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EveryÊeffortÊhasÊbeenÊmadeÊtoÊensureÊthatÊtheÊinformationÊcontainedÊinÊThe Graduate Faculty HandbookÊisÊcompleteÊ
andÊaccurateÊatÊtheÊtimeÊofÊprinting.ÊMartinÊLutherÊCollegeÊreservesÊtheÊrightÊtoÊmodifyÊtheÊinformationÊinÊthisÊ
handbookÊasÊneeded.ÊTheÊmostÊcurrentÊinformationÊcanÊbeÊfoundÊinÊtheÊelectronicÊversionÊÊlocatedÊonÊtheÊGraduate 
Faculty InformationÊpageÊofÊtheÊGraduateÊStudiesÊWebsite. 
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MESSAGE FROM THE VICE PRESIDENT FOR ACADEMICS 
 
 
DearÊColleague, 
 
MartinÊLutherÊCollegeÊappreciatesÊyourÊwillingnessÊtoÊshareÊyourÊexpertiseÊwithÊgraduateÊstudents.ÊYouÊareÊ
servingÊnotÊonlyÊasÊinstructorsÊofÊparticularÊcourseÊcontent,ÊbutÊalsoÊasÊroleÊmodels.ÊYouÊmodelÊaÊChristianÊ
approachÊtoÊyourÊsubjectÊmatter,ÊanÊexcitementÊforÊlifelongÊlearning,ÊanÊethicalÊapproachÊtoÊresearch,ÊandÊaÊ
servant’sÊheartÊasÊyouÊserveÊyourÊSaviorÊandÊyourÊstudents. 
 
TheÊvisionÊstatementÊofÊMartinÊLutherÊCollegeÊstates,Ê“MartinÊLutherÊCollegeÊservesÊitsÊstudents,Êstaff,Êsupporters,Ê
andÊtheÊpeopleÊofÊGod’sÊworldÊasÊtheÊWELSÊCollegeÊofÊMinistryÊbyÊprovidingÊeducationalÊleadershipÊwithÊaÊglobalÊ
outlook.”ÊYouÊareÊanÊexampleÊofÊeducationalÊleadership.ÊAsÊweÊserveÊgraduateÊstudentsÊthroughoutÊourÊcountry,Ê
weÊrealizeÊtheÊdiverseÊsettingsÊinÊwhichÊtheyÊteach.ÊWithÊthisÊinÊmind,ÊtheÊmaster’sÊdegreeÊprogramsÊaimÊtoÊhelpÊ
theseÊeducatorsÊmeetÊtheÊneedsÊofÊtheirÊstudents.ÊYourÊexpertiseÊhelpsÊthemÊdoÊthis. 
 
ThisÊhandbookÊisÊintendedÊtoÊprovideÊgraduateÊfacultyÊmembersÊwithÊaÊresourceÊwhenÊquestionsÊaboutÊpolicyÊandÊ
procedureÊarise.ÊAllÊpoliciesÊandÊproceduresÊareÊwrittenÊinÊtheÊspiritÊofÊourÊChristianÊcontextÊandÊforÊtheÊpurposeÊ
ofÊofferingÊtheÊmaster’sÊdegreeÊprograms. 
 
ThankÊyouÊforÊyourÊserviceÊtoÊMartinÊLutherÊCollege. 

 
WithÊgratitude, 
 
 
 
 
 
JefferyÊWiechman,ÊEdÊD 
ViceÊPresidentÊforÊAcademics 
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CAMPUS AND LOCATION 

TheÊbeautifulÊ88-acreÊcampusÊisÊsituatedÊonÊtopÊofÊaÊwoodedÊrangeÊofÊhillsÊoverlookingÊtheÊcityÊofÊNewÊUlm,ÊMinnesota.Ê 
NewÊUlm,ÊaÊMinnesotaÊStarÊCityÊwithÊaÊpopulationÊofÊ13,522,ÊisÊlocatedÊonÊUSÊHighwayÊ14,Ê100ÊmilesÊsouthwestÊofÊMinneapolis.Ê
ForÊmoreÊinformationÊvisitÊtheÊMartinÊLutherÊCollegeÊwebsite.Ê 
 

ACCREDITATION 
MartinÊLutherÊCollegeÊisÊaccreditedÊbyÊtheÊHigherÊLearningÊCommissionÊ(hlcommission.org,Ê312.263.0456)ÊtoÊgrantÊ
baccalaureateÊandÊmaster’sÊdegrees. 
 

REGISTRATION 
MartinÊLutherÊCollegeÊisÊregisteredÊasÊaÊprivateÊinstitutionÊwithÊtheÊMinnesotaÊOfficeÊofÊHigherÊEducation,ÊpursuantÊtoÊsectionsÊ
136A.61ÊtoÊ136A.71.ÊRegistrationÊisÊnotÊanÊendorsementÊofÊtheÊinstitution.ÊCreditsÊearnedÊatÊtheÊinstitutionÊmayÊnotÊtransferÊtoÊ
allÊotherÊinstitutions. 
 

MLC MISSION STATEMENT 
TheÊmissionÊofÊMartinÊLutherÊCollegeÊisÊtoÊtrainÊmenÊandÊwomenÊtoÊmeetÊtheÊpublicÊministryÊneedsÊofÊtheÊWisconsinÊEvangelicalÊ
LutheranÊSynodÊ(WELS)ÊandÊtoÊproclaimÊtheÊWordÊofÊGodÊfaithfullyÊandÊinÊaccordÊwithÊtheÊLutheranÊConfessionsÊinÊtheÊBookÊofÊ
Concord.ÊToÊfulfillÊthisÊmission,ÊMartinÊLutherÊCollegeÊcarriesÊoutÊallÊinstructionÊandÊprogramsÊofÊstudentÊlifeÊaccordingÊtoÊtheÊ
gospelÊasÊrevealedÊinÊtheÊinspiredÊandÊinerrantÊWordÊofÊGod.Ê 

WithÊtheÊguidanceÊofÊtheÊHolyÊSpirit,ÊtheÊcollegeÊdesires 

· ToÊdeepenÊinÊtheÊstudentÊsavingÊfaithÊinÊtheÊforgivingÊgraceÊofÊJesusÊChrist; 
· ToÊstrengthenÊtheÊstudentÊinÊaÊconsecratedÊspiritÊofÊloveÊforÊGodÊandÊhisÊWord; 
· ToÊfosterÊinÊtheÊstudentÊaÊservant’sÊheartÊforÊChrist-likeÊserviceÊinÊtheÊchurch,Êcommunity,ÊandÊworld; 
· ToÊeducateÊtheÊstudentÊforÊfaithful,Êcapable,ÊandÊintelligentÊcitizenshipÊinÊtoday’sÊworld; 
· ToÊassistÊtheÊstudentÊinÊacquiringÊtheÊknowledge,Êattitudes,ÊandÊskillsÊneededÊforÊserviceÊinÊtheÊchurchÊandÊforÊlifelongÊ

learning; 
· ToÊhelpÊ theÊstudentÊ toÊdevelopÊ theÊspiritual,Êemotional,Ê andÊphysicalÊ resiliencyÊ thatÊwillÊassistÊ themÊtoÊpersevereÊ inÊ

serviceÊunderÊtheÊcross;ÊandÊ 
· ToÊprovideÊforÊtheÊstudentÊanÊaffordableÊcollegeÊexperienceÊonÊaÊbeautifulÊandÊattractiveÊcampus.Ê 

 
ToÊmeetÊtheÊcurrentÊministryÊneedsÊofÊtheÊWELS,ÊMartinÊLutherÊCollege 

· PreparesÊmenÊforÊpastoralÊtrainingÊatÊWisconsinÊLutheranÊSeminary; 
· PreparesÊmenÊ andÊwomenÊ forÊ serviceÊ asÊ teachersÊ andÊ staffÊministersÊ inÊ theÊ synod’sÊ churches,Ê schools,Ê andÊ otherÊ

institutions; 
· PreparesÊmenÊandÊwomenÊforÊotherÊpublicÊministryÊinÊtheÊchurch,ÊbothÊfull-ÊandÊpart-time,ÊrespondingÊtoÊtheÊneedsÊofÊ

theÊWELS; 
· PreparesÊinternationalÊstudentsÊforÊministryÊinÊpartnershipÊwithÊWELSÊmissionÊfields;Êand 
· ProvidesÊprogramsÊofÊprofessionalÊandÊcontinuingÊeducationÊthatÊmeetÊtheÊministerialÊneedsÊofÊtheÊWELS. 
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NON-DISCRIMINATION  
MartinÊLutherÊCollegeÊdoesÊnotÊdiscriminateÊonÊtheÊbasisÊofÊrace,Êcolor,ÊnationalÊandÊethnicÊorigin,Êage,Êsex,ÊorÊmaritalÊstatusÊforÊ
graduateÊfaculty.ÊGraduateÊfacultyÊstatusÊforÊMartinÊLutherÊCollege,ÊasÊtheÊWisconsinÊEvangelicalÊLutheranÊSynod’sÊcollegeÊofÊ
ministry,ÊisÊopenÊtoÊallÊwhoÊmeetÊtheÊbiblicalÊandÊsynodicalÊstandardsÊforÊserviceÊinÊtheÊministryÊofÊtheÊWELS. 
 
MartinÊLutherÊCollegeÊadheresÊtoÊtheÊrequirementsÊofÊTitleÊIXÊofÊtheÊ1972ÊEducationalÊAmendmentsÊSectionÊ504ÊofÊtheÊ
RehabilitationÊActÊofÊ1973ÊandÊtheÊAmericansÊwithÊDisabilitiesÊactÊofÊ1990. 
 

ADMISSION REQUIREMENTS FOR NON-NATIVE ENGLISH SPEAKERS 
StudentsÊmustÊdemonstrateÊproficiencyÊinÊEnglishÊwritingÊandÊreadingÊbyÊtakingÊtheÊTestÊofÊEnglishÊasÊaÊForeignÊLanguageÊ
(TOEFL)ÊorÊInternationalÊEnglishÊLanguageÊTestingÊSystemÊ(IELTS). 
 
TOEFLÊorÊIELTSÊscoresÊmustÊbeÊfromÊwithinÊtwoÊyearsÊofÊapplicationÊdate.ÊTheÊfollowingÊscoresÊareÊrequiredÊforÊadmittanceÊtoÊ
anÊMLCÊonlineÊgraduateÊprogram: 
 
 TOEFL: Internet-based:Ê80Ê(withÊsubtestÊscoresÊofÊ21ÊonÊwritingÊandÊ19ÊonÊreading) 
  Computer-based:Ê213 
  Paper-based:Ê550 
 
 IELTS:  6.5 
 

MLC EMAIL USE FOR ALL GRADUATE STUDIES FACULTY AND STAFF 
AllÊinstructorsÊandÊstaffÊofÊMLCÊgraduateÊstudiesÊareÊrequiredÊtoÊuseÊtheirÊMLCÊemailÊaddressesÊ(@mlc-wels.edu)ÊforÊanyÊandÊallÊ
emailÊcommunicationÊwithÊMLCÊstudents,Êstaff,ÊorÊfacultyÊregardingÊMLCÊcourses. 

Ê 
MOODLE DIRECTIONS 
General Assistance for Faculty/Students  
DocumentsÊtoÊassistÊstudentsÊandÊfacultyÊwithÊaccessingÊMoodleÊforÊtheÊfirstÊtimeÊareÊavailableÊonÊtheÊMLCÊgraduateÊstudiesÊ
webpagesÊforÊOnline Learning.Ê 
 
GeneralÊinformationalÊdocumentsÊandÊtutorialÊvideosÊaboutÊworkingÊwithÊMoodleÊareÊavailableÊonÊtheÊMoodle for FacultyÊ
KnightHelpÊpages.Ê 
 
Personal Assistance  
IfÊyouÊneedÊhelpÊsettingÊupÊorÊmanagingÊyourÊcourse,ÊpleaseÊcontactÊtheÊdirectorÊofÊacademicÊcomputingÊatÊ
academiccomputing@mlc-wels.eduÊorÊ507.354.8224,Êext.Ê349. 
 
Prior to the Beginning of the Semester 
1.  Creating Scheduled MLC Courses in Moodle 
 CoursesÊneedÊtoÊbeÊactivatedÊbeforeÊtheyÊappearÊinÊMoodle.ÊYouÊmayÊactivateÊanyÊcourseÊforÊwhichÊyouÊareÊlistedÊasÊ
 theÊinstructor. 

 a.ÊÊVisitÊportal.mlc-wels.edu. 
 b.ÊÊLogÊintoÊyourÊMLCÊaccountÊbyÊclickingÊthe Login buttonÊinÊtheÊtopÊrightÊcorner.ÊUseÊtheÊsameÊusernameÊand 
 ÊÊÊÊÊÊpasswordÊasÊyouÊdoÊforÊMoodle. 
 c.ÊÊÊFromÊthe Scheduling tab,Êchoose Moodle Courses.  
 d.ÊÊClickÊthe Activate buttonÊnextÊtoÊtheÊnameÊofÊtheÊcourseÊyou’dÊlikeÊtoÊactivate.  
 e.ÊÊThe Activate buttonÊwillÊdisappearÊandÊaÊmessageÊindicatingÊtheÊcourseÊhasÊbeenÊactivatedÊwillÊtakeÊÊ 
 ÊÊÊÊÊÊitsÊplace.  
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 i.ÊÊÊActivatedÊcoursesÊareÊdeployedÊtoÊMoodleÊonÊaÊscheduleÊandÊmayÊtakeÊupÊtoÊ24ÊhoursÊtoÊappearÊinÊ 
 ÊÊÊÊÊyourÊMoodleÊcourseÊlist.  
 ii.ÊÊIfÊyourÊcourseÊdoesÊnotÊappearÊafterÊ24Êhours,ÊpleaseÊcontact theÊdirectorÊofÊacademicÊcomputing. 
 

2. Moving Course Content 
 IfÊyouÊhaveÊcourseÊcontentÊfromÊaÊpreviousÊofferingÊofÊtheÊcourse,ÊorÊifÊyouÊhaveÊbeenÊgivenÊaÊ“temporary”Êcourse 

areaÊtoÊbeginÊputtingÊyourÊcourseÊtogether,ÊpleaseÊcontactÊtheÊdirectorÊofÊacademicÊcomputingÊtoÊreceiveÊ 
assistanceÊwithÊgettingÊtheÊcontentÊintoÊtheÊcorrectÊcourseÊareaÊinÊMoodleÊforÊtheÊupcomingÊterm.Ê 
 
IfÊyouÊprefer,ÊyouÊcanÊattemptÊtoÊimportÊcontentÊonÊyourÊownÊandÊcontactÊtheÊdirectorÊofÊacademicÊcomputingÊifÊ 
youÊneedÊhelp.ÊAdditionalÊinformationÊonÊhowÊtoÊtransferÊcourseÊmaterialsÊisÊavailableÊonÊtheÊMoodle for FacultyÊ 
courseÊsite. 
 

3.  Class Rosters and Getting Information to Your Students 
Class rosters areÊavailableÊtoÊyouÊviaÊtheÊMLCÊPortal.ÊAfterÊloggingÊintoÊPortal (seeÊstepÊ1.a.),ÊfindÊtheÊDirectoryÊ 
sectionÊinÊtheÊlistingÊonÊtheÊleft,ÊselectÊBy Course, thenÊtheÊcorrectÊSemester,ÊandÊclickÊonÊyourÊcourseÊsection.ÊAÊlistÊ 
ofÊcurrentÊstudentsÊenrolledÊinÊtheÊcourseÊshouldÊappear.Ê(IfÊyouÊhaveÊdifficultyÊaccessingÊyourÊcourseÊroster,Êplease 
letÊtheÊOfficeÊofÊGraduateÊStudiesÊandÊContinuingÊEducationÊknowÊatÊcontinuinged@mlc-wels.edu.)ÊPleaseÊnote:Ê 
WhenÊviewingÊtheÊclassÊroster,ÊyouÊcanÊalsoÊclickÊonÊindividualÊstudentsÊtoÊviewÊtheirÊaddress,ÊphoneÊnumber,Êetc.Ê 
Prior to the start of your course, check your class roster in the Portal frequently for late enrollees.  
 
Getting information to your students: AboutÊtwoÊweeksÊpriorÊtoÊtheÊstartÊofÊyourÊcourse,ÊcontactÊyourÊstudentsÊ 
viaÊtheirÊpreferredÊemailÊaddress.ÊToÊobtainÊtheseÊaddresses,ÊonceÊyouÊhaveÊaccessedÊtheÊcourseÊrosterÊinÊtheÊPortalÊ 
asÊexplainedÊinÊtheÊpreviousÊsection,ÊclickÊEmail All (Personal)ÊandÊyourÊemailÊprogramÊshouldÊopenÊwithÊtheÊstudent 
preferredÊemailÊaddressesÊinÊtheÊToÊbox.ÊInÊyourÊemailÊyouÊshould 

 a.ÊÊWelcomeÊyourÊstudentsÊtoÊtheÊcourse, 
 b.ÊÊMentionÊtheÊdateÊwhenÊtheÊcourseÊwillÊbegin, 
 c.ÊÊIncludeÊaÊcopyÊofÊtheÊcourseÊsyllabus, 
 d.ÊÊMentionÊrequiredÊtextbook(s)ÊandÊanyÊadditionalÊinformationÊtheyÊwillÊneedÊtoÊknow,Êand 
 e.ÊÊInformÊthemÊthatÊtheÊcourseÊwillÊnotÊbeÊaccessibleÊinÊMoodleÊuntilÊsometimeÊduringÊtheÊweekÊpriorÊtoÊthe 
ÊÊÊÊÊÊÊÊÊÊÊÊÊÊstartÊdate.Ê 
 

Ask them to reply to the email message to confirm receipt.  IfÊanyÊstudentsÊhaveÊnotÊrespondedÊafterÊseveralÊdays,Ê
pleaseÊcontactÊthemÊbyÊphoneÊtoÊmakeÊsureÊtheyÊhaveÊprovidedÊaÊcurrentÊaddressÊandÊhaveÊcheckedÊtheirÊ“spam”ÊfileÊ
toÊensureÊtheyÊareÊreceivingÊtheÊinformation.ÊOnlineÊstudentsÊappreciateÊpersonalÊcontactÊfromÊtheÊcourseÊinstructor.Ê
ItÊhelpsÊtoÊlessenÊtheÊfeelingÊofÊisolationÊinÊanÊonlineÊcourse.ÊStudentÊnamesÊwillÊnotÊusuallyÊappearÊinÊyourÊMoodleÊ
courseÊuntilÊaboutÊaÊweekÊpriorÊtoÊtheÊstartÊofÊtheÊcourse. 
 
Please note:ÊDirectlyÊmessagingÊstudentsÊfromÊwithinÊMoodleÊusesÊtheÊemailÊaddressÊcurrentlyÊlistedÊinÊeachÊstudent’sÊ
MoodleÊprofile—whichÊmightÊnotÊyetÊbeÊtheirÊpreferredÊemailÊaddress.ÊStudentsÊareÊinstructedÊtoÊupdateÊtheirÊemailÊ
addressÊinÊtheirÊMoodleÊprofileÊduringÊorientationÊforÊnewÊstudents,ÊwhichÊisÊexplainedÊinÊtheÊnextÊsection.Ê 

 
4.  Orientation Course for New Students  

“IntroductionÊtoÊOnlineÊLearning”ÊisÊanÊorientationÊmini-course,ÊorÊtutorial,ÊavailableÊtoÊstudentsÊwhoÊareÊnewÊtoÊ
onlineÊlearningÊandÊMoodle.ÊTheÊdirectorÊofÊacademicÊcomputingÊwillÊguideÊstudentsÊwhoÊhaveÊself-registeredÊforÊtheÊ
mini-courseÊthroughÊtheÊorientationÊprocess.ÊTheÊmini-courseÊisÊself-paced,Êfree,ÊandÊwillÊbeÊheldÊtheÊweekÊpriorÊtoÊtheÊ
startÊofÊeachÊnewÊterm.ÊIfÊyouÊwouldÊlikeÊtoÊtakeÊaÊlookÊatÊtheÊmaterialsÊcoveredÊinÊtheÊmini-course,ÊsimplyÊcontactÊtheÊ
directorÊofÊacademicÊcomputing.Ê 
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5.  Making Your Course Visible to Students  
IfÊyouÊgoÊintoÊMoodleÊtoÊaccessÊyourÊcourseÊandÊnoticeÊthatÊitsÊtitleÊisÊgrayÊinÊcolorÊinsteadÊofÊred,ÊthisÊmeansÊthatÊtheÊ
courseÊisÊnotÊsetÊtoÊbeÊvisibleÊtoÊyourÊstudents.ÊToÊmakeÊtheÊcourseÊvisible,ÊpleaseÊdoÊtheÊfollowing:Ê 

 a.ÊÊLogÊintoÊMoodleÊandÊclickÊonÊtheÊcourseÊthatÊyou’dÊlikeÊtoÊmakeÊviewable. 
 b.ÊÊFromÊtheÊcourseÊhomepage,ÊclickÊonÊtheÊgearÊmenuÊinÊtheÊupperÊrightÊcornerÊandÊchooseÊEdit settings. 
 c.ÊÊUnderÊtheÊGeneral heading,ÊlocateÊtheÊdropdownÊmenuÊtoÊtheÊrightÊofÊCourse visibility. 
 d.ÊÊChooseÊShow. 
 e.ÊÊScrollÊtoÊtheÊbottomÊofÊtheÊpageÊandÊchooseÊSave and display. 

 
Generally,ÊyouÊshouldÊmakeÊyourÊcourseÊvisibleÊtoÊstudentsÊatÊleastÊseveralÊdaysÊpriorÊtoÊtheÊofficialÊcourseÊstartÊdate.Ê
ThisÊwillÊallowÊstudentsÊtoÊaccessÊtheÊcourse,ÊfamiliarizeÊthemselvesÊwithÊtheÊcourseÊlayout,ÊandÊinÊgeneralÊbecomeÊ
moreÊcomfortableÊinÊtheÊMoodleÊonlineÊenvironment.ÊThisÊisÊespeciallyÊimportantÊforÊnewÊstudents.Ê 
 
ThisÊimpliesÊthatÊtheÊpreliminaryÊinformationÊinÊyourÊcourseÊwillÊbeÊreadyÊforÊyourÊstudentsÊtoÊbrowseÊthroughÊonceÊ
youÊmakeÊitÊavailableÊtoÊthem.ÊThisÊdoesÊnotÊimplyÊthatÊallÊofÊyourÊlessonÊmaterialsÊwithinÊtheÊcourseÊneedÊtoÊbeÊ
availableÊatÊtheÊstartÊofÊtheÊcourse.ÊInÊfact,ÊitÊisÊgoodÊpracticeÊnotÊtoÊmakeÊnewÊlessonÊmaterialsÊavailableÊtoÊstudentsÊ
untilÊshortlyÊbeforeÊaÊparticularÊlessonÊwillÊbegin.ÊThisÊhelpsÊtoÊkeepÊtheÊstudentsÊtogetherÊasÊtheyÊworkÊthroughÊtheÊ
course.ÊAsÊtheÊcourseÊinstructor,ÊyouÊhaveÊtheÊabilityÊtoÊhideÊmaterialsÊfromÊtheÊstudentsÊuntilÊyouÊwantÊthemÊtoÊ 
beÊseen.Ê 
 

6.  Roster Changes (Adding/Removing Students)  
WhenÊaÊstudentÊadds orÊdrops aÊcourseÊviaÊtheÊOfficeÊofÊGraduateÊStudies,ÊtheÊrosterÊchangeÊwillÊautomaticallyÊtakeÊ
placeÊinÊMoodleÊandÊtheÊstudentÊwillÊbeÊaddedÊtoÊorÊdeletedÊfromÊyourÊcourseÊwithoutÊanyÊassistanceÊfromÊyou.Ê 
 
TheÊofficialÊclassÊrosterÊforÊyourÊcourseÊwillÊalwaysÊbeÊavailableÊthroughÊtheÊMLCÊPortal,ÊasÊexplainedÊinÊpointÊ3. 
 

During the Course  
Helping Students Succeed  
AsÊanÊonlineÊinstructor,ÊonceÊyourÊcourseÊbeginsÊyouÊareÊexpectedÊtoÊmonitorÊyourÊstudents’ÊactivityÊsoÊyouÊcanÊinterveneÊifÊaÊ
particularÊstudentÊbeginsÊtoÊfallÊbehind.ÊYouÊcanÊdoÊthisÊfromÊyourÊcourseÊhomeÊpageÊbyÊgoingÊtoÊtheÊNavigationÊblockÊandÊ
selectingÊParticipants.ÊThisÊwillÊallowÊyouÊtoÊseeÊwhenÊeachÊstudentÊlastÊvisitedÊyourÊcourse.ÊIfÊaÊstudentÊhasÊbeenÊinactiveÊforÊ
severalÊdays,ÊpleaseÊcontactÊthemÊviaÊemailÊand/orÊaÊphoneÊcallÊtoÊseeÊhowÊthingsÊareÊgoing.ÊTheÊstudentsÊwillÊappreciateÊtheÊ
personalÊinterest,ÊandÊthisÊwillÊhelpÊtoÊreduceÊanyÊfeelingsÊofÊisolationÊtheyÊmayÊbeÊexperiencing.ÊAdditionalÊguidanceÊforÊ
checkingÊstudentÊprogressÊisÊfoundÊinÊtheÊKnightHelpÊpageÊTracking Student Activity Using Reports.  

 
AsÊtheÊcourseÊinstructor,ÊyouÊshouldÊbeÊcheckingÊinÊonÊyourÊcourseÊatÊleastÊonceÊaÊday.ÊManyÊonlineÊstudentsÊwillÊdoÊtheÊbulkÊofÊ
theirÊworkÊonÊweekendsÊandÊmayÊneedÊaÊresponseÊfromÊyouÊonÊsomethingÊpriorÊtoÊtheÊfollowingÊMonday.ÊIfÊyouÊwillÊbeÊawayÊ
fromÊyourÊcourseÊforÊseveralÊdays,ÊpleaseÊletÊyourÊstudentsÊknowÊaheadÊofÊtime.Ê 
 
After the End of a Semester/Course  
1.  End-of-Course Survey  

AÊcommonÊend-of-courseÊsurveyÊisÊconductedÊatÊtheÊconclusionÊofÊallÊonlineÊcoursesÊinÊorderÊtoÊgatherÊvaluableÊ
feedbackÊforÊcourseÊimprovement.ÊTheÊsurveyÊinstructionsÊareÊsentÊoutÊtoÊyourÊstudentsÊbyÊtheÊdirectorÊofÊacademicÊ
computingÊviaÊtheÊNewsÊForumÊinÊyourÊcourse.ÊTheÊsurveyÊisÊconductedÊviaÊtheÊMLCÊPortal,ÊwhereÊyouÊwillÊbeÊableÊtoÊ
viewÊaÊcompilationÊofÊtheÊsurveyÊresults.Ê 
 
OnceÊtheÊsurveyÊisÊcompleted,ÊtheÊresultsÊareÊsharedÊwithÊtheÊappropriateÊperson(s)ÊinÊtheÊMLCÊadministrationÊandÊ
withÊtheÊcourseÊinstructor.ÊTheÊsurveyÊquestionsÊwereÊsharedÊwithÊallÊonlineÊinstructorsÊatÊsomeÊpointÊinÊtime.ÊIfÊyouÊ
wouldÊlikeÊaÊnewÊcopyÊofÊtheÊsurvey,ÊsimplyÊcontactÊtheÊdirectorÊofÊacademicÊcomputing.Ê 
 
YouÊareÊwelcomeÊtoÊcreateÊyourÊownÊsurveyÊandÊadministerÊitÊinÊadditionÊtoÊtheÊcommonÊsurvey.Ê 
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2.  Entering/Viewing Course Grades  
 CourseÊgradesÊmustÊbeÊenteredÊintoÊtheÊMLCÊPortalÊpriorÊtoÊaÊspecificÊdateÊeachÊterm.ÊYouÊdoÊnotÊneedÊtoÊenterÊallÊ

gradesÊatÊtheÊsameÊtime.ÊToÊenterÊgrades, 

  a.ÊÊGoÊtoÊtheÊMLC Portal directly,ÊorÊselectÊtheÊPortal linkÊinÊtheÊupper-rightÊareaÊofÊtheÊMLCÊhomeÊpageÊorÊtheÊ
  ÊÊÊÊÊÊMLCÊMoodleÊpage; 
  b.ÊÊLogÊintoÊtheÊPortalÊwithÊyourÊregularÊusernameÊandÊpassword; 
  c.ÊÊUnderÊGrades, selectÊEnter Grades; 
  d.ÊÊClickÊonÊtheÊappropriateÊcourseÊnameÊandÊaÊlistingÊofÊyourÊstudentsÊwillÊappear;Êthen 
  e.ÊÊEnterÊandÊsubmitÊyourÊgradesÊbyÊfollowingÊtheÊinstructionsÊonÊtheÊscreen.Ê 

 
OnceÊyouÊenterÊaÊgradeÊforÊaÊstudent,ÊyouÊcannotÊchangeÊitÊyourself.ÊInsteadÊyouÊmustÊfillÊoutÊaÊChange of Grade FormÊ
onÊtheÊMLCÊwebpageÊandÊsendÊitÊtoÊtheÊMLCÊRecordsÊOffice.ÊIfÊyouÊhaveÊanyÊquestions,ÊcontactÊtheÊMLCÊRecordsÊ
OfficeÊatÊ507.354.8221.ÊInformÊyourÊstudentsÊthatÊtheyÊmayÊviewÊtheirÊcourseÊgradeÊbyÊloggingÊintoÊtheÊMLCÊPortal,Ê
selectingÊGrades,ÊthenÊeitherÊGrade Cards toÊseeÊtheirÊgradesÊforÊtheÊcurrentÊterm,ÊorÊUnofficial Transcripts toÊseeÊ
theirÊgradesÊfromÊpastÊterms. 

 
3.  Making Your Course Hidden to Students 

DueÊtoÊcopyrightÊconcerns,ÊyouÊshouldÊmakeÊyourÊcourseÊhiddenÊtoÊstudentsÊaÊweekÊorÊtwoÊafterÊaÊcourseÊends.Ê 
ToÊdoÊso,ÊfollowÊtheÊinstructionsÊlistedÊpreviouslyÊinÊpointÊ5ÊforÊMaking Your Course Visible to Students,ÊbutÊsetÊtheÊ
VisibleÊsettingÊtoÊHide.ÊOnceÊyouÊhideÊaÊcourse,ÊyourÊstudentsÊwillÊnoÊlongerÊseeÊit.ÊYouÊwillÊbeÊableÊtoÊaccessÊtheÊ
courseÊinÊMoodle;Êhowever,ÊtheÊcourseÊnameÊwillÊappearÊgrayÊinsteadÊofÊred. 

 
4.  Permanently Deleting Courses From a Previous Semester 

MostÊonlineÊinstructorsÊdoÊnotÊwantÊtoÊdeleteÊcompletedÊcourses.ÊInsteadÊtheyÊwillÊkeepÊthemÊinÊMoodleÊtoÊreferÊbackÊ
toÊtheÊnextÊtimeÊtheyÊteachÊtheÊcourse.ÊHowever,ÊifÊyouÊwouldÊlikeÊaÊcourseÊpermanentlyÊdeletedÊfromÊMoodle,ÊpleaseÊ
doÊtheÊfollowing: 

  a.ÊÊAccessÊyourÊcourseÊinÊMoodle; 
  b.ÊÊFromÊtheÊAdministrationÊblockÊonÊtheÊleft,ÊselectÊEdit SettingsÊtoÊopenÊtheÊEdit Course SettingsÊwindow; 
  c.ÊÊInÊtheÊCourse Full Name box,ÊaddÊtheÊwordÊDeleteÊinÊfrontÊofÊtheÊcourseÊnumberÊsoÊdeleteÊisÊtheÊfirstÊthingÊ
  ÊÊÊÊÊinÊtheÊboxÊ(i.e.,ÊDeleteÊEDT1001Ê01:ÊDigitalÊLiteracyÊ[201213Ê1]);Êand 
  d.ÊÊScrollÊtoÊtheÊbottomÊandÊselectÊSave Changes. 

 
TheÊdirectorÊofÊacademicÊcomputingÊwillÊperiodicallyÊsearchÊinÊMoodleÊforÊcoursesÊthatÊbeginÊwithÊtheÊwordÊ 
Delete andÊwillÊpermanentlyÊdeleteÊthemÊfromÊMoodle.ÊCaution: Once a course is deleted, it is erased and cannot  
be retrieved. 
 

5.  Accessing Advisee Information  
ManyÊonlineÊfacultyÊmembersÊhaveÊadvisees.ÊYouÊandÊyourÊadviseesÊmayÊaccessÊtranscriptÊinformationÊviaÊtheÊMLC 
PortalÊbyÊfollowingÊtheseÊsteps: 

  a.ÊÊGoÊtoÊtheÊMLC PortalÊdirectly,ÊorÊselectÊtheÊPortalÊlinkÊinÊtheÊupper-rightÊareaÊofÊtheÊMLCÊhomeÊpage,ÊorÊtheÊ
  ÊÊÊÊÊMLCÊMoodleÊpage; 
  b.ÊÊLogÊintoÊtheÊPortalÊwithÊyourÊregularÊusernameÊandÊpassword; 
  c.ÊÊUnderÊGrades, selectÊUnofficial TranscriptsÊtoÊseeÊaÊlistÊofÊyourÊadvisees;Êthen 
  d.ÊÊClickÊonÊanÊadvisee’sÊname,ÊandÊaÊcopyÊofÊtheirÊtranscriptÊwillÊappear.Ê 
 

COPYRIGHT POLICY 
ForÊcurrentÊinformationÊregardingÊteachingÊandÊcopyrightÊlaws,ÊpleaseÊreferÊtoÊtheÊUniversityÊofÊMinnesotaÊwebsiteÊ
lib.umn.edu/services/copyright. 
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INTELLECTUAL PROPERTY RIGHTS 
Specifically Pertaining to MLC Online Courses 

¨ UnlessÊthereÊareÊotherÊcontractualÊagreements,ÊonlineÊcoursesÊandÊonlineÊcourseÊmaterialsÊproducedÊforÊ 
useÊatÊMartinÊLutherÊCollegeÊwillÊbeÊconsideredÊasÊjoint-ownershipÊpropertyÊofÊtheÊauthor(s)ÊandÊofÊMartinÊ 
LutherÊCollege.Ê 

¨ WhetherÊthatÊauthorÊreceivedÊreleaseÊtime,ÊanÊhonorarium,ÊorÊsomeÊotherÊformÊofÊassistanceÊwhenÊcreatingÊtheÊ
courseÊhasÊnoÊbearingÊonÊthisÊjoint-ownershipÊstatus,ÊunlessÊspecificallyÊstatedÊinÊaÊpriorÊcontractualÊagreement. 

¨ InÊtheÊeventÊthatÊaÊcourseÊauthorÊleavesÊMLC, 
à TheÊauthorÊmayÊtakeÊaÊcopyÊofÊtheÊonlineÊcourseÊand/orÊcourseÊmaterialsÊalongÊandÊmakeÊuseÊofÊthemÊatÊ

anotherÊinstitution; 
à MLCÊretainsÊtheÊrightÊtoÊcontinueÊtoÊuseÊtheÊcourseÊand/orÊcourseÊmaterialsÊatÊMLCÊwithoutÊanyÊ

additionalÊobligationÊtoÊtheÊauthor;Êand 
à NeitherÊownerÊhasÊaÊrightÊtoÊrevenueÊfromÊtheÊotherÊowner’sÊuse. 
 

Other Intellectual Property Rights 
AllÊotherÊscholarly,Êliterary,Êtechnical,ÊorÊartisticÊproductionsÊareÊtheÊpropertyÊofÊtheÊindividualÊproducerÊexceptÊunderÊtheÊ
followingÊcircumstances: 

1. ThereÊisÊaÊcontractualÊstatementÊstatingÊotherwise,Ê 
2. TheÊproductionÊisÊincludedÊinÊpositionÊdescriptions,ÊorÊ 
3. TheÊcollegeÊprovidesÊfinancialÊpaymentÊorÊdesignatedÊtimeÊ(paidÊsabbatical,ÊFTE)ÊforÊtheÊproduction.Ê 

 
InÊanyÊofÊtheseÊcircumstancesÊtheÊproductsÊareÊtheÊpropertyÊofÊtheÊcollege. 

AdoptedÊbyÊtheÊGoverningÊBoard 
FebruaryÊ17,Ê2006 

 

SOURCES OF ADDITIONAL INFORMATION 
AdditionalÊinformationÊisÊavailableÊinÊtheÊGraduate Studies Bulletin,ÊonÊtheÊMLCÊwebsite,ÊandÊinÊtheÊGraduateÊFacultyÊResourceÊ
inÊMoodle.ÊThisÊinformationÊincludesÊtheÊscheduleÊofÊcoursesÊandÊvariousÊstudentÊforms. 
 

DUAL-LEVEL COURSE POLICY 
1. UndergraduatesÊgenerallyÊtakeÊdual-levelÊcoursesÊforÊundergraduateÊcredit.ÊShouldÊtheÊundergraduateÊstudentÊ

laterÊneedÊtoÊtakeÊtheÊcourseÊasÊaÊgraduateÊstudent,ÊadditionalÊworkÊisÊnecessaryÊtoÊreceiveÊgraduateÊcredit.ÊTheÊ
instructorÊandÊdirectorÊofÊgraduateÊstudiesÊshallÊdetailÊtheseÊspecificÊrequirementsÊpriorÊtoÊanÊapplicant’sÊ
enrollmentÊinÊtheÊcourse.ÊTheÊfollowingÊprocessÊwillÊbeÊused: 

a. TheÊgraduateÊstudentÊenrollsÊinÊtheÊgraduateÊcourseÊwhenÊitÊisÊoffered. 
b. TheÊgraduateÊstudentÊcompletesÊonlyÊtheÊgraduate-levelÊcourseÊrequirementsÊthatÊareÊbeyondÊtheÊ

undergraduateÊrequirements. 
c. TheÊgraduate-levelÊgradeÊisÊbasedÊsolelyÊuponÊtheÊspecificÊgraduate-levelÊrequirements. 
d. TheÊgraduateÊstudentÊpaysÊ50%Êtuition.Ê 
 

2. TheÊundergraduateÊcoursesÊandÊgraduateÊcoursesÊthatÊareÊdual-levelÊcoverÊsimilarÊcourseÊcontent.ÊTheÊtitlesÊ 
andÊdescriptionsÊofÊtheÊtwoÊcoursesÊreflectÊtheÊsimilarityÊofÊtheÊsubjectÊmatter.ÊTheÊcoursesÊmayÊhaveÊtheÊ 
sameÊinstructor. 

 
3. SpecificÊrequirementsÊforÊtheÊgraduateÊcourseÊmustÊclearlyÊdelineateÊgreaterÊexpectationsÊforÊandÊtheÊ 

additionalÊrequirementsÊofÊgraduateÊstudentsÊinÊaccordanceÊwithÊMLC’sÊcreditÊhourÊpolicyÊandÊtheÊguidelinesÊ
describedÊinÊtheÊDesigning Dual-Level Course ProceduresÊdocumentÊ(SeeÊAppendixÊA).ÊTheseÊdifferencesÊareÊ
delineatedÊinÊtheÊsyllabus.Ê 
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4. IfÊtheÊtotalÊenrollmentÊofÊtheÊdual-levelÊcourseÊmeetsÊminimalÊenrollmentÊexpectationsÊforÊatÊleastÊoneÊofÊtheÊ

coursesÊofÊtheÊpair,ÊtheÊdual-listedÊcourseÊshallÊbeÊconsideredÊtoÊhaveÊmetÊminimalÊenrollmentÊrequirements. 
 
5. AnÊundergraduateÊÊstudentÊwithÊaÊGPAÊofÊ3.0ÊorÊhigherÊmayÊregisterÊforÊupÊtoÊnineÊdual-levelÊcreditsÊatÊtheÊ

graduate-levelÊwithÊtheÊapprovalÊofÊtheÊundergraduateÊdeanÊofÊeducation,Êadvisor,ÊcourseÊinstructor,ÊandÊtheÊ
directorÊofÊgraduateÊstudies.ÊGraduateÊcreditsÊearnedÊforÊdual-levelÊcoursesÊapplyÊtowardÊtheÊbaccalaureateÊ
degreeÊandÊmayÊalsoÊbeÊtransferredÊintoÊtheÊstudent’sÊgraduateÊprogram.ÊGraduateÊcreditsÊthatÊareÊnotÊdual-levelÊ
doÊnotÊapplyÊtowardÊaÊbaccalaureateÊdegree.ÊPermissionÊtoÊtakeÊtheÊgraduateÊcoursesÊdoesÊnotÊconstituteÊ
admissionÊtoÊtheÊgraduateÊprogram,ÊasÊtheÊbaccalaureateÊdegreeÊmustÊbeÊearnedÊfirst.Ê 

 

NEW COURSES 
IndividualÊfacultyÊmembersÊmayÊproposeÊnewÊcourses.ÊTheÊprogressionÊofÊapprovalÊisÊasÊfollows:Ê 

1. AnÊindividualÊfacultyÊmember 
2. GraduateÊFacultyÊCouncil 
3. DirectorÊofÊgraduateÊstudies 
4. ViceÊpresidentÊforÊacademics 
 

NewÊcourseÊproposalsÊshouldÊincludeÊtheÊsyllabusÊandÊgiveÊtheÊrationaleÊforÊtheÊnewÊcourse. 
 

COMMITMENT TO ASSESSMENT 
MartinÊLutherÊCollegeÊisÊcommittedÊtoÊanÊongoing,Êcollege-wideÊassessmentÊofÊstudentÊlearning.ÊAssessmentÊofÊourÊmaster’sÊ
degreeÊprogramsÊoffersÊopportunitiesÊforÊtheÊgraduateÊfacultyÊtoÊworkÊtogetherÊtowardÊspecificÊgoalsÊinÊaÊclimateÊofÊopenness,Ê
trust,ÊandÊservice. 
  
TheÊgraduateÊfacultyÊisÊresponsibleÊforÊdirectingÊtheÊassessmentÊofÊmaster’sÊprograms.ÊThisÊisÊdoneÊbyÊarticulatingÊstudentÊ
learningÊoutcomes,ÊdesigningÊaÊplanÊforÊgatheringÊinformation,ÊevaluatingÊtheÊresults,ÊreportingÊtheÊfindings,ÊandÊ
implementingÊprogrammaticÊimprovements.ÊAÊgraduateÊfacultyÊassessmentÊcoordinatorÊisÊappointedÊtoÊensureÊcoordinationÊ
andÊaccountabilityÊwithinÊandÊacrossÊdivisions.Ê 
  
TheÊfocusÊofÊassessmentÊisÊtheÊcontinualÊdevelopmentÊofÊourÊgraduateÊprogramÊasÊaÊhigh-qualityÊprogramÊthatÊdocumentsÊ
studentÊlearning.Ê(ForÊaÊchartÊofÊtheÊmaster’sÊprogramÊstudentÊlearningÊoutcomesÊandÊassessmentÊplan,ÊseeÊAppendixÊB.) 
 
AccessÊtheÊassessmentÊcalendarÊandÊcurrentÊresultsÊviaÊtheÊMartinÊLutherÊCollegeÊwebsiteÊfollowingÊtheseÊsteps: 

1. GoÊtoÊtheÊMartin Luther College website, 
2. UnderÊAcademics, selectÊGraduate Studies HomeÊandÊscrollÊtoÊtheÊbottom, 
3. ClickÊonÊPolicies and Information, 
4. ExpandÊtheÊtabÊlabeledÊInformation For…ÊandÊyouÊwillÊseeÊanÊoptionÊforÊGraduate Faculty, whichÊwillÊtakeÊyouÊtoÊ

theÊAssessment Information. 
 



Page 13 

 

  2024 - 2026 Graduate Faculty Handbook 

GOVERNANCE STRUCTURE 
TheÊgraduateÊfacultyÊisÊdefinedÊasÊtheÊMLCÊfull-timeÊfacultyÊwhoÊareÊdesignatedÊasÊgraduateÊfacultyÊplusÊtheÊadjunctÊgraduateÊ
faculty.ÊTheÊgraduateÊfacultyÊisÊorganizedÊintoÊdivisionsÊthatÊcorrespondÊtoÊtheÊgraduateÊdegreesÊofferedÊ(MAÊTheologicalÊ
Studies,ÊMSÊEducation,ÊMSÊEducationalÊAdministration,ÊandÊMSÊSpecialÊEducation).ÊFacultyÊareÊmembersÊofÊtheÊdivisionsÊthatÊ
correspondÊtoÊtheÊcoursesÊtheyÊteach.ÊDivisionÊchairsÊareÊappointedÊbyÊtheÊdirectorÊofÊgraduateÊstudies.Ê 
 
TheÊGraduateÊFacultyÊCouncilÊisÊdefinedÊasÊtheÊMLCÊfull-timeÊfacultyÊwhoÊareÊdesignatedÊasÊgraduateÊfaculty.ÊTheÊdirectorÊofÊ
graduateÊstudiesÊchairsÊtheÊgraduateÊfacultyÊmeetingsÊandÊtheÊGraduateÊFacultyÊCouncilÊmeetings.ÊTheÊpurviewÊofÊtheÊgraduateÊ
facultyÊandÊtheÊGraduateÊFacultyÊCouncilÊisÊtheÊcurriculumÊandÊtheÊpoliciesÊgoverningÊcompletionÊofÊtheÊdegree.ÊTheÊgraduateÊ
facultyÊgivesÊadvice,Êreactions,ÊandÊrecommendationsÊtoÊtheÊGraduateÊFacultyÊCouncil.ÊTheÊGraduateÊFacultyÊCouncilÊisÊtheÊ
curriculumÊoversightÊcommitteeÊforÊtheÊgraduateÊprogram.ÊTheÊcouncilÊisÊtheÊdecision-makingÊbodyÊthatÊforwardsÊitsÊdecisionsÊ
andÊrecommendationsÊtoÊtheÊdirectorÊofÊgraduateÊstudies.ÊDecisionsÊofÊtheÊGraduateÊFacultyÊCouncilÊareÊthenÊrecommendedÊtoÊ
theÊviceÊpresidentÊforÊacademics,ÊwhoÊdeterminesÊwhetherÊaÊparticularÊrecommendationÊneedsÊAdministrativeÊCouncilÊandÊ
GoverningÊBoardÊapproval.ÊAppointmentÊofÊgraduateÊfacultyÊandÊtuitionÊratesÊareÊtheÊresponsibilityÊofÊtheÊAdministrativeÊ
CouncilÊandÊGoverningÊBoard.Ê(SeeÊAppendixÊC.) 

MLCÊGoverningÊBoard 
RevisedÊ9-19-2008Ê 

GRADUATE PROGRAM GOVERNANCE STRUCTURE 
GoverningÊBoard 

AdministrativeÊCouncil 

ViceÊPresidentÊforÊAcademics 

DirectorÊofÊGraduateÊStudies 

GraduateÊFacultyÊCouncil 

Graduate FacultyÊDivisions 
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DIVISION CHAIR RESPONSIBILITIES 
¨ ScheduleÊandÊchairÊgraduateÊdivisionÊmeetings. 
¨ CommunicateÊdivisionÊnewsÊwithÊallÊdivisionÊmembers,ÊincludingÊadjuncts. 
¨ SetÊdivisionÊmeetingÊagendaÊtogetherÊwithÊdivisionÊmembers. 
¨ ShareÊdivisionÊmeetingÊminutesÊandÊreportsÊwithÊtheÊgraduateÊfacultyÊcouncil. 
¨ BringÊprogram,Êcourse,ÊandÊpolicyÊrecommendationsÊtoÊtheÊgraduateÊfacultyÊcouncilÊforÊapproval. 
¨ CommunicateÊandÊcoordinateÊwithÊtheÊgraduateÊstudiesÊdirector. 
¨ CooperateÊwithÊtheÊdirectorÊofÊgraduateÊstudiesÊandÊtheÊcoordinatorÊofÊonlineÊcourseÊdesignÊandÊevaluationÊtoÊ 

carryÊoutÊassignedÊtasks. 
¨ EnsureÊtheÊfollowingÊdivisionÊfunctionsÊareÊcarriedÊoutÊinÊaccordÊwithÊgraduateÊprogramÊdirectives: 

à ReviewÊandÊevaluateÊdivisionÊprogram(s); 
à ReviewÊandÊevaluateÊdivisionÊcourses; 
à Review,Êrecommend,ÊandÊdraftÊpolicyÊpursuantÊtoÊtheÊdivision; 
à ReviewÊandÊmakeÊappropriateÊproceduralÊchanges;Êand 
à RecommendÊfacultyÊassignments/changesÊtoÊtheÊgraduateÊstudiesÊdirector. 

FACULTY RECORDS 
TheÊofficialÊpersonnelÊfileÊforÊeachÊfacultyÊmemberÊisÊmaintainedÊinÊtheÊOfficeÊofÊtheÊViceÊPresidentÊforÊAcademics.ÊThisÊfileÊ
containsÊtranscriptsÊandÊaÊfacultyÊvitae. 
 

QUALIFICATIONS FOR FACULTY APPOINTMENT 
TheÊMartinÊLutherÊCollegeÊgraduateÊprogramÊprovidesÊadvancedÊtrainingÊprimarilyÊforÊeducatorsÊinÊLutheranÊschools,Ê 
specificallyÊschoolsÊofÊtheÊWisconsinÊEvangelicalÊLutheranÊSynod.ÊTherefore,ÊaÊqualifiedÊgraduateÊfacultyÊcandidateÊmustÊ
understandÊtheÊcontextÊofÊLutheranÊschoolsÊandÊtheirÊmissions.ÊInÊadditionÊtoÊthisÊunderstanding,ÊqualifiedÊgraduateÊfacultyÊ 
willÊmeetÊtheÊfollowingÊcriteria:Ê 

¨ BeÊmembersÊinÊgoodÊstandingÊofÊaÊcongregationÊofÊtheÊWisconsinÊEvangelicalÊLutheranÊSynodÊorÊaÊmemberÊofÊtheÊ
ConfessionalÊEvangelicalÊLutheranÊConference; 

¨ PossessÊaÊrelevantÊacademicÊdegreeÊoneÊlevelÊaboveÊtheÊprogramÊinÊwhichÊtheyÊteach,ÊorÊpossessÊequivalentÊ
experience;ÊandÊ 

¨ DemonstrateÊcurrentÊscholarshipÊ(withinÊfiveÊyears)ÊinÊtheÊareasÊrelatedÊtoÊinstructionalÊduties. 
 
Equivalent experience isÊdefinedÊasÊspecializedÊandÊrecognizedÊexpertiseÊandÊisÊcentralÊtoÊtheÊteachingÊresponsibilitiesÊas 
demonstratedÊthroughÊanyÊofÊtheÊfollowing:ÊÊ 
 

1. Work experience  
MinimumÊofÊtenÊyearsÊofÊworkÊexperienceÊinÊtheÊfieldÊorÊareaÊthatÊisÊspecificÊtoÊtheÊgraduateÊteachingÊassignment(s).Ê 

2. Credentials 
CredentialsÊreferÊtoÊspecificÊqualifications,ÊachievedÊoverÊandÊaboveÊaÊrelevantÊmaster’sÊdegree,ÊthatÊareÊrelatedÊtoÊ
theÊareaÊofÊinstructionÊandÊrepresentÊtheÊhighestÊqualificationÊforÊthatÊspecificÊfieldÊorÊarea. 

3. Record of scholarship 
AÊbodyÊofÊscholarshipÊisÊdemonstratedÊinÊareasÊoutlinedÊbyÊtheÊBoyerÊ(1997)ÊModelÊofÊScholarship: 

a. Discovery—BuildÊnewÊknowledgeÊthroughÊtraditionalÊresearch. 
Examples:Êpeer-reviewedÊforums,ÊcreativeÊworkÊwithinÊanÊestablishedÊfield,ÊlayingÊtheÊgroundworkÊforÊ
futureÊstudies. 

b. Integration—InterpretÊtheÊuseÊofÊknowledgeÊacrossÊdisciplines. 
Examples:ÊcomprehensiveÊliteratureÊreviews,ÊwritingÊaÊtextbook,ÊpublishingÊbooks,ÊpresentingÊresearchÊ
atÊselectiveÊprofessionalÊconferences. 
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c. Application—AidÊsocietyÊandÊprofessionsÊinÊaddressingÊproblems. 
Examples:ÊconsultantÊwork,ÊleadershipÊinÊprofessionalÊorganizations. 

d. Teaching—StudyÊteachingÊmodelsÊandÊpracticesÊtoÊachieveÊoptimalÊlearning. 
Examples:ÊadvancingÊlearningÊtheory,ÊclassroomÊresearch,ÊdevelopingÊandÊtestingÊnewÊinstructionalÊ
materials,ÊmentoringÊgraduateÊstudents,ÊleadingÊprogram-levelÊassessments,ÊtheÊpublicationÊofÊ
textbooksÊandÊteachingÊmaterial,ÊprofessionalÊdevelopmentÊworkshops. 

 

Boyer,ÊE.ÊL.Ê(1997).ÊScholarship reconsidered: Priorities of the professoriate. SanÊFrancisco:ÊJossey-Bass 
 

QUALIFICATIONS FOR ONLINE TEACHING 
AllÊfacultyÊmustÊcompleteÊsixÊcreditsÊofÊinstructionÊinÊonlineÊteachingÊorÊhaveÊequivalentÊexperience.ÊDeterminationÊofÊonlineÊ
teachingÊcompetencyÊwillÊbeÊmadeÊbyÊtheÊdirectorÊofÊacademicÊcomputing.Ê 
 

PROCEDURES FOR SECURING ADJUNCT FACULTY 
TheÊMLCÊGoverningÊBoardÊhasÊgivenÊtheÊresponsibilityÊofÊsecuringÊallÊadjunctsÊtoÊtheÊviceÊpresidentÊforÊacademics. 

1. DivisionÊchairsÊandÊdirectorsÊmayÊrecommendÊindividualsÊtoÊserveÊasÊadjunctÊfacultyÊmembers. 
2. RecommendationsÊareÊmadeÊtoÊtheÊGraduateÊFacultyÊApprovalÊCommitteeÊusingÊtheÊProposedÊAdjunctÊInstructorÊ

ApprovalÊform.ÊIfÊapproved,ÊtheÊcommitteeÊrecommendsÊtheÊinstructorÊtoÊtheÊviceÊpresidentÊforÊacademics. 
3. TheÊviceÊpresidentÊforÊacademicsÊwillÊcontactÊtheÊindividual’sÊpastor. 
4. UponÊapproval,ÊtheÊviceÊpresidentÊforÊacademicsÊwillÊsecureÊofficialÊtranscriptsÊforÊtheÊindividual. 
5. SeeÊAppendixÊD. 

 

EXPECTATIONS FOR CONTINUED GRADUATE FACULTY APPOINTMENT 
ScholarshipÊisÊaÊreflectionÊofÊhowÊtheÊMLCÊFacultyÊmeetÊtheÊcurrentÊneedsÊofÊWELSÊasÊtheyÊeducate,Êassist,ÊandÊencourageÊ
students—whoÊareÊmadeÊupÊofÊpre-serviceÊandÊin-serviceÊWELSÊteachers.ÊToÊpresentÊaÊrelevantÊandÊchallengingÊprogramÊofÊ
graduateÊstudyÊtoÊourÊconstituents,ÊinstructorsÊneedÊtoÊcontinuallyÊhoneÊtheirÊcraft.ÊTherefore,ÊgraduateÊfacultyÊmembersÊareÊ
expectedÊtoÊmaintainÊaÊbodyÊofÊscholarshipÊinÊareasÊoutlinedÊbyÊtheÊBoyerÊ(1997)ÊModelÊofÊScholarship.ÊTheÊgraduateÊfacultyÊ
appointmentÊcommitteeÊwillÊreviewÊcurriculumÊvitaeÊeveryÊfiveÊyearsÊforÊqualificationÊaccordingÊtoÊtheÊfollowingÊareas: 

  a.ÊÊDiscovery—BuildÊnewÊknowledgeÊthroughÊtraditionalÊresearch. 
Examples:Êpeer-reviewedÊforums,ÊcreativeÊworkÊwithinÊanÊestablishedÊfield,ÊlayingÊtheÊgroundworkÊ
forÊfutureÊstudies. 

  b.ÊÊIntegration—InterpretÊtheÊuseÊofÊknowledgeÊacrossÊdisciplines. 
Examples:ÊcomprehensiveÊliteratureÊreviews,ÊwritingÊaÊtextbook,ÊpublishingÊbooks,ÊpresentationsÊ
andÊkeynotesÊatÊconferences. 

  c.ÊÊApplication—AidÊsocietyÊandÊprofessionsÊinÊaddressingÊproblems. 
Examples:ÊconsultantÊwork,ÊleadershipÊinÊprofessionalÊorganizations. 

  d.ÊÊTeaching—StudyÊteachingÊmodelsÊandÊpracticesÊtoÊachieveÊoptimalÊlearning. 
Examples:ÊAdvancingÊlearningÊtheory,ÊclassroomÊresearch,ÊdevelopingÊandÊtestingÊnewÊinstructionalÊ
materials,ÊmentoringÊgraduateÊstudents,ÊleadingÊprogram-levelÊassessments,ÊtheÊpublicationÊofÊ
textbooksÊandÊteachingÊmaterial,ÊprofessionalÊdevelopmentÊworkshops. 
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COURSE DESIGN REVIEW 
TheÊdirectorÊofÊgraduateÊstudiesÊmonitorsÊallÊonlineÊcoursesÊasÊtheyÊareÊconstructedÊandÊtaught.ÊTheÊdirectorÊofÊacademicÊ
computingÊalsoÊmonitorsÊallÊcoursesÊasÊtheyÊareÊconstructedÊandÊpostedÊonÊMoodle,ÊtheÊcourseÊmanagementÊsystem.Ê 
StudentÊevaluationsÊareÊconductedÊforÊeveryÊcourseÊandÊinstructor.ÊStudentÊevaluationsÊcanÊbeÊfoundÊonÊPortalÊunderÊtheÊ
HomeÊmenu. 
 
EachÊonlineÊgraduateÊcourseÊalsoÊparticipatesÊinÊaÊ7-yearÊdesignÊreviewÊcycle.ÊTheÊcycleÊincludesÊself-,Êpeer,ÊandÊfullÊreview.ÊAnÊ
appointedÊcoordinatorÊofÊonlineÊcourseÊdesignÊandÊevaluationÊ(seeÊAppendixÊE)ÊcoordinatesÊtheÊcycleÊandÊleadsÊtheÊfullÊdesignÊ
review.ÊTheÊSUNYÊOnlineÊCourseÊQualityÊReviewÊRubricÊ(OSCQR)ÊisÊtheÊtoolÊthatÊguidesÊtheÊreview.ÊÊ 

 
PROFESSIONAL DEVELOPMENT 
Academic Conferences 
FacultyÊmembersÊareÊencouragedÊtoÊattendÊprofessionalÊconferencesÊandÊconventionsÊasÊtheirÊscheduleÊpermits.ÊFacultyÊ
membersÊmayÊapplyÊforÊfundsÊtoÊcoverÊexpenses.ÊTheÊrequestÊforÊapprovalÊtoÊattendÊaÊprofessionalÊconferenceÊisÊmadeÊtoÊtheÊ
viceÊpresidentÊforÊacademics.ÊTheÊformÊisÊfoundÊinÊtheÊGraduateÊFacultyÊResourcesÊfolderÊonÊMoodle,ÊunderÊDocuments. 
 
Professional Organizations 
MartinÊLutherÊCollegeÊpaysÊforÊmembershipÊinÊoneÊprofessionalÊorganizationÊandÊforÊoneÊsubscriptionÊtoÊaÊprofessionalÊ 
journal.ÊOftenÊtheÊjournalÊisÊincludedÊinÊtheÊmembershipÊfee.ÊFacultyÊmembersÊfileÊtheirÊmembershipÊrequestÊwithÊtheÊviceÊ
presidentÊforÊacademics. 
 

FACULTY EVALUATION 
TheÊGraduateÊFacultyÊReviewÊCommitteeÊwillÊreviewÊfacultyÊqualificationsÊonÊaÊfive-yearÊrotationÊ(seeÊAppendixÊF).ÊTheÊ
committeeÊwillÊrequestÊtheÊcurrentÊcurriculumÊvitae,ÊaÊlistÊofÊprofessionalÊbooksÊreadÊinÊtheÊpastÊtwoÊyearsÊthatÊareÊgermaneÊtoÊ
MLCÊgraduateÊteachingÊresponsibilities,ÊandÊaÊbriefÊwrittenÊnarrativeÊexplainingÊhowÊexpertiseÊisÊkeptÊcurrent.ÊAfterÊreviewingÊ
theÊdocumentation,ÊtheÊcommitteeÊwillÊscheduleÊaÊmeetingÊwithÊeachÊreviewedÊfacultyÊmember. 
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REMUNERATION 
GraduateÊfacultyÊmembersÊonÊtheÊstaffÊofÊMartinÊLutherÊCollegeÊreceiveÊFTEÊcreditÊforÊteachingÊduringÊsemestersÊoneÊandÊtwo.Ê
BothÊadjunctÊandÊMartinÊLutherÊCollegeÊfacultyÊmembersÊareÊpaidÊforÊsummerÊsessionÊcourses.ÊAdjunctÊfacultyÊmembersÊareÊ
alsoÊpaidÊtoÊteachÊduringÊsemesterÊoneÊandÊsemesterÊtwo.ÊAllÊpayÊratesÊareÊperÊcreditÊhour. 

 
Compensation 

July 1, 2023 – June 30, 2024  
 
 
 
 
 
 
 
 
 
 
 
 
 

1-2ÊstudentsÊ=Ê$258/credit/student,ÊregardlessÊofÊfacultyÊdegreeÊ 
OnlineÊenrollmentÊcapacityÊisÊ15Êstudents. 

 
If a student withdraws at 50% or greater of course completion, the student will be counted  

in the student total used to determine instructor pay at the end of the course. 
 

This schedule applies to all courses in the 2022-2023 school year, including semesters 1, 2, 3, E, and J.  
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HONORARIA PAYMENT SCHEDULE 

OnlineÊcourseÊdevelopment    $643ÊperÊgraduateÊcredit—half paid when the course is taught the 
       first time, and half paid when the course is revised and taught the 
       second time. 

Team-taughtÊcourses     EachÊinstructorÊreceivesÊ50%ÊofÊtheÊcompensation. 

ComprehensiveÊExaminationÊCommitteeÊmember  $64.00 
AdvisorÊforÊ3-creditÊcapstoneÊproject   $454.00 

AdvisorÊforÊ6-creditÊcapstoneÊproject   $907.00 

ReviewÊCommitteeÊforÊ3-creditÊcapstoneÊproject  $151.00 

ReviewÊCommitteeÊforÊ6-creditÊcapstoneÊproject  $302.00 
 
Adjunct Honoraria Payments 
AdjunctÊhonorariaÊpaymentÊrequestsÊareÊsubmittedÊforÊGraduateÊStudiesÊandÊContinuingÊEducationÊinstructorsÊonceÊcoursesÊ
areÊcompleted,ÊallÊgradesÊareÊposted,ÊandÊsyllabiÊareÊsubmitted.ÊPaymentsÊareÊmailedÊtheÊfollowingÊweek. 
 
MLC Employee Honoraria Payment 
AsÊofÊ8/19/2019,ÊMLCÊemployeeÊhonorariaÊforÊGraduateÊStudiesÊandÊContinuingÊEducationÊareÊpaidÊonceÊperÊsemester.ÊPaymentÊ
requestsÊwillÊbeÊsentÊtoÊHumanÊResourcesÊonceÊallÊgradesÊareÊpostedÊandÊsyllabiÊareÊsubmitted. HumanÊResourcesÊwillÊ
distributeÊemployeeÊhonorariaÊpaymentsÊtoÊindividualÊpayrollsÊatÊtheÊendÊofÊeachÊsemester,ÊonÊtheÊdatesÊlistedÊbelow. AnyÊ
coursesÊhavingÊfinalÊgradesÊpostedÊafterÊtheÊsubmissionÊdateÊwillÊbeÊpaidÊtheÊfollowingÊsemester.ÊFollowÊthisÊlinkÊtoÊviewÊtheÊ
mostÊcurrentÊHonoraria ScheduleÊlocatedÊonÊVibe. 

 
ADVISING 
MartinÊLutherÊCollegeÊfacultyÊmembersÊandÊadjunctÊfacultyÊmembersÊserveÊasÊgraduateÊadvisors.ÊUponÊassignmentÊofÊanÊ
advisee,ÊcontactÊtheÊadviseeÊtoÊgetÊacquaintedÊandÊtoÊclarifyÊtheÊadvisee’sÊgoals.ÊContactÊtheÊadviseeÊaÊminimumÊofÊonceÊaÊyearÊ
toÊcheckÊinÊandÊreviewÊgoals. 
 
AdvisingÊresponsibilitiesÊincludeÊtheÊfollowing: 

¨ AdviseÊcourseÊselection; 
¨ MonitorÊstudent’sÊprogress; 
¨ EncourageÊstudent; 
¨ GiveÊadviceÊregardingÊtheÊstudent’sÊdecisionÊtoÊcompleteÊaÊcomprehensiveÊexaminationÊorÊaÊcapstoneÊproject; 
¨ GiveÊadviceÊregardingÊstudent’sÊcommitteeÊmembers; 
¨ GiveÊadviceÊregardingÊtheÊcapstoneÊprojectÊproposal; 
¨ GuideÊtheÊstudent’sÊIRBÊapplication; 
¨ GuideÊtheÊcapstoneÊprojectÊtoÊmeetÊgraduate-levelÊstandards; 
¨ ServeÊasÊchairÊofÊadvisee’sÊcapstoneÊprojectÊcommittee;Êand 
¨ IfÊatÊallÊpossible,ÊattendÊadvisee’sÊgraduation. 
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ADVISING FOR A CAPSTONE PROJECT 
ForÊaÊgraduateÊstudent,ÊtheÊcapstoneÊprojectÊisÊnewÊandÊunfamiliarÊterritory.ÊFacultyÊmembersÊshouldÊexpectÊtoÊtakeÊaÊleadÊroleÊ
inÊguidingÊtheirÊstudentsÊthroughÊtheÊprocess.ÊTheÊfollowingÊareÊtipsÊforÊhelpingÊtheÊcapstoneÊprocessÊproceedÊsmoothly. 

1. Get involved early. AskÊstudentsÊifÊtheyÊhaveÊideasÊaboutÊtheÊtypeÊofÊprojectÊtheyÊmightÊwantÊtoÊconduct.ÊAskÊ
aboutÊissuesÊtheyÊmayÊwantÊtoÊaddressÊorÊresearchÊinterestsÊtheyÊmightÊhave.ÊHelpÊthemÊthinkÊaboutÊhowÊtheyÊ
canÊexploreÊthoseÊissuesÊorÊinterestsÊinÊtheirÊcourses. 

2. Provide guidance. HelpÊstudentsÊnarrowÊtheirÊtopicsÊandÊfocusÊtheirÊproblemÊsoÊthatÊitÊisÊmanageableÊwithinÊtheÊ
scopeÊofÊtheÊproject.Ê 

3. Organize the capstone committee. WhenÊaÊstudentÊisÊreadyÊtoÊbeginÊhisÊorÊherÊproposal,ÊmeetÊwithÊtheÊ
committeeÊmembersÊtoÊdiscussÊtheÊfollowing: 

a. PossibleÊprojectÊdirection 

b. PertinentÊliterature 

c. CommitteeÊmemberÊstrengthsÊandÊpossibleÊroles 
d. AÊplanÊandÊorderÊforÊreviewingÊstudentÊsubmissions 

e. PossibleÊtheoreticalÊapproachesÊorÊconceptualÊframeworks 

4. Take the lead.ÊAsÊadvisor,ÊyouÊwillÊbeÊtheÊprimaryÊpersonÊtoÊguideÊyourÊstudentÊthroughÊdraftsÊandÊrevisions.ÊSetÊ
timelinesÊandÊhelpÊtheÊstudentÊcreateÊaÊcohesiveÊargument.ÊYouÊwillÊalsoÊbeÊtheÊpersonÊtoÊshareÊtheÊpolishedÊdraftÊ
withÊtheÊotherÊcommitteeÊmembersÊwhenÊyouÊareÊsatisfiedÊitÊisÊreadyÊforÊtheirÊeyes.ÊDirectÊtheÊcommitteeÊ
membersÊinÊhowÊtoÊreviewÊtheÊdocumentÊandÊaÊtimelineÊforÊsubmittingÊcomments.ÊCreateÊaÊGoogleÊfolderÊtoÊhelpÊ
facilitateÊcommunicationÊandÊtransparencyÊbyÊsharingÊworkÊbetweenÊtheÊstudentÊandÊtheÊcommittee.Ê 

5. Share procedural guidance, academic advice, and encouragement.  
 
Procedural Guidance 
OnceÊaÊstudentÊhasÊcompletedÊ27Êcredits,ÊtheyÊmayÊapplyÊforÊtheÊcapstoneÊproject. 
 

Student Process  
1. ConsultÊwithÊtheirÊadvisorÊregardingÊtheÊtypeÊofÊprojectÊandÊforÊhelpÊchoosingÊtwoÊotherÊgraduateÊ

facultyÊmembersÊwhoÊmayÊbeÊvaluableÊonÊtheÊcommittee. 
2. SecureÊtheÊconsentÊofÊtheÊtwoÊotherÊcommitteeÊmembersÊ(inÊadditionÊtoÊtheÊadvisor). 
3. CompleteÊtheÊCapstone Project ApplicationÊatÊtheÊGraduateÊStudiesÊwebsiteÊandÊsendÊitÊtoÊtheÊdirectorÊ

ofÊgraduateÊstudiesÊ(withÊtheÊfee). 
4. CompleteÊtheÊcapstoneÊproposalÊfollowingÊtheÊguidelines in the Graduate Studies BulletinÊwithÊinputÊ

fromÊtheÊcommitteeÊmembers. 
5. AfterÊeachÊmemberÊofÊtheÊcommitteeÊhasÊapprovedÊtheÊproposal,ÊsubmitÊtheÊapprovedÊversionÊalong 

withÊanÊIRB applicationÊtoÊtheÊdirectorÊofÊgraduateÊstudiesÊforÊfinalÊreview. 
 
Advisor Process 

1. SuggestÊcommitteeÊmembers. 
2. ScheduleÊdueÊdatesÊforÊpartsÊofÊtheÊproposalÊandÊproject. 
3. AdviseÊstudentÊprogressÊandÊcoordinateÊcommitteeÊwork. 
4. UponÊcommitteeÊapprovalÊofÊtheÊproposal,ÊsecureÊsignaturesÊofÊallÊcommitteeÊmembersÊonÊtheÊ

Capstone Proposal Approval form,ÊandÊsubmitÊtheÊsignedÊformÊtoÊtheÊdirectorÊofÊgraduateÊstudies. 
5. UponÊcommitteeÊapprovalÊofÊtheÊfinalÊproject,ÊsecureÊsignaturesÊofÊallÊcommitteeÊmembersÊonÊtheÊ

Capstone Project Final Approval form,ÊandÊsubmitÊtheÊformÊalongÊwithÊtheÊcompletedÊprojectÊtoÊtheÊ
directorÊofÊgraduateÊstudies. 

 
The student should be advised not to begin the research until the proposal and the IRB application have been approved. 
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Academic Advice 
ThisÊprocessÊisÊnewÊtoÊtheÊgraduateÊstudents.ÊAlthoughÊsomeÊstudentsÊmayÊthriveÊwithÊlittleÊhelp,ÊexpectÊtoÊcoachÊyourÊadviseeÊ
throughÊtheÊprocess.ÊGuidanceÊduringÊtheÊproposalÊphaseÊisÊveryÊimportantÊtoÊensureÊtheÊstudent’sÊsuccess.ÊExperiencedÊ
capstoneÊadvisorsÊsayÊthatÊspendingÊtimeÊupÊfrontÊwillÊreduceÊtheÊamountÊofÊcorrectionÊandÊfrustrationÊlater.ÊMakeÊsureÊtheÊ
problemÊstatementÊandÊpurposeÊareÊclearlyÊandÊnarrowlyÊdefinedÊsoÊthatÊtheÊremainderÊofÊtheÊworkÊisÊfocused.ÊYourÊadviseeÊ
dependsÊonÊyouÊtoÊdirectÊthem,ÊevenÊifÊtheyÊdon’tÊseemÊtoÊwantÊtoÊhearÊit. 
 
Encouragement 
AÊcapstoneÊprojectÊisÊintimidating.ÊAsÊanÊadvisor,ÊkeepÊyourÊstudentsÊonÊtrackÊbyÊinitiatingÊcontactÊwhenÊpossible,ÊremindingÊ
themÊthatÊtheyÊcanÊdoÊit,ÊkeepingÊyourÊcommentsÊpositive,ÊandÊurgingÊthemÊtoÊpray. 
 

PROCUREMENT OF A WRITING COACH  
WhenÊaÊstudentÊappliesÊforÊtheÊcapstoneÊproject,ÊtheÊadvisorÊmayÊrecommendÊaÊwritingÊcoachÊforÊtheÊstudent.ÊTheÊfollowingÊ
proceduresÊapply: 

Procurement of a writing coach 

1. AdvisorÊinitiated—IfÊtheÊgraduateÊstudentÊappliesÊforÊaÊcapstoneÊproject,ÊtheÊadvisorÊmayÊrequireÊthatÊ
theÊstudentÊutilizeÊaÊwritingÊcoach. 

2. StudentÊinitiated—IfÊtheÊgraduateÊstudentÊwantsÊtheÊservicesÊofÊaÊwritingÊcoach,Êhe/sheÊmustÊ
communicateÊtheÊrequestÊthroughÊtheÊadvisor. 

3. AdvisorÊmakesÊtheÊrequestÊviaÊemailÊtoÊtheÊdirectorÊofÊgraduateÊstudies. 
Payment for a writing coach 

1. $20.00ÊperÊhour 
2. FirstÊtenÊhoursÊpaidÊbyÊMLC 
3. AdditionalÊhoursÊ(pastÊten)ÊatÊstudent’sÊexpense 

 

Responsibilities of a writing coach 
1. DevelopingÊthesisÊargument 
2. BuildingÊaÊcohesiveÊcase 
3. Primary—structuralÊcoaching 
4. Secondary—grammar,Êstyle,ÊAPAÊorÊSBL,ÊacademicÊwriting 
5. IncludeÊadvisorÊinÊallÊcorrespondence 

Limits of a writing coach 

1. AvoidÊevaluationÊofÊtheÊresearchÊ 
2. RemainÊneutral 

 

HELPING THE ADVISEE UNDERSTAND THE IRB 
EveryÊstudentÊwhoÊwishesÊtoÊcompleteÊaÊcapstoneÊprojectÊMUSTÊsubmitÊanÊIRB applicationÊalongÊwithÊhisÊorÊherÊcapstoneÊ
proposalÊtoÊtheÊdirectorÊofÊgraduateÊstudies.ÊTheÊdetailÊtoÊwhichÊtheÊIRBÊapplicationÊisÊcompletedÊisÊdeterminedÊbyÊwhetherÊ
humanÊsubjectsÊareÊinvolvedÊinÊtheÊresearch. 
 
AsÊappropriateÊwithinÊcoursesÊandÊwhenÊadvisingÊforÊtheÊcapstoneÊproject,ÊtheÊcourseÊinstructor/advisorÊshouldÊmakeÊuseÊofÊ
opportunitiesÊtoÊinstructÊstudentsÊinÊtheÊethicalÊconductÊofÊresearchÊandÊhelpÊthemÊprepareÊapplicationsÊforÊIRBÊapproval.ÊItÊisÊ
helpfulÊtoÊinstructÊstudentsÊconcerningÊtheÊfollowing: 

¨ UnderstandingÊtheÊelementsÊofÊinformedÊconsent, 
¨ DevelopingÊreadableÊ(8th-gradeÊlevel)ÊconsentÊforms, 
¨ PlanningÊappropriateÊrecruitmentÊstrategiesÊwhenÊneeded, 
¨ EstablishingÊandÊmaintainingÊstrictÊguidelinesÊforÊprotectingÊanonymityÊandÊconfidentiality,Êand 
¨ AllowingÊsufficientÊtimeÊ(sixÊweeks)ÊforÊIRBÊreviewÊbeforeÊtheÊresearchÊisÊtoÊbegin. 
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Submission Guidelines 

1. TheÊstudentÊmustÊreceiveÊapprovalÊofÊtheÊcapstoneÊprojectÊorÊinternshipÊproposalÊfromÊtheÊcapstoneÊcommittee. 
2. TheÊstudentÊmustÊcompleteÊanÊapplicationÊforÊIRBÊapprovalÊandÊallÊinformedÊconsentÊmaterials. 
3. TheÊadvisorÊmustÊreview,Êapprove,ÊandÊsignÊtheÊproposalÊandÊIRBÊapplicationÊasÊcomplete. 
4. TwoÊcopiesÊofÊtheÊproposal,ÊtheÊIRBÊapplication,ÊandÊallÊconsentÊorÊassentÊformsÊareÊsubmittedÊtoÊtheÊdirectorÊofÊ

graduateÊstudiesÊforÊinitialÊreviewÊbyÊtheÊfollowingÊindividuals: 
a. IRBÊchairperson 
b. DirectorÊofÊgraduateÊstudies 

5. TheÊapplicationÊwillÊbeÊscreenedÊbyÊtheÊIRBÊchairpersonÊwithÊinputÊfromÊtheÊdirectorÊofÊgraduateÊstudiesÊtoÊ
determineÊifÊtheÊproposedÊactivity 

a. InvolvesÊnoÊriskÊtoÊtheÊsubjectÊaccordingÊtoÊtheÊexemptÊcriteriaÊinÊ45ÊCFRÊ46.101,ÊandÊsoÊisÊexemptÊfromÊ
fullÊIRBÊreview,Êor 

b. RequiresÊfullÊIRBÊreviewÊbecauseÊitÊinvolvesÊgreaterÊthanÊnoÊriskÊorÊnon-exemptÊresearch. 
6. IfÊrequired,ÊtheÊfullÊIRBÊwillÊmeetÊtoÊmakeÊaÊdeterminationÊregardingÊtheÊproposedÊactivity. 
7. AfterÊreview,ÊtheÊIRBÊmay 

a. ApproveÊtheÊproposalÊasÊsubmitted, 
b. ApproveÊwithÊminorÊsuggestionsÊforÊchanges, 
c. ApproveÊwithÊstipulationsÊtoÊbeÊmetÊbeforeÊfinalÊapprovalÊisÊgiven,Êor 
d. NotÊapprove. 

8. CompleteÊdocumentationÊofÊIRBÊactionÊwillÊbeÊsentÊtoÊtheÊresearcherÊandÊaÊcopyÊkeptÊonÊfile.Ê 
9. AllÊ non-exemptÊ researchÊ isÊ subjectÊ toÊ continuingÊ reviewÊ atÊ leastÊ annually,Ê butÊ possiblyÊ moreÊ frequently,Ê asÊ

determinedÊbyÊtheÊlevelÊofÊriskÊtoÊtheÊsubjects. 
 

GRADUATE FACULTY MEETINGS 
TheÊentireÊgraduateÊfacultyÊ(MLCÊfacultyÊmembersÊplusÊadjunctÊfacultyÊmembers)ÊmeetsÊannually.ÊTheÊgraduateÊfacultyÊ
meetingÊisÊusuallyÊscheduledÊinÊconjunctionÊwithÊMayÊgraduation.ÊAllÊfacultyÊmembersÊareÊstronglyÊencouragedÊtoÊattend.ÊMLCÊ
paysÊtravelÊexpenses,Êlodging,ÊandÊmealsÊforÊadjunctÊfacultyÊmembersÊattendingÊgraduationÊandÊtheÊgraduateÊfacultyÊmeeting. 
 
GraduateÊfacultyÊdivisionsÊmeetÊmonthlyÊduringÊtheÊfallÊandÊspringÊsemesters,ÊexceptÊinÊmonthsÊwhenÊtheÊgraduateÊfacultyÊ
councilÊmeets.ÊTheÊdivisionÊchairsÊleadÊtheÊmeetings,ÊandÊallÊMLCÊfull-timeÊfacultyÊmembersÊareÊexpectedÊtoÊparticipate,ÊwhileÊ
adjunctÊfacultyÊmembersÊareÊencouragedÊbutÊnotÊrequired.ÊTheÊdivisionsÊoverseeÊtheirÊrespectiveÊdegreeÊprogramsÊbyÊ
evaluatingÊcoursesÊandÊprogramsÊandÊreviewingÊpoliciesÊandÊprocedures.ÊDivisionsÊmakeÊrecommendationsÊtoÊtheÊGraduateÊ
FacultyÊCouncilÊforÊitsÊconsideration.Ê 

 

GRADUATE FACULTY COUNCIL MEETINGS 
TheÊGraduateÊFacultyÊCouncilÊ(MLCÊfacultyÊmembers)ÊmeetsÊonceÊorÊtwiceÊaÊsemester.ÊTheÊcouncilÊreviewsÊandÊactsÊonÊ
recommendationsÊfromÊtheÊgraduateÊfacultyÊmeetings,ÊstudiesÊissuesÊandÊpolicies,ÊapprovesÊpoliciesÊrelatingÊtoÊcourseÊ
offeringsÊandÊcapstoneÊprojects,ÊmonitorsÊevaluationÊandÊassessment,ÊandÊrecommendsÊprogramÊandÊhonorariaÊchangesÊtoÊ
theÊAdministrativeÊCouncilÊandÊGoverningÊBoardÊforÊapproval. 
 

GRADUATION  
The graduate faculty is strongly encouraged to attend graduation in May if at all possible. GraduateÊfacultyÊdressÊin 
appropriateÊacademicÊregalia.ÊTheÊfacultyÊisÊalsoÊencouragedÊtoÊattendÊaÊreceptionÊforÊtheÊgraduatesÊandÊtheirÊfamilies. 
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FACULTY GRIEVANCE PROCEDURE 
DisagreementsÊandÊconflictÊareÊpresentÊinÊanyÊsettingÊwhereÊsinfulÊhumansÊwork.ÊScripture’sÊencouragementÊtoÊpursueÊ
reconciliationÊinÊloveÊforÊoneÊanotherÊmeansÊthatÊresolvingÊdifferencesÊwithÊtact,Êrespect,ÊandÊpatienceÊisÊtypicalÊatÊMLCÊwhenÊ
conflictÊarises.ÊAtÊtimes,Êhowever,ÊaÊfacultyÊmemberÊmayÊbelieveÊthatÊregularÊmeasuresÊhaveÊnotÊbeenÊproductive,ÊorÊthatÊaÊ
particularÊincidentÊorÊtheÊapplicationÊofÊaÊpolicyÊhasÊbeenÊunjustÊorÊoffensiveÊsoÊasÊtoÊwarrantÊaÊformalÊgrievance.ÊGenerally,ÊaÊ
grievanceÊisÊdefinedÊasÊanÊallegedÊviolationÊorÊmisinterpretationÊofÊanÊMLCÊpolicy,ÊaÊcomplaintÊregardingÊallegedÊdiscriminatoryÊ
practices,ÊorÊaÊcontestedÊactionÊregardingÊaÊdecisionÊorÊimplementationÊofÊaÊpolicy. 
 
GraduateÊfacultyÊshouldÊadhereÊtoÊtheÊfollowingÊprocedureÊforÊgrievances: 
 
Step One 

WithinÊ30ÊcalendarÊdaysÊafterÊtheÊfacultyÊmemberÊknowsÊorÊshouldÊknowÊofÊtheÊactionÊthatÊpromptedÊtheÊgrievance,ÊaÊ
facultyÊmemberÊmayÊfileÊaÊformalÊwrittenÊgrievanceÊwithÊtheÊdirectorÊofÊgraduateÊstudiesÊusingÊtheÊFacultyÊGrievanceÊ
Form.ÊThisÊformÊisÊfoundÊinÊmlc-wels.edu/graduate-studies/graduate-faculty-information/.ÊIfÊtheÊdirectorÊofÊgraduateÊ
studiesÊisÊtheÊsubjectÊofÊtheÊgrievance,ÊtheÊformÊisÊsubmittedÊtoÊtheÊviceÊpresidentÊforÊacademics.ÊNormally,ÊtheÊ
directorÊofÊgraduateÊstudiesÊwillÊrespondÊtoÊtheÊgrievanceÊinÊwritingÊwithinÊ10ÊcalendarÊdaysÊfromÊtheÊfilingÊofÊtheÊ
grievance.ÊHowever,ÊifÊmoreÊtimeÊisÊneededÊtoÊinvestigateÊorÊevaluateÊtheÊgrievance,ÊtheÊdirectorÊofÊgraduateÊstudiesÊ
orÊviceÊpresidentÊforÊacademicsÊmayÊnotifyÊtheÊfacultyÊmemberÊthatÊaÊlongerÊtimeÊframeÊisÊneeded.Ê 
 
TheÊgrievanceÊisÊpresentedÊtoÊaÊpanelÊconsistingÊofÊtheÊdirectorÊofÊgraduateÊstudiesÊandÊtwoÊotherÊgraduateÊfacultyÊ
councilÊmembers.ÊIfÊtheÊdirectorÊofÊgraduateÊstudiesÊisÊtheÊsubjectÊofÊtheÊgrievance,ÊthreeÊgraduateÊfacultyÊcouncilÊ
membersÊserveÊonÊtheÊpanel.ÊAÊfacultyÊmemberÊhasÊtheÊrightÊtoÊpresentÊinformationÊrelatedÊtoÊhisÊorÊherÊgrievanceÊinÊ
person.ÊTheÊpanelÊmakesÊaÊformalÊwrittenÊdecision. 
 

Step Two 
IfÊtheÊfacultyÊmemberÊisÊnotÊsatisfiedÊwithÊtheÊoutcomeÊofÊStepÊOneÊofÊtheÊprocedure,ÊwithinÊ10ÊcalendarÊdaysÊfromÊ
theÊdateÊtheÊStepÊOneÊdecisionÊisÊcommunicatedÊtoÊfacultyÊmember,ÊtheÊfacultyÊmemberÊmayÊappealÊtheÊpanel’sÊ
decisionÊviaÊtheÊFacultyÊGrievanceÊFormÊtoÊtheÊviceÊpresidentÊforÊacademics.ÊTheÊdecisionÊofÊtheÊviceÊpresidentÊforÊ
academicsÊisÊfinal. 
 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
TheÊFamilyÊEducationalÊRightsÊandÊPrivacyÊActÊ(FERPA)ÊaffordsÊstudentsÊcertainÊrightsÊwithÊrespectÊtoÊtheirÊeducationÊrecords.Ê
TheseÊrightsÊinclude: 

1. The right to inspect and review the student’s education records within 45 days of the day the college receives a 
request for access. 
 
AÊstudentÊshouldÊsubmitÊtoÊtheÊRecordsÊOfficeÊaÊwrittenÊrequestÊthatÊidentifiesÊtheÊrecord(s)ÊtheÊstudentÊwishesÊ
toÊinspect.ÊTheÊcollegeÊwillÊmakeÊarrangementsÊforÊaccessÊandÊnotifyÊtheÊstudentÊofÊtheÊtimeÊandÊplaceÊwhereÊtheÊ
recordsÊmayÊbeÊinspected.ÊIfÊtheÊrecordsÊareÊnotÊmaintainedÊbyÊtheÊcollegeÊofficialÊtoÊwhomÊtheÊrequestÊwasÊ
submitted,ÊthatÊofficialÊshallÊadviseÊtheÊstudentÊofÊtheÊcorrectÊofficialÊtoÊwhomÊtheÊrequestÊshouldÊbeÊaddressed.Ê 

2. The right to request the amendment of the student’s education records that the student believes are inaccurate, 
misleading, or otherwise in violation of the student’s privacy rights under FERPA. 
 
AÊstudentÊwhoÊwishesÊtoÊaskÊtheÊcollegeÊtoÊamendÊaÊrecordÊshouldÊwriteÊtoÊtheÊRecordsÊOffice,ÊclearlyÊidentifyÊtheÊ
partÊofÊtheÊrecordÊtheÊstudentÊwantsÊchanged,ÊandÊspecifyÊwhyÊitÊshouldÊbeÊchanged. 
 
IfÊtheÊcollegeÊdecidesÊnotÊtoÊamendÊtheÊrecordÊasÊrequested,ÊtheÊcollegeÊwillÊnotifyÊtheÊstudentÊinÊwritingÊofÊtheÊ
decisionÊandÊtheÊstudent’sÊrightÊtoÊaÊhearingÊre-gardingÊtheÊrequestÊforÊamendment.ÊAdditionalÊinformationÊ
regardingÊtheÊhearingÊproceduresÊwillÊbeÊprovidedÊtoÊtheÊstudentÊwhenÊnotifiedÊofÊtheÊrightÊtoÊaÊhearing. 
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3. The right to provide written consent before the college discloses personally identifiable information from the 
student’s education records, except to the extent that FERPA authorizes disclosure without consent.   
 
TheÊcollegeÊdisclosesÊeducationÊrecordsÊwithoutÊaÊstudent’sÊpriorÊwrittenÊconsentÊunderÊtheÊFERPAÊexceptionÊforÊ
disclosureÊtoÊschoolÊofficialsÊwithÊlegitimateÊeducationalÊinterests.ÊAÊschoolÊofficialÊisÊaÊpersonÊemployedÊbyÊtheÊ
collegeÊinÊanÊadministrative,Êsupervisory,ÊacademicÊorÊresearch,ÊorÊsupportÊstaffÊpositionÊ(includingÊlawÊ 
en-forcementÊunitÊpersonnelÊandÊhealthÊstaff);ÊaÊpersonÊorÊcompanyÊwithÊwhomÊtheÊcollegeÊhasÊcontractedÊasÊitsÊ
agentÊtoÊprovideÊaÊserviceÊinsteadÊofÊusingÊcollegeÊemployeesÊorÊofficialsÊ(suchÊasÊanÊattorney,Êauditor,ÊorÊ
collectionÊagent);ÊaÊpersonÊservingÊonÊtheÊGoverningÊBoard;ÊorÊaÊstudentÊservingÊonÊanÊofficialÊcommittee,ÊsuchÊasÊ
aÊdisciplinaryÊorÊgrievanceÊcommittee,ÊorÊassistingÊanotherÊschoolÊofficialÊinÊperformingÊhisÊorÊherÊtasks.ÊAÊschoolÊ
officialÊhasÊaÊlegitimateÊeducationalÊinterestÊifÊtheÊofficialÊneedsÊtoÊreviewÊanÊeducationÊrecordÊinÊorderÊtoÊfulfillÊhisÊ
orÊherÊprofessionalÊresponsibilitiesÊforÊtheÊcollege. 
 
MartinÊLutherÊCollegeÊdisclosesÊeducationÊrecordsÊtoÊofficialsÊofÊanotherÊschoolÊinÊwhichÊaÊstudentÊseeksÊorÊ
intendsÊtoÊenrollÊonlyÊwithÊwrittenÊconsentÊofÊtheÊstudent.Ê 
 

 Directory Information Policy 
DirectoryÊinformationÊisÊmadeÊpublic.ÊÊIfÊaÊstudentÊdoesÊnotÊwantÊdirectoryÊinformationÊreleased,ÊtheÊstudentÊmustÊ
submitÊaÊwrittenÊrequestÊtoÊtheÊRecordsÊOffice.ÊMartinÊLutherÊCollegeÊcollectsÊdirectoryÊinformationÊonÊstudents.Ê 

 
 DirectoryÊinformationÊincludes: 

á student’sÊname 
á student’sÊphoto 
á homeÊandÊcampusÊaddresses 
á emailÊaddresses 
á telephoneÊnumbers 
á dateÊandÊplaceÊofÊbirth 
á gradeÊclassificationÊlevel 
á full-ÊorÊpart-timeÊstatus 
á honorsÊandÊawards 
á degreesÊandÊfieldsÊofÊstudy 
á highÊschoolÊgraduatedÊfrom 
á homeÊcongregation 
á participationÊinÊsportsÊandÊcampusÊactivities 
á weightÊandÊheightÊofÊmembersÊofÊathleticÊteams 
á athleticÊperformanceÊdata 
á datesÊofÊattendance 
á ministryÊcandidateÊassignment 

 
4. The right to file a complaint with the U.S. Department of Education 

concerning alleged failures by the college to comply with the requirements of FERPA.ÊÊ 
 
TheÊnameÊandÊaddressÊofÊtheÊOfficeÊthatÊadministersÊFERPAÊis: 

FamilyÊPolicyÊComplianceÊOffice 
U.S.ÊDepartmentÊofÊEducation 
400ÊMarylandÊAvenueÊSW 
WashingtonÊDCÊÊ20202-5901 

 
UnderÊnoÊcircumstancesÊshouldÊaÊfacultyÊmemberÊdiscloseÊanyÊeducationÊrecordÊorÊpersonallyÊidentifiableÊinformationÊ
regardingÊaÊstudentÊtoÊaÊthirdÊpartyÊwithoutÊfirstÊcheckingÊwithÊtheÊRecordsÊOffice. 
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SEXUAL AND OTHER UNLAWFUL HARASSMENT POLICIES 

WELSÊandÊMLCÊareÊcommittedÊtoÊprovidingÊaÊChristianÊworkÊenvironmentÊthatÊisÊfreeÊfromÊallÊformsÊofÊdiscriminationÊandÊ
conductÊthatÊcanÊbeÊconsideredÊharassing,Êcoercive,ÊorÊdisruptive,ÊincludingÊsexualÊharassment.ÊActions,Êwords,Êjokes,ÊorÊ
commentsÊbasedÊonÊanÊindividual’sÊsex,Êrace,Êcolor,ÊnationalÊorigin,Êage,Êdisability,ÊorÊanyÊotherÊlegallyÊprotectedÊcharacteristicÊ
willÊnotÊbeÊtolerated.Ê 
 
SexualÊharassmentÊisÊdefinedÊasÊunwelcomeÊsexualÊadvances,ÊrequestsÊforÊsexualÊfavors,Êtouching,ÊjokesÊofÊaÊsexualÊnature,Ê
visual,Êverbal,ÊorÊphysicalÊconductÊofÊaÊsexualÊnature,ÊandÊderogatoryÊcomments.ÊThisÊisÊnotÊanÊexhaustiveÊlist.Ê 
 
TheÊprohibitionÊagainstÊsexualÊharassment,Êrape,ÊandÊviolenceÊextendsÊtoÊallÊrelationshipsÊatÊMLCÊ(i.e.,Êadministration/
employee,Êsupervisor/employee,Êemployee/employee,Êemployee/student,Êstudent/student).ÊEmployeesÊareÊsubjectÊtoÊ
suspensionÊorÊterminationÊofÊemploymentÊorÊterminationÊofÊcall.ÊStudentsÊareÊsubjectÊtoÊsuspensionÊfromÊschoolÊorÊ
terminationÊofÊenrollment.ÊEmployeesÊandÊstudentsÊareÊsubjectÊtoÊtheÊtermsÊandÊdisciplinaryÊactionsÊoutlinedÊinÊthisÊpolicyÊ
whetherÊanÊincidentÊoccursÊatÊMLCÊorÊnot.Ê 
 
IfÊanÊemployeeÊexperiencesÊorÊwitnessesÊsexualÊorÊotherÊunlawfulÊharassmentÊinÊtheÊworkplace,ÊtheÊemployeeÊshouldÊreportÊitÊ
immediatelyÊtoÊtheÊsupervisor.ÊIfÊtheÊsupervisorÊisÊunavailableÊorÊifÊtheÊemployeeÊfeelsÊitÊwouldÊbeÊinappropriateÊtoÊcontactÊtheÊ
supervisor,ÊtheÊemployeeÊshouldÊimmediatelyÊcontactÊtheÊdirectorÊofÊhumanÊresourcesÊorÊaÊmemberÊofÊmanagement.Ê
EmployeesÊcanÊfeelÊconfidentÊthatÊtheyÊcanÊraiseÊconcernsÊandÊmakeÊreportsÊwithoutÊfearÊofÊreprisalÊorÊretaliation.Ê 
 
AllÊallegationsÊofÊharassmentÊwillÊbeÊquicklyÊandÊdiscreetlyÊinvestigated.ÊToÊtheÊextentÊpossible,ÊanÊemployee’sÊconfidentialityÊ
andÊthatÊofÊanyÊwitnessesÊandÊtheÊallegedÊharasserÊwillÊbeÊprotectedÊagainstÊunnecessaryÊdisclosure.ÊWhenÊtheÊinvestigationÊisÊ
completed,ÊtheÊrespectiveÊemployeeÊwillÊbeÊinformedÊofÊtheÊoutcomeÊofÊtheÊinvestigation.Ê 
 
AnyÊsupervisorÊorÊmanagerÊwhoÊbecomesÊawareÊofÊpossibleÊsexualÊorÊotherÊunlawfulÊharassmentÊmustÊimmediatelyÊinformÊtheÊ
directorÊofÊhumanÊresourcesÊand/orÊaÊmemberÊofÊmanagementÊsoÊtheÊincidentÊcanÊbeÊinvestigatedÊinÊaÊtimelyÊandÊconfidentialÊ
manner.ÊAnyoneÊengagingÊinÊsexualÊorÊotherÊunlawfulÊharassmentÊwillÊbeÊsubjectÊtoÊsuspensionÊorÊdisciplinaryÊaction,ÊupÊtoÊ
andÊincludingÊterminationÊofÊemployment.Ê 
 
PleaseÊnoteÊtheÊfollowingÊlinkÊtoÊtheÊofficialÊWELS Sexual Misconduct PolicyÊasÊlocatedÊinÊtheÊLayÊandÊCalledÊWorkerÊHandbookÊ
throughÊvibe.mlc-wels.edu.Ê 
 



Page 25 

 

  2024 - 2026 Graduate Faculty Handbook 

Title IX and Clery Law 

InÊcomplianceÊwithÊTitle IX and Clery LawÊ(mlc-wels.edu/student-life/title-ix-policy/),ÊadditionalÊreportingÊofÊsexualÊharassmentÊ
mayÊbeÊnecessary.ÊTheÊviceÊpresidentÊforÊstudentÊlifeÊandÊtheÊdirectorÊofÊhumanÊresourcesÊareÊresponsibleÊforÊTitleÊIXÊandÊCleryÊ
LawÊreporting.Ê 
 
TheÊprohibitionÊagainstÊsexualÊharassment,Êrape,ÊandÊviolenceÊextendsÊtoÊallÊrelationshipsÊatÊMLCÊ(i.e.,Êadministration/
employee,Êsupervisor/employee,Êemployee/employee,Êemployee/student,Êstudent/student).ÊEmployeesÊareÊsubjectÊtoÊ
suspensionÊorÊterminationÊofÊemploymentÊorÊterminationÊofÊcall.ÊStudentsÊareÊsubjectÊtoÊsuspensionÊfromÊschoolÊorÊ
terminationÊofÊenrollment.ÊEmployeesÊandÊstudentsÊareÊsubjectÊtoÊtheÊtermsÊandÊdisciplinaryÊactionsÊoutlinedÊinÊthisÊpolicyÊ
whetherÊanÊincidentÊoccursÊatÊMLCÊorÊnot.Ê 
 

1.ÊÊÊSexualÊharassmentÊisÊdefinedÊasÊunwelcomeÊsexualÊadvances,ÊrequestsÊforÊsexualÊfavors,ÊphysicalÊcontactÊofÊaÊ
sexualÊnatureÊ(suchÊasÊbrushingÊagainstÊbodies,ÊdeliberatelyÊtouchingÊtheÊbodyÊpartsÊofÊanotherÊperson),ÊandÊverbalÊ
orÊphysicalÊconductÊofÊaÊsexualÊnatureÊ(suchÊasÊtheÊtellingÊofÊdirtyÊjokes,ÊtheÊmakingÊofÊobsceneÊgestures). 

2.ÊÊÊRapeÊisÊdefinedÊasÊanyÊsexualÊactÊcommittedÊbyÊforceÊwithoutÊtheÊconsentÊofÊtheÊpersonÊinvolved.ÊThisÊalsoÊappliesÊ
inÊcasesÊwhenÊconsentÊtoÊsexualÊactivityÊcannotÊbeÊgivenÊ(suchÊasÊwhenÊaÊvictimÊisÊunconscious)ÊandÊwhenÊcoercionÊ
(suchÊasÊtheÊuseÊofÊstatusÊorÊauthority)ÊisÊused.ÊNoÊformÊofÊrapeÊwillÊbeÊtoleratedÊatÊMLC.ÊNOTE: CalledÊworkersÊandÊ
studentsÊofÊMLCÊwillÊalsoÊbeÊheldÊaccountableÊtoÊtheÊChristianÊprinciplesÊofÊmarriage.ÊTheseÊprinciplesÊprohibitÊanyÊ
formÊofÊsexualÊintercourseÊandÊrelatedÊactivitiesÊleadingÊtoÊsexualÊintercourseÊoutsideÊtheÊmarriageÊbond.Ê 

3.ÊÊÊViolenceÊisÊdefinedÊasÊtheÊunjustÊuseÊofÊphysicalÊforceÊsoÊasÊtoÊinjureÊorÊharmÊanÊindividual.ÊActsÊofÊviolenceÊareÊ
contraryÊtoÊourÊChristianÊprinciplesÊandÊMinnesotaÊstateÊlaw,ÊbothÊwithinÊandÊoutsideÊofÊtheÊsexualÊassaultÊcontext.Ê
SuchÊactsÊwillÊnotÊbeÊtoleratedÊatÊMLC.Ê 

 
Reporting 
EmployeesÊandÊstudentsÊshouldÊreportÊincidentsÊtoÊtheÊdirectorÊofÊhumanÊresourcesÊand/orÊviceÊpresidentÊforÊstudentÊlifeÊsoÊ
theyÊmayÊbeÊinvestigatedÊinÊaÊtimelyÊandÊconfidentialÊmanner.ÊTheÊindividualÊhasÊtheÊrightÊtoÊbeÊaccompaniedÊbyÊanyÊotherÊ
supportÊperson,ÊincludingÊanÊattorney,ÊwhileÊmakingÊtheÊcomplaintÊandÊinÊallÊsubsequentÊproceedings.ÊTheÊindividualÊhasÊtheÊ
rightÊtoÊreportÊanyÊviolationsÊofÊMinnesotaÊstateÊlawÊtoÊtheÊappropriateÊlawÊenforcementÊofficials.Ê 
 
Internal Response  
WhenÊdesignatedÊadministrativeÊpersonnelÊbecomeÊawareÊofÊaÊcomplaint,ÊanÊinternalÊinvestigationÊwillÊbeginÊinÊwhichÊotherÊ
witnessesÊandÊtheÊallegedÊharasserÊorÊassailantÊwillÊbeÊinterviewed.ÊSpecificÊprivacyÊandÊconfidentialityÊrightsÊapplyÊasÊstatedÊinÊ
theÊMLCÊTitle IX and Clery LawÊ(mlc-wels.edu/student-life/title-ix-policy/).ÊIfÊitÊisÊdeterminedÊthatÊsexualÊharassment,Êrape,ÊorÊ
violenceÊdidÊoccur,ÊtheÊharasserÊorÊassailantÊwillÊbeÊsubjectÊtoÊdisciplinaryÊactionÊwhichÊmayÊincludeÊsuspensionÊorÊterminationÊ
ofÊcallÊ(calledÊworkers),ÊemploymentÊ(layÊworker),ÊorÊenrollmentÊ(students).Ê 
 
TheÊindividualÊwillÊbeÊinformedÊofÊtheÊresultsÊofÊtheÊinternalÊdisciplinaryÊprocessÊunlessÊdataÊprivacyÊlawsÊprohibitÊ 
suchÊdisclosure.Ê 
 
MLCÊandÊitsÊadministrationÊpledgeÊtoÊshieldÊaÊvictimÊofÊsexualÊassaultÊfromÊunwantedÊcontactÊwithÊtheÊallegedÊharasserÊ 
orÊassailant.Ê 
 
MLCÊwillÊnot,ÊandÊcannotÊbyÊlaw,ÊretaliateÊagainstÊtheÊindividualÊinÊanyÊwayÊforÊreportingÊinstancesÊofÊsexualÊharassment,Êrape,Ê
orÊviolence.ÊAnyÊemployeeÊorÊstudentsÊofÊMLCÊwhoÊretaliateÊagainstÊpersonsÊmakingÊcomplaintsÊwillÊbeÊsubjectÊtoÊdisciplinaryÊ
actionÊbyÊtheÊcollege,ÊevenÊifÊtheÊoriginalÊcomplaintÊisÊnotÊupheld.ÊSuchÊdisciplineÊmayÊincludeÊsuspensionÊorÊdisciplinaryÊaction,Ê
upÊtoÊandÊincludingÊterminationÊofÊemployment.Ê 
 
Stalking 

MLCÊisÊcommittedÊtoÊprovidingÊanÊenvironmentÊfreeÊofÊviolenceÊforÊallÊemployees.ÊStalkingÊofÊotherÊemployees,Êvisitors,ÊorÊ
studentsÊisÊnotÊpermitted.ÊEmployeesÊengagingÊinÊstalking,ÊregardlessÊofÊwhetherÊactsÊofÊviolenceÊareÊinvolved,ÊwillÊbeÊsubjectÊ
toÊdisciplinaryÊaction,ÊupÊtoÊandÊincludingÊterminationÊofÊemployment.Ê 
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StalkingÊisÊaÊcrimeÊinÊtheÊstateÊofÊMinnesotaÊandÊisÊsubjectÊtoÊcriminalÊprosecutionÊ(MinnesotaÊStatuteÊ609.749),Ê
revisor.mn.gov/statutes/cite/609.749.ÊStalkingÊisÊconductÊwhichÊtheÊindividualÊknowsÊorÊhasÊreasonÊtoÊknowÊwouldÊcauseÊtheÊ
victimÊunderÊtheÊcircumstancesÊtoÊfeelÊfrightened,Êthreatened,Êoppressed,Êpersecuted,ÊorÊintimidated,ÊandÊcausesÊthisÊreactionÊ
onÊtheÊpartÊofÊtheÊvictimÊregardlessÊofÊtheÊrelationshipÊbetweenÊtheÊindividualÊandÊtheÊvictim.Ê 
 
SuchÊbehaviorsÊandÊactivitiesÊmayÊinclude,ÊbutÊareÊnotÊlimitedÊto,ÊtheÊfollowing:Ê 

¨ Non-consensualÊcommunication,ÊincludingÊin-person,ÊtelephoneÊcalls,ÊvoiceÊmessages,Êemails,ÊwrittenÊletters,Ê
gifts,ÊorÊanyÊotherÊcommunicationsÊthatÊareÊundesiredÊandÊplaceÊanotherÊpersonÊinÊfear.ÊThisÊmayÊincludeÊuseÊofÊ
online,Êelectronic,ÊorÊdigitalÊtechnologies,ÊsuchÊasÊ 

à PostingÊofÊpicturesÊorÊinformationÊinÊchatÊroomsÊorÊonÊwebÊsites;Ê 
à SendingÊunwanted/unsolicitedÊemailÊorÊchat/talkÊrequests;Ê 
à PostingÊprivateÊorÊpublicÊmessagesÊonÊinternetÊsites,ÊsocialÊnetworkingÊsites,Êand/orÊcompanyÊ

intranetÊsites;Ê 
à InstallingÊspywareÊonÊaÊvictim’sÊcomputer;ÊorÊ 
à UsingÊGlobalÊPositioningÊSystemsÊ(GPS)ÊtoÊmonitorÊaÊvictim’sÊwhereabouts.Ê 

¨ Pursuing,Êfollowing,Êwaiting,ÊorÊshowingÊupÊuninvitedÊatÊorÊnearÊaÊresidence,Êworkplace,ÊorÊotherÊplacesÊ
frequentedÊbyÊtheÊvictim;Ê 

¨ TrespassingÊand/orÊsurveillanceÊorÊotherÊtypesÊofÊobservation,ÊincludingÊstaringÊorÊ“peeping”;Ê 
¨ VandalismÊofÊaÊvictim’sÊpropertyÊorÊthatÊisÊdirectedÊatÊaÊvictim;Ê 
¨ Non-consensualÊtouchingÊasÊwellÊasÊdirectÊverbalÊorÊphysicalÊthreats;Ê 
¨ GatheringÊinformationÊaboutÊanÊindividualÊfromÊfriends,Êfamily,Êand/orÊco-workers;Ê 
¨ ThreatsÊtoÊharmÊselfÊorÊothers;ÊorÊ 
¨ DefamationÊ(lyingÊtoÊothersÊaboutÊtheÊvictim,ÊorÊderogatoryÊgraffiti).Ê 

 
MLCÊisÊcommittedÊtoÊsupportingÊemployeeÊvictimsÊofÊstalkingÊbyÊprovidingÊtheÊnecessaryÊsafetyÊandÊsupportÊservices.Ê
EmployeeÊvictimsÊofÊstalkingÊareÊaskedÊtoÊreportÊthatÊbehaviorÊtoÊtheÊdirectorÊofÊhumanÊresources.ÊForÊassistanceÊobtainingÊ
safetyÊaccommodations,ÊemployeesÊshouldÊcontactÊtheÊdirectorÊofÊhumanÊresources.ÊIfÊsafetyÊisÊanÊimmediateÊconcern,Ê
employeesÊshouldÊcontactÊlawÊenforcementÊforÊassistance.Ê 
 
MLCÊencouragesÊreportingÊofÊallÊincidentsÊofÊstalkingÊtoÊlawÊenforcementÊauthorities.ÊWhileÊMLCÊrespectsÊthatÊwhetherÊorÊnotÊ
toÊreportÊsuchÊincidentsÊtoÊtheÊpoliceÊisÊtheÊvictim’sÊdecision,ÊcrisisÊinterventionÊandÊvictimÊsafetyÊconcernsÊwillÊtakeÊ
precedence.ÊInÊcertainÊinstances,ÊMLCÊmayÊneedÊtoÊreportÊanÊincidentÊtoÊlawÊenforcementÊauthorities.ÊSuchÊcircumstancesÊ
includeÊanyÊincidentsÊthatÊwarrantÊtheÊundertakingÊofÊadditionalÊsafetyÊandÊsecurityÊmeasuresÊforÊtheÊprotectionÊofÊtheÊ
employee/victimÊandÊsituationsÊwhereÊthereÊisÊclearÊandÊimminentÊdanger.ÊItÊisÊcrucialÊinÊtheseÊcircumstancesÊforÊemployeeÊ
stalkingÊvictimsÊtoÊconsultÊwithÊtheÊdirectorÊofÊhumanÊresources,ÊsinceÊtheÊreportingÊtoÊlawÊenforcementÊbyÊMLCÊcouldÊ
compromiseÊtheÊsafetyÊofÊtheÊvictim.Ê 
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ACADEMIC FREEDOM 
NotÊonlyÊisÊfreedomÊofÊinquiryÊanÊessentialÊaspectÊofÊourÊeducationalÊprogram,ÊbutÊasÊChristianÊteachersÊweÊencourageÊsuchÊ
freedomÊfromÊaÊperspectiveÊthatÊisÊconsistentÊwithÊourÊworldview. 
 
ForÊtheÊbetterÊunderstandingÊofÊourselves,ÊtheÊhumanÊcommunityÊatÊlarge,ÊandÊtheÊphysicalÊenvironment,ÊweÊareÊencouraged,Ê
guided,ÊandÊobligatedÊbyÊourÊworldviewÊtoÊbecomeÊknowledgeableÊaboutÊtheÊpeoplesÊonÊearth,ÊpresentÊandÊpast,ÊinÊrespectÊtoÊ
theirÊthoughtsÊandÊactivities,ÊtheirÊartsÊandÊsciences.ÊWeÊpursueÊtheseÊgoalsÊtheÊbetterÊtoÊappreciateÊtheÊfullÊrangeÊofÊtheÊgiftsÊ
withÊwhichÊtheÊhumanÊraceÊandÊthisÊgoodÊearthÊhaveÊbeenÊendowedÊbyÊtheÊdivineÊCreator.ÊOnÊtheÊoneÊhand,ÊourÊworldviewÊ
allowsÊandÊurgesÊunrestrictedÊfreedomÊofÊinquiry;ÊonÊtheÊotherÊhand,ÊitÊdisallowsÊuninhibitedÊfreedomÊofÊexpressionÊofÊanyÊandÊ
allÊkindsÊinÊourÊeducationÊprogram.ÊAsÊChristiansÊweÊrecognizeÊandÊknowÊthatÊgenuineÊhumanÊfreedomÊcomesÊaloneÊthroughÊ
obedienceÊtoÊtheÊdivineÊWord,ÊwhichÊfurnishesÊguidelinesÊhelpfulÊforÊevaluatingÊwhatÊisÊnobleÊandÊbeautiful,ÊpraiseworthyÊandÊ
pure,ÊandÊmentallyÊandÊemotionallyÊwholesome. 
 
InÊsummary,Êtherefore,ÊweÊequateÊeducationÊwithÊChristianÊeducationÊthatÊviewsÊallÊlearningÊandÊwisdomÊfromÊtheÊperspectiveÊ
ofÊGod’sÊwillÊandÊinÊobedienceÊtoÊtheÊgospelÊofÊJesusÊChristÊasÊrevealedÊinÊtheÊChristianÊScriptures. 

AdoptedÊJanuaryÊ1999 
 

FACULTY RESPONSIBILITIES 
FacultyÊmembersÊareÊresponsibleÊforÊcreatingÊonlineÊcoursesÊassignedÊtoÊthemÊandÊforÊteachingÊthoseÊcoursesÊwithinÊaÊ
semesterÊofÊtheÊacademicÊcalendar.ÊTheÊMLCÊBookstoreÊwillÊcontactÊfacultyÊmembersÊtoÊgetÊtheirÊtextbookÊinformationÊforÊ
prospectiveÊandÊnewlyÊenrolledÊstudents.ÊAÊcurrentÊsyllabusÊisÊrequiredÊforÊeachÊcourseÊthatÊisÊavailableÊforÊstudents,ÊandÊtheÊ
syllabusÊisÊsubmittedÊtoÊtheÊOfficeÊofÊGraduateÊStudies.ÊInstructorsÊneedÊtoÊmakeÊarrangementsÊtoÊbeÊavailableÊtoÊstudentsÊ
onlineÊbyÊcreatingÊanÊ“office”ÊonlineÊandÊcheckingÊthatÊpostingÊregularly.Ê 
 
ConsultÊtheÊcalendarÊatÊtheÊendÊofÊthisÊhandbookÊforÊgradeÊdueÊdatesÊ(AppendixÊG).ÊInÊaddition,ÊfacultyÊmembersÊattendÊtheÊ
graduationÊexerciseÊandÊattendÊgraduateÊfacultyÊmeetings.ÊTheÊfacultyÊhasÊtheÊprivilegeÊandÊresponsibilityÊtoÊserveÊonÊ
committeesÊandÊtoÊvoiceÊopinionsÊonÊissuesÊatÊmeetings. 
 

GRADING 
A 4.00ÊperÊsemesterÊhour       OtherÊsymbolsÊ(Non-GPA) 

A- 3.67ÊperÊsemesterÊhour       I Incomplete 

B+ 3.33ÊperÊsemesterÊhour       W Withdrawal 

B 3.00ÊperÊsemesterÊhour       P Pass 

B- 2.67ÊperÊsemesterÊhour       NP NoÊPass 

C+ 2.33ÊperÊsemesterÊhour       IP InÊProgress 

C 2.00ÊperÊsemesterÊhour 

C- 1.67ÊperÊsemesterÊhour 

D+ 1.33ÊperÊsemesterÊhour 

D 1.00ÊperÊsemesterÊhour 

D- 0.67ÊperÊsemesterÊhour 

F 0.00ÊperÊsemesterÊhourÊ(Failure) 
 

TheÊcomprehensiveÊexaminationÊandÊtheÊcapstoneÊprojectsÊareÊgradedÊpassÊ(P)Ê/noÊpassÊ(NP). 
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INCOMPLETES 
AnÊincompleteÊgradeÊmayÊbeÊgivenÊtoÊstudentsÊwho,ÊbecauseÊofÊextenuatingÊcircumstances,ÊcouldÊnotÊcompleteÊtheÊcourseÊbyÊ
theÊendÊofÊtheÊsemester.ÊAnÊextenuatingÊcircumstanceÊisÊdefinedÊasÊaÊmedicalÊorÊfamilyÊemergencyÊorÊsomeÊotherÊspecialÊ
condition.ÊAÊfirstÊsemesterÊIncompleteÊmustÊbeÊconvertedÊtoÊaÊpermanentÊgradeÊbyÊmidtermÊofÊtheÊsecondÊsemester,ÊaÊsecondÊ
semesterÊIncompleteÊbyÊJulyÊ31,ÊandÊaÊsummerÊsessionÊIncompleteÊbyÊmid-termÊofÊtheÊfirstÊsemester;ÊorÊtheÊpermanentÊgradeÊisÊ
recordedÊasÊanÊF.ÊFacultyÊmembersÊhaveÊtheÊresponsibilityÊofÊsubmittingÊaÊgradeÊchangeÊwhenÊaÊstudentÊcompletesÊtheÊ
necessaryÊwork.ÊTheÊGrade Change Form isÊonlineÊonÊtheÊMartinÊLutherÊCollegeÊwebsite. 
 
StudentsÊenrolledÊinÊaÊcapstoneÊprojectÊthatÊspansÊsemestersÊareÊexemptedÊfromÊtheÊIncompleteÊpolicy.ÊStudentsÊhaveÊ12Ê
monthsÊtoÊcompleteÊtheÊcapstoneÊprojectÊonceÊtheÊproposalÊisÊapprovedÊbyÊtheirÊcommittee.ÊIfÊafterÊ12ÊmonthsÊtheÊprojectÊisÊ
notÊcompleted,ÊstudentsÊmustÊregisterÊandÊpayÊtheÊtuitionÊforÊaÊ1-creditÊcontinuingÊprojectÊcourse.ÊTheÊIncompleteÊpolicyÊdoesÊ
notÊapplyÊasÊlongÊasÊtheÊstudentÊisÊenrolledÊinÊtheÊcapstoneÊproject. 
 

WITHDRAWALS 
GraduateÊstudentsÊwhoÊwishÊtoÊwithdrawÊfromÊaÊcourseÊmustÊnotifyÊtheÊOfficeÊofÊGraduateÊStudiesÊandÊContinuingÊEducationÊ
andÊtheÊinstructor.ÊThe withdrawal notification dateÊmarksÊtheÊlastÊdayÊof attendanceÊforÊfinancialÊaidÊpurposes.  Ê 
 
WithdrawalsÊaffectÊgradesÊandÊrefunds.ÊTheÊfollowingÊchartÊrelatesÊtheÊlengthÊofÊtheÊcourse,ÊtheÊtimeÊofÊwithdrawal,ÊandÊtheÊ
impactÊonÊgradesÊandÊrefunds. 
 
Withdrawal and Grades 

Withdrawal and Refunds 

 

READMISSION POLICY 
AfterÊtheÊapplicationÊandÊfeeÊhaveÊbeenÊsubmitted,ÊtheÊgraduateÊstudiesÊdirector,ÊtogetherÊwithÊtheÊstudent’sÊpreviousÊorÊnewÊ
advisor,ÊwillÊreviewÊcreditÊvalidation,ÊtheÊoutlinedÊnewÊprogramÊofÊstudy,ÊandÊtheÊgraduationÊcompletionÊwindow.Ê 
ApplicabilityÊofÊpreviouslyÊtakenÊMLCÊcreditsÊandÊtheÊcompletionÊwindowÊwillÊbeÊdeterminedÊonÊaÊcase-by-caseÊbasisÊbeforeÊtheÊ
studentÊisÊreadmittedÊtoÊtheÊprogram.ÊApplicantsÊwillÊtypicallyÊreceiveÊtheÊremainderÊofÊtheÊseven-yearÊcompletionÊwindowÊ
withÊtheÊoptionÊforÊaÊone-yearÊextension. 
 

Length of the 
course 

Time period within which an approved withdrawal may be 
made (Grade is recorded as a W) 

Time period after which a student may no 
longer withdraw (Grade is recorded as an F) 

RegularÊ BeginningÊofÊcourseÊthroughÊtwoÊweeksÊafterÊmidterm BeyondÊtheÊsecondÊweekÊafterÊmidterm 

8Êweeks BeginningÊofÊcourseÊthroughÊtheÊfifthÊweek TheÊsixthÊweekÊandÊbeyond 

3Êweeks BeginningÊofÊcourseÊthroughÊtheÊsecondÊweek TheÊthirdÊweek 

Length of the course Time period within which a withdrawal may be made with a full refund 

RegularÊsemester FirstÊtwoÊweeks 
8Êweeks FirstÊweek 
3Êweeks FirstÊthreeÊdays 
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ACADEMIC DISHONESTY 
IfÊaÊfacultyÊmemberÊsuspectsÊplagiarismÊorÊcheating,ÊtheÊfacultyÊmemberÊmustÊobtainÊasÊmuchÊfactualÊinformationÊasÊpossible.Ê
TheÊcollegeÊprovidesÊeachÊinstructorÊwithÊaÊsubscriptionÊtoÊGrammarlyÊPremiumÊtoÊassistÊinÊcheckingÊforÊplagiarism.  
 
TheÊfacultyÊmemberÊshouldÊspeakÊwithÊtheÊstudentÊwhoseÊworkÊisÊinÊquestion.ÊIfÊdishonestyÊisÊconfirmed,ÊtheÊstudentÊwillÊ
receiveÊaÊminimumÊofÊanÊ“F”ÊforÊtheÊassignment.ÊTheÊinstructorÊshouldÊalsoÊinformÊtheÊdirectorÊofÊgraduateÊstudies,ÊandÊaÊ
writtenÊletterÊfromÊbothÊtheÊdirectorÊofÊgraduateÊstudiesÊandÊtheÊstudent’sÊadvisorÊwillÊbeÊsentÊtoÊtheÊstudentÊandÊremainÊinÊ
theÊstudent’sÊacademicÊfile.  
 
AdditionalÊdisciplinaryÊactions,ÊincludingÊfailureÊinÊtheÊcourseÊandÊdismissalÊfromÊtheÊprogram,ÊareÊatÊtheÊdiscretionÊofÊtheÊ
directorÊofÊgraduateÊstudiesÊinÊconsultationÊwithÊtheÊGraduateÊFacultyÊCouncil.ÊIfÊtheÊviolationÊwarrants,ÊaÊwrittenÊrecordÊofÊtheÊ
infractionÊwillÊbeÊsubmittedÊbyÊtheÊdirectorÊtoÊAdvocate,ÊtheÊcollege’sÊincidentÊreportingÊsystem.ÊTheÊincidentÊreportingÊformÊisÊ
availableÊbyÊloggingÊintoÊtheÊMLCÊPortalÊandÊselectingÊtheÊIncident Report formÊfoundÊunderÊtheÊTools heading.  
 

ORDERING BOOKS AND INSTRUCTIONAL MATERIALS 
Academic Expenditures 
TheÊdirectorÊofÊgraduateÊstudiesÊmustÊapprove,ÊinÊadvanceÊofÊpurchase,ÊallÊacademicÊexpendituresÊforÊwhichÊaÊfacultyÊmemberÊ
wishesÊtoÊbeÊreimbursed.ÊIfÊapproved,ÊfacultyÊmembersÊcompleteÊtheÊExpenseÊReimbursementÊform.ÊTheÊrequestÊisÊthenÊ
submittedÊtoÊtheÊdirectorÊofÊgraduateÊstudies.ÊTheÊformÊisÊfoundÊinÊtheÊGraduate Faculty Resources folderÊonÊMoodle,ÊunderÊ
Documents. 
 
Professional Books  
EachÊfall,ÊtextbookÊpublishersÊareÊsentÊtheÊteachingÊassignmentsÊofÊtheÊfaculty.ÊPublishersÊmayÊautomaticallyÊsendÊsampleÊ
textsÊtoÊfacultyÊmembers.ÊFacultyÊmembersÊmayÊalsoÊrequestÊsampleÊtextsÊbyÊdirectlyÊcontactingÊpublishers.Ê 
 
FacultyÊmembersÊmayÊcontactÊtheÊdirectorÊofÊlibraryÊservicesÊtoÊsuggestÊtitlesÊforÊadditionÊtoÊtheÊlibraryÊinÊprintÊorÊdigitalÊ
formats.ÊPleaseÊemailÊrequestsÊtoÊlibraryhelp@mlc-wels.edu,ÊincludingÊtheÊtitle,Êauthor,ÊandÊotherÊpertinentÊinformationÊaboutÊ
theÊbook. 
 
Instructional Materials 
FacultyÊmembersÊmayÊrequestÊinstructionalÊmaterialsÊtoÊaidÊtheirÊteaching.ÊTheÊRequestÊforÊInstructionalÊMaterialsÊformÊisÊ
foundÊinÊtheÊGraduate Faculty Resources folderÊonÊMoodle,ÊunderÊDocuments.ÊTheÊformÊshouldÊbeÊsubmittedÊtoÊtheÊdirectorÊ
ofÊgraduateÊstudies.Ê 
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GUEST ONLINE PRESENTER 
AnÊexpertÊguestÊpresenterÊmayÊenhanceÊsomeÊcourses.ÊBeforeÊengagingÊaÊguestÊpresenter,ÊcontactÊtheÊdirectorÊofÊgraduateÊ
studiesÊforÊpermission,ÊasÊtheÊguestÊpresenterÊwillÊbeÊremuneratedÊforÊtheÊpresentation.ÊRemunerationÊrangesÊfromÊ$25ÊtoÊ$50. 
 

STUDENTS WITH DISABILITIES 
FacultyÊmembersÊmustÊbeÊawareÊofÊtheÊfollowingÊcollegeÊpolicy: 

¨ MartinÊLutherÊCollegeÊcompliesÊwithÊSectionÊ504ÊofÊtheÊRehabilitationÊActÊofÊ1973ÊtoÊserveÊstudentsÊwhoÊhaveÊ
disabilitiesÊasÊdefinedÊbyÊtheÊAmericansÊWithÊDisabilitiesÊActÊofÊ1990. 

¨ StudentsÊacceptedÊforÊadmissionÊareÊconsideredÊcapableÊofÊmeetingÊacademicÊstandardsÊifÊreasonableÊ
accommodationsÊcanÊbeÊmadeÊforÊtheirÊdisability.ÊItÊisÊtheÊresponsibilityÊofÊstudentsÊtoÊprovideÊwrittenÊnotificationÊofÊ
theÊnatureÊofÊtheÊdisabilityÊandÊtheÊneedÊforÊaccommodations.ÊStudentsÊmustÊalsoÊprovideÊresultsÊofÊformalÊtestingÊ
and/orÊevaluationÊofÊtheÊdisabilityÊasÊwellÊasÊhistoricalÊdocumentationÊofÊhavingÊreceivedÊaccommodationsÊinÊ
educationalÊsettings.ÊTheÊcollegeÊmayÊrequireÊadditionalÊtestingÊorÊevaluationÊifÊtheÊdocumentationÊisÊinadequateÊorÊ
olderÊthanÊthreeÊyears,ÊwithÊthisÊcostÊtoÊbeÊborneÊbyÊtheÊstudent. 

¨ StudentsÊfileÊtheÊnotificationÊofÊdisabilityÊandÊtheÊrequestÊforÊaccommodationsÊwithÊtheÊdirectorÊofÊgraduateÊstudies.Ê
TheÊdirectorÊofÊgraduateÊstudies,ÊtheÊstudent,ÊandÊtheÊinstructor(s)ÊconferÊtoÊdevelopÊreasonableÊaccommodations.Ê
ResponsibilitiesÊofÊtheÊstudentÊasÊwellÊasÊaccommodationsÊareÊoutlinedÊinÊthisÊplan.ÊAccommodationsÊareÊdesignedÊtoÊ
meetÊtheÊindividualÊneedsÊofÊstudents,ÊbutÊtheyÊdoÊnotÊcompromiseÊcurricularÊgoals,ÊperformanceÊstandards,ÊorÊcourseÊ
content.ÊIfÊstudentsÊdoÊnotÊagreeÊwithÊtheÊaccommodationÊplan,ÊanÊappealÊmayÊbeÊmadeÊtoÊtheÊviceÊpresidentÊforÊ
academics,ÊwhoseÊdecisionsÊareÊfinalÊinÊallÊcases. 
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SomeÊMLCÊcoursesÊinÊtheÊundergraduate,Êgraduate,ÊorÊcontinuingÊeducationÊprogramsÊareÊpurposelyÊdesignedÊtoÊhaveÊsimilarÊ
studentÊlearningÊoutcomesÊandÊcontent.ÊTheseÊdual-levelÊcoursesÊshareÊtheÊsameÊcourseÊtitlesÊbutÊseparateÊundergraduate/
graduateÊcourseÊnumbers.ÊStudentÊoutcomesÊandÊworkÊrequirementsÊshouldÊbeÊcommensurateÊwithÊtheÊlevelÊofÊcreditÊbeingÊ
earnedÊandÊspecifiedÊinÊtheÊcourseÊsyllabus.Ê 
 
ThereÊareÊseveralÊreasonsÊforÊincludingÊtheseÊdistinctionsÊinÊtheÊsyllabi: 

1. ToÊjustifyÊtheÊawardingÊofÊdegree-appropriateÊcredit. 
2. ToÊclearlyÊcommunicateÊtoÊstudentsÊtheÊrequirementsÊnecessaryÊtoÊearnÊeachÊlevelÊofÊcredit. 

 
TheseÊdistinctionsÊwillÊassistÊtheÊinstructorÊwhenÊdescribingÊandÊevaluatingÊstudentÊworkÊaccordingÊtoÊdegreeÊlevel.ÊItÊwillÊalsoÊ
helpÊtheÊinstructorÊarticulateÊtheÊnecessaryÊrequirementsÊforÊstudentsÊtoÊearnÊgraduateÊcreditÊonÊcoursesÊtheyÊpreviouslyÊ
completedÊforÊundergraduateÊcredit. 
 

DESCRIPTION IN THE MLC CREDIT HOUR POLICY 
OneÊgraduateÊlevelÊcreditÊhourÊisÊequivalentÊtoÊanÊundergraduateÊcreditÊinÊregardÊtoÊtheÊamountÊofÊwork,ÊbutÊtheÊtypeÊofÊworkÊ
regularlyÊinvolvesÊmoreÊrigorousÊstandardsÊforÊdiscussionÊandÊapplication.ÊInÊadditionÊtoÊeducationalÊactivitiesÊoutlinedÊforÊ
undergraduateÊwork,ÊgraduateÊworkÊalsoÊincludesÊretrieving,Êreading,Êdiscussing,Êanalyzing,Êsynthesizing,ÊandÊevaluatingÊ
empiricalÊresearchÊandÊreportsÊofÊresearch;ÊapplyingÊresearchÊtoÊpractice;ÊandÊconductingÊandÊreportingÊone’sÊownÊresearch.ÊÊ 
 

GUIDELINES & SUGGESTIONS 
AsÊdescribedÊinÊMLC’sÊcreditÊhourÊpolicy,ÊtheÊdifferenceÊbetweenÊcreditsÊisÊnotÊtheÊamount ofÊwork,ÊbutÊtheÊintellectual level ofÊ
work.ÊTheÊDegree Qualifications Profile (Lumina,Ê2011)ÊprovidesÊclarityÊonÊtheÊdistinctionsÊbetweenÊwhatÊstudentsÊshouldÊknowÊ
andÊbeÊableÊtoÊdoÊatÊtheÊbachelor’sÊandÊmaster’sÊlevels.Ê 
 
SomeÊpossibleÊexamples: 
 

 
 
Dual-levelÊcourseÊsyllabi,Êmaterials,ÊandÊassignmentsÊmustÊdifferentiateÊbetweenÊtheÊlevelsÊofÊexpectations.ÊStudent learning 
outcomes shallÊspecifyÊexpectationsÊforÊgraduateÊstudents,ÊincludingÊgreaterÊdepthÊofÊknowledgeÊandÊresearch,ÊandÊ
demonstrationÊofÊhigherÊlevelsÊofÊanalysisÊandÊsynthesis.ÊReadingsÊmayÊrequireÊdifferentÊlevelsÊofÊexperienceÊorÊbackgroundÊ
knowledgeÊtoÊcomprehend.ÊAssessmentsÊshouldÊclearlyÊarticulateÊtheÊdifferenceÊinÊuseÊofÊtheory,Êresearch,Êinquiry,ÊandÊanalysisÊ
betweenÊlevels.Ê 
 
WhenÊcoursesÊareÊco-scheduledÊ(sectionsÊwithÊbothÊundergraduateÊandÊgraduateÊstudents),ÊtheyÊmustÊbeÊdesignedÊinÊaÊwayÊ
thatÊclearlyÊdemonstratesÊtoÊtheÊstudentsÊtheÊdifferencesÊinÊrigorÊrelatedÊtoÊassignments,Êassessments,Êreadings,ÊlearningÊ

Bachelor’s Master’s 
ApplicationÊofÊaÊgivenÊmodel. SelectionÊbetweenÊorÊsynthesisÊofÊseveralÊmodelsÊwithÊrationaleÊ

andÊcitationsÊforÊapplication. 
ApplicationÊofÊtheoryÊtoÊpracticeÊwithÊcitation. EvaluationÊandÊapplicationÊofÊtheoriesÊtoÊaÊparticularÊsettingÊwithÊ

rationaleÊandÊcitations. 
ReadingÊandÊapplicationÊofÊscholarly,Êresearch-
supportedÊliteratureÊwithÊappropriateÊcitation. 

Reading,Êapplication,ÊandÊsynthesisÊofÊprimaryÊandÊsecondaryÊ
researchÊarticlesÊandÊscholarlyÊliteratureÊwithÊappropriateÊcitation. 

ProposedÊapplicationÊthroughÊuseÊofÊcaseÊstudies. ApplicationÊinÊauthenticÊsettings. 

ResearchÊinvolvesÊreadingÊandÊsynthesizingÊvariousÊ
sourcesÊwithÊpracticalÊapplications. 

ResearchÊinvolvesÊapplicationÊofÊresearch-ÊandÊliterature-informedÊ
interventionsÊwithÊevaluationÊ(actionÊresearch). 

APPENDIX A – Designing Dual-Level Course Procedures 
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outcomes,ÊandÊotherÊactivities.ÊSyllabiÊshouldÊlistÊspecificÊassignmentsÊandÊreadingsÊintendedÊforÊundergraduateÊorÊforÊgraduateÊ
students.ÊWhileÊactivitiesÊsuchÊasÊresearchÊpapers,Êcritiques,ÊoralÊpresentations,Êpracticums,ÊorÊdemonstrationsÊmightÊportrayÊ
similarÊlearning,ÊtheÊgreaterÊrigorÊforÊgraduateÊstudentsÊshouldÊbeÊclear.ÊRigorÊisÊdeterminedÊbyÊdemonstrationÊofÊlearningÊandÊ
applicationÊofÊtheoryÊratherÊthanÊlengthÊofÊassignment.ÊAssignmentsÊmayÊbeÊtheÊsame,ÊwithÊdifferentÊexpectationsÊandÊ
articulatedÊcriteriaÊforÊevaluation,ÊorÊtheyÊmayÊbeÊcompletelyÊdifferentÊassignmentsÊtoÊdemonstrateÊdifferentÊkindsÊofÊ
competencies.Ê 
 
ForÊexample,ÊdiscussionÊforumÊandÊpaperÊrubricsÊmayÊuseÊdifferentÊcriteriaÊtoÊevaluateÊstudentÊworkÊatÊtheÊbachelor’sÊandÊ
master’sÊlevels.ÊTheÊsyllabiÊshouldÊdescribeÊhowÊtheÊgradingÊforÊgraduateÊstudentsÊwillÊdifferÊfromÊgradingÊforÊthoseÊenrolledÊforÊ
undergraduateÊcredit. 
 
TheÊfollowingÊcoursesÊareÊcurrentlyÊtaughtÊatÊbothÊtheÊundergraduateÊandÊgraduateÊlevel: 
 

EDT3007Ê/Ê5007ÊGoogleÊTechnologiesÊinÊEducationÊ(taughtÊconcurrently) 
SPE1101Ê/Ê5211ÊFoundationsÊofÊSpecialÊEducationÊ 
SPE2101Ê/Ê5201ÊEducatingÊtheÊExceptionalÊLearnerÊ(mayÊbeÊtaughtÊconcurrently) 
SPE2102Ê/Ê5204ÊDiagnosisÊandÊAssessmentÊofÊStudentsÊwithÊSpecialÊNeedsÊ(mayÊbeÊconcurrent) 
SPE2103Ê/Ê5213ÊTheÊIEPÊProcessÊandÊProfessionalÊPractice 
SPE3101Ê/Ê5209ÊLearningÊDisabilitiesÊ&ÊEmotional/BehavioralÊDisorders 
SPE3103Ê/Ê5203ÊTransitionÊPlanningÊandÊCollaborationÊinÊSpecialÊEducationÊ(taughtÊconcurrently) 
EDT9501Ê/Ê5005ÊTeachingÊOnline 
EDT9502Ê/Ê5006ÊDesigningÊandÊConstructingÊOnlineÊCourses 

 

SYLLABUS DISTINCTIONS FOR GRADUATE LEVEL 
TheÊgraduateÊlevelÊsyllabiÊforÊtheÊaboveÊcoursesÊmayÊbeÊtogetherÊorÊseparateÊfromÊtheÊundergraduateÊcourses,ÊbutÊregardlessÊ
ofÊhowÊtheyÊareÊshared,ÊtheÊdistinctionsÊbetweenÊundergraduateÊandÊgraduateÊlevelÊworkÊshouldÊbeÊclearlyÊpresented. 
TheÊfollowingÊmustÊbeÊspecificallyÊnotedÊonÊtheÊgraduateÊlevelÊsyllabus: 
 

¨ Learning Outcomes:ÊDistinctÊoutcomesÊrequiredÊforÊgraduateÊstudentsÊmustÊreflectÊlocating, reading, analyzing, 
synthesizing, and applying research or research-based practice.ÊIntroduceÊthemÊwithÊtheÊphraseÊSpecific Graduate 
Student Outcomes. Examples: 

à CriticallyÊevaluateÊandÊarticulateÊkeyÊtheoreticalÊconceptsÊdrawnÊfromÊqualitativeÊandÊquantitativeÊ
academicÊresearchÊrelatedÊtoÊcourseÊtopics. 

à ApplyÊoneÊorÊmoreÊofÊtheÊcentralÊconceptsÊexploredÊinÊthisÊcourseÊtoÊaÊclassroomÊlessonÊorÊadministrativeÊ
actionÊplan. 

à ReflectÊonÊtheÊsuccessesÊandÊchallengesÊofÊutilizingÊaÊcentralÊconceptÊfromÊthisÊcourseÊinÊanÊappliedÊ
teachingÊandÊlearningÊorÊadministrativeÊtask. 

¨ Readings: Alternate,Êvaried,ÊorÊdifferentiatedÊreadingsÊthatÊareÊappropriateÊtoÊgraduateÊstudyÊshouldÊbeÊincludedÊinÊ
placeÊofÊsomeÊundergraduateÊreadings.ÊWhileÊtheÊamountÊofÊworkÊorÊreadingÊshouldÊnotÊincrease,ÊtheÊlevelÊofÊ
readingÊshould.ÊSuchÊreadingÊwillÊlikelyÊincludeÊpeer-reviewedÊjournalÊarticles. 

à SubstituteÊaÊpeer-reviewedÊarticleÊinÊplaceÊofÊanÊonlineÊarticleÊorÊeducationalÊliteratureÊarticle. 
à EncourageÊpeer-reviewedÊarticlesÊandÊresearchÊarticlesÊasÊrequirementsÊforÊgraduateÊlevelÊpapers. 

¨ Course Activities:ÊSpecificÊlearningÊactivitiesÊandÊexercisesÊforÊgraduateÊstudentsÊmustÊbeÊincludedÊthatÊallowÊ
applicationÊofÊresearchÊorÊresearch-basedÊactivitiesÊinÊeducationalÊsettings.ÊExamples: 

à ReadÊtheÊresearchÊarticleÊandÊdescribeÊinÊaÊdiscussionÊforumÊthreeÊwaysÊtheÊconceptÊcanÊbeÊappliedÊinÊyourÊ
classroom,ÊusingÊcitationsÊwhereÊappropriate. 

à DesignÊanÊupcomingÊclassroomÊlessonÊthatÊappliesÊtheÊrecentlyÊlearnedÊconceptÊinÊtheÊsubjectÊofÊyourÊ
choosing,ÊandÊsubmitÊitÊinÊtheÊassignmentÊarea. 

à UseÊtheÊrecentÊconceptÊwithÊyourÊstudentÊorÊstudentsÊandÊreflectÊonÊyourÊimplementationÊandÊ
resultsÊinÊtheÊdiscussionÊforum. 
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¨ Course Assessments: TheÊmajorÊassessmentsÊshouldÊprovideÊopportunitiesÊforÊgraduateÊstudentsÊtoÊdemonstrateÊ
howÊwellÊtheyÊcanÊlocate,Êread,Êsynthesize,Êapply,ÊandÊreflectÊonÊresearchÊorÊresearch-basedÊstrategies.ÊExamples: 

à WriteÊaÊthree-ÊtoÊfive-pageÊresearchÊsynthesisÊpaperÊ(comparedÊtoÊaÊthree-ÊtoÊfive-pageÊpaperÊ
summarizingÊtheÊtext). 

à CreateÊaÊplanÊforÊstudentÊassessmentÊ(classroomÊinstruction;ÊschoolÊadministration)ÊthatÊappliesÊtheÊ
central,Êresearch-basedÊconceptsÊfromÊthisÊcourse. 

à WriteÊaÊthree-ÊtoÊfive-pageÊreflectionÊpaperÊthatÊdescribesÊhowÊyouÊappliedÊaÊresearch-basedÊapproachÊ
andÊwhatÊyouÊlearnedÊfromÊthatÊprocessÊ(comparedÊtoÊaÊthree-ÊtoÊfive-pageÊreflectionÊpaperÊonÊwhatÊyouÊ
learned). 
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APPENDIX B – Assessment Plans 
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GRADUATE FACULTY COUNCIL 
CHAIR: Director of Graduate Studies 
MEMBERS: All on-campus graduate faculty 
MEET: 1-2 times per semester or as needed 

MS EDUCATION 
DIVISION 

 
 
CHAIR: James Carlovsky  
 
MEMBERSHIP: All MS ED 
on-campus and  
adjunct  faculty 
 
MEET: Monthly 

MS EDUCATIONAL  
ADMINISTRATION 

DIVISION 
 
CHAIR: Jeff Wiechman 
 
MEMBERSHIP: All MS ED 
ADMIN on-campus and 
adjunct faculty 
 
MEET: Monthly 

INSTRUCTIONAL TECHNOLOGY SUBCOMMITTEE 
 

CHAIR: Rachel Feld  
 

MEMBERSHIP: Instructors of EDT5001, EDT5002, EDT5003, EDT5004, EDT5005, EDT5008, 
EDT5009, EDT5010,  EDT5011, and EDT5012. 
 

MEET: As needed 

MA THEOLOGICAL 
STUDIES  
DIVISION 

 
CHAIR: Lawrence Olson 
 
MEMBERSHIP: All 
MATS on-campus and 
adjunct  faculty 
 
MEET: Monthly 

MS SPECIAL 
EDUCATION 

DIVISION 
 
CHAIR: Rachel Youngblom 
 
MEMBERSHIP: All MS 
SPEC ED on-campus and 
adjunct faculty 
 
MEET: Monthly 

APPENDIX C – Graduate Studies Organizational Chart 
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GRADUATE FACULTY COUNCIL   
CHAIR JohnÊMeyer,ÊDirectorÊofÊGraduateÊStudiesÊ—ÊÊmeyerjd@mlc-wels.edu 

MEMBERSHIP AllÊon-campusÊgraduateÊfaculty 

MEET 1-2ÊtimesÊperÊsemester 

BUSINESS ¨ DivisionÊreports 

¨ PolicyÊapproval 

¨ ProgramÊApproval 

¨ CourseÊApproval 

MASTER OF ARTS IN THEOLOGICAL STUDIES DIVISION 

CHAIR LawrenceÊOlsonÊ—ÊÊMATSFaculty@mlc-wels.edu 

MEMBERSHIP ¨ OnÊcampusÊMATSÊprofessors 

à Attendance:ÊRequired 

à Role:ÊDecisionÊMaking 

¨ AdjunctÊMATSÊprofessors 

à Attendance:ÊOptional 

à Role:ÊAdvisory 

MEET Monthly 

BUSINESS ¨ DeterminesÊprogramÊprocedures 

¨ RecommendsÊpoliciesÊtoÊGraduateÊFacultyÊCouncil 

¨ RecommendsÊcourses 

¨ RecommendsÊprogramÊchanges 
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MASTER OF SCIENCE IN EDUCATION DIVISION 
CHAIR JamesÊCarlovskyÊ—ÊMSinEDFaculty@mlc-wels.edu 

MEMBERSHIP ¨ OnÊcampusÊMSÊEDÊprofessors 

à Attendance:ÊRequired 

à Role:ÊDecisionÊMaking 

¨ AdjunctÊMSÊEDÊprofessors 

à Attendance:ÊOptional 

à Role:ÊAdvisory 

MEET Monthly 

BUSINESS ¨ DeterminesÊprogramÊprocedures 

¨ RecommendsÊpoliciesÊtoÊGraduateÊFacultyÊCouncil 

¨ RecommendsÊcourses 

¨ RecommendsÊprogramÊchanges 

MASTER OF SCIENCE IN EDUCATIONAL ADMINISTRATION DIVISION 
CHAIR JeffÊWiechmanÊ—ÊMSinAdminFaculty@mlc-wels.edu 

MEMBERSHIP ¨ OnÊcampusÊMSÊEDÊADMINÊprofessors 

à Attendance:ÊRequired 

à Role:ÊDecisionÊMaking 

¨ AdjunctÊMSÊEDÊADMINÊprofessors 

à Attendance:ÊOptional 

à Role:ÊAdvisory 

MEET Monthly 

BUSINESS ¨ DeterminesÊprogramÊprocedures 

¨ RecommendsÊpoliciesÊtoÊGraduateÊFacultyÊCouncil 

¨ RecommendsÊcourses 

¨ RecommendsÊprogramÊchanges 

¨ AssessesÊMSÊEDÊADMINÊcourses 
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INSTRUCTIONAL TECHNOLOGY SUBCOMMITTEE 
CHAIR RachelÊFeldÊ—Êfeldrm@mlc-wels.edu 

MEMBERSHIP InstructorsÊofÊEDT5001,ÊEDT5002,ÊEDT5003,ÊEDT5004,ÊEDT5005,ÊEDT5008,ÊEDT5009,ÊEDT5010,ÊÊ 
EDT5011,ÊandÊEDT5012. 

MEET AsÊneeded 

MASTER OF SCIENCE IN SPECIAL EDUCATION 
CHAIR RachelÊYoungblom—Êyoungbrl@mlc-wels.eduÊ 

MEMBERSHIP ¨ OnÊcampusÊMSÊEDÊprofessors 

à Attendance:ÊRequired 

à Role:ÊDecisionÊMaking 

¨ AdjunctÊMSÊEDÊprofessors 

à Attendance:ÊOptional 

à Role:ÊAdvisory 

MEET Monthly 

BUSINESS ¨ DeterminesÊprogramÊprocedures 

¨ RecommendsÊpoliciesÊtoÊGraduateÊFacultyÊCouncil 

¨ RecommendsÊcourses 

¨ RecommendsÊprogramÊchanges 
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DESCRIPTION 
TheÊGraduateÊFacultyÊApprovalÊCommitteeÊisÊaÊstandingÊcommitteeÊofÊtheÊGraduateÊFacultyÊCouncil.ÊItsÊpurposeÊisÊtoÊensureÊ
graduateÊcourseÊinstructorsÊareÊproperlyÊqualifiedÊforÊtheirÊteachingÊresponsibilities.ÊTherefore,ÊthisÊcommitteeÊreviewsÊtheÊ
qualificationsÊforÊnewlyÊproposedÊandÊcurrentÊfacultyÊandÊrecommendsÊappropriateÊactionÊtoÊtheÊMLCÊviceÊpresidentÊforÊ
academics.Ê 
 

MEMBERSHIP 
TheÊCommitteeÊconsistsÊofÊthreeÊmembers,ÊwhoÊareÊexistingÊon-campusÊgraduateÊfacultyÊthatÊserveÊthree-yearÊterms,ÊandÊtheÊ
graduateÊstudiesÊdirector,ÊwhoÊisÊanÊadvisoryÊmember.ÊTheÊseniorÊmemberÊofÊtheÊcommitteeÊservesÊasÊchair.ÊTheÊgraduateÊ
studiesÊdirectorÊappointsÊcommitteeÊmembersÊinÊconsultationÊwithÊtheÊviceÊpresidentÊforÊacademics.Ê 
 

FUNCTION 
TheÊCommitteeÊconsidersÊrequestsÊforÊpotentialÊgraduateÊfacultyÊmembers,ÊreviewsÊexistingÊfacultyÊmembers’ÊqualificationsÊ
onÊaÊfive-yearÊrotation,ÊandÊmakesÊrecommendationsÊtoÊtheÊMLCÊviceÊpresidentÊforÊacademicsÊbasedÊonÊitsÊreview.Ê 
 

PROCESS 
New Faculty Proposals: DivisionÊchairs,Êdirectors,ÊorÊgraduateÊfacultyÊmembersÊmayÊproposeÊnewÊinstructorsÊtoÊtheÊ
committee.ÊProposalsÊinclude: 
 

¨ AÊcompletedÊFacultyÊProposalÊform, 
¨ AÊcurrentÊcurriculumÊvitaeÊorÊresume,Êand 
¨ CopiesÊofÊtranscriptsÊ(officialÊtranscriptsÊrequestedÊuponÊacceptance). 

 
New Faculty Approval: 

1. TheÊCommitteeÊreviewsÊtheÊsuppliedÊdocumentsÊandÊtheÊproposedÊteachingÊassignment. 
2. TheÊCommitteeÊforwardsÊtheÊnamesÊandÊqualificationsÊofÊcommittee-approvedÊinstructorsÊtoÊtheÊviceÊ

presidentÊofÊacademicsÊforÊfinalÊconsiderationÊandÊapproval. 
3. TheÊviceÊpresidentÊforÊacademicsÊcontactsÊtheÊindividual’sÊpastor.ÊUponÊfinalÊapproval,ÊtheÊdirectorÊofÊ

graduateÊstudiesÊcreatesÊaÊnewÊfacultyÊfileÊandÊsecuresÊofficialÊtranscripts,ÊifÊneeded. 
4. TheÊCommitteeÊinformsÊunapprovedÊproposedÊfacultyÊofÊitsÊdecision. 

 
Faculty Review 

1. TheÊCommitteeÊreviewsÊcurrentÊgraduateÊfacultyÊandÊteachingÊassignmentsÊonceÊeveryÊfiveÊyearsÊonÊaÊ
rotationalÊbasis.Ê 

2. FacultyÊmembersÊwhoÊareÊupÊforÊreviewÊsupplyÊanÊupdatedÊcurriculumÊvitae,ÊaÊbriefÊwrittenÊnarrativeÊ
explainingÊhowÊtheyÊhaveÊkeptÊcurrentÊinÊtheÊfield,ÊandÊaÊlistÊofÊanyÊprofessionalÊbooksÊreadÊinÊtheÊpastÊ
twoÊyearsÊgermaneÊtoÊtheirÊareaÊofÊMLCÊgraduateÊteaching.Ê 

3. TheÊCommitteeÊmeetsÊtoÊreviewÊCVÊinÊlightÊofÊBoyer’sÊ(1997)Êmodel. 
4. TheÊCommitteeÊmeetsÊwithÊreviewedÊfaculty,ÊwhoÊshareÊwhatÊtheyÊareÊdoingÊtoÊstayÊcurrentÊinÊtheirÊareaÊ

ofÊgraduateÊinstruction.Ê 
5. TheÊCommitteeÊsharesÊitsÊrecommendationsÊwithÊtheÊreviewedÊfaculty.Ê 

 

APPENDIX D – Graduate Faculty Approval Committee 
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CRITERIA 
TheÊCommitteeÊconsidersÊtheÊfollowingÊwhenÊmakingÊitsÊrecommendations: 
 

QUALIFICATIONS FOR FACULTY APPOINTMENT  

TheÊMartinÊLutherÊCollegeÊgraduateÊprogramÊprovidesÊadvancedÊtrainingÊprimarilyÊforÊeducatorsÊinÊLutheranÊschools,Ê 
specificallyÊschoolsÊofÊtheÊWisconsinÊEvangelicalÊLutheranÊSynod.ÊTherefore,ÊaÊqualifiedÊgraduateÊfacultyÊcandidateÊmustÊ
understandÊtheÊcontextÊofÊLutheranÊschoolsÊandÊtheirÊmissions.ÊInÊadditionÊtoÊthisÊunderstanding,ÊqualifiedÊgraduateÊ
facultyÊ 
willÊmeetÊtheÊfollowingÊcriteria:Ê 

¨ BeÊmembersÊinÊgoodÊstandingÊofÊaÊcongregationÊofÊtheÊWisconsinÊEvangelicalÊLutheranÊSynodÊorÊaÊmemberÊofÊtheÊ
ConfessionalÊEvangelicalÊLutheranÊConference; 

¨ PossessÊaÊrelevantÊacademicÊdegreeÊoneÊlevelÊaboveÊtheÊprogramÊinÊwhichÊtheyÊteach,ÊorÊpossessÊequivalentÊ
experience;ÊandÊ 

¨ DemonstrateÊcurrentÊscholarshipÊ(withinÊfiveÊyears)ÊinÊtheÊareasÊrelatedÊtoÊinstructionalÊduties. 
 

Equivalent experience isÊdefinedÊasÊspecializedÊandÊrecognizedÊexpertiseÊandÊisÊcentralÊtoÊtheÊteachingÊresponsibilitiesÊas 
demonstratedÊthroughÊanyÊofÊtheÊfollowing:ÊÊ 

 
1. Work experience  

MinimumÊofÊtenÊyearsÊofÊworkÊexperienceÊinÊtheÊfieldÊorÊareaÊthatÊisÊspecificÊtoÊtheÊgraduateÊteachingÊassignment.Ê 
2. Credentials 

CredentialsÊreferÊtoÊspecificÊqualifications,ÊachievedÊoverÊandÊaboveÊaÊrelevantÊmaster’sÊdegree,ÊthatÊareÊrelatedÊtoÊ
theÊareaÊofÊinstructionÊandÊrepresentÊtheÊhighestÊqualificationÊforÊthatÊspecificÊfieldÊorÊarea. 

3. Record of scholarship 
AÊbodyÊofÊscholarshipÊisÊdemonstratedÊinÊareasÊoutlinedÊbyÊtheÊBoyerÊ(1997)ÊModelÊofÊScholarship: 

a. Discovery—BuildÊnewÊknowledgeÊthroughÊtraditionalÊresearch. 
Examples:Êpeer-reviewedÊforums,ÊcreativeÊworkÊwithinÊanÊestablishedÊfield,ÊlayingÊtheÊgroundworkÊ
forÊfutureÊstudies. 

b. Integration—InterpretÊtheÊuseÊofÊknowledgeÊacrossÊdisciplines. 
Examples:ÊcomprehensiveÊliteratureÊreviews,ÊwritingÊaÊtextbook,ÊpublishingÊbooks,ÊpresentingÊ
researchÊatÊselectiveÊprofessionalÊconferences. 

c. Application—AidÊsocietyÊandÊprofessionsÊinÊaddressingÊproblems. 
Examples:ÊconsultantÊwork,ÊleadershipÊinÊprofessionalÊorganizations. 

d. Teaching—StudyÊteachingÊmodelsÊandÊpracticesÊtoÊachieveÊoptimalÊlearning. 
Examples:ÊadvancingÊlearningÊtheory,ÊclassroomÊresearch,ÊdevelopingÊandÊtestingÊnewÊinstructionalÊ
materials,ÊmentoringÊgraduateÊstudents,ÊleadingÊprogram-levelÊassessments,ÊtheÊpublicationÊofÊ
textbooksÊandÊteachingÊmaterial,ÊprofessionalÊdevelopmentÊworkshops. 

 

Boyer,ÊE.ÊL.Ê(1997).ÊScholarship reconsidered: Priorities of the professoriate. SanÊFrancisco:ÊJossey-Bass 
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EXPECTATIONS FOR CONTINUED GRADUATE FACULTY APPOINTMENT 
ScholarshipÊisÊaÊreflectionÊofÊhowÊtheÊMLCÊFacultyÊmeetÊtheÊcurrentÊneedsÊofÊtheÊWELSÊasÊtheyÊeducate,Êassist,ÊandÊencourageÊ
students—whoÊareÊmadeÊupÊofÊpre-serviceÊandÊin-serviceÊWELSÊteachers.ÊToÊpresentÊaÊrelevantÊandÊchallengingÊprogramÊofÊ
graduateÊstudyÊtoÊourÊconstituents,ÊinstructorsÊneedÊtoÊcontinuallyÊhoneÊtheirÊcraft.ÊTherefore,ÊgraduateÊfacultyÊmembersÊareÊ
expectedÊtoÊmaintainÊaÊbodyÊofÊscholarshipÊinÊareasÊoutlinedÊbyÊtheÊBoyerÊ(1997)ÊModelÊofÊScholarship.ÊTheÊgraduateÊfacultyÊ
appointmentÊcommitteeÊwillÊreviewÊcurriculumÊvitaeÊeveryÊfiveÊyearsÊforÊqualificationÊaccordingÊtoÊtheÊfollowingÊareas: 

¨ Discovery: BuildÊnewÊknowledgeÊthroughÊtraditionalÊresearch 
Examples:Êpeer-reviewedÊforums,ÊcreativeÊworkÊwithinÊanÊestablishedÊfield,ÊlayingÊtheÊgroundworkÊforÊfutureÊ
studies 

¨ Integration: InterpretÊtheÊuseÊofÊknowledgeÊacrossÊdisciplines 
Examples:ÊcomprehensiveÊliteratureÊreviews,ÊwritingÊaÊtextbook,ÊpublishingÊbooks,ÊpresentationsÊandÊkeynotesÊatÊ
conferences 

¨ Application: AidÊsocietyÊandÊprofessionsÊinÊaddressingÊproblems 
Examples:ÊconsultantÊwork,ÊleadershipÊinÊprofessionalÊorganizations 

¨ Teaching: StudyÊteachingÊmodelsÊandÊpracticesÊtoÊachieveÊoptimalÊlearning 
Examples:ÊAdvancingÊlearningÊtheory,ÊclassroomÊresearch,ÊdevelopingÊandÊtestingÊnewÊinstructionalÊmaterials,Ê
mentoringÊgraduateÊstudents,ÊleadingÊprogram-levelÊassessments,ÊtheÊpublicationÊofÊtextbooksÊandÊteachingÊ
material,ÊprofessionalÊdevelopmentÊworkshops 

Boyer,ÊE.ÊL.Ê(1997).ÊScholarship reconsidered: Priorities of the professoriate. SanÊFrancisco:ÊJossey-Bass 
UpdatedÊ7-27-2022 
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SUMMARY 
TheÊCoordinatorÊofÊOnlineÊCourseÊDesignÊ&ÊEvaluationÊisÊresponsibleÊforÊgatheringÊdesignÊdataÊtoÊreviewÊallÊGraduateÊStudiesÊ
andÊContinuingÊEducationÊonlineÊcoursesÊtoÊimproveÊinstructionalÊdesignÊandÊinstruction.ÊÊ 
 
TheÊdirectorÊwillÊalsoÊassistÊindividualÊcourseÊinstructorsÊtoÊidentifyÊandÊdetermineÊareasÊofÊcourseÊdesignÊandÊinstructionalÊ
improvement,ÊcreateÊanÊactionÊplanÊtoÊhelpÊprioritizeÊandÊtargetÊspecificÊareasÊofÊimprovement,ÊandÊfollowÊupÊwithÊeachÊcourseÊ
instructorÊinÊaÊtimelyÊmannerÊtoÊensureÊcontinualÊdevelopmentÊandÊdeliveryÊsupport. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
TheÊresponsibilitiesÊandÊdutiesÊofÊtheÊpositionÊshallÊinclude,ÊbutÊareÊnotÊlimitedÊto,ÊtheÊfollowing: 

¨ CreatingÊandÊmaintainingÊanÊonlineÊcourseÊevaluationÊsystem,ÊwhichÊincludesÊstudentÊsurveys,ÊcolleagueÊ
collaboration,ÊandÊfullÊonlineÊcourseÊdesignÊreview. 

¨ ConductÊaÊdesignÊreviewÊforÊeachÊindividualÊonlineÊcourse,ÊwhichÊincludesÊreviewingÊtheÊcourse’sÊsyllabusÊandÊitsÊ
applicationÊintoÊtheÊonlineÊlearningÊmanagementÊsystemÊusingÊtheÊGraduateÊStudiesÊapprovedÊonlineÊcourseÊ
qualityÊreviewÊrubricsÊ(OSCQR.suny.edu).ÊÊDesignÊreviewÊformativelyÊreviewsÊhowÊtheÊonlineÊcourseÊdesignÊ
promotesÊpositiveÊinstructorÊpresences,ÊmultipleÊstudentÊentryÊpointsÊforÊengagingÊALLÊstudents,ÊappropriateÊ
alignmentÊofÊcourse’sÊlearningÊobjectives/goalsÊ(andÊlicensureÊstandardsÊasÊitÊapplies)ÊwithÊcourseÊassignmentsÊandÊ
assessmentsÊforÊpositiveÊstudentÊoutcomesÊandÊlearning.Ê 

¨ Organize,Êanalyze,ÊandÊreportÊgatheredÊdesignÊdataÊtoÊappropriateÊentitiesÊtoÊfosterÊprogramÊdevelopment,Ê
delivery,ÊandÊevaluationÊsupport.Ê 

¨ CollaborateÊwithÊindividualÊcourseÊinstructorsÊtoÊreviewÊandÊrefreshÊcourseÊcontentÊandÊinstructionalÊdesign. 
¨ ReportÊtoÊandÊcollaborateÊwithÊtheÊdirectorÊofÊgraduateÊstudiesÊandÊdirectorÊofÊonlineÊlearningÊtoÊcreateÊcontinuityÊ

inÊdesignÊandÊinstructionÊandÊforÊimplementingÊprogramÊimprovements.Ê 
¨ ConsultÊwithÊtheÊlicensureÊofficerÊwhenÊevaluatingÊtheÊdesignÊofÊcoursesÊthatÊfulfillÊlicensureÊrequirements.Ê 
¨ CollaborateÊwithÊinstructorsÊdesigningÊnewÊcoursesÊtoÊensureÊonlineÊinstructionalÊdesignÊandÊinstructionÊareÊ

adequatelyÊreflectingÊtheÊonlineÊcourseÊdesignÊreviewÊrubrics. 
 

POSITION TITLE: CoordinatorÊofÊOnlineÊCourseÊDesignÊandÊEvaluation 

DEPARTMENT: GraduateÊStudiesÊandÊContinuingÊEducation 

REPORTS TO: 
DirectorÊofÊGraduateÊStudiesÊandÊContinuingÊEducationÊOffice 

DirectorÊofÊAcademicÊComputingÊ&ÊOnlineÊLearning 

APPENDIX E – Coordinator of Online Course Design and Evaluation 
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CALCULATED WORKLOAD 
BasedÊonÊproposedÊcycleÊforÊevaluatingÊcoursesÊandÊanalyzingÊdata: 

¨ InitialÊFullÊCourseÊReviewÊwithÊAssessmentÊTool 
à EstimatedÊtime:Ê3-4ÊhoursÊforÊeachÊcourse 

¨ InitialÊFullÊCourseÊLearningÊReviewÊwithÊcourseÊinstructorÊtoÊdiscussÊresults,ÊidentifyÊtargetÊareasÊforÊimprovement,Ê
andÊoutlineÊanÊActionÊPlanÊforÊmakingÊimprovements 

à EstimatedÊtime:Ê1.5-2ÊhoursÊforÊeachÊcourse 
¨ InitialÊFullÊCourseÊActionÊPlanÊDevelopmentÊandÊDeliveryÊSupportÊ 

à EstimatedÊtime:Ê1-2ÊhoursÊforÊeachÊcourse 
¨ Follow-upÊActionÊPlanÊmeetingsÊtoÊprovideÊimplementationÊsupport 

à EstimatedÊtime:Ê1-2ÊhoursÊforÊeachÊcourse 
¨ Follow-upÊCourseÊReviewÊshouldÊrequireÊlessÊtime,ÊdependingÊonÊinitialÊActionÊPlanÊitems.Ê 
¨ AnalyzingÊandÊreportingÊotherÊcollectedÊitemsÊandÊdataÊperÊcourse. 

à EstimatedÊtime:Ê2-3Êhours,ÊdependingÊonÊsemesterÊandÊnumberÊofÊcourseÊofferings.Ê 
¨ CollaboratingÊwithÊinstructorsÊonÊnewÊonlineÊcourseÊdesignÊandÊfollowingÊupÊtoÊensureÊassessmentÊrubricÊ

integration. 
à EstimatedÊtime:Ê2-3ÊÊhoursÊperÊcourse 

¨ Overview:Ê 
à InitialÊFullÊCourseÊReviewÊwithÊAssessmentÊTool,ÊreviewingÊStudentÊSurveys,ÊandÊdevelopingÊanÊ 

ActionÊPlanÊwithÊfollow-upÊmeetings:Ê10-15ÊhoursÊperÊcourseÊreviewed 
à SecondÊroundÊofÊFullÊCourseÊReview:Ê8-10ÊhoursÊperÊcourseÊreviewed 
à NewÊonlineÊcourseÊcollaborationÊtoÊensureÊappropriateÊcourseÊdesignÊandÊinstructionÊtoÊmeetÊ 

assessmentÊcriteria.Ê 

Annual Registrations Annual Credits Increase / Credit Revenue Increase 

300 900 $5 $4,500.00 

  * Proposed Revenue: Increase tuition $5.00 / credit to $330. One course still under $1000 (990)  

Compensation FTE Honorarium $1,027/credit* 

Fall Semester 1.5ÊcreditÊhours $1,540.50 

Spring Semester 1.5ÊcreditÊhours $1,540.50 

Summer Semester 1.5ÊcreditÊhours $1,540.50 

TOTAL for Fall, Spring, and Summer 4.5ÊcreditÊhours $4,621.50 

  *2022-2023 rate 
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Semester I - Fall 2023-2024 

OnlineÊRegistrationÊBegins JulyÊ1 

GraduateÊStudentÊPriorityÊDeadline JulyÊ31 

ClassesÊBeginÊ(Monday) AugustÊ21 

Add/DropÊPeriodÊEnds SeptemberÊ1 

OnlineÊRegistrationÊBeginsÊ–ÊSpringÊSemester OctoberÊ15 

Deadline:ÊRemovalÊofÊ“I”ÊgradeÊfromÊSummerÊSemester OctoberÊ13 

FinalÊDate:ÊWithdrawalÊfromÊcoursesÊ–ÊwithÊpermission OctoberÊ27 

ThanksgivingÊBreak NovemberÊ22-26 

EndÊofÊFallÊSemester DecemberÊ8 

GradesÊDueÊbyÊSaturdayÊ8Êam DecemberÊ16 

    

Semester II - Spring 2023-2024 

GraduateÊStudentÊPriorityÊDeadline JanuaryÊ1 

ClassesÊBeginÊ(Wednesday)ÊorÊ(Thursday) JanuaryÊ22 

Add/DropÊPeriodÊEnds FebruaryÊ2 

OnlineÊRegistrationÊBeginsÊ–ÊSummerÊSemester FebruaryÊ15 

Deadline:ÊRemovalÊofÊ“I”ÊgradeÊfromÊFallÊsemester MarchÊ15 

MidtermÊBreakÊ(on-campus) MarchÊ2-10 

FinalÊDate:ÊWithdrawalÊfromÊcoursesÊ–ÊwithÊpermission MarchÊ29 

EasterÊBreakÊ MarchÊ28-AprilÊ1 

EndÊofÊSpringÊSemester MayÊ10 

CommencementÊ-ÊSaturdayÊ10:00Êam MayÊ18 

GradesÊDueÊbyÊMondayÊ8Êam MayÊ20 

    

Semester III - Summer 2023-2024 

GraduateÊStudentÊPriorityÊDeadline MayÊ20 

ClassesÊBegin JuneÊ10 

Add/DropÊPeriodÊEnds JuneÊ14 

OnlineÊRegistrationÊBeginsÊ–ÊFallÊSemester JulyÊ1 

FinalÊDate:ÊWithdrawalÊfromÊcoursesÊ–ÊwithÊpermission JulyÊ12 

Deadline:ÊRemovalÊofÊ“I”ÊgradeÊfromÊSpringÊSemester JulyÊ31 

EndÊofÊOnlineÊSummerÊSemester AugustÊ2 

GradesÊDueÊbyÊMondayÊ8Êam AugustÊ12 

2024-2025 

JulyÊ1 

AugustÊ5 

AugustÊ26 

SeptemberÊ6 

OctoberÊ15 

OctoberÊ16 

NovemberÊ1 

NovemberÊ27-DecemberÊ1 

DecemberÊ13 

DecemberÊ21 

 

2024-2025 

JanuaryÊ2 

JanuaryÊ23 

FebruaryÊ6 

FebruaryÊ15 

MarchÊ13 

MarchÊ14-23 

AprilÊ4 

AprilÊ17-21 

MayÊ9 

MayÊ17 

MayÊ19 

 

2024-2025 

MayÊ19 

JuneÊ9 

JuneÊ13 

JulyÊ1 

JulyÊ11 

JulyÊ31 

AugustÊ1 

AugustÊ11 

MidtermÊBreak OctoberÊ18-22 OctoberÊ16-20 

APPENDIX G – Graduate Academic Calendar 



 

 

John Meyer, Director of Graduate Studies  

Martin Luther College   •   1995 Luther Court   •   New Ulm, MN 56073 

507.354.8221   •   meyerjd@mlc-wels.edu 

  6/19/2024 


