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M  L  C  

Cam pus and Location 
e beautiful 88-acre cam pus is situated on a wooded range of hills overlooking the city of N ew Ulm , M innesota. N ew Ulm , 

a M innesota Star City with a population of 13,522 at the 2010 census, is located on U.S. H ighway 14, 100 m iles southwest 
of M inneapolis. M artin Luther College is located on Center Street between H ighland and Sum m it Avenues. For m ore 
inform ation, visit the M artin Luther College website at m lc-wels.edu.  
 

Accreditation    
M artin Luther College is accredited by the H igher Learning Com m ission (hlcom m ission.org, 
312.263.0456) to grant baccalaureate and m aster’s degrees. 
 

Registration 
M artin Luther College is registered as a private institution with the M innesota O ce of H igher Education pursuant to 
sections 136A.61 to 136A.71. Registration is not an endorsem ent of the institution. Credits earned at the institution m ay not 
transfer to all other institutions. (M innesota O ce of H igher Education / 1450 Energy Park D rive, Suite 350 / St. Paul, M N   
55108 / ohe.state.m n.us / 651 642 0533) 
 

M ission Statem ent 
e m ission of M artin Luther College is to train m en and wom en to m eet the public m inistry needs of the W isconsin 

Evangelical Lutheran Synod (W ELS) and to proclaim  the W ord of God faithfully and in accord with the Lutheran 
Confessions in the Book of Concord. To fulll this m ission, M artin Luther College carries out all instruction and program s 
of student life according to the gospel as revealed in the inspired and inerrant W ord of God.  
W ith the guidance of the H oly Spirit, the college desires 

 To deepen in the student saving faith in the forgiving grace of Jesus Christ; 

 To strengthen the student in a consecrated spirit of love for God and his W ord; 

 To foster in the student a servant’s heart for Christ-like service in the church, com m unity, and world; 

 To educate the student for faithful, capable, and intelligent citizenship in today’s world; 

 To assist the student in acquiring the knowledge, attitudes, and skills needed for service in the church and for 
lifelong learning; 

 To help the student to develop the spiritual, em otional, and physical resiliency that will assist them  to persevere in 
service under the cross; and  

 To provide for the student an a ordable college experience on a beautiful and attractive cam pus.  
 
To m eet the current m inistry needs of the W ELS, M artin Luther College 

 Prepares m en for pastoral training at W isconsin Lutheran Sem inary; 

 Prepares m en and wom en for service as teachers and sta  m inisters in the synod’s churches, schools, and other 
institutions; 

 Prepares m en and wom en for other public m inistry in the church, both full- and part-tim e, responding to the needs 
of the W ELS; 

 Prepares international students for m inistry in partnership with W ELS m ission elds; and 

 Provides program s of professional and continuing education that m eet the m inisterial needs of the W ELS. 
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N on-D iscrim ination Policy 
M artin Luther College does not discrim inate on the basis of race, color, national and ethnic origin, age, sex, or m arital status 
in the adm inistration of its educational policies: adm ission policies; scholarship and loan program s; athletic; and other college
-adm inistered program s, policies, and practices. M artin Luther College, as the W isconsin Evangelical Lutheran Synod’s 
college of m inistry, serves all without exception who m eet the biblical and synodical standards for service in the m inistry of 
the W ELS. At M artin Luther College, God’s W ord is the basis for all instruction, discussion, and action. 
 
M artin Luther College adheres to the requirem ents of Title IX of the 1972 Educational Am endm ents, Section 504 of the 
Rehabilitation Act of 1973, and the AD A policy of 1990. 
 

Contact Inform ation 
John M eyer, D irector of Graduate Studies and Continuing Education 
M artin Luther College 
1995 Luther Court 
N ew Ulm , M N  56073 
507-354-8221 ext.398 
m eyerjd@ m lc-wels.edu 
 
Jonathan Schaefer, Professor - Continuing Education/ N ew Teacher Induction 
M artin Luther College 
1995 Luther Court 
N ew Ulm , M N  56073 
507-354-8221 ext. 352 
schae m @ m lc-wels.edu 
 
Lisa Fenske, Adm inistrative Assistant 
M artin Luther College 
1995 Luther Court 
N ew Ulm , M N  56073 
507-233-9139 
fenskelk@ m lc-wels.edu 
 
Alisa Goeglein, Adm inistrative Assistant  
M artin Luther College 
1995 Luther Court 
N ew Ulm , M N  56073 
507-354-8221 ext. 368 
goegleal@ m lc-wels.edu 
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A  P  

Enrollm ent Criteria 
Courses are available for the following students: 

 M artin Luther College Undergraduate Students 
◦ Students eligible for fall sem ester enrollm ent m ay enroll in sum m er session courses. Generally undergraduate 

students do not enroll for sem ester one and two courses through the O ce of Graduate Studies and Continuing 
Education. Exceptions are considered on an individual basis. 

 
 M inistry Certi cation Students 

◦ To obtain W ELS teaching m inistry certi cation, students m ust enroll in our certi cation program . To inquire 
about the program  contact D r. John M eyer, director of teaching m inistry certi cation (m eyerjd@m lc-wels.edu). 
Required program  courses for M inistry Certi cation can be accessed on the M LC website. Select the 
certi cation program  for which you are interested and then choose Program  Plan. For a projected schedule of 
when the courses for each certi cate program  will be o ered, select Course Calendar. 

 
 Associate Degree and Certi cate Students 

◦ Students who are accepted into the Associate of Science in Early Childhood Education, the CD A Credential 
Training, or a Certi cate Program  m ay enroll in courses. Students enroll in the associate degree program  
through the M LC Adm issions process. ose enrolling in the CD A training or certi cate program s enroll 
through the M LC Continuing Education O ce. 

 
 M innesota State Licensure Students 

◦ Students holding a (D )M LC baccalaureate degree in education who desire M innesota licensure m ay enroll in the 
M LC post-baccalaureate program . To inquire about the program  contact D r. Cindy W haley, M LC licensure 
o cer (whaleyce@m lc-wels.edu). 

 
 Students Desiring Graduate Credit 

◦ To inquire about the M aster of Science in Education, M aster of Science in Educational Adm inistration, or 
M aster of Arts in eological Studies program s contact D r. John M eyer, director of graduate studies 
(m eyerjd@ m lc-wels.edu). 

◦ Students who are not enrolled in the m aster’s program  m ay enroll in graduate courses. Students m ust hold a 
baccalaureate degree in education to enroll. A m axim um  of nine graduate credits m ay be taken before 
enrollm ent in the m aster’s program  is required. Students who have applied and been accepted to the m aster’s 
program  have priority in graduate courses. 

 
 High School Students  

◦ M LC participates in the M innesota Post-Secondary Enrollm ent O ption (PSEO ) program . To inquire about the 
PSEO  program  contact Prof. Ted Klug, director of adm issions (klugta@ m lc-wels.edu). 

 
 General Students 

◦ Transfer students and individuals taking courses for professional developm ent m ay enroll. Applications are 
evaluated on an individual basis. 
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Course Registration Inform ation 
Students register for continuing education courses online through the M LC website at m lc-wels.edu/continuing-education/
policies-inform ation/course-o erings/ under Registration. Full paym ent for webinars, workshops, sem inars, in-services, 
clock-hours, and all courses is due in full the day the course begins. 
 

W ithdrawal Process 
Undergraduate students who wish to withdraw from  courses during a fall or spring sem ester m ust ll out a drop/add form  
and bring it to the records o ce. D uring a sum m er sem ester, undergraduate students m ust notify the O ce of Graduate 
Studies and Continuing Education at continuinged@ m lc-wels.edu and the instructor. For undergraduate students that are 
taking only online courses (not hybrid) the withdrawal noti cation date m arks the last day of attendance for nancial aid 
purposes. For undergraduate students that are taking hybrid or only face-to-face courses, the last date of in-class attendance 
m arks the last day of attendance for nancial aid purposes. 
 
Continuing education students who wish to withdraw from  courses m ust notify the O ce of Graduate Studies and 
Continuing Education at continuinged@ m lc-wels.edu and the instructor. 
 
Graduate students who wish to withdraw from  courses m ust notify the O ce of Graduate Studies and Continuing 
Education, the instructor, and the director of graduate studies.  
Students m ust follow tim e period guidelines within which an approved withdrawal m ay be m ade. e guidelines are found 
on pages 12-13. 
 

Student Credit Load 
To be classi ed as a full-tim e continuing education, associate’s, or graduate student, a student m ust be enrolled in six credit 
hours. H alf-tim e status is de ned as enrollm ent in three to ve credit hours. A student m ay overload to a m axim um  of nine 
credit hours during the sum m er or 12 credit hours during the fall or spring. Perm ission from  the director of continuing 
education is required to overload. 
 

Audit 
Students m ay audit courses.  

 Face-to-face courses: 
◦ Require attendance and participation  
◦ D oes not require exam ination or m ajor assignm ents.  
◦ Pay half of the tuition. 
◦ In som e cases, a clock-hour-only option m ay be available.  

 O nline courses: 
◦ Require com pletion of all course assignm ents and activities 
◦ N o grade or credit is issued.  
◦ Tuition is the sam e as students taking courses for credit. 

 

Incom plete Course W ork 
A grade of Incom plete m ay be assigned when, at the end of the term , students have not com pleted all course work. An 
Incom plete is given only when the com pleted work is of satisfactory quality and, in the determ ination of the instructor, 
students have a valid reason for not nishing the requirem ents. A rst sem ester Incom plete m ust be converted to a perm anent 
grade by m id-term  of the second sem ester, a second sem ester Incom plete by July 31, and a sum m er session Incom plete by 
m idterm  of the rst sem ester- or the perm anent grade is recorded as an F. 
 

M inim um  Enrollm ent 
A m inim um  enrollm ent of three online students or ve face-to-face students is generally required for courses to be o ered. 
Ultim ately, it is the decision of the director of graduate studies and continuing education whether a course is o ered. 
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Grade Reports and Transcripts 
Grade reports and uno cial transcripts are available to students online by logging into the M LC Portal. O cial transcripts 
m ay be requested by com pleting the Transcript Request Form  that is available online at m lc-wels.edu/academ ics/academ ic-
form s/. A fee of $10.00 is charged for each transcript. M ake checks payable to M artin Luther College and m ail to the 
following address: 

M artin Luther College 
Records O ce 
1995 Luther Court 
N ew Ulm , M N  56073 

 

Fam ily Educational Rights and Privacy Act 
e Fam ily Educational Rights and Privacy Act (FERPA) a ords students certain rights with respect to their education 

records. 
1. e right to inspect and review the student’s education records within 45 days of the day the college receives 

a request for access. 
Students should subm it to the Records O ce or the director of graduate studies written requests  identifying the 
record(s) they wish to inspect. e college o cial will m ake arrangem ents for access and notify the student of the 
tim e and place where the records m ay be inspected. If the records are not m aintained by the college o cial to whom  
the request was subm itted, that o cial shall advise the student of the correct o cial to whom  the request should be 
addressed. 

2. e right to request the am endm ent of the student’s education records that the student believes are inaccurate 
or m isleading. 
Students m ay ask the college to am end a record that they believe is inaccurate or m isleading. ey should write the 
college o cial responsible for the record, clearly identify the part of the record they want changed, and specify why it 
is inaccurate or m isleading. 
If the college decides not to am end the record as requested by the student, the college will notify the student of the 
decision and advise the student of his or her right to a hearing regarding the request for am endm ent. Additional 
inform ation regarding the hearing procedures will be provided to the student when noti ed of the right to a hearing. 

3. e right to consent to disclosures of personally identi able inform ation contained in the student’s education 
records, except to the extent that FERPA authorizes disclosure without consent. 
O ne exception which perm its disclosure without consent is disclosure to a school o cial with legitim ate educational 
interests. A school o cial is a person em ployed by the college in an adm inistrative, supervisory, academ ic, research, 
or support sta  position (including law enforcem ent personnel and health sta ); a person or com pany with whom  
the college has contracted (such as an attorney, auditor, or collection agent); a person serving on the Governing 
Board; or a student serving on an o cial com m ittee, such as a disciplinary or grievance com m ittee, or assisting a 
school o cial in perform ing his or her tasks. A school o cial has a legitim ate educational interest if the o cial needs 
to review an educational record in order to fulll his or her professional responsibility. 

4. e right to le a com plaint with the U.S. D epartm ent of Education concerning alleged failures by M artin 
Luther College to com ply with the requirem ent of FERPA.  
Under no circum stances should a faculty m em ber disclose any education record or personally identi able 
inform ation regarding a student to a third party without rst checking with the Records O ce. 
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Students with D isabilities 
M artin Luther College com plies with Section 504 of the Rehabilitation Act of 1973 to serve students who have disabilities as 
de ned in the Am ericans with D isabilities Act of 1990. Students accepted for adm ission to the graduate program  are 
considered capable of m eeting academ ic standards if reasonable accom m odation can be m ade for their disability. It is the 
responsibility of students to provide written noti cation of the nature of the disability and the need for accom m odation. 
Students m ust also provide results of form al testing and/or evaluation of the disability as well as historical docum entation of 
accom m odation received in educational settings. e college m ay require additional testing or evaluation if the 
docum entation is inadequate or older than three years, with this cost borne by the student. Students le the noti cation of 
disability and the request for accom m odation with the director of graduate studies. e director will confer with appropriate 
persons to develop a reasonable accom m odation plan. Responsibilities of the student are included in this plan. 
Accom m odations are designed to m eet the individual needs of students without com prom ising curricular goals, perform ance 
standards, or course content. If students do not agree with the accom m odation plan, an appeal m ay be m ade to the vice 
president for academ ics, whose decisions are nal in all cases. 



 

2023-2025 Continuing Education Student Handbook 11 

F  I  

Tuition and Fees 
 Per-credit tuition is set by the adm inistration of M artin Luther College. Visit our M LC website to view current 

Tuition and Fees for tuition, non-credit courses, webinars, and room  &  board (for sum m er on-cam pus courses). 
Students are billed via em ail for course tuition. Course tuition is due by the rst day of the course.  

 Credit and debit card paym ents are subject to a sm all non-refundable convenience fee assessed to the card holder.  
 E-check paym ents will be assessed a non-refundable at fee.  
 A $50 fee is applied to the student’s account when a paym ent is returned for any reason. is includes insu cient 

funds, incorrect account num bers, account closed, etc. 
 

Purchasing Books 
Students purchase books from  bookstores or online vendors of their choice. Each course’s book list can be located through 
Portal> Inform ation> Book List. 
 

Im m ersion Program  Paym ent 
Com plete paym ent m ust be subm itted by the im m ersion program  due date. Participants who have not paid in full by the due 
date will receive a late notice em ail rem inder with another rem inder two weeks later. Participants will be charged $25 for each 
late notice the continuing education o ce has to issue. Participants with an im m ersion trip balance after 30 days from  the 
original due date, including charges for late notices, will be withdrawn from  the im m ersion roster and forfeit the non-
refundable deposit.  

 M arch 15 Spanish Im m ersion due date 
 April 1 Germ an Im m ersion due date 
 April 1 Chinese Im m ersion due date 

 

Paym ent Policies 
 O nline paym ents via credit card or debit card will be assessed a sm all non-refundable percentage fee. E-check 

paym ents will be assessed a sm all non-refundable at fee. 
 Paym ent for all courses is due in full the rst day of the course. 
 Past due nancial accounts m ust be paid in full before a student can com plete course registration for another M LC 

continuing education o ering or sem ester, unless an exception has been granted by the director of graduate studies 
and continuing education. 

 e college will not issue diplom as or o cial transcripts to students with outstanding nancial obligations that are 
$500 or m ore. 

 M LC reserves the right to change its billing and paym ent policies at any tim e. 
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Billing Procedures  
 An initial statem ent is issued when a student registers for a continuing education o ering. Registration is done 

online through the Portal.  
 
 W hen a returning student uses the “Sign in” button to register online, the online registration process will 

autom atically generate an invoice. 
 
 Students who register online as a new student, using the “Register H ere” button, will receive an invoice via em ail 

attachm ent in 3 to 5 business days. N o additional statem ents will be issued unless the student fails to m eet the 
paym ent deadline.  

 
 Students m ay also view and print their invoices by logging into the Portal: Portal > Inform ation > M y Graduate 

Studies and Continuing Education Statem ent.  
 
 Students are expected to pay in full by the rst day of the continuing education o ering. 
 
 Failure to m eet paym ent deadlines places a student in delinquent status and will result in the following actions: 

◦ Students whose course is longer than ten days:  
 e student has a 10-day grace period from  the start of the course for paym ent to be received.  
 A past due notice will be issued via em ail during the grace period.  
 If no paym ent is received during this grace period, the student is typically  

barred from  further participation until satisfactory paym ent or plan for paym ent is m ade. 
 

◦ Students whose continuing education o ering is less than or equal to ten days:  
 A past due notice will be issued if paym ent is not received by the rst day of the continuing education 

o ering.  
 
 If full paym ent, or approved arrangem ent for full paym ent, is not received within ten business days of the rst day of 

the continuing education o ering, a subsequent (second) past due notice will be sent via em ail and postal m ail, and a 
$10 adm inistrative fee will be charged to cover college expenses. 

 
 If neither a full paym ent nor a satisfactory paym ent plan is received within 30 days following either the end of the 

continuing education o ering, the student’s withdrawal, or the student’s rem oval, the O ce of Graduate Studies 
and Continuing Education will issue an additional past due (third) notice via em ail and postal m ail inform ing the 
student that full paym ent m ust be received within the next 30 days or the account will be turned over to a collection 
agency. A $10 adm inistrative fee will be charged for costs associated with a third m ailed statem ent. 

 
 Sum m ary courses longer than ten days: 

◦ Course start date: Paym ent due in full. 
◦ During the ten-day grace period: Past due em ail notice sent. 
◦ After the ten-day grace period: Student barred from  the course. Second past due notice is sent via em ail and postal 

m ail. $10 adm inistrative fee is charged to cover costs associated with postal m ail. Student is responsible for 
adm inistrative fees and any tuition that is not eligible for refund. Upon satisfactory paym ent or approved plan 
for paym ent, the student is reinstated in the course.  

◦ 30 days following course end date, student withdrawal, or student removal: If course paym ent is not received in full, 
or satisfactory paym ents according to an approved plan received, a third past due notice is sent, and an 
additional $10 adm inistrative fee is charged to the student. 

◦ 60 days following course end date, student withdrawal, or student removal: Final past due notice sent and $10 fee 
charged.  

◦ 90 days following course end date, student withdrawal, or student removal: Account turned over to a collection 
agency. 
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 Sum m ary for courses less than or equal to ten days: 
◦ Course start date: Paym ent due in full. 
◦ Payment not received by start date: Past due em ail notice sent. 
◦ Ten days from start date: Second past due notice is sent via em ail and postal m ail. $10 adm inistrative fee is 

charged to cover costs associated with postal m ail.  
◦ 30 days following start date: If course paym ent is not received in full, or satisfactory paym ents according to an 

approved plan received, a third past due notice is sent, and an additional $10 adm inistrative fee is charged to the 
student. 

◦ 60 days following start date: Final past due sent and $10 fee charged.  
◦ 90 days following start date: Account turned over to collection agency. 

 M LC accepts credit (Visa, M asterCard, D iscover, and Am erican Express), electronic checks, and debit cards for 
paym ent on student accounts. A sm all non-refundable percentage fee will be added for credit and debit card online 
paym ents. Likewise, a sm all at-rate non-refundable fee will be charged for all E-check transactions. 

 

Veteran’s Bene ts 
M artin Luther College m ay not assess late fees or other late charges for veterans who are eligible to receive federal or state 
educational assistance and who have applied for that assistance but not yet received it, nor m ay they prevent these students 
from  registering for a subsequent term  because of outstanding tuition charges that arise from  delayed federal or state 
paym ents. M LC m ay request, without delay, the am ount of tuition above expected federal and state educational assistance 
and m ay require paym ent of the full am ount of tuition owed by the veteran within 30 days of receipt of the expected federal 
or state educational assistance. 
 

Billing Error or D ispute 
Billing errors or disputed charges are rst addressed to the nancial services billing departm ent inform ally via em ail, phone, 
etc. If the m atter is not resolved inform ally, the student writes a letter detailing the presum ed error and the dollar am ount. 
e letter is addressed to the director of nancial services, who m akes the nal determ ination concerning the error or dispute. 
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W ithdrawal Refunds and Grades 
W ithdrawals a ect refunds and grades. e following charts relate the length of the course, the tim e of withdrawal, and the 
im pact on refunds and grades: 

 From  the days listed above until 60%  of course com pletion: Pro rata refund of tuition according to partial refund 
guidelines. Course percentage refers to the ratio of course days com pleted to total course days. Refunds re ect the 
di erence between the am ount of tuition paid and the proportion of the com pleted course as of the date of 
withdrawal noti cation. 

 Credit/debit and E-check fees are non-refundable. 
 From  60%  of course com pletion to end of course: N o refund. 
 Switching registration from  credit to clock hours 

◦ Requests subm itted prior to the start of the course will receive a di erential refund. 
◦ Requests subm itted once the course begins will not receive a refund. 

Length of the  

Course 

Tim e period within which a withdrawal m ay be m ade with a full refund,  

m inus any registration and technology fee(s) 

Regular sem ester First two weeks 

8 weeks First week 

3 weeks First three days 

2 weeks First two days 

1 week First day 

Less than 1 week Before the course begins 

Length of the 

Course 

Time period within which an approved withdrawal may be 

made (Grace is recorded as a W). 

Time period a er which a student can no 

longer withdraw (Grade is recorded as an F).  

Regular semester Beginning of course through two weeks a er midterm Beyond the second week a er midterm 

8 weeks Beginning of course through the fi h week The sixth week and beyond 

3 weeks Beginning of course through the second week The third week 

2 weeks The first week The second week 

1 week Beginning of course through the third day The fourth day or beyond 
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C  I  

Course O erings 
 Inform ation about Course O erings is available on the M LC website. 
 

Courses for M artin Luther College Undergraduate Students 
 M LC undergraduate students m ay take any undergraduate course o ered in sum m er session. 
 O nly under special circum stances can undergraduate students take graduate or continuing education courses. Check 

with advisor, dean, and director of graduate studies and continuing education for perm ission. 
 Students are responsible for ensuring that courses taken through graduate studies and continuing education fulll 

degree requirem ents. 
 Credits earned through graduate studies and continuing education apply to a student’s cum ulative grade point 

average (GPA). is has im plications for determ ining a student’s academ ic good standing. 
 

Courses for Teaching M inistry Certi cation Students 
 TH E1001 Biblical H istory &  Literature I 
 TH E1002 Biblical H istory &  Literature II 
 TH E2001 Biblical H istory &  Literature III 
 TH E3001 Christian D octrine I 
 TH E3002 Christian D octrine II 
 ED U9540 Principles of Christian Education  

Courses are available online following a Projected Schedule of online religion courses. e M inistry Certi cation for Early 
Childhood D irector and M inistry Certi cation for Teachers course schedules are available on the M LC website.  
 

Courses for M innesota State Licensure Students 
Because the post-baccalaureate program  is tailored to the individual needs of students, contact M LC Licensure O cer D r. 
Cindy W haley (whaleyce@ m lc-wels.edu), for applicable courses and requirem ents. 
 

Courses for Students D esiring Graduate Credit 
Graduate courses are o ered in fall, spring, and sum m er sem esters. A schedule for Long-Term  Course Calendar, Course 
Calendar by Sem ester, and other Policies and Inform ation can be found on the M LC website. 
 

Courses for Students D esiring Clock H ours 
Som e continuing education satellite courses are o ered for credit or clock hours.  A 1-credit course is equivalent to 24 clock 
hours.  Students, who request to switch their registration from  credit to clock hours before the course begins, will receive a 
refund of the tuition di erential; however, requests subm itted after the course begins will not receive a refund. 
 

O n-Cam pus Courses 
Residence hall housing and m eal services are available on cam pus. Additional fees apply. Contact the O ce of Graduate 
Studies and Continuing Education for m ore inform ation. 
 

O -Cam pus Courses 
O -cam pus courses are scheduled in o -cam pus locations according to expressed need in a particular area and sta ng 
availability. e director of continuing education schedules these courses.  
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E  C  E  

e M artin Luther College O ce of Continuing Education supports early childhood teachers in Lutheran schools with 
developm entally appropriate professional and theological training. W e realize that m any early childhood teachers enter the 
eld as adults with lim ited or no previous early childhood training. e continuing education options below are designed to 
help busy adults in any geographical area carry out their roles as early childhood teachers in Lutheran schools.  
 
Early childhood teachers com e to the position with varying backgrounds and education levels. M LC’s supports are tiered, 
with varied entry and exit points to accom m odate people where they are at currently. Tier 1 is a basic support for use at 
individual schools as needed. Tiers 2-4 are stackable, m eaning they build upon one another so that com pletion of lower tiers 
apply toward higher tiers. For exam ple, the three credits earned in Tier 2 fulll three of the credits required for Tier 3. e 
diagram  below illustrates the exibility and stackability of these tiered supports. 
 
 
 
 
 
 
 
 
 
 
 
 
e following supports are available: 

 

Tier O ne: Early Childhood Teaching and M inistry O verview 
e M LC Continuing Education website contains resource m aterials for onboarding early childhood teachers and aides at the 

local level. Resources provide a basic introduction to developm entally appropriate practice and m inistry.  
 

Tier Two: CD A Credential Training 
M LC Continuing Education provides 120 hours of online instruction in the 8 required subject areas for the CD A Credential. 
e CD A Credential is provided by the Council for Professional Recognition as a nationally recognized initial quali cation 

for early childhood teachers. M LC’s training is com pleted in one sem ester through three, one-credit online courses. ese 
courses help candidates learn the m aterial to pass the exam , build their professional portfolios, and prepare for their 
O bservation Visit. M ore inform ation about the credential can be found on the Council for Professional Recognition website 
www.cdacouncil.org. 
 
Successful candidates com plete the following: 
 
 
 
 
 
 
 
 
 

ED U9101 Early Childhood Basics I 

ED U9102 Early Childhood Basics II 

ED U9103 Early Childhood Basics III 

1 cr 

1 cr 

1 cr 

Application for CD A Credential 

•   Exam  

•   Portfolio 

•   Classroom  Visit by PD  Specialist 

Total Credits Required 3  

CD A Pathway 
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Tier ree: Early Childhood Teacher M inistry Certi cation 
M LC Continuing Education provides the theological and m inistry training required for early childhood teachers in 
W isconsin Evangelical Lutheran Synod schools. In addition to m eeting job requirem ents, this certi cation enables early 
childhood teachers who also m eet or exceed the state requirem ents to be locally called by their congregation or school. ose 
with this certi cation and an associate or bachelor degree in early childhood m ay be called between schools and 
congregations. e program  involves 18 credits, of which 12 theology and m inistry courses m ust be obtained through M artin 
Luther College. 
 
Successful candidates com plete the following: 

Early Childhood Teacher M inistry Certi cation 

eology 

(7 credits required) 

TH E9105 O ld Testam ent Bible Lessons 

TH E9106 N ew Testam ent Bible Lessons 

TH E9534 Grounded in Scripture 

2 cr 

2 cr 

3 cr 

Candidates may substitute:  

TH E1001 BH L I 

TH E1002 BH L II 

TH E3001 Christian D octrine I or TH E 3002 Christian Doctrine II 

Early Childhood M inistry Education 

(5 credits required) 

ED U8103 D eveloping H om e &  School Relations 

ED U8114 Roles &  Resp of the Luth EC Teacher 

ED U9109 Bible Storytelling in Early Childhood 

M US8101 M usic &  W orship in Early Childhood 

TH E8112 e Role of ECE in M ission O utreach 

1 cr 

1 cr 

1 cr 

1 cr 

1 cr 

ere are no substitutes.  

ED U8101 Intellectual, Social, and Em otional D ev 

ED U8102 O peration &  M anagem ent of ECE 

ED U8105 Encouraging Literature D evelopm ent 

ED U8108 Preprim ary Curriculum  Essentials I 

ED U8109 Preprim ary Curriculum  Essentials II 

ED U8112 H ealth &  Safety in Early Childhood 

ED U8113 Assessm ent of Young Children  

PED 8101 Physical &  M otor D ev for Preprim ary 

1 cr 

1 cr 

1 cr 

1 cr 

1 cr 

1 cr 

1 cr 

1 cr 

Candidates may substitute six credits of equivalent coursework from an 

accredited institution OR the following M LC courses:  

ED U9101 Early Childhood Basics I       1 cr 

ED U9102 Early Childhood Basics II      1 cr 

ED U9103 Early Childhood Basics III     1 cr 

ED U8106 Play &  Learning Experiences  1 cr 

Early Childhood Professional Education 

(6 credits required) 

Total Credits Required  18  
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Tier Four: Associate of Science in Early Childhood Education (Preschool O nly) 
is degree exists to serve individuals currently teaching in a Lutheran preschool setting without an early childhood degree. 
e curriculum  includes foundations in developm entally appropriate practice for preschool instruction together with the 

theology and Lutheran education com ponents that qualify candidates for a divine call in a W isconsin Evangelical Lutheran 
Synod (W ELS) early childhood m inistry. is degree is not intended for teachers in public schools and does not lead to a 
teaching license. 
 
e ideal candidate has som e college background and is teaching in a Lutheran preschool. Several courses include clinical 

experiences that require the candidate to have access to a Lutheran preschool classroom . All required theology and 
professional courses are available online and at least 30 credits m ust be earned through M LC. General education course 
requirem ents m ay be com pleted through previous coursework at an accredited college, through online M LC courses, or 
through another approved institution. Candidates m ay be directed to approved institutions to com plete general education 
requirem ents.  
 
Successful candidates com plete the following: 

Associate of Applied Science 

Early Childhood Education 

General Education 

(29 credits required) 

English - Com m unication Arts &  Literature 9 cr  

     EN G1303 Rhetoric &  Com position* 3  

     EN G13XX Literature Sem inar Elective 3  

     EN G3310 Interpersonal Com  3  

   

Fine Arts Elective 3 cr  

     M US2201 Introduction to Fine Arts 3  

     M US3201/3202 M usic H istory 3  

     H IS3001 Survey of Art 3  

   

H istory - Social Science Electives 6 cr  

     H IS2001 US H istory I 3  

     H IS2113 e M odern W est 3  

     H IS3010 US H istory since 1945* 3  

     H IS3011 US H istory II 3  

     SSC3210 W orld Regional Geography* 3  
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Intercultural Elective 3 cr  

     EN G3010 Am erican M inority W riters* 3  

     H IS3026 Im  &  Ethnicity in US H istory 3  

     M US3213 M usic in W orld Cultures 3  

     SSC4201 Intro to M inority Cultures 3  

   

M athem atics Elective 3 cr  

     M TH 1012 O rgan &  Personal Finance 3  

     M TH 2010 Calculus I 3  

     M TH 2020 Elem entary Statistics 3  

     M TH 2022 D iscrete M athem atics 3  

   

Physical Education 2 cr  

   

Science Elective 3 cr  

     SCI1003 Biology 3  

     SCI1102 Physical Science 3  

     SCI2025 General Chem istry 3  

   

Total General Education Credits N eeded 29  

O ld Testam ent 2 cr  

eology 

(13 credits needed) 

     TH E9105 Bible Stories of the O T* 2  

     TH E1001 Biblical H istory &  Literature I* 3  

N ew Testam ent 2 cr  

     TH E9106 Bible Stories of the N T* 2  

     TH E1002 Biblical H istory &  Literature II* 3  

N ew Testam ent Epistles 3 cr  

     TH E2001 Biblical H istory &  Literature III* 3  

Christian D octrine 6 cr  

     TH E3001 Christian D octrine I* 3  

     TH E3002 Christian D octrine II* 3  

     TH E4001 Lutheran Confessions* 3  

     TH E9534 Grounded in Scripture* 3  

Total eology Credits N eeded 13  
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Professional Education 

(25 credits needed) 

Child D evelopm ent 9 cr  

     PSY3010 Child D evelopm ent (0-8) 3  

     PSY3020 Psychology of Learning 3  

     SPE2101 Educating the Exceptional Learner* 3  

Early Childhood M inistry 5 cr  

     ED U8103 D evelop H om e &  Sch Relat* 1  

     ED U8114 Roles &  Resp of Luth EC Tchr* 1  

     ED U8109 Bible Storytelling in EC* 1  

     M US8101 M usic &  W orship in EC* 1  

     TH E8112 e Role of ECE in O utreach* 1  

Early Childhood Teaching 11 cr  

     ED U8101 Intel, Social, and Em ot D ev* 1  

     ED U8102 O peration &  M anagem ent of ECE* 1  

     ED U8108 Preprim ary Curr Essentials I* 1  

     ED U8109 Preprim ary Curr Essentials II* 

     O R 

     ED U9106 Early Childhood Basics II 

1  

     ED U8112 H ealth &  Safety in EC* 

     O R 

     ED U9105 Early Childhood Basics I* 

1  

     ED U8105 Encouraging Literature D evel* 1  

     ED U8106 Play &  Learning Experiences* 

     O R 

     ED U9107 Early Childhood Basics III 

1  

     ED U8113 Assessm ent of Young Children* 2  

     ED U9111 Early Childhood Philosophy* 1  

     PED 8101 Phys &  M tr D ev for Preprim ary* 1  

Total Required Professional Education Credits 25  

Total Credits to Earn AAS 67 cr  
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Portfolio Requirem ent 
 
D e nition 
e portfolio is a system atic collection of work that docum ents your progress and readiness for the teaching m inistry. 
e contents of your portfolio also provide docum entation that you: 
A.)  know how your coursework/educational experiences help you m eet the program  goals. 
B.)  know how your coursework/experiences m ay enhance your work in the teaching m inistry. 

 
Creating and O rganizing Your Portfolio 
As you com plete the Associate of Science in Early Childhood degree, you will collect artifacts that you will include in your 
portfolio. It is im portant to have a collection system  for keeping track of the artifacts that you plan to include in your 
portfolio. You will need to have “digital” artifacts that can be uploaded or attached to an electronic portfolio. D igital artifacts 
can include les, docum ents, photos, videos, and screenshots.  
 
Each program  goal will need two artifacts. O ne of these artifacts will be required and the other artifact is one of your choices. 
Course assignm ents will be used in your portfolio as required artifacts. ese are listed in the table below. e second artifact 
is one of your choice. You m ay use a course assignm ent or you could also include som ething that was com pleted outside of 
coursework. An exam ple of this m ight be advertising that you designed for a parent event. Each artifact m ay only be used 
once.  
 
e artifacts you choose will need to dem onstrate how you have m et the program  goals. You will write a separate essay for 

each program  goal that details exactly how artifacts dem onstrate that you have accom plished the goal. en explain how this 
artifact will be useful to you in your m inistry.  
 
Subm itting and Reviewing of Your Portfolio 
You will subm it your portfolio using an online portfolio software. Your portfolio will be reviewed by two instructors in the 
program . You will receive a “pass/no pass” for your portfolio subm ission. Revisions will be suggested for a “no pass” and you 
will have the chance to subm it your portfolio a second tim e. Portfolio reviewers will receive $25 per review.  
 
Adm ission 
Candidates will apply for adm ission through Adm issions D epartm ent and m eet the m inim um  quali cations for 
nontraditional students as outlined in the undergraduate catalog (p. 10). All applicants will be screened by the Adm issions 
Com m ittee before being shared with the D irector of Continuing Education for nal adm ission determ ination.  
 
e adm issions process will include the following: 
 Application Form   

e application form  will gather dem ographic data needed to create a student account, inform ation about previous 
degrees or college experience, and an essay section that explains why the online associate’s degree for non-traditional 
students is the right pathway.   

 Recom m endations  
A recom m endation from  the pastor and the director/principal is required. ose who serve as the director without an 
associated school can substitute an education board chair recom m endation for the director/principal 
recom m endation. 

 O cial Transcripts  
Transcripts from  the highest level of education are required (high school/college) 
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Academ ic Policies for AS in Early Childhood Education 
 
Advanced Placem ent 
H igh school students who take the College Entrance Exam ination Board Advanced Placem ent Tests m ay receive college 
credit. For details and passing grades for particular subjects, see the chart on page 25 of the Undergraduate Catalog or contact 
the M LC Records O ce. e M LC code for reporting scores is 6435. 
 
College-Level Exam ination Program  (CLEP) 
is College Board program  allows students to earn college credit by dem onstrating m astery of college -level m aterial in 

introductory subjects. To determ ine if CLEP credits will apply to M LC requirem ents, see the chart on page 26 of the 
Undergraduate Catalog or contact the Records O ce. e passing score of 50 is required for all exam inations accepted by 
M artin Luther College. e M LC code for reporting scores is 6435. 
 
International Baccalaureate Courses 
M artin Luther College will award transfer credit for the exam s listed on page 27 of the Undergraduate Catalog in which 
students receive a score of 5 or above. 
 
Credit by Exam ination 
Students m ay request to test out of a course. e application form  is found on the M LC website and is subm itted to the 
director of continuing education. ideally before the student has registered for the course. If the student has registered for the 
course, the deadline for requesting credit by exam ination is seven calendar days after the rst class day of the sem ester. e 
director, in consultation with the course instructor, has authority to grant or deny the student’s request. Tests m ust be 
com pleted within one calendar week after the request is subm itted. Each exam ination for credit m ay be taken only once. A 
$25 fee is charged for the test. An exam ination grade of C or higher m ust be earned to receive credit. A student cannot use 
credit by exam ination to earn credit for courses that the student has failed. 
 
Experiential Learning Credit 
An “experiential learning” experience is a previous learning experience in a classroom , on the job, in previous training, or 
through personal study that a student wishes to apply towards credit for a college course. e student m ust provide 
supporting docum entation in the form  of a portfolio. ree faculty m em bers evaluate the portfolio for fulllm ent of course 
objectives. Application form s m ay be obtained from  the director of continuing education. A $50 non- refundable fee is 
charged for each application. 
 
N um ber of N ontraditional Credits Applicable to Program  
A com bined m axim um  of 30 credits earned by Advanced Placem ent, from  credit by exam ination, from  experiential learning, 
from  CLEP, and from  International Baccalaureate courses m ay be applied to a degree program . 
 
Transfer Credits 
Students who have com pleted coursework from  a regionally accredited credit-granting institution are welcom e to transfer 
credits from  that previous undergraduate experience. To qualify for transfer credit, courses m ust m eet the following criteria. 

1. ey m ust be applicable to M LC degree requirem ents. 
2. ey m ust carry a grade of C or higher. 
3. M atch the requirem ents for general education, theology, and professional education courses below. 

 
General Education Courses 
ey m ust either relate to a com parable M LC course or t the subject area category. 

 
eology Courses 
ey m ust m atch previously articulated transfer agreem ents with a college in W ELS fellowship.  

 
Professional Courses 
ey m ust relate to a com parable M LC course, a rule of thum b being 2/3 sim ilar m aterial/concepts.  
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Enrollm ent at O ther Institutions 
A student enrolled at M artin Luther College m ay take courses at other accredited institutions for transfer credit. Students 
should receive prior approval from  their academ ic dean for courses they wish to take elsewhere to ensure that the course(s) 
will transfer. Enrollm ent concurrent with M LC’s fall or spring sem ester at another institution is generally not perm itted. 
W hen a valid program m atic need arises, a student m ay appeal to the Vice President for Academ ics. e outside coursework 
approval form  is available online from  the Records O ce. O nly courses with a C grade or better are accepted in transfer. 
 
Credit H our Policy 
A class hour is de ned as 50 m inutes. e de nitions below refer to the num ber of class hours during a sem ester that is 
approxim ately fteen weeks long or an equivalent am ount of tim e for term s of shorter duration. ese de nitions conform  to 
com m only accepted practices in higher education. 

1. O ne on-cam pus class credit is de ned as: 1 class hour of direct faculty instruction per week and 2 class hours of out-
of-class student work each week. 

2. O ne distance learning or hybrid class credit is de ned as: an equivalent am ount of instruction and student work 
leading to equivalent learning outcom es as required for an on-cam pus class as de ned above. 

3. O ne laboratory credit (science or m usic) or one physical education activity credit is de ned as: 2 class hours of direct 
faculty instruction and 1 class hour of out-of-class student work each week. 

4. O ne studio private m usic lesson credit is de ned as: .5 class hour of direct faculty instruction and 5 class hours of 
individual practice. 

5. O ne laboratory piano credit is de ned as: 3 class hours of direct faculty instruction and 3 class hours of individual 
practice. 

6. O ne ensem ble m usic credit is de ned as: 3-5 class hours of supervised rehearsal each week, attendance at 
perform ances, and attendance at special rehearsals. 

7. O ne internship, clinical, or student teaching credit is de ned as: at least 45 hours of supervised work in a eld 
placem ent within or outside of the academ ic calendar. 

8. O ne individualized study  credit (e.g., thesis, capstone project, directed study, independent study) is de ned as: 3 
class hours of direct instruction and/or individual work each week. 

9. A course o ered in a term  of less than 15 weeks shall contain the sam e class hours, preparation tim e, content, and 
requirem ents as the sam e course or an equivalent course o ered over a 15-week sem ester. 

10. Physical education activity courses are 0.5-credit quarter courses. Typically, two quarter activity courses are scheduled 
in one sem ester to achieve one physical education credit. 

11. Undergraduate class hours (classroom  and out-of-class) consist of all educational activities associated with achieving 
the student outcom es, including any com bination of the following: seat tim e; assigned readings; participation in 
discussion; listening to or viewing required instructional presentations; nding, gathering, and reviewing resources; 
preparing and sharing papers, projects, presentations; collaboration with classm ates around a given task; creating and 
im plem enting research projects; preparing for quizzes and exam inations, internships, clinicals, student teaching; and 
other academ ic work as outlined in the course syllabus. 

12. O ne graduate level credit hour is equivalent to an undergraduate credit in regard to the a m ount of work, but the 
type of work regularly involves m ore rigorous standards for discussion and application. In addition to educational 
activities outlined for undergraduate work, graduate work also includes retrieving, reading, discussing, analyzing, 
synthesizing, and evaluating em pirical research and reports of research; applying research to practice; and conducting 
and reporting one’s own research. 

 
Attendance and Absences 
M artin Luther College requires regular class attendance and online participation of all students. Repeated absences or lateness 
of online subm issions m ay result in a lower grade or loss of credit as stated in the course syllabi. e college places the 
responsibility for attendance on the student.  
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Active Status 
Students are required to rem ain active. Active status requires successful com pletion of at one credit or registration for 
ED U9999 Continuing Study. ere is no cost or credit for ED U6999, but it keeps the student active.  
 
Full time: Full tim e students in this online program  take a m inim um  of 6 credits in a sem ester. 
Part time: Part tim e students in this online program  take 1 to 5 credits in a sem ester. 
 
Satisfactory Progress 
O nce adm itted, students have eight years to com plete the associate degree. Students m ust rem ain active, m aintain a 2.0 GPA, 
and com plete at least one credit during a given academ ic year (Fall, Spring, Sum m er). Students who do not m ake m ake 
satisfactory progress are dropped from  the program  and m ust reapply.  
 
W e recognize that candidates are adults who work in a dem anding settings and have busy personal lives. e generous Active 
Status policy perm its participants the exibility to attend to life circum stances, but a pace of 1 credit per sem ester m ay be 
insu cient to com plete the program  in the eight-year window. Students are encouraged to work with the advisor to create a 
successful program  plan. Students not  
 
Academ ic Integrity 
As a Christian com m unity that draws its life from  the gospel, M artin Luther College encourages its students to pursue 
academ ic excellence with honesty and respect for intellectual property. Because of its focus on m inisterial training, M LC has 
an additional reason to em phasize academ ic integrity. It is one of m any areas in which students are expected to dem onstrate 
the faithfulness required of gospel m inisters (1 Corinthians 4:1, 2) . Course syllabi rem ind students of the im portance of 
academ ic integrity and indicate how instructors will deal with infractions. Failure to m eet expectations in this area m ay result 
in dism issal from  the college. 
 
e procedure for academ ic dishonesty is as follows: 
1. Prelim inary Step— Instructor determ ines the seriousness and possible level of sanction. 
2. N otice Procedure— Instructor com m unicates with the student, inform s the student of the consequence, and inform s 

the student of the appeal process. e instructor inform s the D irector of Continuing Education and the Vice 
President for Academ ics. 

3. H earing— e student m ay appeal the sanction to the Vice President for Academ ics, who arranges a hearing. e 
decision of the Vice President for Academ ics is nal. 

 
W riting Policy 
Because the college considers the ability to express oneself clearly, correctly, and responsibly in writing to be a necessity for 
college work and an essential characteristic of a Christian m inister, it strives to teach and m aintain good writing practices. 
Students are advised that grades on poorly written papers, regardless of the course, m ay be reduced because of the quality of 
the writing; in extrem e cases, a failing grade m ay be given for this reason. 
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Grading System  

 

O ther Sym bols  

 

 
 
 
H onors 

D iplom a Predicates: 
3.60 – 3.74 ..........Cum  Laude 
3.75 – 3.89 ..........M agna Cum  Laude 
3.90 – 4.00 ..........Sum m a Cum  Laude 

 
 
Academ ic Good Standing 
Sem ester and cum ulative grade point average (GPA) requirem ents are as follows. 
 

M inim um  GPA Requirem ents 
 Sem . I – 1.70 Sem . II – 1.80 
 Sem . III – 1.90 Sem . IV  – 2.00 
 
A cum ulative GPA applies to academ ic good standing requirem ents after a student’s rst 6 credits are earned. Failure to m eet 
these m inim um s results in academ ic probation. Students have 6 credits to return to academ ic good standing. 
 
Full-tim e Students 
Full-tim e student status is de ned as 6 credits or m ore. To be in good academ ic standing, both the sem ester and the 
cum ulative GPA m ust m eet the m inim um  GPA requirem ents. 
 
Part-tim e Students 
Part-tim e student status is de ned as fewer than 6 credits. To be in good standing, the cum ulative GPA m ust m eet the 
m inim um  GPA requirem ents.  
 
Sum m er Session Students 
Sum m er session students are generally lim ited to six credits. Students wishing to overload (take m ore than six credits) m ust 
appeal to the D irector of Continuing Education. Grade points earned in a sum m er session do not a ect a student’s previous 
sem ester GPA. H owever, they do a ect a student’s cum ulative GPA. Consideration will be given to tim ing of additional 
credits, academ ic standing, nancial aid packages, and possible im pact on sem ester GPA. 
 
Transfer Students 
Academ ic standing of transfer students is determ ined by the GPA earned at a student’s m ost recent institution. e num ber 
of sem esters com pleted at other institutions is used to determ ine the m inim um  GPA requirem ents. After m atriculation the 
GPA of transfer students is com puted using only M artin Luther College credits. 
 

Grade 

A 

Grade Points per Sem ester  

 

 

 

Grade Points per Sem ester  

 
A -  C -  
B +  D  +  
B  D   
B -  D  -  
C +  F 0.00 (Failure) 

AUD  Audit P Pass 
 Incom plete W  W ithdraw-

al 
N P N o Pass     
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Academ ic Resources 
M LC o ers resources to students in need of academ ic assistance. 

• Academ ic Advisor 
 e D irector of Continuing Education and his assistant serve as student advisors. ey provide inform ation about 

program s, registration, academ ic standing, and graduation. 
• Professors 
 In addition to seeking help from  fellow classm ates, students should m eet with their professor for help with academ ic 

issues. Syllabi and M oodle course shells list o ce hours. 
• Library 
 Library resources are available online on the library website: https://guides.m lc-wels.edu/  Select “Library Info for 

O nline Students” from  the “by Topic’ dropdown m enu. 
• Academ ic Success Center 
 e Academ ic Success Center, located in the upper level of the library across from  the library o ces, o ers free 

tutoring services for all students in need of academ ic help. Consult with the D irector of Continuing Education to set 
up tim es for virtual m eetings. Instructors m ay request assistance for students through Portal > Form s > Tutoring 
Request. 

• W riting Center 
 M LC o ers free guidance from  experienced student coaches on writing projects. is service is available Sunday-

ursday evenings. Student interested in services should contact Coordinator Prof. Paul Grubbs (grubbspj@m lc-
wels.edu) to set up virtual m eetings and/or assistance.  

 
Incom pletes 
An instructor issues the tem porary grade I (Incom plete) when a student doing otherwise acceptable work is unable to 
com plete the course assignm ents for reasons acceptable to the instructor. A rst-sem ester Incom plete m ust be converted to a 
perm anent grade by the end of m id-term  of the second sem ester, a second sem ester Incom plete by July 31, and a sum m er 
session Incom plete by m id-term  of the rst sem ester, or the perm anent grade is recorded as an F. 
 
Repetition of Courses 
Som e courses are open for students to repeat if they choose. Certain m ajors require courses to be repeated for the purpose of 
continued growth in an area (e.g., m usic lessons). e course description indicates if it is a repeatable course. Each tim e the 
course is taken, a grade is received and is included in the grade point average calculation. 
 
O ther courses, those not designated as repeatable, are only available to be retaken 

1. to receive credit for a failed course that is required for graduation. is can be earned either by repeating the course at 
M LC or by successfully com pleting an approved substitute from  M LC. 

2. if a student desires to better his/her grade point average. O nly the grade earned in repetition will be gured in the 
student’s grade point average, but the original grade will rem ain on the record. 

 
Courses taken to rem ove a failure or repeated to better the grade point average are taken only through M artin Luther College. 

Note:  If a student wants to replace a grade for a course that is designated as repeatable, the student must contact the appropriate 
academic dean to complete the paperwork indicating that intent. 

 
Review of Students 
At the end of each sem ester, the director reviews students’ academ ic progress toward their degrees. As warranted, policies of 
academ ic notice, academ ic probation, academ ic exclusion, or advice to review continued enrollm ent m ay be applied. e 
faculty also reviews students’ aptness for m inistry— attitude, com portm ent, diligence, aptness, social skills, etc. As warranted, 
policies of form al expression of concern, form al review of aptness, and exclusion m ay be applied. 
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Probation 
1. A student on probation m ust becom e a student in good academ ic standing by the end of 6-credits. A student who 

fails to gain this status is required to withdraw from  college. Application for re-adm ittance is considered after a lapse 
of one sem ester. A student required to withdraw at the end of a sem ester is ineligible to attend the subsequent 
sem ester. 

2. A student on probation discusses with the D irector of Continuing Education the desirability of reducing the 
student’s course load as an aid in regaining good standing. If the course load is reduced, consultation between the 
student and advisor and the advice of the dean determ ines the course(s) to be dropped. In the interest of the student 
as well as in the interest of m aintaining proper academ ic standards, a student on probation also discusses with his/her 
advisor the extent of cocurricular activities and outside em ploym ent. 

 
W ithdrawal from  Courses 
See policies under “Financial Information.” 
 
D ism issal from  College 
A student m ay be dism issed from  college for academ ic reasons, disciplinary reasons, or lack of aptness for m inistry. 
 

D ism issals for Academ ic Issues 
Grounds for dism issal: academ ic exclusion 

Policy: Students have credits to m ove from  academ ic probation to good standing.  Students rem aining on 
academ ic probation after six credits are dism issed from  M LC. e policy of academ ic exclusion stands 
without the right of appeal. Students who are academ ically excluded m ay apply for readm ission after at 
least one regular sem ester away from  M LC and will, if adm itted, return on probation. Students dism issed 
during the second sem ester are ineligible to attend the subsequent sum m er session. A student who is 
academ ically excluded a second tim e is no longer eligible for readm ission. 

 
Student Appeal of D ism issal D ecisions 
Undergraduate students dism issed by M LC m ay utilize this Student Appeal of D ism issal D ecisions process. e general 
objective of an appeal is to bring new inform ation that m ight not have been available or previously considered, to protest 
a procedural error or inconsistency in the appeal process, or to question the appropriateness of a decision. 
 
e appeal process/grievance procedure m ust be initiated within 10 calendar days after the dism issal decision is 

com m unicated to the student. e appeal m ust be m ade in writing on the Student Appeal/Grievance Form  located on 
the M LC website (www.m lc-wels.edu). 
 
Appeals will be considered by a panel consisting of the Vice President for Academ ics and at least one academ ic dean.  
 
O n the Student Appeal/Grievance Form , the student m ay request to present his or her appeal and supporting 
inform ation in person. e request to appear in person will be granted or denied by the panel or vice presidents at their 
discretion. If an in-person presentation is granted, it will be held at a tim e designated by the panel or vice presidents, and 
the student m ay be accom panied by one other person. e student will be inform ed of the decision on the appeal in 
writing. e appeal decision is nal. 

 



 

2023-2025 Continuing Education Student Handbook 28 

Student Com plaints and Grievances 
Academ ic Com plaints 

If a student’s concern is an academ ic policy concern, rst consult the “person responsible” as that term  is de ned in the 
chart below. A student m ay appeal the decision of the “person responsible” within 10 days after that decision has been 
com m unicated to the student. Appeals are m ade to the Vice President for Academ ics. e student m ay use, but is not 
required to use, the Student Appeal/Grievance Form . All appeals m ust be in writing. 
 
O ther academ ic com plaints and grievances are addressed to the Vice President for Academ ics. Students are welcom e to 
speak to the vice president at any tim e about a concern. O nly written com plaints and grievances are considered form al 
student com plaints that receive a written response within 10 days of their receipt. Students ling a form al com plaint or 
grievance m ay use the Student Appeal/Grievance Form , which is accessible on the college website.  

 
N on-Academ ic Com plaints 

M artin  Luther  College  encourages  that  disagreem ents and  com plaints  be  openly  and  forthrightly  discussed 
between those who are involved. D isagreem ents and m isunderstandings m ay arise between students, students and 
professors, or students and college sta  m em bers. Som etim es a student m ay feel strongly that a college policy or an aspect 
of cam pus life is a source of justi able com plaint. 
 
Students are encouraged to speak freely with their professors and the D irector of Continuing Education when they nd a 
particular m atter especially disconcerting, and m ay le a form al written com plaint about such m atters with the 
appropriate adm inistrative head. All com plaints, oral or written, receive a courteous hearing and are acted upon in a 
Christian m anner. 
 
e college m aintains a log of form al, written student com plaints. is log is kept in the Adm inistration O ce Suite. 

Students ling a form al com plaint or grievance m ay use the Student Appeal/Grievance Form  which is accessible on the 
M artin Luther College website. All student com plainants are assured of anonym ity when the topic of their form al 
com plaint appears on the log. e following adm inistrators com prise the list with whom  students m ay le form al, written 
com plaints. 

 
 D irector of Continuing Education 
 Vice President for Academ ics 
 President 

 
Graduation and Com m encem ent 
In order to participate, students m ust fulll the degree requirem ents and m ake application for graduation. D iplom as are 
printed at the end of each sem ester. Form al recognition for degrees occurs in M ay. 
 
Requirem ents for All D egrees 
1. Associate degrees require students to earn a m inim um  of 67 credits. 
2. At least thirty sem ester hours of credit m ust be earned from  M artin Luther College. 
3. A m inim um  cum ulative grade point average of 2.00 for the total num ber of courses taken at M artin Luther College is 

required. 
4. e student is responsible for m eeting all requirem ents for graduation. 
 
Application for Graduation 
Applications are due in the D irector of Continuing Education O ce by February 1 of the year preceding the student’s 
graduation. is inform ation is needed to conduct the student’s graduation degree audit and to ensure that the student has 
the appropriate num ber of credits to graduate. Students are also responsible for notifying the D irector of Continuing 
Education if their anticipated graduation date changes. Failure to apply for graduation m ay delay the student’s graduation 
date. 
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Participation in Com m encem ent 
M artin Luther College conducts com m encem ent exercises in M ay. Students com pleting their degree requirem ents in 
D ecem ber m ay participate in the M ay com m encem ent. Students who will satisfy degree requirem ents in the sum m er can 
participate in the previous M ay com m encem ent but m ust register for sum m er classes prior to the M ay com m encem ent. 
D iplom as for students who com plete requirem ents during the sum m er are dated the last day of the m onth in which 
requirem ents were com pleted. 
 
Student Appeal of Adm ission D ecisions Process 
Students denied adm ission by M LC m ay appeal. e general objective of an appeal is to bring new inform ation that m ight 
not have been available or previously considered, to protest a procedural error or inconsistency in the denial process, or to 
question the appropriateness of a decision. 
 
e appeal process/grievance procedure m ust be initiated within 10 calendar days after the denial decision is com m unicated 

to the student. e appeal m ust be m ade in writing on the Student Appeal/Grievance Form  located on the M LC website 
(www.m lc-wels.edu). 
 
Appeals of denial from  the D irector of Adm issions will be considered by the Adm issions Com m ittee. Appeals of denial from  
the Adm issions Com m ittee will be considered by the Vice President for Academ ics or the Vice President for Adm inistration. 
Appeals are to be em ailed to adm issions@ m lc-wels.edu or m ailed to Adm issions, M artin Luther College, 1995 Luther 
Court, N ew Ulm  M N  56073. e prospective student will be inform ed of the receipt of the appeal and of the appeal decision 
in writing. e appeal decision is nal. 
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I  C  P  

Introduction 
M artin Luther College o ers a variety of certi cate program s with the goal of providing additional education opportunities 
for pastors, teachers, sta  m inisters, and W ELS lay m em bers. Specialized training is o ered in the following areas: 

 Educational Technology Certi cate (ETC) 
 Teaching O nline Certi cate (TO C) 
 W ELS Evangelism  Certi cate (EvC) 
 W ELS Chaplain Certi cate (CC) 
 W ELS M entoring and Coaching Certi cate (M CC) 

 

O nline M ethod of Instruction 
 All certi cate courses are conducted online. M ore inform ation about the Individual Certi cate Program s is 

available at the M LC website. 
 Registered students receive a password to access the course via the internet, where they will open their lessons. 
 Enrolled students work on the course when they have tim e each day, instead of having to login at a certain tim e. 
 Assignm ents will include reading m aterials from  a textbook or an online source, writing reports, form ulating 

reactions, participating in online discussions with fellow students and the instructor via a discussion form at tool in 
M oodle, and an assignm ent activity that each student com pletes and subm its to the instructor via an assignm ent tool 
in M oodle. Som e courses m ay have exam s.  

 
W ELS Evangelism  Certi cate (EvC) 

 Purpose: 
◦ e Evangelism  Certi cate (EvC) program  is intended to be used by lay and/or called workers in congregations 

to gain the understanding and skills to lead, create, and participate in congregational evangelism  e orts. 
◦ e goals of the Evangelism  Certi cate program  are to develop congregational evangelism  leaders 

who understand the scriptural foundation for a congregation’s evangelism  m inistry, can evaluate and plan 
congregational evangelism  e orts, are equipped to give an answer for the hope they have in Christ (1 Peter 3:15), 
and seize opportunities for personal evangelism  in all aspects of their lives. 

 Program : 
◦ Participants in the program  will com plete three online 1-credit courses to earn an Evangelism  Certi cate. ese 

three 1-credit courses were developed with the goals of low cost and reasonable tim e com m itm ent for the 
participants. View the EvC Program  Plan including course o erings on page 21.  

 Entrance Requirem ents:  
◦ Congregational m em bership in good standing in W ELS or denom ination in fellowship  

with W ELS 
◦ Be a pastor, sta  m inister or sta  m inistry certi cate student of the W ELS or denom ination in fellowship with 

W ELS, or have a pastor’s recom m endation 
◦ H igh school diplom a or higher 
◦ Ability to take online courses (com puter and internet access required) 
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W ELS Chaplain Certi cate (CC) 
 Purpose: 

◦ e W ELS Chaplain Certi cate (CC) program  exists to help address the challenges that face W ELS chaplains in 
gaining access and m eeting requirem ents to carry on m inistry with public or private healthcare agencies, in 
hospitals or correctional facilities, on m ilitary installations, and with public safety agencies. 

◦ e W ELS Chaplain Certi cate program  also exists to assist certi ed chaplains to receive ongoing education and 
training opportunities so that they m ay enhance and increase their skill sets as they learn new insights for sharing 
the love of Christ with others. 

◦ e scope of the W ELS Chaplain Certi cate is only to certify that a prescribed curriculum  has been com pleted. 
It dem onstrates to public institutions that the chaplain has com pleted a certain level of spiritual guidance 
training appropriate to serve those within that institution. 

◦ e W ELS Chaplain Certi cate enhances, or augm ents, one’s existing quali cations for m inistry. e program  
applies biblical truths to the issues encountered by chaplains. It does not provide theological training, so the 
candidate m ust already have a basic understanding of God’s W ord and Christian doctrines. By itself, the 
certi cate does not qualify one for a call into public m inistry or em ploym ent as a spiritual leader in a church or 
any other institution. 

◦ e W ELS Chaplain Certi cate program  also requires continuing education units for graduates to retain 
certi cation. 

 Program : 
◦ Participants in the program  will com plete four basic courses (10 credits) and one elective (3 credits). Electives are 

o ered for those who want to specialize in a particular area of chaplaincy. View the CC Program  Plan including 
course o erings on page 217. 

◦ TH E9534, “Chaplaincy Grounded in Scripture”, is a prerequisite for people without a eology M inor from  
M artin Luther College. is course will not count towards total program  credits needed to com plete the 
chaplain certi cate program . 

◦ A student m ust obtain a course grade of C or higher for the course to count toward requirem ents of the 
certi cate program . is m eans that any course with a grade of C- or lower will not help fulll the requirem ents 
needed for com pleting the program . A student m ay elect to retake a course if a grade of C- or lower was earned. 

 Entrance Requirem ents:  
◦ O cial transcripts of highest degree earned 
◦ M em bership in good standing in W ELS or denom ination in fellowship with W ELS 
◦ Ability to spend at least 10 hours per week for each sem ester-long, 3-credit college course 
◦ Ability to take online courses (com puter and internet access required) 
◦ Ability to take a one-week sem inar at W isconsin Lutheran Sem inary in M equon, W isconsin 
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W ELS M entoring and Coaching Certi cate (M CC) 
 Purpose: 

◦ e M entoring and Coaching Certi cate (M CC) program  o ered through M artin Luther College (M LC) is 
designed for educators seeking to support other teachers through instructional m entoring/coaching. Participants 
who com plete the program  will dem onstrate pro ciency in the language, skills, and strategies necessary to 
accelerate a beginning teacher’s practice along a continuum  of teacher developm ent. 

◦ Teachers can use the certi cate to dem onstrate that they are quali ed to increase teachers’ growth and 
instructional practice through m entoring/coaching. 

 Program : 
◦ Participants who com plete nine credits of M CC program  coursework will be issued a M entoring and Coaching 

Certi cate through M LC. ese nine credits m ay transfer directly into the M aster of Science in Education 
program  o ered through M LC. All courses will be available through online instruction, with occasional face-to-
face or blended options o ered too. View the M CC Program  Plan including course o erings on page 18. 

 Graduate-Level Courses can be applied to a M aster of Science in Education Program . 
 Entrance Requirem ents: 
 A teacher who . . . 

◦ H as a m inim um  of three years of e ective classroom  teaching; 
◦ Is recognized as an exem plary Lutheran teacher and Christian role m odel by adm inistrators, colleagues, and 

com m unity; 
◦ D em onstrates the ability to actively listen and collaborate with all m em bers of a school com m unity; and 
◦ Actively participates in ongoing professional developm ent. 

 Graduate-Level Courses can be applied to a M aster of Science in Education Program  
◦ Up to nine graduate-level credits from  the M entoring and Coaching Certi cate program  can be applied to the 

M aster of Science in Education program  as well. 
 
Application for Certi cate Program  Adm ission 
Individuals desiring to earn a certi cate m ust rst be accepted into a certi cate program . An application can be subm itted 
through the M LC website. Choose the certi cate program  you desire and select “application.” Letters of recom m endation 
m ust be sent to the director of continuing education for those program s that require it. Letters can be sent via m ail, em ail 
(m eyerjd@m lc-wels.edu), or fax (507-354-8225). O nce students have been noti ed by m ail that they have been accepted into 
the program , they m ay register for courses online. 
 
Acceptance into Certi cate Program  
O nce the certi cate application is received by the O ce of Graduate Studies and Continuing Education, if all inform ation is 
com plete and the candidate m eets all quali cations, the applicant will be approved and accepted into the program . 
 
Program  Plans and Course D escriptions 
Inform ation regarding each program  plan can be viewed on the M LC website. Choose your desired program  and select 
“Program  Plan.” To view course descriptions, click on the links below: 

 W ELS Evangelism  Certi cate Course D escriptions 
 W ELS Chaplain Certi cate Course D escriptions 
 W ELS M entoring and Coaching Certi cate Course D escriptions 
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W ELS Chaplain Certi cate (CC) 

W ELS Evangelism  Certi cate (EvC) 
 
 
 
 
 
 
 
 

W ELS M entoring and Coaching Certi cate (M CC) 
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 Certi cate Course Calendar 
Inform ation regarding when courses will be o ered can be viewed on the M LC website, m lc-wels.edu/continuing-
education/certi cate-program s.  
Choose a program  and select “Course Calendar.” 

 W ELS Evangelism  Certi cate 
 W ELS Chaplain Certi cate 
 W ELS M entoring and Coaching Certi cate 

 
Certi cate Program  Com pletion Application 
Upon fullling all the required courses, students will com plete an Application for Program  Com pletion through the M LC 
website and return it to the O ce of Graduate Studies and Continuing Education for review. e certi cate will then be 
granted by M artin Luther College. Certi cates are printed at the end of the fall and spring sem esters and acknowledged in 
the graduation booklets. 
 
Course Grade Requirem ents 
A student m ust obtain a course grade of C or higher for the course to count toward requirem ents of the certi cate program . 
is m eans that any course with a grade of C- or lower will not help fulll the requirem ents needed for com pleting the 

program . A student m ay elect to retake a course if a grade of C- or lower was earned. 
 
Process to Attain a Program  Certi cate 
Educational Technology/Teaching Online/W ELS Evangelism/W ELS M entoring &  Coaching Certi cates 

 e candidate subm its an application to the M LC O ce of Graduate Studies and Continuing Education. 
 e application is reviewed. 
 If all inform ation is com plete and the candidate m eets certi cate quali cations, the applicant m ay be accepted into 

the program . 
 After acceptance, the applicant is assigned to an advisor who will assist in setting up a program  of study and practice. 

(D oes not apply to Evangelism  Certi cate.) 
 e applicant will fulll the required courses for certi cation. 
 Upon successful com pletion of the requirem ents, the applicant will com plete an application for program  com pletion 

through the M LC website. 
 Certi cate is granted by M artin Luther College. 

 
W ELS Chaplain Certi cate 

 e candidate subm its an application to the M LC O ce of Graduate Studies and Continuing Education. 
 e application is reviewed by an application review team , and professional and personal references are contacted. 
 If all inform ation is com plete and the candidate m eets the personal and spiritual quali cations, the applicant will be 

accepted into the program . 
 After acceptance, the applicant is assigned an advisor who will m eet with the applicant (face-to-face, if possible) to 

set up a program  of study and practice. 
 e advisor and applicant will review the applicant’s previous work and study experience and grant experiential 

learning credit where possible. 
 If necessary, the advisor will assist the applicant in identifying a clinical pastoral education (CPE) course that will 

fulll an elective of the program . 
 e applicant will fulll the required courses. 
 Upon successful com pletion of the requirem ents, the applicant will com plete an application for program  

com pletion through the M LC website.  
 Certi cate is granted by M artin Luther College for an initial period of three years. 
 Continuing education units of credit (CEUs) will be required to m aintain one’s certi cate. 
 Certi cate renewal and CEUs are m anaged by the W ELS Chaplain Certi cation Com m ittee of the Com m ission on 

Special M inistries. 
 Ecclesiastical endorsem ent is com pleted through the candidate’s church body.  
 W ELS candidates receive ecclesiastical endorsem ent through their district president.  
 e Application for the W ELS Chaplain Certi cate Ecclesiastical Endorsem ent can be found online.  
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M -C  

Introduction 
M icro-Credentials provide form al recognition for a teacher’s inform al learning. ey signify that the teacher has m astered a 
speci c, bite-sized teaching skill, such as developing background or quick form ative assessm ent. 
 
M icro-credentials certify that a teacher or supervisor can perform  sm all and speci c professional skills that are tied to the 
Com m ission on Lutheran School’s M inisterial Growth and Evaluation Process. 
 
As teachers and supervisors earn M icro-Credentials, they can include them  in their M inistry D evelopm ent Plan, just as you 
include credits and clock hours. H owever, M icro-Credentials are m ore bene cial since they m easure actual com petencies 
instead of com pletion of course work. M ore inform ation about M icro-Credentials is available on our M LC website. 
 
Steps to Earn a M icro-Credential 

1. Choose one of the M icro-Credentials we o er. It could be a skill a teacher or supervisor would like to learn or a skill 
they already have. Right now, we o er 17 M icro-Credentials, 10 for principals and seven for teachers. 

2. Research the skill using the article or video suggestions given on the M LC website. If a teacher or supervisor has 
already com pleted a webinar or course in that skill, their research is basically com plete. 

3. Practice the skill at your own pace, in your own classroom . 

4. Register for the m icro-credential. e cost is $50. 

5. Subm it evidence of com petency in this skill. e required evidence m ight be a lesson plan, lesson video, written 
re ection, or other docum ent. 

6. W ait while M LC professors evaluates the evidence using the rubric, which is also available on the website. 

7. Receive veri cation of the M icro-Credential, which com es in the form  of a digital badge from  M LC. 

8. Share the digital badge for others to view on your curriculum  vitae, your signature, your school website, and your 
own social m edia platform s. 
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Types of M icro-Credentials 

 For Instructional Supervisors - (Learning- Focused Supervision Uber M acro-Credential) 
◦ O bservation M eta M acro-Credential 

 Look-Fors M icro-Credential 
 D ata-Scripting M icro-Credential 
 D ata- Seating Chart M icro-Credential 
 W alk- rough M icro-Credential 

◦ Conferencing M eta M acro-Credential 
 Pre-Conference M icro-Credential 
 Post-Conference M icro-Credential 
 Coaching Stance M icro-Credential 
 Evidence-Based Conversation M icro-Credential 

◦ Evaluation Form  M icro-Credential 
◦ M inistry D evelopm ent Plan M icro-Credential 

M ore inform ation about the Supervisor M icro-Credentials is available on the M LC website at  
m lc-wels.edu/continuing-education/learning-focused-supervision/. 
 
 For Teachers - (Learning- Focused Instruction M acro-Credential) 

◦ D eveloping Background M icro-Credential 
◦ Essential Q uestions M icro-Credential 
◦ Learning Target M icro-Credential 
◦ Q uick Form ative Assessm ent M icro-Credential 
◦ Full Form ative Assessm ent M icro-Credential 
◦ Active Engagem ent M icro-Credential 
◦ Sum m ary &  Practice M icro-Credential 

M ore inform ation about the Teacher M icro-Credentials is available on the M LC website at m lc-wels.edu/continuing-
education/learning-focused-instruction/. 
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O  P  

Study Tours  
Participants m ay earn academ ic credit or audit the tours. Study Abroad Inform ation is available on the M LC website. 
Contact the O ce of Graduate Studies and Continuing Education for m ore tour inform ation.  
 
Im m ersion Program s 
e O ce of Graduate Studies and Continuing Education works with the course instructor to adm inister a ve-week 

Spanish Im m ersion Program . For m ore inform ation contact Prof. Paul Bases at basespa@ m lc-wels.edu. 
 
M aster of Science Program s 

 M aster of Science in Education 
e M aster of Science in Education (M S Ed) is an online degree program  that contributes to the professional growth 

of teachers, and partners with them  to be re ective, com petent, and dedicated educational leaders. It is designed 
prim arily for persons who have an undergraduate degree in education from  an accredited college or university. 
Individuals with other degrees and who are teaching would also bene t from  this degree program . M ore M aster of 
Science in Education inform ation is available on the M LC website. Students in this program  choose to focus their 
studies in one of four areas of em phasis: 
◦ Educational Technology 
◦ Instruction 
◦ Leadership  
◦ Special Education 

 M aster of Science in Educational Adm inistration 
e M aster of Science in Educational Adm inistration (M S Ed Adm in) is an online degree program  that prepares 

educators to becom e visionary, collaborative, relational, and spiritual leaders in early childhood director, technology 
director, and principal roles. It is designed prim arily for persons who have an undergraduate degree in education 
from  an accredited college or university and who are either currently serving in or preparing to serve in early 
childhood, elem entary, or secondary adm inistration roles. M ore inform ation about the M aster of Science in 
Educational Adm inistration is available on the M LC website. Students in this program  choose to focus their studies 
in one of two areas of em phasis: 
◦ Early Childhood D irector 
◦ Principal 
◦ Technology D irector 

 
M aster of Arts Program  

 M aster of Arts in eological Studies 
e M aster of Arts in eological Studies (M ATS) is an online degree program  that provides spiritual and 

professional growth through advanced studies in Scripture, doctrine, church history, and m inistry. It is designed 
prim arily for m inistry certi ed sta  m inisters and teachers, and it provides them  with a broader and deeper 
foundation for their service in the public m inistry. It is also open to quali ed persons who m eet the entrance 
requirem ents, and it allows them  to grow spiritually as they serve in their various vocations in life and as m em bers of 
their local congregations. e degree, of itself, does not qualify one for a called position in a church. M ore M aster of 
Arts in eological Studies inform ation is available on the M LC website.  

 
O rganist and Choir D irector Courses 
is program  o ers o -cam pus training for organists and choir directors. W ELS district worship coordinators typically 

determ ine the need for a workshop for organists or choir directors in their district and m ake arrangem ents through the O ce 
of Graduate Studies and Continuing Education to hold these courses at a speci c site and date. e M usic D ivision chairm an 
is contacted for suitable workshop leaders. All nancial and coordinating arrangem ents are handled through the O ce of 
Graduate Studies and Continuing Education. 
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Satellite Courses 
M artin Luther College o ers satellite, credit, and non-credit courses designed for teachers. A list of Satellite Course 
Recom m endations  is available on the M LC website. Each satellite course involves 12.5 hours of face-to-face instruction. 
W hen taken for credit, the student can expect an additional 25 hours, which includes pre-course reading or preparation and 
perhaps assignm ents or a test to be com pleted after the course. Satellite courses m ay be scheduled on weekends, evenings, or 
during the day. Satellite courses are designed especially for persons in the eld to add breadth to education experiences that 
im pact their teaching. Credits or clock hours earned through in-service courses are often used to m aintain teaching licenses. 
Credits earned are undergraduate credits. 
 
e O ce of Graduate Studies and Continuing Education strives to m eet the needs of the synod’s districts by bringing 

satellite courses to the people in the eld. Requests for satellite courses are m ade to the district coordinator or directly to the 
director of continuing education. Arrangem ents for scheduling are m ade by the O ce of Graduate Studies and Continuing 
Education. e district coordinator or a designate helps publicize the course and m akes whatever local arrangem ents are 
necessary. M artin Luther College advertises, registers, collects tuition, and pays instructors. ese courses are typically taught 
in sum m er, but there m ay also be requests for them  during the year.  
 
Program s for Early Childhood Education 
ese religion and professional education courses are designed to help early childhood educators who teach or provide care 

for children between birth and age 8. e courses are designed to increase participants’ understanding of children’s physical, 
cognitive, language, em otional, and spiritual developm ent; help them  better understand the im portant relationships am ong 
hom e, church, and school; and broaden their perspective on approaches and program s in early childhood education. Requests 
for courses are m ade to the O ce of Graduate Studies and Continuing Education. Credits earned are undergraduate credits. 
e following are the three Early Childhood Education Program  Series options: 

 
Early Childhood Educator Series 

 Purpose: 
◦ e Early Childhood Educator Series is designed to provide current early childhood teachers with a 

com prehensive understanding of developm entally appropriate practices in early childhood: spiritual, intellectual, 
physical, and em otional. 

 Program : 
◦ Early childhood teachers are encouraged to take all 11 courses (m ostly 1- credit). ese courses are aligned to the 

Child D evelopm ent Associate (CD A) N ational Credentialing program  so that teachers com pleting all 11 courses 
will be prepared to apply for the CD A credential. ese courses are being o ered online or face-to-face at your 
location. 

 W ho should enroll: 
◦ Anyone who does not have an early childhood education degree, including teachers who have an elem entary or 

secondary education degree. 
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Early Childhood M inistry Certi cation 
 Purpose: 

◦ W ELS Early Childhood Teacher M inistry Certi cation is intended for early childhood teachers only. It does not 
certify early childhood directors, elem entary teachers, or secondary teachers. e synod’s preference is that m en 
and wom en qualify them selves as early childhood teachers by graduating from  M artin Luther College (M LC). 

◦ H owever, because not all ECE teachers are graduates of M LC, these certi cation guidelines developed by the 
W ELS Conference of Presidents (CO P) of the W isconsin Evangelical Lutheran Synod seek to establish an 
adequate standard of teacher training that will ensure pro ciency in carrying out the aim s and objectives of 
W ELS early childhood program s. 

◦ In addition, these guidelines m ake it possible to carry out an orderly program  of in-service training for early 
childhood teachers who are rendering a needed and valuable service in our schools but who have not yet fullled 
baccalaureate or certi cation requirem ents. 

◦ Early childhood directors m ust com plete W ELS Early Childhood D irector  
M inistry Certi cation. 

 Program : 
◦ Participants in the program  will com plete 18 courses (1-credit and 3-credit) plus a ve-week clinical. ese 

courses are o ered online or face-to-face at your location. 
 W ho should enroll: 

◦ Called early childhood teachers who are not m inistry certi ed or licensed early childhood teachers who want to 
prepare to teach in a W ELS school. 

 
Early Childhood O utreach Essentials 

 Purpose: 
◦ Lutheran early childhood teachers strive to connect their students and fam ilies to Christ and the local 

congregation.  
 Program : 

◦ Participants in the program  will com plete ve basic courses (1-credit). ese courses are o ered online or face-to-
face at your location. 

 W ho should enroll: 
◦ Licensed and m inistry-certi ed early childhood teachers who want to m axim ize the outreach potential of their 

preschools. 
◦ Anyone who does not have an early childhood education degree or teachers with an elem entary or secondary 

education degree. 
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CD A Credentialing Process for Early Childhood Educator Series Com pleters 
 Purpose: 

◦ “H aving the CD A Credential from  the Council for Professional Recognition veri es that teachers have the 
ability to put the Council’s nationally-recognized CD A Com petency Standards into practice and the 
understanding of why those Standards help children m ove with success from  one developm ental stage to 
another.” (Council for Professional Recognition: Preschool Edition 2017) 

◦ e CD A credential is recognized in every state as a sign that an early childhood teacher em ploys 
developm entally appropriate early childhood instruction in a safe environm ent for young children. 

 Application: 
◦ Com plete and subm it the M artin Luther College Early Childhood Educator Series Application online. 

 Prepare: 
◦ Com plete all Early Childhood Educator Series CD A Credentialing courses.  
◦ A student m ust obtain a course grade of C or higher for the course to count toward requirem ents of the 

program . is m eans that any course with a grade of C- or lower will not help fulll the requirem ents needed for 
com pleting the program . A student m ay elect to retake a course if a grade of C- or lower was earned. 

◦ W ork 480 hours with children ages 3-5 years old 
◦ Prepare the Professional Portfolio 

 Application for Program  Com pletion: 
◦ Com plete and subm it the M artin Luther College Application for Program  Com pletion online to receive record 

of all training courses com pleted. 
 Apply rough the Council for Professional Recognition: 

◦ Select a Professional D evelopm ent (PD ) Specialist and con rm  availability with  
the specialist. 

◦ H ave the center or program  director com plete the D irector’s Perm ission Statem ent as part of the application. 
◦ Subm it the application and pay the assessm ent fee. 
◦ Receive the Ready to Schedule noti cation from  the Council. 
◦ Receive the record of training com pletion from  M artin Luther College. 

 D em onstrate: 
◦ Schedule Veri cation Visit. 
◦ Bring Professional Portfolio and Com petency Standards book to CD A Veri cation Visit. 
◦ Schedule and take CD A Exam . 
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O  C  P   P  

N etwork Services 
e O ce of N etwork Services will be open M onday - Friday from  7:30 am  - 4:30 pm  and Sunday - ursday from   

7:30 pm  - 10:30 pm . You can contact network services by phone at 507-233-9100. Inform ation concerning network services 
is also available online; go to the M LC website, m lc-wels.edu/network-services, to subm it a support request, reset a 
password, or nd answers to questions.  
 

Com puter H ardware / Software 
It is the student’s responsibility to ensure their com puter system  m eets or exceeds the m inim um  hardware and software 
speci cations to participate in an online course. A detailed listing of Current Com puter Requirem ents for O nline Courses 
is posted on the M LC website. N ote that the m inim um  speci cations m ay result in slow access speeds and lead to som e 
frustration. Som e courses m ay have additional hardware and/or software requirem ents, as speci ed by the course instructor.  

Technology Requirem ents 
 A PC or Apple com puter with internet access 
 H igh-speed internet access 

◦ D SL, Cable, ber optic, etc. 
 W ord Processing Software 

◦ You m ust be able to save and read les created by M icrosoft W ord, which will be used by m ost course 
instructors. M icrosoft W ord 2007 or newer (or other equivalent software) is preferred. 

 W eb Browser 
◦ A web browser - the latest version of one of the following:  

 M icrosoft Internet Explorer 
 Edge 
 M ozilla Firefox 
 Google Chrom e 
 Apple Safari 

◦ W e cannot guarantee com patibility with all browser versions. If you have problem s, please update your 
browser, try out another browser, or contact M LC N etwork Services.  

 Em ail Software 
◦ You are required to have access to em ail, including the ability to send and receive attachm ents.  
◦ M LC provides all students with Gm ail accounts, which include access to Google Apps that are used in som e 

courses. W e strongly suggest that students use their Gm ail addresses for all coursework correspondence.  
 O ther Software 

◦ D epending on your Course, you m ay be required to download and install other free plugins to access 
stream ing m edia or other web m aterials. 

◦ PD F File Support: Your course m ay required the reading of les in PD F form at. M ake sure you have Adobe 
Reader installed or another program  that allows you to read PD F les. A free Acrobat PD F Reader can be 
downloaded from  adobe.com /downloads. (Select the button Get Adobe Reader).  

◦ Som e courses m ay also use video feed, in which case you will need Real Player or W indows M edia Player. 
O ther courses m ay require PowerPoint. See the course syllabus for speci c requirem ents.  

 
Technical Skills 
Students are assum ed to have general com puting, word processing, and internet browsing skills. Learning these skills is not 
part of any course in the online program . Students de cient in any of these skill areas are encouraged to obtain these skills 
prior to enrollm ent in any online course.  
 
Instructors can assist with course software and procedures, but they are not equipped to assist you with your com puter and 
its installed program s and settings. It is the student’s responsibility to seek out technical assistance as needed from  a local 
resource person.  
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Tim e Required for an O nline Course 
Traditional three-credit face-to-face courses require students to be in class for 37.5 class hours in a sem ester, with additional 
tim e spent outside of the classroom . O nline students m ay expect to com m it to 115 hours per sem ester, which translates to 
seven to eight hours per week. In courses taught during the eight-week sum m er term , the m aterial m ust be covered in half the 
tim e of a regular sem ester course; therefore, students should expect a tim e com m itm ent of 14 to 16 hours per week. Som e 
students m ay require a greater or lesser tim e com m itm ent depending on prior knowledge, reading speed, and study habits.  
 
O nline courses require a discipline and a tim e com m itm ent that can be a challenge for som e students. M ost instructors give 
speci c suggestions for tim e m anagem ent. Instructors will m onitor online tim e and will take the responsibility and initiative 
to contact students regarding progress or lack of progress. Extensions m ay be requested in instances involving illness or serious 
fam ily issues.  
 
O nline Resources 

 H ow to Access Your Course on M oodle 
◦ Prior to the start of an online course, instructors send registered students course details and inform ation on how 

to access the course in M oodle. Current inform ation on Accessing a Course in M oodle can be found on the 
M LC website under Policies and Inform ation.  

 
 W orking with M oodle 

◦ M any docum ents have been created by M artin Luther College to assist students while working in the M oodle 
learning m anagem ent system . Answers to frequently asked questions (FAQ ) as well as current docum ents are 
available on the M LC website under Policies and Inform ation. 

 
Textbooks 
M any online courses will use the sam e textbook used in a face-to-face version of the course. H owever, som e online courses 
access all course m aterials directly via the internet at no additional cost. Several weeks prior to the start of an online course, the 
course instructor will send you the course syllabus, which will contain the m aterials you need to purchase for the course as well 
as inform ation on where you can purchase them . Textbook Inform ation is also listed on the M LC portal website.  
 
Start / End of O nline Courses 
M LC online courses generally follow the sam e schedule as the on-cam pus courses for beginning and end dates. Publicity 
published by M LC will indicate dates for courses, both online and on-cam pus. M idterm  breaks within online courses are set 
at the discretion of the course instructor. Som e online courses, especially in the graduate program , will begin new lessons each 
W ednesday because m any online students have full-tim e jobs and have m ore tim e to work on the course m aterial over the 
weekend. D etails such as these will be com m unicated to students by the course instructor at the beginning of each course.  
 
O nline O rientation Course 
As a registered new student for an online course an account will be created for you by M LC N etwork Services. Also, an em ail 
with inform ation to access your student account will be sent to your self-designated alternate em ail address. About a week 
before the stat of the course, you will be sent instructions on how to access a free “Introduction to O nline Learning” m ini-
course that will lead you through online activities com m only found in M LC online courses using M oodle. Course access will 
only be granted to those students who have indicated on their registration form  that they desire to take the free online course 
through M LC.  
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