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Indiana University South Bend  
 Mission Statement  

Adopted by Academic Senate 12/5/97

Indiana University South Bend is a comprehensive public university offering a post-secondary education 
through the masters level. 

Mission Statement: 

Indiana University South Bend provides a learning and working environment that attracts and retains 
students, faculty, and staff; fully develops and challenges individual talents throughout the community; 
encourages free and spirited collaboration; and maintains a commitment to quality, integrity, and 
academic freedom. 

Commitments: 

To fulfill this mission Indiana University South Bend pledges the following. 

To students and alumni: 

Prepare students to be successful in their chosen professions, valued citizens and leaders within their 
communities, individually enriched by their studies and the spirit of discovery. 

Provide and maintain academic programs of depth, quality, and value that challenge the abilities of all 
students. 

Develop and maintain a student-centered environment, focusing academic programs, policies, 
procedures, scheduling, and planning on how best to serve students. 

Attract and sustain a student body that reflects the diversity of the community 

Create a learning environment that serves the academic, civic, cultural, and career needs of an educated 
citizen within the global community. 

Provide support services that maximize student and alumni opportunities for success. 

Promote awareness of the excellence of Indiana University South Bend programs, alumni, and service. 

   
To the community: 
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Develop a workforce which possesses an educational foundation that enables continued growth 
intellectually and professionally. 

Provide graduates with an education relevant to the cultural, economic, and political life of the greater 
community. 

Provide life-long learning opportunities for professional development and personal enrichment. 

Be a committed partner in the community through programs and service. 

Enhance the economic growth of the region through business, labor, government, and civic partnerships. 

Promote a climate of inquiry which expands the intellectual resources of the community.  
  

To faculty and staff: 

Support scholarship and creative activity that expands knowledge of our world and the community. 

Recruit and retain an outstanding and diverse faculty and staff. 

Encourage, support and reward education and professional growth of all employees. 

Develop and maintain a campus environment which welcomes and nurtures all; and is intolerant of 
bigotry, harassment, moral turpitude, and incompetence. 

Support compensation which is free from bias.  
  

 

 
Next Section | Previous Section | Index | Contents

Last Modified by EZ: September 28, 2000  
Comments to: acadaff@iusb.edu  
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Who - Where

 
 
 
 
 
 1. Administration Building                                             H Handicapped parking  
 2. University Center                                                      D Student Parking  
 3. Cafeteria                                                                  A Faculty and staff parking  
 4. Fine Arts Building                                                     V Visitor parking  
 5. Wiekamp Hall                                                         VM Visitor metered parking  
 6. Greenlawn Hall                                                         H Handicapped parking  
 7. Northside Hall                                                            || Automatic doors  
 8. Northside 158 Recital Hall                                         X Elevator  
 9. IUSB Bookstore (1st Floor)  
 10. Main Auditorium  
 11. Franklin D. Schurz Library  
 12. Future Student Activities Center  
 13. Writing Center  
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 14. Athletic Programs  
 15. Associates Building  
 16. Riverside Hall (dental clinic)  
 17. Purdue Technology Building  
 18. Future Recreation Facilities and Future Student Residences  
 19. Gunther and Barbara Jordan International Center 

  
   
  

Top of File | Next Section | Previous Section | Index | Contents

Last Modified by EZ: September 28, 2000  
Comments to: acadaff@iusb.edu  
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Campus Priorities and Corresponding Strategic Initiatives  
Campus Directions Committee 2/27/98 

 PRIORITIES  
Adopted by Academic Senate 12/5/97

 
  

ENHANCE THE STUDENT-CENTERED FOCUS OF INDIANA UNIVERSITY 
SOUTH BEND.  
DEVELOP AND SUPPORT EXCELLENCE IN PROGRAMMING.  
DEVELOP AND EXPAND PARTNERSHIPS WITH THE COMMUNITY.  
ENHANCE THE IMAGE OF INDIANA UNIVERSITY SOUTH BEND IN THE 
COMMUNITY.  
 

ENHANCE THE STUDENT-CENTERED FOCUS OF INDIANA UNIVERSITY SOUTH BEND. 

Place student learning, intellectual exploration, persistence, and attainment at the center of 
IUSB’s mission. 

Improve the learning environment of the campus by adding student centers, and 
appropriate student housing. 

Support students’ success through student-oriented policies and practices, special tutoring 
programs, and expanded mentoring and advising.

 
DEVELOP AND SUPPORT EXCELLENCE IN PROGRAMMING. 

Encourage and support excellence in learning through the refinement of traditional 
teaching methods and the use of new strategies of learning. 

Support the improvement of teaching, research, service, and creative work. 

Articulate the mission of each school and campus. 

Support programs that have demonstrated a high quality of achievement, or are central to 
the mission of the campus. 

Promote honors programs, student and faculty research, internships, and other special 
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opportunities for learning.

 
DEVELOP AND EXPAND PARTNERSHIPS WITH THE COMMUNITY. 

Strengthen existing partnerships and create new partnerships with schools, business and 
labor, government agencies, and other external groups.

 
ENHANCE THE IMAGE OF INDIANA UNIVERSITY SOUTH BEND IN THE COMMUNITY. 

Develop a comprehensive strategy for enhancing the image of IUSB and undertake 
vigorous market research.  
Ensure a consistent system for reporting to the pubic on IUSB’s success in fulfilling its 
missions.

 

 
Top of File | Next Section | Previous Section | Index | Contents

Last Modified by EZ: September 28, 2000  
Comments to: acadaff@iusb.edu  
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Employment

Employment Information Pertaining to You

Terms of Employment

Associate faculty appointments are for a limited term, covering either a semester or a summer session 
and generally involving one or two sections in a semester or one course in a summer session. The 
primary assignment of associate faculty is teaching in the classroom and laboratory. Other duties may be 
specifically assigned. 

Assignments are not guaranteed: appointment depends on sufficient enrollment in the class (or classes) 
and the unavailability of full-time faculty to teach the class. If a class assigned to a full time faculty 
member is canceled, the full-time faculty member, if qualified, may be required or permitted to teach a 
class originally assigned to an associate faculty member. When a course is canceled, the affected 
associate faculty member should be notified as soon as possible by the appropriate administrator. 

Associate faculty members may not teach in excess of 50 percent of the full-time load (50% FTE) in any 
semester or summer session, except in emergency situations and with the approval of the Vice 
Chancellor of Academic Affairs, in which case the assigned FTE may not exceed 75 percent. 

Associate faculty personnel files are maintained in the college/school/division/department office in 
which the faculty member is employed. 

Associate Faculty Rank

Although most associate faculty appointments are made at the rank of lecturer, appointments at other 
ranks may be approved when the credentials and circumstances warrant. The title Adjunct precedes the 
rank. The ranks used are lecturer, assistant professor, associate professor, and professor. Where an 
individual is employed on a continuing, or recurrent basis, promotion in rank must go through normal 
IUSB procedures. 

Annual Reports and Evaluation

Associate faculty are invited to submit Annual Reports of their teaching, research, and service activities 
during the calendar year. The reports are to be submitted to the appropriate school, division, or 
department administrator by January 15.  A written evaluation of performance based on the annual 
report will be provided to persons filing a report. 

Forms for the Annual Report are available from the college, school, division, or department secretary. 
Electronic versions may also be available. 
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The appropriate administrator is required to evaluate the teaching effectiveness of each associate faculty 
member each year. For additional information consult the section on student evaluation of teaching. One 
copy of this evaluation is given to the associate faculty member, and a second copy is kept on file in the 
office of the chief administrative officer of the college, school, division, or department. 

Orientation Sessions for Associate Faculty

Before the beginning of each semester the Office of Academic Affairs with assistance from members of 
the Associate Faculty Advisory Committee offers an orientation session for new associate faculty. Its 
purpose is to provide information about policies and practices at IUSB, characteristics of our students, 
and teaching. In addition, members of the faculty may present workshops which focus on teaching. 

All associate faculty members are welcome at these orientation sessions. Normally each orientation 
session is held on the Saturday morning immediately before the start of the semester. Information about 
the orientation session can be obtained by calling UCET, 237-4894. 

Pay Dates

Pay dates for associate faculty are September 15, October 1, November 1, December 1, and January 2 
for the fall semester, and February 1, March 1, April 1, May 1, and May 15 for the spring semester. If 
the first of the month falls on a week-end or holiday, checks will be distributed on the last working day 
prior to that day, except that the January check is always issued the first working day following January 
1.  Checks are picked up by college/school/divisional/departmental office personnel and distributed to 
the faculty members.  Payroll or tax information may be obtained from the Payroll Office, 237-4437. 

Off-Campus Programs

The Office of Off-Campus Programs offers courses at established sites in Elkhart, Plymouth, and 
Warsaw. Associate faculty assigned to any of these sites will receive a letter before the semester begins 
detailing room assignments, site policies, and available support services. Additional questions should be 
directed to The Office of Off-Campus Programs, (800) 321-7834. 

  
  

Top of File | Next Section | Previous Section | Index | Contents

Last Modified by EZ: September 28, 2000  
Comments to: acadaff@iusb.edu  
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Classroom Information, Policies, Procedures

Admission to Class

Students whose names appear on any class roster are duly registered and subject to departmental, 
divisional, school, or college policies. Faculty retain the responsibility for ensuring that students have 
met the prerequisite requirements. The section and course number should be announced at the first class 
meeting to make certain that students are attending the proper section. Students who wish to change 
sections must follow the procedure outlined in the Schedule of Classes. Unofficial section changes are 
not allowed. 

Addition of Courses

No student may add a course after the first week of the regular semester or a summer session without the 
signature of the instructor, the head of the department in which the course is offered and the head of the 
division, school, or college  in which the student is registered. This statement, along with the necessary 
registration card or schedule adjustment form, must be presented to the following persons for 
signatures:   Instructor(s) for the added course(s);  Chairperson; Dean or Director; and, the Vice 
Chancellor for Academic Affairs. 

You should exercise caution when giving permission to late enroll because you are, in effect, indicating 
that a student may miss 15% or more of your course without encountering any problems. 

At the instructor's discretion, additional students may be allowed to enroll in sections closed to further 
enrollment. The student must complete a drop/add form, signed by the instructor, to register for the 
class. 

Consortium Students

Indiana University South Bend, Bethel College, Goshen College, St. Mary's College, Holy Cross Junior 
College, and IVY Tech State College are members of the Northern Indiana Consortium for Education 
(NICE). 

A student exchange program operates under the auspices of NICE. Eligibility for enrollment in a 
consortium course includes the following requirements: be enrolled full-time in a member school, be an 
undergraduate student, take a class which is not available at the home institution, take a class only 
during the Fall and Spring Semesters, take a class only on a space available basis. 

A student who applies for admission to a class through the consortium will present a NICE Application 
Form, obtained from the Office of the Registrar, to the instructor. If space is available, the instructor 
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signs the form signifying approval for enrollment in the class. 

An IUSB faculty member who has given permission for a guest student to take an IUSB class will 
receive a special Consortium Student Final Grade Roster for the consortium student(s) in his or her 
class. 

Audit Policy

Instructors must give signed permission for students to audit classes. Any work that may be required of 
auditors must be agreed upon by the instructor and the auditor prior to registration. Changes from audit 
status to credit status and vice versa can be made only with the permission of the instructor and no later 
than the date identified in the Schedule of Classes. Any department, division, school, or college has the 
option to exclude auditors from a particular course. The standard fee rate per credit hour is assessed for a 
course taken on an audit basis. No credit will be given for the course, but the audited course will be so 
indicated on the student's transcript with a grade of NC. 

Class Rosters

Class rosters are printed five times each Fall and Spring Semester, and three times during a summer 
session. The first roster is distributed to faculty immediately following final registration. 

The second roster comes at the beginning of the second week of classes, after completion of official late 
registration--drop/add, and includes a listing of all students officially enrolled in the course, along with 
those who have withdrawn during the regular drop/add period. Students whose names do not appear on 
the second roster will receive no credit for the course and should not attend class. Any student whose 
enrollment status is uncertain should be asked to consult the Registrar. 

The third roster comes at the beginning of the fourth week of classes and includes all late registration, 
drop, and add activity through the third week of classes for the Fall and Spring Semesters. If a student is 
attending class and is not on this roster he or she should be referred to the Registrar's Office to check on 
his or her registration status. 

The fourth roster, mid-term grade roster, arrives about mid-way through the regular semester. The mid-
term roster is used by the Registrar's Office as an audit of all officially enrolled students. The names of 
all freshmen enrolled in a particular course appear on a separate (pink) roster. Freshmen grade strips, 
printed from the latter are mailed to the students. An additional copy of the grade strip will be sent to 
their academic counselor who will review the information and advise students accordingly. 

The fifth roster, final grade roster, are sent to faculty about two weeks before final exams. A set of 
instructions is included; these instructions detail the procedures required for entering final grades. 
Grades for graduating students are immediately compiled and provided to the student's college, school, 
or divisional office, which in turn, determines whether or not that student has met all requirements for 
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graduation. Final grades are mailed to the student approximately one week after the last day for 
submission of grades. A student may also obtain his/her grades for the most recently completed semester 
by calling 237-4873 (same as touch-tone registration telephone number). Students are not to call the 
Registrar's office for final grades. 

Final grade rosters are due in the Registrar's Office no later than forty-eight (48) hours after each final 
examination is given. 

Grading Scale

Instructors in undergraduate and graduate courses may use a grading system which includes plus and 
minus grades.  Almost all of the full-time Business and Economics faculty use plus and minus grades.  
Any instructor may choose not to award pluses and minuses.  You should make it clear in your course 
syllabi whether you will be using plus and minus grades or not.  The following numerical equivalents 
are used by the Registrar in computing GPAs:  
  

A+ or A = 
4.0

A- = 3.7
B+ = 3.3

B = 3.0
B- = 2.7
C+ = 2.3

C = 2.0
C- = 1.7

D+ = 1.3
D  = 1.0
D- = 0.7
F = 0.0

   
Grade Distribution  
IUSB urges all faculty members to set the rigor of their upper division courses so that the average 
student is spending at least 5 or 6 hours per week outside of class studying the material, writing papers, 
etc. during the fall and spring semesters.  Since the summer sessions cover the same amount of material 
in only 6 weeks, the average student should be spending at least 10 hours per week working on your 
course outside of class.  For 100-level courses, the expectations would be slightly less. 

While the distribution of final grades for any given class is left up to the faculty member teaching the 
course, giving all A's or all F's creates problems which we would like to avoid.  If you are trying to 

file:///H|/AcadAffWebsite%20POSTED/handbooks/AFH/AFH05.html (3 of 9) [12/2/2008 9:04:46 AM]



Classroom

decide on an appropriate target with respect to grades, you might consider the following grade point 
average for all IUSB students by class rank.  Freshmen 2.357, Sophomores 2.667, Juniors 2.750, Seniors 
2.868. 

Course Syllabi  
Indiana University South Bend requires its faculty to provide each student with a course syllabus.  If 
possible, the course syllabus should be distributed to students at the first class meeting.  Following 
information are to be included in the syllabi: 

1.  Department and Division, School, or College
2.  Course number and title, credit hours, prerequisites, and year and semester
3.  Instructor's name, office hours, office location, phone number, and E-Mail address
4.  Phone number where the instructor can be reached if students have questions about the course 

material.
5.  Required textbooks and other reading materials for the course.
6.  A description of the course.
7.  The learning objectives of the course. These objectives should be as specific as possible, and 

should address conceptual topics, basic skills, context of course, and foundational knowledge.  It 
would be helpful to include at least one sentence summarizing key learning objectives for each 
meeting, and include them in the syllabus as well.

8.  An outline of the material to be covered in the course and some indication of how much time will 
be spent on various parts of the course.

9.  Reading assignments or instructional field trips.
10.  Timing and number of exams, quizzes, term papers, homework, etc.  Be informative about how 

the exams will be structured, how long they will be, when they will be given, when the term 
papers, and homework are due, etc.  If you have special requirements that students must meet 
before they are eligible for a makeup exam, they should be spelled out.

11.  Grading procedures and scale, including types of graded activities.  Weights of various graded 
activities such as exams, quizzes, and other graded assignments and the like.  Requirements for 
earning various letter grades, extra work conditions, conditions if attendance is graded.

12.  Your expectations and requirements with respect to class attendance and attendance policy.
13.  Reference to the academic Dishonesty policy and vital students policies.  Make reference to the 

student handbook if appropriate.

In addition, it is suggested that it is useful to include the drop and withdraw dates for the semester. 

Exam Policy

No examinations are to be given during the seven calendar days prior to the last scheduled day of class.  
The reason for this rule, which is university wide, is to allow students to prepare for their final 
examinations. 
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The final examination schedule is published in the Schedule of Classes, each fall and spring semester.  It 
lists the courses, times, professors, and locations where the exams will be given.  A two hour period is 
set aside for each final examination during the fall and spring semesters.  Final examinations are given 
during the last day of class during the summer sessions.  Class material covered on the final examination 
should be cumulative or information that pertains to a full coverage, beginning to end of the course. 

If a student has three or more final examinations on the same day, the student has the right to request 
that the third exam be changed to another day. 

Make-up Examinations

Each instructor is responsible for determining the policy regarding make-up exams. If you fail to 
establish a rather strict policy, you will find yourself giving numerous make-up exams. The policy which 
you use should be stated in the course syllabus. 

Academic Rules and Regulations  
Academic rules and regulations of Indiana University, as well as college, school, divisional, or 
departmental requirements, can be found in the current edition of the IUSB Bulletin. 

Academic Misconduct: Cheating and Plagiarism   
This material is included, not because we expect academic misconduct to be a major problem, but in 
order to make this information readily available to our adjunct faculty.  The following material on 
cheating and plagiarism is taken from the Indiana University Academic Handbook. 

Dishonesty of any kind with respect to examinations, course assignments, alteration of records, or illegal 
possession of examinations shall be considered cheating.  It is the responsibility of the student not only 
to abstain from cheating but, in addition, to avoid the appearance of cheating and to guard against 
making it possible for others to cheat.  Any student who helps another student to cheat is as guilty of 
cheating as the student he or she assists.  The student also should do everything possible to induce 
respect for the examining process and for honesty in the performance of assigned tasks in or out of class. 

Honesty requires that any ideas or materials taken from another source for either written or oral use must 
be fully acknowledged.  Offering the work of someone else as one's own is plagiarism.  The language or 
ideas thus taken from another may range from isolated formulas, sentences, or paragraphs to entire 
articles copied from books, periodicals, speeches, or the writings of other students.  The offering of 
materials assembled or collected by others in the form of projects or collections without 
acknowledgments also is considered plagiarism.  Any student who fails to give credit for ideas or 
materials taken from another source is guilty of plagiarism.  (Faculty Council, May 2, 1961) 

Due Process  
The following sections are taken from the Student Conduct Code. 
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Student Misconduct 

1.  A faculty member who has evidence that a student is guilty of cheating or plagiarism shall initiate 
the process of determining the student's guilt or innocence.

2.  No penalty shall be imposed until the student has been informed of the charge and of the 
evidence upon which it is based and has been given an opportunity to present a defense.

3.  If the faculty member finds the student guilty, he/she will assess a penalty within the class and 
shall promptly report the case in writing to the department chairperson and the academic head of 
his/her school or division.  The penalty shall be in accordance with the Actions section of 
Academic Due Process.

4.  If the faculty member and the student cannot agree on the facts pertaining to the charge, or if a 
student wishes to appeal a penalty, the issue may be taken to the department chairperson.  Each 
party will present his case to the chairperson who shall then call a meeting of all involved 
parties.  If the issue is not resolved in the meeting with the chairperson, then either party may 
appeal the decision to the academic head of the school or division and the decision of the 
academic head to the Dean of Faculties who shall convene an ad hoc all-campus joint faculty and 
student academic review board from the appropriate academic disciplines, consisting of three 
faculty members appointed by the Faculty Council and two students appointed by the appropriate 
student body president.

Faculty Misconduct  
If a student believes that a faculty member has violated the Code of Academic Ethics, the student may 
initiate a complaint in accordance with the "Enforcement Procedures" specified in the Code of Academic 
Ethics.  Such complaints should be brought to the attention of an appropriate chairperson or dean, or to 
the Vice Chancellor for Academic Affairs who shall provide for confidential representations regarding 
such violations. 

Actions  
A penalty affecting a student's grade in a course may be imposed by the faculty member in whose course 
the offense occurred.  The faculty member is responsible for making proper notification to the 
department chairperson concerned and to the academic head of the school or division, who shall report 
the action taken to the Vice Chancellor for Academic Affairs for inclusion in a confidential file designed 
to provide a record that will develop information concerning students who have repeated offenses.  For 
cases of repeated violation, disciplinary action may be initiated. 

In cases of student academic misconduct, the following actions are recommended: 

1.  A student's grade in a course will be lowered when the student is found guilty of dishonesty on 
any assignment, examination, or paper.

2.  An Incomplete may be given in the course in the event any case cannot be resolved before final 
grades are due in the Office of the Registrar.

3.  Upon approval by the academic head of the school or division, the student may be transferred 
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from the section in which the student is enrolled to another section of the same course.
4.  Cases involving violations of academic ethics outside of a class, such as the selling of term 

papers, must be referred to the Dean for Student Services [or equivalent administrator].
5.  In cases where disciplinary violations under Section I, paragraph 13(a), have occurred 

simultaneously with violations of academic conduct, the Section I offense will be heard 
according to the procedures in Section II, Disciplinary Procedures.

6.  By a two-thirds vote, the All-Campus Review Board [see 3.3(a)(4)] may recommend to the chief 
administrative officer of a campus that the student be disenrolled from the academic or 
professional school in which the student is enrolled.  (University Faculty Council, March 11, 
1975; Board of Trustees, August 15, 1985)

Student Consultation

All associate faculty are encouraged to provide out-of-class time for consultation with students. IUSB is 
aware that many associate faculty have full-time jobs and other responsibilities which prevent you from 
being as available to students as much as is expected of full-time faculty. However, telling your students 
when you will be available and where is most helpful to them. Many associate faculty have set aside 
time either before or after class. You might wish to provide students with a telephone number where 
they can reach you, and the conditions under which they may call you, and/or an email address. 

Student Absence (Attendance)

Policies on student absences from scheduled classes are generally determined by the individual 
instructor. However, students should be encouraged to attend class. Cases of extended or repeated 
absence should be referred to the Assistant Vice Chancellor for Academic Affairs and will be dealt with 
by that office. 

No member of the faculty shall have the right to require participation by a student in an activity that 
requires the absence of the student from regularly scheduled classes, except when the Vice Chancellor 
for Academic Affairs or the Vice Chancellor for Student Affairs has approved such absence.  
  

Instructor Absence

If you have to miss a class for any reason, some arrangement must be made to make-up the missed 
class.  You may arrange with your Chairperson or Area Coordinator, in advance, to make an 
arrangement with faculty in your area for covering the class in the case of illness or an emergency.  If 
you cannot arrange for a qualified replacement to meet your class, please call your division or 
department office so that your students can be notified that your class is being canceled.  In any event, 
the office staff needs to be informed of any arrangement. 
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Parking  
Associate faculty are required to purchase and display a current IUSB parking permit to park in IUSB 
parking lots.  Adjunct faculty may park in any student or faculty/staff area except those signed as 
restricted or assigned.  The parking fee for part-time faculty is based on the number of credit or contact 
hours per semester.  Decals may be purchased at the Parking Services Office, room A127  (in the 
Administration Building), telephone 237-6528.  Office hours are 8:00 a.m. to 6:00 p.m. Monday-
Thursday, and 8:00 a.m. to 4:00 p.m. Friday.  The IUSB parking decal is honored at other IU campuses, 
but care should be taken to observe the local signs and regulations as it is possible to be fined and/or 
towed for serious violations. 

Campus Closing

Monitor Michiana area radio and television stations for closing announcements. Off-campus classes will 
be canceled when the off-campus site is closed for weather emergencies. IUSB on campus emergency 
closing will not necessarily be the same as off-campus closing. 

Student Evaluations

Each college, school, division, or department has forms and guidelines that are to be used for student 
evaluations at the end of the term.  Please ask for a student volunteer to distribute the student evaluations 
and to collect them when students have finished their comments.  You should not be in the classroom 
while students are making their evaluations.  The student volunteer should collect the forms, place them 
in an envelope, and return them to the college, school, division, or department office.  In no case should 
faculty distribute, collect, or handle the course evaluations.  A summary of the evaluations will be 
provided after the conclusion of the semester. 

Students with Disabilities  
Recent legislation makes it even more important to insure that we are sensitive to the needs of students 
in our classes with disabilities.  If a student in your class indicates that they have a disability and 
requests alternative testing or other services, please be advised that you have a legal obligation to 
"provide reasonable accommodations."  Questions concerning requests for accommodation should be 
directed to Student Services.  Staff there can assist you in determining what are reasonable 
accommodations and in making arrangements to provide these services.  Examples of typically 
requested accommodations include:  note takers, readers, writers, interpreters as well as extended time 
for tests and quizzes.  
  

  
  

Top of File | Next Section | Previous Section | Index | Contents

file:///H|/AcadAffWebsite%20POSTED/handbooks/AFH/AFH05.html (8 of 9) [12/2/2008 9:04:46 AM]



Classroom

Last Modified by EZ: September 28, 2000  
Comments to: acadaff@iusb.edu  
   
  

file:///H|/AcadAffWebsite%20POSTED/handbooks/AFH/AFH05.html (9 of 9) [12/2/2008 9:04:46 AM]



SUPPORT

Support for Your Teaching

Secretarial Services

Secretarial services are available to you through your division/department office. Consult with that 
office on procedures for obtaining secretarial assistance. 

Secretarial Work Priorities

The University has set the following schedule of priorities for work to be done by departmental and 
divisional secretaries:

1.  Examinations 
2.  Official and departmental correspondence 
3.  Classroom materials up to three pages 
4.  Academic Senate business and classroom materials of more than three pages. 
5.  Manuscripts, research articles, etc. 
6.  Professional correspondence. 

University resources and facilities should not be used for (a) the preparation of doctoral dissertations or 
(b) manuscripts destined for publication for which the faculty member expects remuneration. This 
includes typing, postage, long distance telephone, and duplicating. 

Duplicating

Facilities for duplicating examinations and classroom materials in general are available to all faculty. 
Contact the secretary of the department or division for procedures and assistance. 

Supplies for Office, Classroom and Laboratory

Office supplies may be obtained from the departmental or divisional secretary. Once approval for 
purchase has been obtained, necessary classroom and laboratory supplies and other goods and services 
are ordered through the secretary. Anticipate approximately three weeks lead time for the processing of 
a request. 

Purchases Using University Funds

All goods and services to be purchased or paid for with university funds must be ordered or bought via 
purchase requisition. Purchase requisitions are processed through your departmental/divisional secretary. 
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Office Space

While the large number of associate faculty makes impractical the individual assignment of office space, 
every effort is made to provide space where you can meet with students. You are advised to consult with 
the chief administrative officer of your unit for location of office space. 

Bookstore

The IUSB Bookstore is located on the first floor of Northside Hall, just south of the elevators in room 
N136. In addition to textbooks for classes, the bookstore sells computers, software, trade books, 
magazines and many different types of classroom and computer supplies. It also carries IU and IUSB 
clothing and gifts. Textbook requisitions due dates are as follows: Spring - October 1, Summer 1 & 2 - 
March 1st, Fall - April 15. Bookstore hours are listed in the Schedule of Classes for each semester. 

Textbooks

The secretary assigned to you has the responsibility for submission of textbook orders. Unless otherwise 
so instructed you have the responsibility for placing the orders with the secretary by the announced 
deadline. The secretary will provide you with the appropriate form. You need to let the secretary know 
whether you require a complimentary copy of the textbooks which you will be using. The secretary will 
order the complimentary copies for you. For your information Bookstore policy discourages students 
from purchasing textbooks before the first day of class. 

Library

During the academic year the hours are:

Monday - Thursday 8:00 a.m. - 12:00 a.m. (Midnight)
Friday 8:00 a.m. - 6:00 p.m.
Saturday 9:00 a.m. - 8:00 p.m.
Sunday 11:00 a.m. - 12:00 a.m. (Midnight)

Special hours in effect between semesters, during the summer, and during holiday breaks are posted at 
the entrance to the Library. 

A Reference Librarian is available for assistance during most hours the Library is open. 

Library Privileges and Responsibilities for Associate Faculty
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The IUSB Schurz Library grants the same privileges to all IUSB associate faculty that it does to all full 
time faculty. These privileges include extended (four month) loan periods for regular Library materials 
and other extended loan periods for special materials (such as 24 hour videotape loans vs. 2 hour loans 
for other patrons). In addition, there are no fines assessed for overdue material held by faculty members. 

It is the responsibility of all faculty members to return material to the Library in a timely fashion. This is 
especially important for any material which has been requested by another Library patron. This material 
is identified as a recalled item. The faculty member is notified by the Circulation Department by phone 
and mail that the item is needed. Failure to return the item by the date specified will result in a recall fine 
of $1.00 per day per item billed to the faculty member. Also, faculty will be billed for material which is 
lost or damaged by them. 

Associate faculty are granted faculty privileges only during their appointment as members of the faculty. 
After that time, associate faculty must return all borrowed material to the Schurz Library. A Circulation 
Supervisor will then convert the individual's borrower's card to Indiana Resident status. The individual 
will then have all privileges normally accorded to students and other patrons of the Schurz Library. 

Faculty Borrowing Privileges

Books may be borrowed for 120 days, with provisions for renewal. Other Library materials circulate for 
varied times. An information sheet detailing borrowing privileges is available at the circulation desk 
(first floor of the library). An Indiana University Libraries Borrower's card is needed to check items out 
of the library. The card may be used at most libraries within the University system. A driver's license or 
other valid picture ID must be presented at the circulation desk to obtain the card. 

IUSB faculty also have access to the libraries of the Northern Indiana Consortium for Education (NICE) 
member institutions: Bethel College, Goshen College, Holy Cross College, IVY Tech State College, and 
St. Mary's College. Borrowing privileges at other university libraries are also possible; for further 
information contact the Schurz Library Director's Office. 

Reserve System

The primary purpose of the Reserve System is to provide access to required outside reading and other 
support materials for students. The Reserve System also provides controlled access to heavily used 
current periodicals and reference material. To keep the Reserve collection current with the needs of the 
faculty, reserve items usually change each semester. The reserve room is located on the first floor to the 
left when you enter Schurz Library. 

Reserve Materials

You may provide the library with copies of articles, books, and other materials that you want on reserve. 
The Library cannot guarantee security for personal copies of books or articles but will make every effort 
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to ensure that materials are handled in such a way as to prevent their loss or damage. Upon request 
detector strips will be inserted into personal copies of books so that the security alarm will be activated 
if the material is taken from the Library. You may request that books, journal articles, and other 
materials be retrieved from the holdings and placed on reserve, however be aware that additional time is 
needed for this service. The turn around time increases to three days. 

Materials are classified as books, pamphlets, cassettes, and videotapes. Books, videos, and cassettes are 
placed on the Reserve shelves while pamphlets (which include photocopies of articles) are filed 
according to a numerical filing system. A computerized listing of Reserve materials is updated 
frequently and is readily available to faculty and students at the Circulation Desk. The computer print-
out lists materials alphabetically by instructor. 

Reserve items circulate for: two hours, overnight; two hours, not overnight; one day; two days; three 
days; or seven days. 

Fines on overdue Reserve items are assessed at the rate of $1.00 per hour for two hour items and $1.00 
per day for other items with a maximum fine of $10.00. Accumulated unpaid fines of $5.00 or more will 
place the patron on the University Checklist. 

Procedures for Placing Items on Reserve

Each item that is to be placed on Reserve must be accompanied by a Reserve Material Form completed 
by the faculty member. This form is available at the Circulation Desk. If more than one photocopy of an 
article is being placed on Reserve, it must be accompanied by a copyright permission form, also 
available at the Circulation Desk. Faculty members may submit typewritten lists to the Reserve Clerk 
requesting that library materials be placed on Reserve, but the processing time increases to three days. 
Ideally, the list should be submitted two to three weeks before the beginning of each semester. Reserve 
materials to be placed on Reserve will be processed and available for student use within 24 hours. 

Students need to be informed exactly how you have listed the materials on reserve. This information is 
used by the student to acquire the materials. 

Unless you otherwise indicate, all materials are removed from reserve at the end of semester. You may 
either pick up those items which belong to you or have them sent to your campus address. 

Interlibrary Loan

The Library is firmly committed to the support of the research activities of IUSB faculty and students. 
Interlibrary loan provides access to materials not in the local collection. The materials of the other 
Indiana University Libraries are available to South Bend faculty on the same basis as to all other Indiana 
University faculty. In the case of journals and other materials which do not circulate, photocopies are 
available, subject to copyright restrictions. 
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In the case of materials not available from the Indiana University Libraries, requests for interlibrary 
loans from other institutions will be made and these materials will be subject to the regulations of the 
lending institution. To initiate an interlibrary loan request, complete the form at the reference desk or 
found on our home page (see below). 

Electronic Sources of Information and the World Wide Web

The library offers a wide array of computer-based services: 

●     The library maintains a World Wide Web site (http://www.iusb.edu/webacts/libg/) that includes 
links to the IU Libraries' Information Online system (see below), various other internet sites, and 
select online encyclopedias, reference sources, and journals. In addition, fill in forms allow users 
to send e-mail questions to the reference desk, order materials through interlibrary loan, request 
bibliographic instruction sessions, etc. 

●     COMPASS (Computer Access to Schurz Sources), maintained by the Schurz Library, allows 
campus-wide access to a variety of databases: indexes, directories, census data, etc. COMPASS 
is available in the library and from campus networked computers in labs and offices. 

●     Information Online, or IO, is the IU Libraries' online system providing access to the IU Libraries 
catalog (IUCAT) and other select library catalogs and databases. It can be accessed from any 
campus networked computer or through modem dial up. 

●     Online databases and information services not accessible through the sources above may be 
available through one of the commercial database services to which the library subscribes. 
Searches are performed by librarians. Search request forms for such information needs can be 
picked up at the reference desk. 

Call the reference desk at 237-4189 or e-mail refquest@iusb.edu for more information about the library's 
electronic sources and services. 

Ordering Library Material

To order library material a Purchase Request Form must be completed with all bibliographic information 
available. If the book is needed for Reserve, "Rush" must be circled. "Rush" should be used only rarely 
as it requires added work and affects the handling and processing of all other orders. The request is 
forwarded to the academic unit's Library Liaison. 

A system of Library Liaisons is used to streamline communication between the Library and the various 
academic units and to aid the ordering process. The Liaison is responsible for collection development for 
the academic unit, and coordinating all book requests made by colleagues. 

New Books
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Faculty will be notified when books they ordered arrive. The books are shelved in the New Books 
Section on the main level for one week before being shelved in the general stacks. 

Library Instruction

One of the major functions of the Reference Department is to introduce students to library procedures, 
materials, and services while continuing to support upper-level and graduate students in their advanced 
research. Instruction sessions ranging from a general introduction to the Library to instruction in 
advanced research materials and techniques, depending upon the needs of your class, may be arranged. 

Although exposure to the Library through a general tour is important, students acquire information 
searching skills most effectively when they apply methods to actual class assignments ... when they see 
that library research is an integral part of their course work. It is therefore recommended that the library 
sessions be scheduled in conjunction with assignments requiring the use of library resources. It is the 
intent of the Library staff to provide students with positive library experiences, complementing 
classroom instruction and promoting life-long library use. 

A library instruction request form is included in Appendix B for your convenience, or you may prefer to 
call the Library at 237-4441. An advance notice of one week is required. 

Library Tours

Thirty minute tours using a "walk-man" type tape recorder can be taken anytime the library is open. The 
recorder is available at the reference desk. 

Learning Resource Center

Located in Greenlawn Hall, G111, telephone 237-4120, the Center offers a wide variety of materials and 
equipment used in preparing teaching aids. The services available are lamination, dry mounting, sign 
production, transparencies, reduction and enlargement capabilities, various lettering techniques, and 
computer graphics. 

A curriculum library is adjacent to the Center with subjects found in elementary schools and high 
schools.

Training in the use of equipment and supplies will be provided upon request, or the staff will complete 
the work. There is a very reasonable charge for all materials. 

The Office of Information Technologies (OIT)

The OIT has responsibility for Instructional Media Services (IMS), Computer Services and Telephone 
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Services including the network infrastructure supporting campus data and voice communications. The 
Office of the Associate Vice Chancellor for Information Technologies is located in Northside Hall 0069. 
The Office Telephone number is 237-4360. 

Instructional Media Services

Audiovisual Equipment

Audiovisual equipment for classroom use is available upon request from Instructional Media Services, 
Northside Hall, N075, 237-4488. Equipment includes tape recorders, record players, videotape 
equipment, screens, projectors (16mm, 8mm, slide, filmstrip, opaque, and overhead), portable 
computers, and computers interfaced with overhead projector. Almost all classrooms have a screen and 
overhead projector. 

To Reserve: orders may be placed by telephone, 237-4488, and should be called in no later than 3:00 p.
m. on the day preceding the class.

Delivery: unless other arrangements are made, equipment will be delivered to the designated room and 
will be picked up after use. Cassette recorders are not delivered, but must be picked up in N075, signed 
out, and returned. No equipment will be issued to a student without the proper signature of the professor. 

Training: any faculty member who would like to learn how to operate various types of audiovisual 
equipment or how to plan and produce an effective audiovisual presentation should contact Instructional 
Media Services. 

Films

Films are available to the faculty of IUSB from the Indiana University Audio Visual Center in 
Bloomington upon request and without rental fee. The Center provides films without charge only to 
persons conducting classes which carry IU credit. Orders directed to the Bloomington Center must be 
placed through the IUSB Media office and must include course and section number. 

Catalogs from the Bloomington Film Library are available for reference in the Schurz Library and 
Instructional Media Services. Departmental secretaries also have catalog copies. 

Instructional Media Services also has an extensive collection of film catalogs from major universities 
and distributors. Requests for these films, which generally require a rental fee, should be placed through 
the department/division secretary. 

Faculty members may order films for preview without charge by contacting the Media office. A film 
evaluation must be completed for possible purchase consideration. 
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Maps

A wide selection of wall maps is available through the Instructional Media Department and may be 
checked out by faculty members for a semester for classroom use. Maps will be delivered to the 
classroom if notice is given 24 hours in advance. 

Computer Services

The Computer Center is located in Northside Hall, room N0069, telephone 237-4360. 

Equipment

IUSB students, faculty, and staff members have access to an excellent variety of hardware, both locally 
and via the Indiana University Computing Network. Local equipment consists of infrastructure 
computers and network equipment and user-available microcomputers in faculty and staff offices and in 
the computer laboratories on campus. The infrastructure computer resources include two Unix-based 
Sun Sparc stations and three Linux-based Intel-platform for serving mail, WWW, and USENIX News. 
The more than 800 microcomputers, including IBM compatible, Macintosh, and Apple microcomputers, 
are supported by a collection of more than ten servers. In addition to the OIT facilities, there is a HP 
cluster owned by the Math/Computer Sciences Department accessed through some X-terminals. A 
campus FDDI and Ethernet data communications network connecting faculty and staff microcomputers 
currently uses Banyan Local Area Network and some Novell Netware software. The IUSB network 
connects to IU Network and the Internet beyond with a bandwidth currently at 332kbs. 

Software

The IUSB local area network provides Faculty and staff software resources such as wordprocessing 
software (WordPerfect), spreadsheet software (EXCEL), database software (FoxPro), electronic mail 
capability, calendaring software, a grammar checker (Right Writer), file transfer software, and a word 
processing conversion package, and Harvard Graphics. The public access laboratories have many of the 
same software products above, some with license limitations and includes wordprocessing software. 
IUSB participates in a software site license contracted by IU with Novell which provides the suite of 
software in Perfect Office (WordPerfect, etc.). These software are also available through the Bookstore 
at minimal cost for use on home computers so long as the person has affiliation with IUSB. Software 
available on the Sun computers includes Cobol, Fortran, C, Pascal, Ingres and SPSSx. Software 
available via the IU Computing Network includes statistical packages such as BDMP and SAS, special 
purpose programs such as the Oxford Concordance Program, and special-purpose compilers such as 
LISP. For more details on software available on the IU Computing Network, contact Computer Services, 
237-4360. 

Open Labs
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Student/faculty access to equipment is provided in several open lab areas. Labs in Northside Hall are 
located in rooms N0038, N0040, and N211A. Other labs are located in Schurz Library, L118, 
Administration Building, A121, Greenlawn Hall, G132/143, and Elkhart Center, 500 N. Nappanee 
Street, Elkhart. There are several South Bend dial-up lines available also, as well as Elkhart dial-up. 
Expansion and upgrading of these facilities including plans to provide direct Internet access is ongoing. 

Services

Computer Services publishes a newsletter, Computer Services, and "quick help" brochures, provides 
group tours, and offers consulting in the computer labs. The Center regularly offers faculty/staff training 
seminars. Seminar announcements are sent to all faculty and staff. A variety of reference manuals are 
available in the public lab areas. Consulting for students is confined to hardware difficulties and minor 
software assistance problems. Student consultants do not provide help in debugging programs for 
students.

The Center regularly offers StartUp sessions throughout the semester for students. These sessions are for 
students who feel uncomfortable with computers and who need to know how to use a PC and/or a 
Macintosh to write papers using WordPerfect. Lab consultants can help students only if the students 
have previously taken a StartUp class. The appropriate materials and a diskette are provided. Schedules 
are posted at each lab and on various bulletin boards throughout the campus. Sign up sheets are posted in 
N0040. For further information, contact the Training Coordinator at 4466. 

On-line Help

A help desk is available from 8:00 a.m. to 5:00 p.m. during the week, telephone 237-4362 and anytime 
by EMAIL Helpdesk@CompServ. 
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Campus Services Provided for You 

Campus Mail

The primary mode of communication with you will be through campus mail. Mail sent from your office 
to another office on campus should be placed in a reusable envelope (obtained from the secretary) or a 
red-bordered envelope and deposited in the appropriate mail box. Mail to other campuses of Indiana 
University should be sent via the courier. You need to place a red courier sticker on the envelope before 
mailing. Divisional letterhead envelopes should be used for official off-campus professional 
correspondence. The IUSB mail room will stamp it and charge the division.

Mail box assignments for associate faculty are made through divisional or departmental offices. 

●     Arts 
mail boxes are located in room N101, Northside Hall. 

●     Liberal Arts & Sciences 
mail boxes are located within the departmental offices. 

●     Business & Economics 
mail boxes are located outside room A202, Administration Building. 

●     Dental Education 
mail folders are located in room R101, Riverside Hall. 

●     Education 
mail boxes are located in room G122, Greenlawn Hall. 

●     Public & Environmental Affairs 
mail boxes are located in the Administration Building, A236. 

●     Nursing 
mail is distributed by the office. 

●     Off-Campus Programs 
mail may either be picked up in department/division offices, or, through arrangement with 
individual offices, may be sent via campus mail to the Off-Campus Program Office, A101, where 
it will be forwarded for pick-up to 500 N. Nappanee, Elkhart. Elkhart office hours are Monday-
Thursday, 8:00 a.m. to 6:00 p.m. If you are teaching at an off-campus site other than Elkhart, the 
Director of Off-Campus Programs will inform you about the possibility of receiving mail there. 

Telephone

To call on-campus to another campus number, dial the four digit number. Various campus telephone 
directories are available in division/department offices. 

When making a local off-campus call, you need to dial 9 first. 
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When calling Bristol, Dunlap, Elkhart, Goshen, Middlebury, or Wakarusa dial 76 plus the seven digit 
number for toll free access. 

When calling other IU campuses and many other localities within Indiana, you should use the SUVON 
Network since there is no long distance charge to your department. To use SUVON when on campus 
you need to dial 8 - 1- area code - followed by the seven digit number.

The IUSB Directory, which is published each year by Computer Services, should be consulted for 
additional information about telephone services. The IUSB WWW page (http://www.iusb.edu) should 
also be consulted for telephone and Email address information. Work is ongoing for providing on-line 
access to such information. 

Fax Machines are available on campus in a growing number of Offices. Contact the secretary for 
location and procedures. Except for applicable long-distance charges, there is no charge to send a fax, 
and only a nominal per page charge for incoming faxes.

Emergencies, Medical, Fire, Police

In cases of emergency, call 9-911 (City of South Bend Emergency) from a campus phone, or 911 from a 
pay phone (no coin needed). Next, call 4239 to advise IUSB Safety and Security of the emergency 
situation. 

All IUSB officers are trained in CPR, Heimlich, and basic emergency medical aid. Some also are 
Certified as EMT's. Several Safety and Security Officers have full police powers, and at least one officer 
on each shift carries a South Bend Police radio, as well as the IUSB radio. The IUSB Safety and 
Security Department works with local public safety agencies for back-up and technical assistance in 
serious emergency situations. 

Security/Safety/Police Non-emergency

The campus has around-the-clock radio dispatched security services each day of the year. As resources 
permit, the following services are provided: escort, lost and found, access to locked areas, information, 
accident-crime reports, assistance with unlocking cars with keys in them, jumper cables, parking 
operations, and other services as needed. 

The 24 hour phone number is 4239 on campus and 237-4239 off campus. The office phone number is 
4499 from campus phones and 237-4499 from off-campus phones. The Safety and Security - Parking 
Operations Office is located in the Administration Building, room A127B. 

Faculty Parking
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Associate faculty who wish to park in IUSB parking lots are required to purchase and display a current 
IUSB parking permit. Associate faculty may park in any student or faculty/staff area except those signed 
as restricted or assigned. To use your parking permit as a gate entrance card, hold the card so that the "v" 
slot is at the top. Position card at the top of the card reader slot and swipe the bar code down through the 
reader slot fast. The parking fee for the 1996-97 academic year for associate faculty is $4.00 per credit 
or contact hour per semester. The permit must be renewed every semester. If it is not convenient to go 
the Parking Office, just send a check in the mail to Parking, room A127B to renew your permit. Office 
hours are currently Monday-Thursday 8:00 a.m. to 6:00 p.m. and Friday 8:00 a.m. to 5:00 p.m. The 
Parking Office telephone number is 237-4499. The IUSB parking permit is honored at other IU 
campuses, but care should be taken to observe the local signs and regulations as it is possible to be fined 
and/or towed for serious violations.

Dental Hygiene Clinic

Teeth cleaning, topical fluoride treatments, and x-rays services are available to all staff and students 
through the Dental Hygiene Clinic. There is a minimum charge for all services.

The Clinic, located in Riverside Hall, room 153, telephone 237-4156, is open five days a week during 
the fall and spring semesters and two days a week during the first summer session.

Food Services

The cafeteria, located in the Administration Building, is open to all faculty, staff, and students. During 
the regular school year, the hours are: 

Monday - Thursday 7:30 a.m. - 7:00 p.m.
Friday 7:30 a.m. - 3:00 p.m.

During the summer months, hours are:

Monday - Thursday 7:30 a.m. - 3:00 p.m.
Friday 7:30 a.m. - 2:00 p.m.

In addition, there are several vending machine areas on campus. The areas are located in the Northside 
Hall Student Lounge, the Greenlawn Hall Lounge, Riverside Hall, the tunnel between Northside Hall 
and Schurz Library, the Purdue Technology Building, and the north end of the cafeteria.

Credit Union

Membership in the Indiana University Employees Credit Union is available to associate faculty and their 

file:///H|/AcadAffWebsite%20POSTED/handbooks/AFH/AFH07.html (3 of 5) [12/2/2008 9:04:48 AM]



Services

families. The campus Credit Union office is located in the Administration Building, room A125.

Employees are also eligible for membership in Teachers Credit Union. Automatic deposit is accepted by 
both credit unions.

Child Care

The IUSB Children's Center provides care for children of IUSB students, staff, and faculty on a space-
available basis. It is sponsored by IUSB Student Services and partially supported through Student 
Activities funds.

The Center is located in the Administration Building and is open Monday through Friday, 7:15 a.m. to 
5:45 p.m., as well as evenings until 9:45 p.m Monday through Thursday for children one year through 
kindergarten age. The Center follows the IUSB calendar, registering children by semester. The facility is 
state licensed, and provides high quality day care and preschool at reasonable cost. For more 
information, call 237-4485.

Division of Continuing Education

The Division of Continuing Education provides timely noncredit educational opportunities and services 
to members of the university and regional community. Services are provided through public courses and 
seminars, custom-designed in-house training programs, and conferences.

Conferences: Faculty who are interested in hosting a conference at IUSB should contact CE at 237-4261.

Publicity/IUSB News

News of events at IUSB is provided to the staff and faculty by the IUSB UPDATE, published weekly 
during the academic year and monthly to semi-monthly during the summer by the Office of Public 
Communications, Department of External Affairs. A copy of UPDATE is mailed to the campus address 
of every employee, to retired faculty, the IUSB Advisory Committee, and to the marketing and 
communications offices at all the IU campuses. The IUSB UPDATE includes news of upcoming events 
on campus, faculty and staff professional activities and achievements, and a calendar of events. All 
faculty are invited to submit items about professional activities to the Office of Public Communications, 
by campus mail to UPDATE Editor, A248D, or by e-mail to Joyce Ritchie, director of public 
communications, or to Terrice Aikens, coordinator. 

The Office of Public Communications also manages external publicity for faculty and campus activities 
that have potential news value in the community-at-large. To discuss media opportunities for coverage 
of an upcoming event or an occurrence of note, contact Joyce Ritchie, director, at 237-4345. While some 
items are "breaking news," the chances for successful coverage for most events is greatly enhanced by 
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having adequate "lead time" to design a marketing/promotion strategy and to give the media all 
opportunities for thoughtful coverage.

An IUSB Speakers Directory, which is used by area organizations to arrange for faculty speakers on 
specific topics is published by the Office of Public Communications. Inclusion in the Directory is 
voluntary. If you are interested in making community presentations on topics of special interest and in 
which you have expertise, contact Joyce Ritchie.

The Sourcebook, a directory of IUSB faculty by academic discipline or specialty, is provided to area 
news media by Public Communications. Michiana reporters frequently contact IUSB faculty for insights 
or news analysis. The campus cooperates, whenever possible, with media requests for interviews or 
comments. As a public university serving the needs of the community, IUSB plays a vital role in 
providing a reliable source of information and views on issues of importance to the community. Again, 
if you would like to be included as a potential media spokesperson in the area of your expertise, contact 
Joyce Ritchie.
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University Policies and You

Affirmative Action

The Affirmative Action Officer is responsible for ensuring that all persons at IUSB, regardless of race, 
color, religion, sex, national origin, age, veteran status, or disability receive fair treatment. Affirmative 
Action applies to all job applicants, faculty, staff and students. The Office is also responsible for 
enforcing university policies, encouraging efforts to recruit women and minorities, and prohibiting 
sexual or racial harassment, or harassment based on sexual orientation. 

Linda F. Fisher, the current officer, is located in the Northside, Room N074, Phone: 237 4384/4211. 

Nondiscrimination Policy

Indiana University complies with all federal regulations prohibiting discrimination on the basis of race, 
creed, national origin, sex, age, or handicap in matters pertaining to admission, employment, and access 
to programs. The University has an Affirmative Action Program and an Affirmative Action Office on 
each campus to ensure compliance with these regulations. Anyone with questions regarding 
discrimination should contact the Affirmative Action Office, 237-4384. 

IU Policy on Sexual Harassment

IUSB students, faculty, and staff members have the right to be free from sexual harassment. Depending 
on the circumstances, the penalties for sexual harassment could include the disenrollment of a student, or 
the dismissal of the staff member, or associate, untenured, or tenured faculty member. Guilty parties 
may also be subject to personal lawsuits from their alleged victims as well. 

Sexual harassment is defined as unwelcome sexual advances, including requests for sexual favors and 
other verbal or physical conduct of a sexual nature when: 

1.  Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment or education, or 

2.  Submission to or rejection of such conduct by an individual is used as the basis for employment 
or academic decisions affecting such individuals, or 

3.  Such conduct has the effect of unreasonably interfering with an individual's work or academic 
performance or creating an intimidating, hostile, or offensive working or learning environment. 

IU Policy on Relations with Students
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With regard to relations with students, the term "faculty" or "faculty member" means all those who teach 
and/or do research at the University including (but not limited to) tenured and tenure-track faculty, 
librarians, holders of research or clinical ranks, graduate students with teaching responsibilities, visiting, 
part-time, and associate faculty, and other instructional personnel including coaches, advisors, and 
counselors.

The University's educational mission is promoted by professionalism in faculty-student relationships. 
Professionalism is fostered by an atmosphere of mutual trust and respect. Actions of faculty members 
and students that harm this atmosphere undermine professionalism and hinder fulfillment of the 
University's educational mission. Trust and respect are diminished when those in positions of authority 
abuse or appear to abuse their power. Those who abuse their power in such a context violate their duty 
to the University community.

Faculty members exercise power over students, whether in giving them praise, or criticism, evaluating 
them, making recommendations for their further studies or their future employment, or conferring any 
other benefits on them. All amorous or sexual relationships between faculty members and students are 
unacceptable when the faculty member has any professional responsibility for the student. Such 
situations greatly increase the chances that the faculty member will abuse his or her power and sexually 
exploit the student. Voluntary consent by the student in such a relationship is suspect, given the 
fundamentally asymmetric nature of the relationship. Moreover, other students and faculty may be 
affected by such unprofessional behavior because it places the faculty member in a position to favor or 
advance one student's interest at the expense of others and implicitly makes obtaining benefits 
contingent on amorous or sexual favors. Therefore, the University will view it as a violation of this Code 
of Academic Ethics if faculty members engage in amorous or sexual relations with students for whom 
they have professional responsibility, as defined in number 1 or 2 below, even when both parties have 
consented or appear to have consented to the relationship. Such professional responsibility encompasses 
both instructional and non-instructional contexts. 

1.  Relationships in the Instructional Context. A faculty member shall not have an amorous or sexual 
relationship, consensual or otherwise, with a student who is enrolled in a course taught by the 
faculty member or whose performance is being supervised or evaluated by the faculty member. 

2.  Relationships outside the Instructional Context. A faculty member should be careful to distance 
himself or herself from any decisions that may reward or penalize a student with whom he or she 
has or has had an amorous or sexual relationship, even outside the instructional context, 
especially when the faculty member and student are in the same academic unit or in units that are 
allied academically. 

Since they are not an Affirmative Action issue, allegations of amorous relationships between faculty or 
professional staff and students under their supervision fall under the jurisdiction of the Vice Chancellor 
for Academic Affairs. (Allegations regarding professional staff in the Division of Student Services 
would fall under the jurisdiction of the Vice Chancellor for Student Affairs.) 
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However, questions regarding either sexual harassment or relationships between faculty or staff and 
students may be directed to Linda Fisher, IUSB Affirmative Action Office, NS074, 237-4384. Please 
feel free to call Ms. Fisher for advice on any matter related to Affirmative Action.
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Faculty Governance

Associate Faculty Advisory Committee

The Associate Faculty Advisory Committee was established to advise the Vice Chancellor for Academic 
Affairs on issues, concerns, and developmental needs, and to plan, implement and evaluate programs 
designed to integrate and improve the effectiveness of the associate faculty. The Committee evaluates 
candidates for Merit Status; reviews and recommends applications for Associate Faculty Grants. 

Each year, seven representative members of the associate faculty are invited by Academic Affairs to 
serve on the Committee. Any associate faculty member who would like to serve on the Committee 
should inform Academic Affairs, by calling 237-4298. The Committee is convened by a member of 
Academic Affairs who serves in a non-voting, ex-officio capacity. The Committee may be contacted 
through the Office of Academic Affairs, 237-4298. 

Division and Department Meetings

Associate faculty are welcome to participate in a variety of divisional and departmental affairs. Division 
and department meetings are generally held at regular intervals during the academic year. You should 
contact the chief administrative officer to determine in what capacity you may participate in divisional 
and departmental affairs. 

Academic Senate

The Indiana University South Bend Academic Senate exists to provide a legislative structure for its 
members and a forum for the exchange of ideas, to promote excellence in scholastic and professional 
attainment, and to maximize the participation, the influence, and the effectiveness of the faculty in the 
operation and growth of IUSB. The Constitution of the Academic Senate is contained in the IUSB 
Faculty Handbook. 

Up to fifteen (15) associate faculty who are scheduled to teach at least one credit course in the fall of the 
current academic year, or who taught at least one credit course in the preceding academic year, may 
serve as voting members of the Academic Senate. All other associate faculty are Associate Members of 
the Academic Senate with all rights of membership except the right to vote in the Academic Senate. Any 
associate faculty member who wishes to be a member of the Academic Senate should indicate interest in 
such by contacting the President of the Academic Senate.

Voting and Associate Members are welcome to attend the monthly meetings of the Academic Senate, 
generally scheduled for the fourth Friday morning of the month. Announcement of all regular meetings 
are posted on the electronic Tackboard at least one week in advance of such meetings.
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Standing Committees of the Academic Senate

A description of the IUSB Academic Senate Standing Committees will be found in the Senate 
Constitution, contained in the IUSB Faculty Handbook.

Any voting member of the Academic Senate is eligible to serve on Standing Committees. Standing 
Committees, consisting of from three to nine members, will be appointed by the Senate Executive 
Committee, with ratification by the Senate. Other members of the Senate may apply to any of the 
Standing Committees for admission to their proceedings; the nature of their participation on each 
committee will be determined each year by the Executive Committee.

Handbooks

The Indiana University South Bend Faculty Handbook is distributed to all full and part-time faculty 
teaching in the IUSB credit program. Any faculty member who has not received a copy may obtain one 
by calling Academic Affairs, 237-4298.

The Indiana University Academic Handbook, an Indiana University publication which is applicable to 
all IU campuses, is available for consultation in divisional or departmental offices.

A copy of the Indiana University South Bend Bulletin may be obtained from the divisional or 
departmental office.

A copy of the Indiana University Code of Student Ethics is available from the office of the Vice 
Chancellor for Student Affairs, A156, 237-4302.
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Support for Your Professional Development

Associate Faculty Fee Remission Policy

Part-time academic appointees who teach courses for academic credit and whose teaching assignment is 
at least 25% FTE (equivalent to teaching a 3 credit hour course) are eligible for fee remission benefits at 
Indiana University South Bend (IUSB). These benefits are as follows:

1.  Fee remission benefits apply only to coursework taken for IUSB credit. 
2.  Fee remission is available during the semester or summer session during which the part-time 

appointee is scheduled to teach. 
3.  The fee remission value is 50% of the resident tuition rate for the first three credit hours per 

semester or summer session. 
4.  Effective Spring 1996, IRS regulations require the University to treat Fee Remission benefits for 

graduate-level courses (500 and above) as taxable income to the employee. Fee Remission 
benefits for graduate-level courses are now subject to federal, state, county and FICA taxes. 
(Taxes will be withheld at the employee's normal rate for income and FICA taxes.) In accordance 
with IRS regulations, these taxes will be withheld from the employee's pay. The employee's pay 
notice will include reference to the amount of Fee Courtesy benefits included as taxable income. 
Effective for Spring 1996, Fee Remission benefits for graduate-level courses will be added to the 
employee's taxable income at the payroll cycle following the end of the "100% refund" period for 
dropping courses. This will generally occur three times during the year: late February for Spring 
classes, late May or August for Summer classes, and late September for Fall classes. 

5.  Fees in excess of the 50% resident tuition rate for the first three credit hours will be billed at the 
full, established rate. 

6.  If the employee does not obtain a grade of R, S, P, or C or higher in the course covered by (3) 
above, the campus Bursar will bill the employee for one-half of the fee remission benefit. If 
payment is not made by the due date the debt will be satisfied through payroll deduction. 

7.  If the employee withdraws after the 100% fee refund period from hours covered by (3) above, the 
campus Bursar will bill the employee for one-half of the forfeited fee amount. If payment is not 
made by the due date, the debt will be satisfied through payroll deduction. 

To apply for fee remission one completes the application form for fee remission. The form is available 
in the Office of Human Resources, A246, 237-4850.

Teaching Support Opportunities

Throughout the academic year, Faculty Development offers a wide variety of workshops which focus on 
teaching strategies, techniques, and aids. Your invitation to attend and information about these are sent 
via campus mail to all faculty. Faculty Development publishes and distributes each year a variety of 
information items which provide commentary about teaching and useful resources.
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Associate Faculty Grants 

Indiana University South Bend provides funds annually in support of associate faculty development. 
These funds are used to award grants, through competitive application procedures, to associate faculty in 
support of travel and attendance at professional meetings, or other activities of direct benefit to the 
individual's University-related professional development. The awards will be limited to not more than 
$500 per faculty member, per year. Limitation of available resources may prevent complete funding of a 
project. The committee gives priority to support for research, presentation of papers at professional 
meetings, and attendance at professional meetings, in that order. See Appendix A for a copy of the grant 
application form. Additional application forms are available from the Office of Academic Affairs, A248, 
237-4298. Electronic versions are also available. The filename is G:/GENERAL/asocgdln.sav.

Guidelines Governing Professional and Travel Grants for Associate Faculty

1.  Applications may be submitted for travel and attendance at professional meetings, and other 
activities of direct benefit to the individual's University-related professional development. 

2.  To be eligible, an associate faculty member must currently teach a minimum of three (3) credits. 
Applicants are also expected to continue their commitments to IUSB for at least one semester 
after receiving a grant. 

3.  Application deadlines are November 1, February 1, and April 1. 
4.  Lodging may be reimbursed up to its actual cost. The amount allowed for meals per day is $24 

within the U.S. and $30 for foreign travel. 
5.  Travel costs should not exceed the least expensive direct air fare to one's destination(s), 

compatible with the proposed schedule of activities. Auto travel will be reimbursed at the rate of 
$.25 per mile, or the current University rate. 

6.  A grant is to be used within one year, unless an extension is requested and granted by the 
Associate Faculty Advisory Committee. After that deadline, unused funds will revert to the 
campus associate faculty grant funding account. 

7.  Equipment purchased with grant funds is the property of IUSB. 
8.  Because some projects may yield royalties or other income to the recipients of those awards, each 

applicant agrees, as a condition of the award he or she may receive, to repay the University from 
such personal income whenever it exceeds $100 in any year. Each year that such income exceeds 
$100, the recipient is obligated to repay to the University one half of the amount in excess of 
$100 until the award is repaid. 

9.  When funding is obtained from other sources for projects also supported by IUSB funds, the local 
award is reduced by an amount equal to the external funds provided. 

10.  Footnote recognition of the source of support should be provided in any publication resulting 
from a project supported by these awards. 

11.  Award recipients should provide to the Associate Faculty Advisory Committee copies of 
whatever publications or announcements of presentations or performances which result from 
these grants. The Committee will then forward these to the Vice Chancellor for Academic 
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Affairs. 
12.  Award recipients should report on their current projects at the end of each calendar year to the 

Associate Faculty Advisory Committee. They should also include a summary of their activity in 
their annual reports. 

An Example of the "IUSB Associate Professional Development Grant Proposal" Form Appears in 
Appendix A. [G:/GENERAL/agrtguid.sav]

Research Support Opportunities

In addition to the above mentioned Associate Faculty Grant Program there are other possible sources for 
support of research. The Office of Research and Graduate Studies, A248A, 237-4181, handles most 
aspects of external funding at Indiana University South Bend. This office circulates information about 
funding programs, assists faculty in locating appropriate sources of support, reviews proposals at various 
stages in their preparation, sponsors faculty development activities designed to enhance grantwriting 
skills, provides information about IU contract and grant policies, and assists with the routing of 
completed proposals. It also publishes a manual, IUSB Support for Faculty Research and maintains the 
Research and Graduate Studies home page at http://www.iusb.edu/~rags, both of which contain detailed 
information about the preparation of grant proposals. Faculty members are encouraged to consult with 
this office whenever they are considering applying for external funding and to maintain contact 
throughout the application process.

1.  Extramural Grants 
Contracts and Grants. 

Contracts and grants from sources outside the University must be managed by full-
time University employees, but the research or curricular development which they 
fund may be carried on by anyone deemed to have appropriate credentials. 
Associate faculty may apply for such funds in their own names, with their 
supervisors serving as account managers, or they may be written into projects as 
essential staff. 

Most grant and contract proposals submitted by IUSB faculty involve Indiana University 
as the fiscal agent for the funds received and IUSB as the site of the funded activity. All 
such proposals must be routed through the appropriate channels at IUSB and Indiana 
University. Specifically, proposals must be approved on campus by the principal 
investigator's department and/or division head, the IUSB Director of Accounting Services, 
the Associate Vice Chancellor for Research and Graduate Studies, the Vice Chancellor for 
Academic Affairs, and the Chancellor. They are then routed to the Indiana University 
Office of Contract and Grant Administration, which reviews the proposal and transmits it 
to the granting agency. This office is also responsible for reporting the application to the 
State Budget Agency, which by law must approve all grants and awards before Indiana 
University can accept them.
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In cases in which Indiana University is not to be the fiscal agent for a grant or contract 
involving an IUSB faculty member, e.g., where the faculty member serves as a consultant 
or member of a research team under a grant to another institution, copies of the proposal 
are to be routed through the usual campus channels to assure that the use of any full-time 
IUSB personnel, facilities, and/or services under the proposed grant will be in conformity 
with applicable University regulations. 

2.  Fellowships. 
Applications for most fellowships and stipends which are provided directly to faculty 
members in lieu of salary and which do not involve Indiana University facilities are not 
subject to the full range of University routing and approval. Nevertheless, copies of these 
applications should be sent to the departmental, divisional, and Academic Affairs offices 
for informational purposes and support. This routing is mandatory when the fellowship 
program requires institutional nomination and/or limits the number of applications 
accepted from a single institution. 

3.  Intramural Grants. 
A number of Indiana University funding programs, including some campus-specific 
programs, are open to associate faculty either directly or in association with full-time 
faculty projects. Of particular note are the following programs: 

a.  IUSB Curriculum Development Grants. 
Up to $1,000 is awarded for projects which are designed to develop or 
improve curriculum and which cannot be funded from existing departmental 
or divisional budgets. Eligible projects include development of new courses, 
evaluation of course needs, and acquisition of learning resources. 

Associate faculty may apply through their divisional or department chairs.

2.  IUSB Grant-in-Aid of Research. 
Grants of up to $3,000 are made for research-related travel, supplies, word 
processing, photocopying, and similar costs. All faculty are eligible, but 
associate faculty are expected to apply to the Associate Faculty Advisory 
Committee program first. 

3.  IU Learning Resources Grants. 
Grants of various amounts are made for the design, production, or purchase 
of instructional material, for consultation on curricular matters, for faculty 
released time, and for other instructional development projects. Travel and 
film purchases are not covered by this program. 

For details on these and other programs, see IUSB Support for Faculty Research or the RAGS home 
page at http://www.iusb.edu/~rags. All inquiries concerning intramural and extramural funding 
opportunities should be made to the Office of the Associate Vice Chancellor for Research and Graduate 
Studies, except for the Associate Faculty Grants, as noted above.
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Faculty Recognition

Associate Faculty Merit Status

A promotional category has been established to recognize outstanding contributions of Associate 
Faculty. The status is awarded to individuals who have made a professional commitment to IUSB based 
on criteria relating to teaching, course development, student consultation, research, publications, 
performances, university and community service, and attendance at divisional and professional meetings.

The status does not limit or diminish divisional or departmental authority to establish additional policies 
or continue non-conflicting policies already in effect. Application for this status is optional. 

The following provisions apply: 

Eligibility:

A person is eligible for Merit Status if the person: 

1.  is currently employed by IUSB; 
2.  has taught the equivalent of six (6) years. Two terms (semester or summer session) comprise one 

year of teaching; and 
3.  has submitted a dossier for consideration for promotion to Merit Status prepared in accordance 

with the guidelines below. 

Criteria for Selection:

1.  The award of Merit Status is based on an evaluation in the areas of: 
A.  teaching, and, 
B.  research and/or creative activity, 
C.  or service to the University or community. 

2.  Evidence of outstanding performance in one area and satisfactory performance in the second area 
is required. 

Benefits:

1.  Successful applicants will enjoy the following benefits: 
A.  Following the assignment of full-time faculty, Merit Status associate faculty will be 

guaranteed first priority assignment to classes (up to 50% FTE) in their area of expertise; 
B.  An increase in salary of 10 percent per course for the term following designation of Merit 

Status. 
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Review Procedures and Deadlines:

1.  The Associate Faculty Advisory Committee will solicit applicants for Merit Status, review 
applications, and make recommendations to the Vice Chancellor for Academic Affairs. The 
decision of the Vice Chancellor for Academic Affairs is final. 

2.  The schedule of events and deadlines is as follows: 
A.  prior to December 1 the associate faculty member contacts the Office of Academic 

Affairs, 237-4298, to determine eligibility; 
B.  prior to December the candidate prepares a dossier with assistance from the unit 

chairperson in accordance with recommended format; 
C.  submits a dossier to unit chairperson for final review by January 8; 
D.  unit chairperson sends dossier to Office of Academic Affairs by January 15; 
E.  Associate Faculty Advisory Committee reviews, evaluates, and recommends Merit Status 

by March 1 to Vice Chancellor for Academic Affairs.

Guidelines for Preparation of the Merit Status Dossier

General Information:

It is advisable to keep all information, letters, statements, evaluations, etc., regarding your teaching/
research/service experience beginning with the first semester you teach.

Student evaluations of teaching are essential to document teaching ability. For each course, a summary 
of the evaluations should be included in the dossier.

Retain for inclusion in the dossier course outlines, syllabus, and other teaching aids.

Complete an annual report each year you teach. Forms are available from your unit chairperson or 
secretary. Request a formal evaluation from your immediate supervisor.

Sample dossiers are available for review in the Office of Academic Affairs. 

Dossier Format:

The dossier should be about thirty or so pages in length. Items of great length should be included in a 
supplemental volume. No document should appear in more than one section of the dossier. Where 
appropriate in later sections, reference may be made to the original entry. Each section in the dossier 
should be so indicated by using tabbed dividers. Where appropriate the following information should be 
included in the dossier.
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I.  Table of Contents 
II.  Informational Documents

a.  Request for Information Form - available from unit secretary 
b.  Resume - include teaching experience 

III.  Recommendations 
a.  Letter from unit administrator 
b.  Letters from colleagues - solicited and unsolicited 
c.  Other letters of support

IV.  Teaching 
a.  Courses taught at Indiana University - listed by semester and year. 
b.  Student Evaluations of teaching - For each course taught include numerical summaries 

where course evaluation forms have been utilized and include all unsolicited written 
student evaluations (may include these in supplemental volume). 

c.  Publications and Curriculum Development - Include copies of publications related to 
teaching, selected copies of developed curricular or educational materials, copies of 
presentations which focus on teaching, examples of syllabi, tests, and examinations. If 
available include copies of reviews or evaluations of published materials. (Materials of 
great length should be placed in supplemental volume). 

d.  List of grants received in support of teaching. 
V.  Research, Scholarship, Creative Activities 

a.  Include copies of non-teaching related publications, professional presentations and papers, 
title pages and table of contents of books, and informative descriptions of performances 
and exhibitions. (Materials of great length should be placed in supplemental volume). 

b.  List of grants received in support of research, scholarship, or creative activity. 
VI.  Service 

a.  University Service - list membership on departmental/divisional/university committees 
and organizations. Briefly summarize your contribution or role. and Community Service - 
list membership and offices held, in organizations, boards, and committees. Briefly 
summarize your activities and contributions. 

Recognition of Service to IUSB

In recognition of the significant contributions made by you to our mission, IUSB awards certificates to 
associate faculty who have taught the equivalent of 5, 10, 15, etc. years in the credit program. A plaque 
is given to those who have taught 25, 30, 35, etc. years. Years of service are determined by counting 
both regular semester and summer teaching: however, not more than two teaching sessions will be 
counted in any one calendar year. Breaks in service do not affect the total count. Service in full-time 
status will not be counted in reckoning time as an associate faculty member.

Recognition Reception for Merit Status and Service

An Associate Faculty Recognition Reception is held in late March of each year to honor colleagues who 
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have been granted Merit Status or who are receiving recognition for service. All associate and full-time 
faculty and administrators are invited and encouraged to attend the reception.
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Help for Your Students

Academic Resource Center (ARC)

The Academic Resource Center (ARC) was created to assess pre-collegiate preparation in basic skills, to 
offer developmental instruction and tutoring where needed, and to provide other academic support 
services. ARC is responsible for the assessment of math, reading, and writing skills for all entering 
freshmen.

ARC also provides campus-wide tutoring. The office provides individual tutors for students with 
developmental problems and coordinates the Honors Tutoring Program, which provides tutoring in 
virtually every course on campus. ARC offers additional services, including a learning lab for self-
paced, computerized remediation, programs to improve test-taking behavior and to reduce test anxiety, 
and specialized assessment in study skills and college major identification. Contact Ken Walker, 
Director, 237-4293 for additional information.

Writing Center

The IUSB Writing Center, administered by the Academic Resource Center in cooperation with the 
Department of English, provides a wide range of services to the entire campus--students, staff, and 
faculty. Among the services offered are tutorial help with planning, writing, revising, and editing papers; 
help with understanding assignments and writing essay exams; help with research strategies and writing 
research papers, brush-up review of grammar, mechanics, and spelling. Students may be referred to the 
Center for either voluntary or required help. Faculty are informed of help given their students.

The Writing Center is located at 1726 Hildreth which is just west of Schurz Library. For hours and 
further information on services provided contact Joanne Detlef, Director, 237-4251 or the Writing 
Center, 237-9742.

Counseling Services

The IUSB Counseling Center, a service of Madison Center and Hospital, a JCAHO accredited 
healthcare facility, provides comprehensive counseling services for students, staff, faculty, and their 
families. The Center is open year round and offers outpatient counseling services for emotional, 
psychological and life adjustment problems. Individual, group, and family treatments are offered. 
Patients are referred to specific programs based upon individualized assessment and evaluation. 
Psychological testing and psychiatric assessment are also available, as is access to other services, such as 
substance abuse treatment and day treatment programs. Patients needing emergency or crisis help have 
priority access to such care through Madison Center's 24 hour service number, 234-0061.
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The Center employs a discounted fee schedule. The University's contract helps to fund services for 
students with limited financial means to meet even the minimum fee.

The Center provides internships for graduate students in Counseling and other related graduate degrees.

Additional information may be obtained from the Director by calling 234-4125.

Career and Placement Services

IUSB Career and Placement Services provides both career counseling and job placement counseling. 
Individual consultation is particularly appropriate for those who are undecided about academic goals and 
career objectives. The office contains an extensive library of relevant resources to facilitate a student's 
research on potential career choices. DISCOVER - a computer assisted career guidance program, which 
is truly user friendly, is available to students by appointment and through the student computer labs. 
Students seeking employment during their studies or near the completion of their degree requirements 
have access to on-campus employee recruitment programs, job vacancy listings, resume development, 
job search training/consultation, and resume referral system. The office also annually co-sponsors the 
Career Alternatives for Educators workshop (September), Choosing-a-Major Night (November), ONE 
STEP AHEAD Professional Success Seminars, the Job Fair (March), and the Health Career Day & 
Employment Symposium (May).

Career and Placement Services is located in the Administration Building, rooms A136-A141. Usual 
hours are from 8:00 a.m. to 5:00 p.m. Evening appointments are available upon request. To obtain 
additional information, to arrange for an appointment, or to make a referral, please call 237 4425.

Disabled Student Services

IUSB's Office of Disabled Student Services assists disabled students, to the fullest extent possible, in 
achieving their academic potential. Specialist services are provided such as audio taping, reading texts, 
note takers, interpreters, transcription typists, etc., based on the specific needs and requests of each 
student. In addition, counseling and individual consultations are available to address any concerns of 
students dealing with visual, mobility, hearing, learning, emotional, or other types of impairment.

The office also serves as a valuable liaison between the student and university personnel and/or 
community agencies. In its academic capacity, the office provides assistance in scheduling classes, 
obtaining books, registering for classes and arranging for alternative testing procedures. Furthermore, 
help in securing special parking permits, obtaining academic and general advisory services and referral 
to vocational rehabilitation or other appropriate community agencies is also available upon request. The 
student interest group, Students Together Able And Respected (STAAR), is also facilitated by the office 
and offers activities, fund raising events and peer group support to all disabled students at IUSB.

The Office of Disabled Student Services is located in the Administration Building, A147. To obtain 
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additional information, arrange an appointment, or make a referral please call Mark Dosch, 237-4479.
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See Associate Faculty Grants

APPENDIX A

IUSB Associate Professional Development Grant Proposal

 
NAME OF APPLICANT: _________________________________________ 

DEPARTMENT/DIVISION: _______________________________________

PROJECT TITLE: ______________________________________________

PROJECT ABSTRACT: (Briefly describe the objectives, goals, significance, planned activities, and 
dates of those activities, anticipated personal and professional development, anticipated benefits to the 
University, and qualitative and quantitative impact on students of this project.)

 
 
 
 
 
 
 
 
 
 
 
 
 
AMOUNT OF FUNDING SOUGHT: _____________________

1.  What efforts are underway to obtain additional funding for this project? 
2.  If you have had previous IUSB awards, what were they and what resulted from the project(s)? 

ATTACH THE FOLLOWING TO THIS FORM:

1.  Complete a budget statement to support your request for funds. 
2.  Letter of recommendation from your department or division chair or dean. 

Submit completed proposal to the Associate Vice Chancellor for Academic Affairs.
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DEADLINES: November 1, February 1, April 1

WordPerfect version of this form can be found at g:/general/asocappl.sav
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APPENDIX B

LIBRARY INSTRUCTION REQUEST FORM

 
The Library Instruction Request Form can be found at http://www.iusb.edu/webacts/libg/BIRequest.
html. This form can be printed, filled out, and sent to Roseanne Cordell, L109, or submited directly from 
the Web. 
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APPENDIX C

SCHEDULE ADJUSTMENT FORM

 
 

See Classroom Information, Policies, Procedures. 

The Schedule Adjustment Form (shown above) can be requested from the registrar's office at 237-4532. 
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APPENDIX D

NICE Application Form

 
Consortium Students: 
The student from a Consortium Institution will present the NICE (Northern Indiana Consortium for 
Education) Application Form bearing the signatures of the Chair and the home Registrar to the 
Instructor. If space is available, the Instructor approves the enrollment by signing the NICE Application 
form. The student then takes the form to the IUSB Registrar for processing. 
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APPENDIX E

Enrollment in a Closed Class Form

ENROLLMENT IN A CLOSED CLASS

 
SEMESTER ____________________ 

Special permission has been given to: _______________________ to add during Class Change Week 
my course, Sect. No. _______ Course No. _______. 

There is an available seat in the class room for this student. 

 
___________________________ 
Signature 

See Enrollment in a Closed Class 
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APPENDIX F

Mid-Semester Enrollment Verification Roster

Contact the Registrar's Office at 237-4532 for a copy of the Mid-Semester Enrollment Verification 
Roster. 

See Mid-Term Grade Roster. 

Top of File | Next Section | Previous Section | Index | Contents

Created by EZ: July 12, 1996 
Last Modified by EZ: July 12, 1996 
Comments to: L.L. Garber

file:///H|/AcadAffWebsite%20POSTED/handbooks/AFH/APPENF.html [12/2/2008 9:04:52 AM]



APPENDIX G

APPENDIX G

Semester Grade Roster

Contact the Registrar's Office at 237-4532 for a copy of the Semester Grade Roster. 

See Final Grade Roster. 
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APPENDIX H

CONSORTIUM STUDENT FINAL GRADE ROSTER

CONSORTIUM STUDENT FINAL GRADE ROSTER

 
Course Number ________ 

Section Number ________ 

 
 
 
 
 
 
_______________________________ 
Signature of Instructor  
 
_______________________________ 
Date of Report 

 
 
Please assign grade for the following CONSORTIUM STUDENT(S) enrolled in your course:

NAME HOME SCHOOL GRADE
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THIS ROSTER MUST BE RETURNED WITH YOUR FINAL GRADE ROSTER TO THE 
REGISTRAR'S OFFICE. 

See Consortium Students. 
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APPENDIX I

Incomple Forms

Removal of an Incomplete

Removal of an Incomplete forms can be obtained from the IUSB Registrar's office, 237-4532. 

Incomplete Grade Instructor Card

Incomplete Grade Instructor Cards can be obtained from the IUSB Registrar's office, 237-4532. 

See Method for Removing Incompletes. 
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APPENDIX J

Change of Grade Form

Change of Grade Form

Date: __________________________ 

Division: ________________________ 

Department: ________________________ 

 
Vice Chancellor for Academic Affairs 
Indiana University South Bend 

I recommend a change in the grade of _______________________ Social Security Number 
______________________, from ___________ to _______________ for 
_____________________________ (exact course no. and title) which was taken in my class at IUSB 
during the _________________ semester of the academic year ______________________. 

Reason* for the recommended change: 

 
 
 
 
 
 
_________________________________ 
Instructor's Signature 

 
*Provide a brief, detailed explanation; "clerical error" is not sufficient. 

The Committee on Academic Affairs reviewed this request on ________________ and recommends 
approval:  
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Yes _______ ; No _______. 

 
_________________________________ 
Chair, Academic Affairs Committee 

 
 
Approved: Yes _______ ; No _______ 
 
_________________________________ 
Vice Chancellor for Academic Affairs 
 
____________________ 
Date 

 
Summary of Policy Concerning Grade Changes: 

1.  This form should be sent to the Office of the Registrar. 
2.  The proposed change must be reviewed by the Academic Affairs Committee. 
3.  Requests for removal of incompletes -- to be used only when the original semester report was 

recorded as an incomplete -- are made on other forms and should be made directly to the IUSB 
Registrar. 

4.  Additional forms are available from the IUSB Registrar at 237-4532. 

See Change of Grade. 
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