relate and respond to ideas.
FINE ARTS (4 CREDITS REQUIRED) – The fine arts curriculum increases students’
awareness, understanding and critical appreciation of varied aesthetic expression; and seeks to
foster their creative talents.
GLOBAL STUDIES (4 CREDITS REQUIRED) – Very broadly construed, global courses help
students recognize global interdependence and/or cultural connections; as such, they enhance
students’ ability to work constructively with a people, language or culture other than their own.
HEALTH AND PHYSICAL EDUCATION (3 CREDITS REQUIRED) – The health and
physical education curriculum provides students with the resources and strategies necessary for
healthy, balanced and vigorous lives.
HISTORY AND POLITICAL SCIENCE (4 CREDITS REQUIRED) – History offerings help
students understand historical sources on their own terms and to recognize the interplay of
political, intellectual, social, economic and cultural factors in the development of civilizations. It
thereby provides one method whereby present-day circumstances can be better understood and
evaluated. Political science courses help students understand their own government and the role
of each citizen in the democratic process. Applied globally, political science pertains to the
relationships between different governments and peoples and explores how their interests and
welfare are connected by many of the same factors examined by historians.
LITERATURE (4 CREDITS REQUIRED) – The literature curriculum helps students develop
their abilities to think critically about, write coherently on and discuss enthusiastically a variety
of literary texts; students develop both an intellectual understanding of the power of literature
and an aesthetic appreciation for diverse literary works.
MATHEMATICS AND NATURAL SCIENCE (8 CREDITS REQUIRED: 3 IN
MATHEMATICS, 3 IN BIOLOGY, AND 2 IN PHYSICAL SCIENCE ) – Mathematics
offerings are designed to develop students’ understanding of basic mathematical concepts, to
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develop their abilities to analyze and solve mathematics problems and to promote mathematical
awareness in the analysis of problem-solving strategies and the interpretation of results. Natural
science courses examine the physical nature of the world. Biology involves plant, animal and
human life; physical science deals with the process of the earth; while earth science studies the
earth and the universe.
RELIGION AND THEOLOGY (8 CREDITS REQUIRED: 4 INTRODUCTORY, 4
INTERMEDIATE) – Students meet their general education requirements in theology by taking
four credits from the “Biblical” category and four credits from the “Intermediate” category.
Students in professional church work programs must select from those courses in both categories
that are also requirements in the minor in confessional Lutheranism.
SOCIAL AND BEHAVORIAL SCIENCE (4 CREDITS REQUIRED) – Social and behavioral
science courses provide the perspectives and tools for students to understand human behavior
individually, in groups and in organizations.
WRITING (4 CREDITS REQUIRED) – The writing course provides students with an awareness
of written communication – specifically the process of research, synthesis and analysis – as well
as opportunities to practice their own writing skills in an academic setting.
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Conceptual Framework Specific for Teacher Education Programs
The conceptual framework for the teacher education programs – Educator as Professional
Decision-maker, Reflective Practitioner, and Adaptive Expert – articulates the multiple
dimensions of these programs at Concordia University. The visual model below presents the
components of the framework and communicates the relationships that the components have
with one another. The model suggests a dynamic, interactive, energetic, and productive
orientation to the preparation of professional educators at Concordia University.

It is tempting to see progress through any program for educators as a linear, course-by-course,
step-by-step, from-here-straight-to-there process, but a traditional flow chart with a row of
discrete boxes connected by arrows fails to articulate the dynamic and synergistic approach to
the preparation of educators at Concordia University. While the university has a clearly
determined progression for moving candidates toward the profession and for professional growth
in their practice, the Department of Undergraduate Teacher Education (DUTE) and the
Department of Graduate Teacher Education (DGTE) have developed this “washing-machine
model” to represent its program, where movement and momentum are implied, where elements
swirl and tumble and bump into each other, suggesting a truly interactive and dynamic approach
12

to the preparation of education professionals. A synergistic quality is also suggested in that each
element is enriched and enhanced by its position and relation to the others. In effect, the result is
greater than the sum of its parts. Educators are more than an embodiment of a university
transcript. The conceptual foundations and framework, the curriculum, Field Experiences, and
Clinical Practices, all interact, contributing to molding professional decision-makers, empowered
professionals, reflective practitioners, and adaptive experts – educators who know not only what
to do but why they do it. The Teacher Education Conceptual Framework in its entirety can be
found on the Department of Teacher Education Website at: http://info.csp.edu/AcademicResources/Departments/teacher-education.

Attitudes that Foster Learning
Most educators believe that attitudes or dispositions have a profound effect on the teaching and
learning process. They are an important dimension of classroom and collegial dynamics and may
have either a positive or negative impact on them. Attitudes have a direct effect on behavior as
they determine not only how we view ourselves, but also how we view and interact with others.
Cooper (2006) suggests that there are four major categories of attitudes that affect teaching
behavior. They include a balance between the following equally important “attitude arenas”:
(1) teachers’ attitudes toward themselves – research in psychology supports the notion
that emotionally healthy individuals are better able to respect and cope with the
feelings of others.
(2) teachers’ attitudes toward children and youth – understanding the power of
expectations and human relations and their impact on students’ learning and behavior
is an important awareness that teachers must possess.
(3) teachers’ attitudes toward peers and parents – positive professional and personal
relationships with adults are necessary for a successful and satisfying career.
(4) teachers’ attitudes toward subject matter – being enthusiastic about a learning topic or
experience has a dramatic impact on students’ attitudes and achievement.
Dispositions are values, commitments, and professional ethics that influence a teacher’s behavior
toward his/her students, families, colleagues, and communities. Dispositions affect student
learning, student motivation, and student development (Singh & Stoloff, 2008). They also impact
an educator’s own professional growth and are influenced by beliefs and attitudes related to
values such as caring, fairness, honesty, responsibility and social justice. One critical disposition
for educators, for example, is the belief that all students can learn. Others include the following
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(among others): caring, empathy, compassion, humility, respect, cultural competence, flexibility,
initiative, resourcefulness, professionalism, confidentiality, and efficacy.
The educational preparation program promotes the development of healthy, respectful attitudes
toward self and others by engaging candidates in coursework and experiential opportunities
which help them assess and grow in intrapersonal and interpersonal knowledge and skill. The
Admission to the Teacher Education Professional Program process requires written and verbal
responses to inquiries regarding candidates’ perceived strengths and weaknesses related to the
social and communication roles of a teacher. Through the processes of writing and meeting with
faculty, candidates are assisted in developing a realistic self-perception and in determining goals
for growth in academic, social, and communication skills. Goal-setting opportunities are also
encountered later on in the program when candidates complete the Practicum experience. If
issues are identified by course instructors, Cooperating Teachers, University Supervisors, or the
candidate him/herself, reflection and renewal can be addressed by writing specific goals for
future experiences.
Human Diversity and Relations coursework (ED 330) and the required human relations activities
(60 hours) and service-learning experiences expand and enrich the world of the candidates by
exposing them to a diversity of cultures, ethnicities, socioeconomic classes, learning styles and
abilities, etc. Educators in an increasingly diverse educational world must develop an awareness
of their own attitudes and expectations regarding persons who are different from themselves.
They interact with persons who play a variety of roles within the school: administrators,
colleagues, parents, students, and these persons often reflect the richness and greatness of
diversity in society. Developing attitudes of acceptance and appreciation are critical to the
transformation of school and society which are too often troubled by the oppressive effects of
bias, prejudice, and discrimination. Communication is addressed as the vehicle of attitudinal
interchange as we recognize that attitudes are communicated through verbal and nonverbal
interactions. Therefore, acquiring the skills necessary to engage in positive interpersonal
communications is a prerequisite for operating successfully in the diverse world of the
classroom.
Upon completion of the initial/undergraduate teacher education licensure programs at Concordia
University, candidates will be professional, academically capable, and personally responsible
entry-level educators who are able to apply knowledge, skills, and dispositions related to subject
matter, learning and human development, and teaching strategies to the classroom environment.
Candidates will also be able to demonstrate personal qualities that foster learning in others by
demonstrating positive and caring dispositions, providing direction, and making instructional
decisions that enhance educational opportunities for all students. Successful candidates will
demonstrate knowledge, skills, and dispositions aligned with standards formulated by the
Interstate New Teachers Assessment and Support Consortium (2010; Model Standards for
Beginning Teacher Licensing and Development) also known as the Minnesota Standards of
Effective Practice:
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A. Subject Matter:
InTASC/MSEP Standard #1a: SUBJECT MATTER – The candidate understands the
central concepts, tools of inquiry, and structures of the discipline(s) s/he teaches.
B. Learning and Human Development
InTASC/MSEP Standard #2a: STUDENT LEARNING – The candidate understands how
children and youth learn and develop.
InTASC/MSEP Standard #3a: DIVERSE LEARNERS – The candidate understands how
learners differ in their approaches to learning.
C. Teaching Strategies
InTASC/MSEP Standard #6: COMMUNICATON – The candidate uses knowledge of
effective verbal, non-verbal, and media communication technique to foster active inquiry,
collaboration, and supportive interaction in the classroom.
InTASC/MSEP Standard #1b: SUBJECT MATTER – Based upon knowledge of the
central concepts, tools of inquiry, and structures of the discipline(s) s/he teaches, the
candidate can create learning experiences that make subject matter meaningful for
students.
InTASC/MSEP Standard #2b: STUDENT LEARNING – Based upon an understanding
of how children learn and develop, the candidate can provide learning opportunities that
support students’ intellectual, social, and personal development.
InTASC/MSEP Standard #3b: DIVERSE LEARNERS – Based upon an understanding of
how learners differ in their approaches to learning, the candidate creates instructional
opportunities that are adapted to learners from diverse cultural backgrounds and with
exceptionalities.
InTASC/MSEP Standard #4: INSTRUCTIONAL STRATEGIES – The candidate
understands and uses a variety of instructional strategies to encourage the student’s
development of critical thinking, problem solving, and performance skills.
InTASC/MSEP Standard #5: LEARNING ENVIRONMENT – The candidate uses an
understanding of individual and group motivation and behavior to create a learning
environment that encourages positive social interaction, active engagement in learning,
and self-motivation.
InTASC/MSEP Standard #7: PLANNING INSTRUCTION – The candidate plans and
manages instruction based upon knowledge of subject matter, students, the community,
and curriculum goals.
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InTASC/MSEP Standard #8: ASSESSMENT – The candidate understands and uses
formal and informal assessment strategies to evaluate and ensure the continuous
intellectual, social, and physical development of his/her learners.
InTASC/MSEP Standard #10: COLLABORATION, ETHICS, AND RELATIONSHIPS
– The candidate communicates and interacts with parents/guardians, families, school
colleagues, and the community to support the students’ learning and well-being.
D. Personal Qualities that Foster Learning
InTASC/MSEP Standard #9: REFLECTION AND PROFESSIONAL DEVELOPMENT
– The candidate is a reflective practitioner who continually evaluates the effects of
her/his choices and actions on others (students, parents, and other professionals in the
learning community) and who actively seeks out opportunities to grow professionally.
InTASC/MSEP Standard #9: REFLECTION AND PROFESSIONAL DEVELOPMENT
– The candidate is a reflective practitioner who continually evaluates the effects of
her/his choices and actions on others (students, parents, and other professionals in the
learning community) and who actively seeks out opportunities to grow professionally.
For candidates pursuing teaching positions in Lutheran schools, the following three outcomes are
also included:
1. Models a Christian life based upon a hope in Jesus Christ as Savior.
2. Demonstrates knowledge and skill needed to serve in the parish and school.
3. Demonstrates sufficient theological insight to communicate the Gospel
effectively.
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Accreditation

Concordia University has been accredited by the Higher Learning Commission of the North
Central Association of Colleges and Schools* since 1967, with the most recent re-accreditation
in 2018. All professional teacher education licensure programs were re-accredited by the
National Council for the Accreditation of Teacher Education (NCATE)** in 2008. The
undergraduate teacher education programs were accredited by NCATE’s successor – Council
for the Accreditation of Educator Preparation (CAEP) *** in October 2017. Re-approval was
given to all teacher education programs by the Professional Educator Standards and License
Board (PELSB) (f/k/a Minnesota State Board of Teaching) **** in 2017. Thus, candidates
who successfully complete a certification program are recommended to PELSB for licensure.
*North Central Association of Colleges and Schools Commission on Institutions of Higher Education, 30
North
LaSalle
Street,
Suite
2400
Chicago,
IL
60602-2504,
(800)
621-7440;
https://www.hlcommission.org
**National Council for Accreditation of Teacher Education, 2010 Massachusetts Avenue NW, Suite 500
Washington DC 20036-1023, (202) 466-7496, fax: (202) 296-6620; www.ncate.org, ncate@ncate.org
***Council for the Accreditation of Educator Preparation, 1140 – 19th Street NW, Suite 400, Washington
DC 20036; (202) 223-0070; http://caepnet.org
****Professional Educator Licensing and Standards Board, 1500 Highway 36 West, Roseville, MN
55113; (651) 539-4200; https://mn.gov/pelsb/

Federal Title II reporting requirements:
The Higher Education Act, Title II, Section 207 (1998), requires all institutions that prepare
teachers to report their candidates’ pass rates on state licensing tests. In Minnesota, teacher
candidates are required to pass the Essential Academic Skills, which contains three subtests:
reading, writing and mathematics. Candidates are also required to pass examinations related to
subject matter content and pedagogy. The pass rates for Concordia University teacher education
candidates and the pass rates for all candidates in Minnesota for 2016/17 are given in the chart
below.
* Pass rates are only shown in content areas where 10 or more Concordia students have taken the test.
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Concordia University Candidates
2016-2017
Concordia
University

# Taking
Assessment

Mathematics
Reading
Writing

117
114
126

Elementary
Subtest 1
Elementary
Subtest 2

197

Elementary
Subtest 1
Elementary
Subtest 2
Elementary
Subtest 3

168

196

Pass Rate

State of
Minnesota

Essential Academic Skills
51%
61%
52%
Pedagogy
93%
91%
Academic Content Areas
88%

# Taking
Assessment

Pass Rate

2,953
2,967
2,921

64%
64%
63%

14,262

97%

14,211

97%

11,564

96%

166

93%

11,526

97%

168

82%

11,486

92%
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This handbook is for informational and procedural purposes only.
The official contract between Concordia University and the university
student is the Concordia University Academic Catalog.
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Part II
Admission to the Teacher Education
Professional Program
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General Information and Guidelines
In order for students to take professional teacher education courses, they must be formally
admitted to the Teacher Education Professional Program. Students enrolled in ED 201 and ED
202 declare their intent to enter the Teacher Education Professional Program by filing the Initial
Declaration of Intent card with the Education Office. In order to formally apply for admission,
students must complete at least 48 semester hours with a cumulative grade point average
(CGPA) of 2.50 or higher.
The following courses should be completed BEFORE formal application to program:
1. A developmental psychology course – PSY210, 215, 220 (depending on major)
2. Educational Psychology – ED336
3. Introduction to & Foundations of Education – ED201
Admission Process Summary:
• Take the National Evaluation Series™ (NES®) Essential Academic Skills (EAS) tests:
reading, writing and math subsections. You must have the following minimum scores to
apply to the program:
Test
Math
Reading
Writing
•

PELSB
520
520
520

Acceptance into Program Minimum
432
432
432

Complete an “Admission to Professional Program ePortfolio” and upload the same to
LiveText.

The Department is responsible for making final decisions regarding admission of students to the
Teacher Education Professional Program.
Application typically occurs during the second semester of the sophomore year or immediately
upon transfer at the upper level from another institution of higher education. Students must be
admitted to program at least one semester prior to any Practicum or Student Teaching Clinical
experience.
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*NOTE: Students must earn or have previously earned a grade of “C-” or better on all courses
required in their teacher licensure program (courses listed on the program planning form)
including courses taken at other institutions. Course(s) transcripted below a “C-” must be retaken and a grade of “C-” or better earned prior to graduation and/or licensure completion.
Admission to Teacher Education Professional Program Steps
•

Accumulate 48 semester credits with a CGPA of 2.50 or higher.

•

Take ED 201 “Introduction to & Foundations of Education”/ ED 202 “Critical
Dispositions for Teacher Education,” ED 336 Educational Psychology and a
developmental psychology course - prerequisite courses for admission to program.

•

Take the National Evaluation Series™ (NES®) Essential Academic Skills (EAS) test;
reading, writing and math subsections. Registration information is available through the
NES website at www.mtle.nesinc.com. Again, you must present the following minimum
test scores:

Test
Math
Reading
Writing
•

PELSB*
520
520
520

Acceptance into Program Minimum
432
432
432

Finalize and upload Admission to Teacher Education Professional Program ePortfolio to
your LiveText account according to the guidelines presented in ED 201/ED 202.

Students are notified in writing of the actions taken by the Department of Undergraduate Teacher
Education (DUTE). Students who are denied admission to the Teacher Education Professional
Program must meet with their Faculty Mentor to complete the Admission to Professional
Program Improvement Plan in order to continue taking courses in their program.
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Requirements Prior to Student Teaching Clinical

1. All general education courses must be completed.
2. Maintain CGPA minimum (2.5 and/or 2.75 in content area)
3. Method courses and critical content courses must be completed.
4. You must have the following minimum EAS scores in order to be able to participate in a
field experience:
Test
Math
Reading
Writing

PELSB
520
520
520

Field Experience Minimum
478
478
478

Plan Your Schedule Carefully, Noting Rotation of Classes
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Satisfactory Progress in Teacher Education

Any student who has been admitted to the Teacher Education Professional Program and
voluntarily discontinues as a student, is withdrawn from or fails a Practicum or Student Teaching
experience, is dropped from the Professional Program. In such a case, the candidate must reapply
in order to seek readmission no later than the semester prior to any subsequent clinical
experience.
A minimum of eight semester credit hours of coursework in residence is required before a
student may register for a Student Teaching experience.
The Department of Undergraduate Teacher Education reviews the status of all students in the
Teacher Education Professional Program each semester. Students must maintain a CGPA of 2.50
to remain in the Teacher Education program.
A CGPA of 2.50 in professional courses is required for graduation. Students seeking licensure at
the secondary or K-12 levels must maintain a 2.75 CGPA in their content course work. These are
the minimum grade point averages for placement into a Student Teaching experience. In
addition, content coursework must be completed.
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Students with Disputes or Grievances

GRIEVANCE POLICY FOR COLLEGE OF EDUCATION,
INCLUDING TEACHER EDUCATION
Students in the College of Education (including Teacher Education candidates) who wish to
dispute a decision made by Concordia University and/or its faculty and staff regarding
recommendation for licensure or other matters in the College of Education must submit an
appeal in writing within 60 calendar days after the contested judgment was made. All appeals
will be processed within 30 calendar days after the submission of the appeal has been received.
To file an appeal candidates should do the following:
1. Consult with the Dean of the School of Education and Science about the process.
2. Complete the Concordia University General Petition form explaining the nature of the
dispute and/or grievance and submit it to the Dean of the School of Education and Science.
Teacher Education candidates may contact the Professional Educator Licensing and Standards
Board (PELSB) (651-539-4200) or https://mn.gov/pelsb/) to assist in resolving any dispute
between themselves and Concordia University if the matter is related to the institution's
recommendation for licensure affecting the person or the person's credentials.
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LiveText
ePortfolio Minnesota Portfolio Development
(for Admission to Professional Program)
The ePortfolio demonstrates the continuing development of a candidate’s professional
knowledge, skills and dispositions. Throughout the education program at Concordia University,
candidates will work with the following definitions related to ePortfolio Minnesota portfolios:
•
•
•

Admission to Professional Program ePortfolio – prepared in ED 201
Student Teaching Materials & Information – used during Practicum and Student
Teaching
Teacher Education ePortfolio – collection of your work completed during your entire
teacher education coursework, field and clinical Practices. Presented to faculty at final
student teaching seminar.

The Admission to Professional Program ePortfolio is a collection of the materials required for
admission to the program and enables faculty members to identify the background, capabilities,
and strengths of the candidate.
Your ePortfolio will be maintained, updated and developed throughout your education program.
During and after each course in your professional program, you will add projects, papers,
philosophy statements, etc., that demonstrate your growth toward one of the 10 Outcomes listed
in your portfolio. In addition to choosing the work to showcase, you will write an explanation of
how that work has benefited your growth toward those outcomes.
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ePortfolio Guidelines
1. Log into your LiveText account
2. Click on “LiveText Docs” at the top of the page
3. Click on +New (located under My Work)
4. You are now on the Create a Document page
5. You will choose our CSP Teacher Ed Template by looking under “Choose Template.”
There you will see MN: Concordia University & the word “E-portfolios.”
Click on “E-portfolios”
6. Now, click on “Teacher Education ePortfolio-Initial License”
7. On the right of the screen, you will see the template for your ePortfolio. Scroll all the way
to the bottom of that screen.
8. Click on

Create Document

9. Time to title your document. Leave the title as it is but add your first and last name to the
front of the title. So, it will say, for example “Sam Jensen Teacher Education ePortfolio Initial License.”
Click
OK
10. Your personal Teacher Education ePortfolio will now appear.
11. Along the left hand side you will see the required contents of your ePortfolio. The first
thing you will do is personalizing your ePortfolio. To personalize your ePortfolio, click
on “Welcome” (the second section in the line-up on the left). Here, you will add your
professional welcome message, your photo, and your contact information.
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12. For students in the undergraduate program, during ED201/2, add all your “Admission to
Teacher Education Professional Program materials.” (See the 3rd section on the left).
When you click on that link you will see a place for uploading and explaining each and
every required item for admission.
13. For each of the remaining 10 items, you will add 1-3 artifacts (papers, projects, etc.) from
your coursework, fieldwork, and student teaching clinical.
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LiveText ePortfolio Checklist
REQUIRED ePORTFOLIO CONTENT
_____ Inviting Welcome Message
_____ Professional Photo
_____ Contact Information (address, phone number and e-mail address)
_____ Professional Resume
_____ Application to Professional Program Form
_____ Academic transcripts from all colleges/universities attended. (Unofficial are acceptable.)
____CGPA (2.50 required) Concordia University transcript from Registrar’s Office
____Content GPA (2.75 required) for 5-12, K-12
_____ NES Essential Academic Skills* test results: Math (520) _____, Reading (520) _____, Writing
(520) ____**
*In lieu of NES EAS tests, we will accept the following scores:
Act Plus Writing: Composite Score of ≥ 22 _____ and Combined English/Writing of ≥ 21_____;
OR SAT Scores: Reading ≥510 _____; Writing ≥ 510 _____; and Math ≥ 520 ______
**The following are the MINIMUM Minnesota NES EAS test scores required to be accepted into
the program: Math: 432; Reading: 432; Writing: 432
_____ Educational Autobiography
_____ Personal Qualities Acknowledgement Form
_____ On Becoming a Professional Decision-Making Teacher essay
_____ 1 letter of recommendation from a person outside Concordia community (Lutheran Classroom
Teachers must include a letter from their home pastor)
_____ Conduct Review Statement (completed and signed)
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Part III
Student Teaching Clinical
Most teachers report that their student teaching semester was the most transformative experience
in during their teacher education major. During student teaching, you will try out all the theories
and strategies you learned during your coursework. During this semester you will share the
classroom with an experienced teacher who has volunteered to mentor and teach you. This is an
exciting time. But, it will not be easy. You will have days that are thrilling and successful as well
as days where you struggle with frustrations. Such is the life of a teacher.
You will not be alone. You will have your cooperating teacher and your university supervisor to
guide and support you. Remember that teaching is collaborative and reflective. Everyone had
room for improvement. It’s the constant reflection with colleagues, in your case your cooperating
teacher and university supervisor, that will be an excellent strategy to help you improve your
teaching.
Student Teaching is a full-semester experience with placements appropriate to the
candidate’s licensure program.
The Coordinator of Field Experiences and Clinical Practices determines the Student
Teaching assignments, giving consideration to the candidate’s ability, personality, stated
preferences, and availability of qualified teachers.
The Coordinator of Field Experience and Clinical Practice conducts orientations and
monthly seminars with student teachers. Seminars are held on specifically assigned days on
campus. Attendance, professional behavior and participation are expected. The Student
Teacher is responsible for informing the School Principal and Cooperating Teacher of
these dates, which are considered “excused” absences from the clinical site. Attendance at
the Job/Career Fair in April is also an excused absence. Contact the Coordinator of Field
Experiences regarding an absence. Unacceptable attendance will result in an incomplete
grade for the Student Teaching experience.
To prepare for this semester, we ask you to consider the following so you can prepare for this
stage of your professional education:
During the student teaching clinical, teacher candidates must keep the same morning and
afternoon hours as the cooperating teacher. Your job during this semester is to be at the
school working along side your cooperating teacher. You must be available before the
children arrive in the morning and after their dismissal in the afternoon. Your afternoon
time is meant to give you the opportunities for planning and conversation with your
cooperating teacher. Late afternoon, evening, and weekend hours are required for
activities such as grading pupil work, developing lesson plans, preparing bulletin boards or
learning centers, and participating in professional after-school meetings. Student teachers
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must also attend all meetings and in-service opportunities required of their cooperating
teacher. Student Teachers follow the calendar of their school, attend teachers’ conferences,
and observe holidays as scheduled by the school.
In addition:
• Student Teachers are expected to be at the school site each day of the experience.
• Coming late and/or leaving early is not acceptable, and must be brought to the
attention of the university supervisor.
• In case of illness or emergency, the candidate is to immediately notify the
Cooperating Teacher and the University Supervisor.
• Absences for any other reason must be discussed with the Cooperating Teacher and
the Coordinator of Field Experiences. Additional days will be added to the
experience to make-up the days missed.
Co-Curricular Activities and Employment
• Student Teachers are expected to make the experience their highest priority.
• Student Teaching is considered a full-time experience.
• Participating in co-curricular activities is strongly discouraged.
• Employment is strongly discouraged for the duration of Student Teaching.
• Participation in other classes/seminars during the student teaching semester is also
strongly discouraged.
During the semester before you begin your student teaching clinical, you will receive
information from the Coordinator of Field Work and Clinical Experiences about seminar meeting
dates that will you prepare you fully for your first day of your clinical experience.
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Part IV
Forms
Please see the Teacher Education website:
https://concordia.csp.edu/teachered/current-teacher-education-students-forms-materials/
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Part V
Appendix
Code of Ethics for Minnesota Teachers


Interstate New Teacher Assessment
and Support Consortium (INTASC):
Model Standards for Beginning Teacher
Licensing and Development


Correlation of Educator as Professional Decision-Maker Standards
with INTASC Standards and Framework for Teaching Components
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Code of Ethics for Minnesota Teachers
(from Minnesota Statutes 8700.7500)

Subpart 1. Scope. Each teacher, upon entering the teaching profession, assumes a number of
obligations, one of which is to adhere to a set of principles which defines professional conduct.
These principles are reflected in the following code of ethics, which sets forth to the education
profession and the public it serves standards of professional conduct and procedures for
implementation. This code shall apply to all persons licensed according to rules established by
the then Minnesota Board of Teaching (BOT).
Subpart 2. Standards of Professional Conduct. The standards of professional conduct are as
follows:
A. A teacher shall provide professional education services in a nondiscriminatory
manner.
B. A teacher shall make reasonable effort to protect the student from conditions harmful
to health and safety.
C. In accordance with state and federal laws, a teacher shall disclose confidential
information about individuals only when a compelling professional purpose is served
or when required by law.
D. A teacher shall take reasonable disciplinary action in exercising the authority to
provide atmosphere conducive to learning.
E. A teacher shall not use professional relationships with students, parents, and
colleagues to private advantage.
F. A teacher shall delegate authority for teaching responsibilities only to licensed
personnel.
G. A teacher shall not deliberately suppress or distort subject matter.
H. A teacher shall not knowingly falsify or misrepresent records or facts relating to that
teacher’s own qualifications or to other teachers’ qualifications.
I. A teacher shall not knowingly make false or malicious statements about students or
colleagues.
J. A teacher shall accept a contract for a teaching position that requires licensing only if
properly or provisionally licensed for that position.
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Interstate New Teacher Assessment and Support Consortium (INTASC)

Model Standards for Beginning Teacher Licensing and Development
Standard One: Subject Matter
The teacher understands the central concepts, tools of inquiry and structures of the discipline(s)
he or she teaches and can create learning experiences that make these aspects of subject matter
meaningful for students.
Standard Two: Student Learning
The teacher understands how children and youth learn and develop and can provide learning
opportunities that support their intellectual, social and personal development.
Standard Three: Diverse Learners
The teacher understands how learners differ in their approaches to learning and creates
instructional opportunities that are adapted to learners from diverse cultural backgrounds and
with exceptionalities.
Standard Four: Instructional Strategies
The teacher understands and uses a variety of instructional strategies to encourage the students’
development of critical thinking, problem solving and performance skills.
Standard Five: Learning Environment
The teacher uses an understanding of individual and group motivation and behavior to create a
learning environment that encourages positive social interaction, active engagement in learning
and self-motivation.
Standard Six: Communication
The teacher uses knowledge of effective verbal, non-verbal and media communication
techniques to foster active inquiry, collaborative, and supportive interaction in the classroom.
Standard Seven: Planning Instruction
The teacher plans and manages instruction based upon knowledge of subject matter, students, the
community, and curriculum goals.
Standard Eight: Assessment
The teacher understands and uses formal and informal assessment strategies to evaluate and
ensure the continuous intellectual, social and physical development of his/her learners.
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Standard Nine: Reflection and Professional Development
The teacher is a reflective practitioner who continually evaluates the effects of his/her choices
and actions on others (students, parents and other professionals in the learning community) and
who actively seeks out opportunities to grow professionally.
Standard Ten: Collaboration, Ethics and Relationships
A teacher communicates and interacts with parents/guardians, families, school colleagues and
the community to support the students’ learning and wellbeing.
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Correlation of Educator as Professional Decision-maker Standards with INTASC Standards and Framework
for Teaching Components

EAPDM Standard
(CSP, 2001)
A. Subject Matter

B. Learning and Human
Development

C. Teaching Strategies

EAPDM Standard

INTASC Standard

A1. Demonstrates the intellectual
breadth of a liberally-educated
person.

Framework
Component

Description of Teacher Performance
(Danielson, 1996)

1a(part 1)

Demonstrates knowledge of content.

A2. Conveys the central concepts,
tools of inquiry, content, and
structures
of the academic discipline(s).

1a: Subject Matter – The candidate
understands the central concepts, tools of
inquiry, and structures of the discipline(s)
s/he teaches.

1a(part 1)

Demonstrates knowledge of content.

B1. Applies developmental theories
and a philosophy of education in
designing instruction.

2a: Student Learning – The candidate
understands how children and youth learn
and develop

1b

Demonstrates knowledge of students.

B2. Demonstrates knowledge of
and sensitivity to diverse ways of
learning including learning styles
related to culture, gender, and
ability.

3a: Diverse Learners – The candidate
understands how learners differ in their
approaches to learning.

1b

Demonstrates knowledge of students.

C1. Communicates clearly verbally
and in writing.

6: Communication – The candidate uses
knowledge of effective verbal, non-verbal,
and media communication techniques to
foster active inquiry, collaboration, and
supportive interaction in the classroom

2a
3a
3b
3c

Creates an environment of respect and rapport.
Communicates clearly and accurately.
Uses questioning and discussing techniques.
Engages students in learning.

C2. Engages students through a
variety of instructional strategies
(including instructional
technology).

1b: Subject Matter – Based upon knowledge
of the central concepts, tools of inquiry, and
structures of the discipline(s) s/he teaches,
the candidate can create learning
experiences
that make subject matter meaningful for
students.

1a
1e
3c

Demonstrates knowledge of content and pedagogy.
Designs coherent instruction.
Engages students in learning.

2b: Student Learning – Based upon an
understanding of how children learn and
develop, the candidate can provide learning
opportunities that support students’
intellectual, social and personal
development.

1b
1c
1f
3b
3c

3b: Diverse Learners – Based upon an
understanding of how learners differ in their
approaches to learning, the candidate
creates instructional opportunities that are
adapted to learners from diverse cultural
backgrounds and with exceptionalities.

1b
1e
2a
2b
3b to 3e

Demonstrates knowledge of students.
Designs coherent instruction.
Creates an environment of respect and rapport.
Establishes a culture for learning.
Instruction Domain.

4: Instructional Strategies –The candidate
understands and uses a variety of
instructional strategies to encourage the
students’ development of critical thinking,
problem solving, and performance skills.

1d
1e
3b to 3e

Demonstrates knowledge of resources.
Designs coherent instruction.
Instruction Domain.

5: Learning Environment – The candidate
uses an understanding of individual
and group motivation and behavior to create
a learning environment that encourages
positive social interaction, active
engagement in learning, and selfmotivation.

1e
2a
2b
2c
2d
2e
3c

7: Planning Instruction – The candidate
plans and manages instruction based
upon knowledge of subject matter, students,
the community, and curriculum goals.

1a to 1e
3c
3e

Demonstrates knowledge of students.
Selects instructional goals.
Assesses student learning.
Uses questioning and discussion techniques.
Engages students in learning.

Designs coherent instruction.
Creates an environment of respect and rapport.
Establishes a culture for learning.
Manages classroom procedures.
Manages student behavior.
Organizes physical space.
Engages students in learning.
Planning and Preparation Domain.
Engages students in learning.
Demonstrates flexibility and responsiveness.

C3. Applies classroom
management strategies successfully
according to individual student
needs.

2a
2b
2c
2d
2e

Creating an environment of respect and rapport.
Establishing a culture for learning.
Managing classroom procedures.
Managing student behavior.
Organizing physical space.

C4. Involves students in curricular,
management, and instructional
decisions when appropriate.

1b
2a

Demonstrating knowledge of students.
Creating an environment of respect and rapport.

1b
1f
3d
3e
4a
4b
4c

Demonstrates knowledge of students.
Assesses student learning.
Provides feedback to students.
Demonstrates flexibility and responsiveness.
Reflects on teaching.
Maintains accurate records.
Communicates with families.

C5. Assesses, evaluates, and
communicates student learning
effectively.

8: Assessment – The candidate understands
and uses formal and informal assessment
strategies to evaluate and ensure the
continuous intellectual, social, and physical
development of his/her learners.

10: Collaboration, Ethics, and Relationships
–The candidate communicates and interacts
with parents/ guardians, families, school
colleagues, and the community to support
the students’ learning and well-being.
D. Personal qualities that
foster learning

1d
4c
4d
4f

Demonstrates knowledge of resources.
Communicates with families.
Contributes to the school and district.
Shows professionalism.

4a
4e

Reflects on teaching.
Growing and developing professionally.

4a
4d
4e

Reflects on teaching.
Contributes to the school and district.
Grows and develops professionally.

D1. Maintains a positive selfimage, respect and concern for
students and co-workers,
enthusiasm and resourcefulness,
and physical and emotional wellbeing.
D2. Demonstrates awareness of
professional, ethical, and legal
responsibilities and rights of
teachers, knowledge of school
organizational structure, and the
relationship with the social and
philosophical foundations of
education.
D3. Initiates responsibility for
continuous self-learning.

9: Reflection and Professional Development
– The candidate is a reflective practitioner
who continually evaluates the effects of
her/his choices and actions on others
(students, parents, and other professionals
in the learning community) and who
actively seeks out opportunities to grow
professionally.

Department of Teacher Education Policies
Traditional Undergraduate Initial License & MAT Initial License

1. Calculation of CGPA and Content GPA for Transfer Students
Concordia University transfers course credit to the university but not grades. The Department of
Undergraduate Teacher Education, however, does use the grades for transferred courses to determine
whether or not a student has met the minimum 2.5 CGPA (Cumulative Grade Point Average) for
admission to professional program and the minimum 2.5 CGPA and minimum 2.75 content-area GPA
(Grade Point Average) for recommendation for licensure. However, only general education courses
and courses in the major will be used to determine the respective grade point averages. Additionally,
no courses with grades below a C- will be accepted for coursework in the licensure program.
(Approved by DUTE September 20, 2005)

2. Grades in Professional Course
Courses in a student's licensure program must be transcripted at a grade of C- or better. This applies
to courses taken at Concordia University or any other college or university. Courses in which the
final grade is lower than C- must be retaken.
(Approved by DUTE August 22, 2003)

3. Satisfactory Progress in Teacher Education
The Department of Undergraduate Teacher Education (DUTE) reviews the status of teacher education
students each semester. Students must maintain a cumulative grade point average of 2.50 to remain a
student in good standing in the undergraduate teacher education program. Students who do not
maintain a CGPA of 2.50 or higher or do not pass a Practicum, or Student Teaching experience are
dropped from the teacher education program. Candidates may reapply through the normal application
process one time.

4. Admission to the Professional Program Process Summary
a. Accumulate 48 semester credits with a CGPA of 2.50 or higher.
b. Take ED201 "Introduction to and Foundations of Education"/ ED 202 "Critical
Dispositions for Teacher Education.
c. Take the National Evaluation SeriesTM (NES@) basic skills test; reading, writing and
math subsections and post a minimum score as indicated below. (NES or ACT/SAT
equivalent)
d. Finalize and share with faculty mentor your Admission to Teacher Education
Professional Program ePortfolio according to the guidelines presented in ED201/ED202.
You must earn the following minimum scores on the NES Basic Skills Exam for admission to the
Teacher Education Program:

Test

Math
Reading
Writing

Board of Teaching
520
520
520

Acceptance into Program Minimum
432
432
432

The Department of Undergraduate Teacher Education (DUTE) is responsible for making final decisions
regarding admission of students to the Teacher Education Professional Program. Application typically
occurs during the sophomore year or immediately upon transfer at the upper level from another
institution of higher education. Students must be admitted to program at least one semester prior to
Practicum and/or Student Teaching Clinical experience. (Revision approved 9/20/18)

5. Admission to Program Policy for those possessing a valid and current MN
Teaching License (MAT and Post-Bac)
Students with valid MN Teaching licenses (Tier 3 & 4) who choose Concordia to add a new license are
exempted from the admission requirements stated above. These students have completed a teacher
licensure program already. They will not take ED201 or 202. By virtue of their valid and current
teaching license these students will be announced to the department as “admitted”. These students will
be required to purchase LiveText with FEM and set up their ePortfolio for use in their methods
courses. (Policy approved 9/20/18)

6. Policy for Teacher Candidates not admitted to Program
Teacher Candidates who have not succeeded in their attempt at admission to the Teacher Education
Program must meet with their Faculty mentor to complete an Improvement Plan form. The Faculty
Mentor’s signature on the Improvement Plan form allows the student to continue to take courses in the
teacher education major with the understanding that they must achieve admittance to the program (see
criteria in policy #4) before placement in a student teaching clinical. (Revision approved 9/20/18)

7. Requirements to be Completed Prior to the Student Teaching Clinical
Students seeking admission to a Student Teaching Clinical placement must:
• Complete all required licensure courses and content courses in their discipline prior to entering
their Student Teaching Clinical.
• Maintain CGPA minimum (2.5 and/or 2.75 in content area)
• Courses in a student's licensure program must be transcripted at a grade of C- or better. This
applies to courses taken at Concordia University or any other college or university. Courses in
which the final grade is lower than C- must be retaken.
• Complete all general education courses.
• Complete (by the posted deadline) the Application for Clinical Placement form
• Post minimum NES Basic Skills scores as listed below:

Test
Math
Reading
Writing

Board of Teaching
520
520
520

Concordia Minimum for Student
Teaching
478
478
478

8. Timely Completion of Licensure Program Requirements
Any Teacher Candidate, who has been admitted to the Teacher Education Professional Program and (1)
voluntarily discontinues the program, or (2) is administratively withdrawn from the program, (3) or fails
a Practicum or Student Teaching experience, is no longer eligible as a candidate in the Professional
Program. Teacher Candidates fitting any of the examples above must reapply to the university and the
teacher education department for admission. Upon readmission to the Department of Teacher
Education, the Candidate is subject to all requirements of the program at the time of his/her readmittance. All curriculum requirement decisions will be made by the Chair of the Department of
Teacher Education. Such decisions will be based on any state regulation changes, curricular changes in
the department, and/or length of time away. (Policy Approved 9/20/18)

9. Retrieval of NES/MTLE Test Scores by Alternate Means
As a matter of course, the Administrative Assistant ("AA") for the Department of Undergraduate
Teacher Education ("DUTE") receives NES/MTLE test scores directly from the testing company,
Pearson Education Inc. ("Pearson"). The AA is not permitted to receive any test scores directly from a
student. If it is determined that a student has not properly designated Concordia University-St. Paul as
one of the options to receive test scores, the student should contact the AA to let him/her know of the
situation.
(Conversely, the AA may contact a student to inquire about the status of test scores):
If the test scores in question are NES/MTLE test scores, the AA will direct the student to
contact the Licensing Supervisor at the Minnesota Department of Education to request that the
student's test scores are emailed to the AA. The AA should be cc'd on the email to that
department; or
If the test scores are not retrievable by the Licensing Department at the MN Department
of Education, the AA will ask the student to come into the AA's office, whereby the student will
be permitted to use the AA's computer to access his or her test scores directly from the Pearson
website.
If test scores for tests other than NES/MTLE are at issue (i.e., Praxis, etc.), the student will
need to work directly with the testing company to obtain the test scores. The scores will be
printed and entered in Banner.

10. Regarding Attendance
Concordia University has adopted the following policy: "Students are expected to attend all
classes/chats unless prevented from doing so by circumstances beyond their control. Excessive
absences as determined by the instructor and written in the course syllabus may result in

disqualification or failure. Students, however, are responsible for informing the instructor in advance
of the impending absence (a minimum of one week) and for making up any missed work at a time
determined by the instructor. Instructors have the right to contact the appropriate person to determine
the legitimacy of the intended absence." [Source: Faculty Handbook]
According to the Faculty Handbook, faculty members have the jurisdiction over the attendance policies
for their courses. Those policies can be found in the syllabus for your specific course. Students are
required to attend all classes/chats and submit coursework according to assigned deadlines. Any
accommodations to the attendance or coursework requirements must be coordinated with the instructor
for approval in advance of assigned deadlines. Instructors are not required to allow missed class/chat
time or to accept late coursework. Makeup options are at the discretion of the course instructor and are
not to be considered a precedent for the program as a whole. Failure to meet attendance guidelines or
coordinate accommodations with the instructor may result in a lower grade being earned. Punctuality is
important and especially for schoolteachers. Shall we not practice?

11. Grievance Policy for College of Education
Students in the College of Education (including Teacher Education candidates) who wish to dispute a
decision made by Concordia University and/or its faculty and staff regarding recommendation for
licensure or other matters in the College of Education must submit an appeal in writing within 60
calendar days after the contested judgment was made. All appeals will be processed within 30 calendar
days after the submission of the appeal has been received. To file an appeal candidates should do the
following:
1. Consult with the Dean of the College of Education about the process.
2. Complete the Concordia University General Petition form explaining the nature of the dispute
and/or grievance and submit it to the Dean of the College of Education
Teacher Education candidates may contact the Minnesota Board of Teaching (651582-8888 or
board.teaching@state.mn.us) to assist in resolving any dispute between themselves and Concordia
University if the matter is related to the institution's recommendation for licensure affecting the
person or the person's credentials.

12. Plagiarism
ACADEMIC INTEGRITY (FH 6.87) A. Definition of Terms
1.
Academic integrity is essential to any academic institution and is in keeping with the mission of
Concordia University. In order to protect the rights of students, the disciplinary procedure for dealing
with cases of academic dishonesty follows these broad guidelines.
Violations of academic integrity include "cheating' and "plagiarism" as defined by the university's
Student Code of Conduct (SCC).
2.
The term "cheating" includes, but is not limited to: (1) use of any unauthorized assistance in
taking quizzes, tests, or examinations; (2) dependence upon the aid of sources beyond those authorized
by the instructor in writing papers, preparing reports, solving problems, or carrying out other
assignments; or (3) the acquisition, without permission, of tests or other academic material belonging

to a member of the University faculty or staff (4) academic deception (e.g. fabricating data,
misrepresenting sources, misleading presentations, lying) in written or oral form.
3.
The term "plagiarism" includes, but is not limited to, the use, by paraphrase or direct quotation,
of the published or unpublished work of another person without full and clear acknowledgement. It
also includes the unacknowledged use of materials prepared by another person or agency engaged in
the selling of term papers or other academic materials.
Implementation of Academic Integrity Policies
1.
The instructor will gather and document all evidence of academic dishonesty in a clear
and concise manner.
2.
The instructor will present this evidence to the student.
3.
The instructor may prescribe academic penalties, including but not restricted to, the
requirement of additional work, an assignment of a failing grade on the work in question, or
failing grade for the entire course. Any prescribed penalties must be in writing.
4.
The instructor will file an electronic Report of Classroom Incident Form (found on the
University Portal.) This file will be shared with the Vice President for Academic Affairs'
Office. The VPAA will forward the incident form to the Dean of the college responsible for the
class in which the incident occurred. The Dean will notify the student via email of the
charge(s), decision, and appeal process. 5. If this is a repeated occurrence, the Department
Chair, Dean of the College and the Vice President for Academic Affairs may impose additional
penalties, including but not limited to dismissal from the departmental program, suspension
from the university, or expulsion from the university.
6.
A student has the right to appeal the charge and/or academic penalties imposed by the
instructor by filing an appeal with the Dean of the college within three university business days
7.
The Dean of the college reviews the form and determines if the appeal should be
approved or denied. The Dean will make the decision based on information provided in the
appeal; the incident is not reheard. The Dean will email the student and the reporting faculty
member with a decision of the appeal and will also include information on the final appeals
process to the Vice President for Academic Affairs. This response regarding the appeal is
normally received within ten university business days.
8.
A student has the right to a final appeal by emailing the Vice President for Academic
Affairs with reasons for appeal within three university business days from the notification send
date of the Dean's appeal decision. The Vice President for Academic Affairs will make the final
decision and notify the student via email along with the reporting faculty member and Dean. No
further appeals will be heard.

13. In Progress Policy
A.
In-Progress ("I") grades may be given to students who have missed part of their assigned work
due to circumstances beyond their control, but otherwise have done satisfactory work. Faculty
members may have their own specific In-Progress policy in their syllabi. Students who are unable to
finish all the required coursework for a course may request an I.
B.
Instructors must submit the In-Progress Grade Request by the grading deadline to the
registrar's office. It is the students' responsibility to initiate an In-Progress Grade Request.

However, instructors may deny an In-Progress Grade Request. C.
Guidelines:
1.
All course requirements to remove an In-Progress grade and in some cases to remove
probationary or disqualification status must be completed within four weeks of the last day of
class.
2.
If students are unable to complete the work within four weeks, extensions may be
requested from the instructor for a maximum of six months from the last day of the course.
3.
If the work is not completed within the agreed upon time, the instructor will submit a
grade, based on course grading procedures specified in the syllabus.
4.
If a grade is not submitted to the Registrar by the agreed upon time, the recorded "l" will
become an "F" or N.

