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Yes
No
If “yes” describe

2. Are you currently working on an informal PPD plan here at AGS? Check one.
Yes
No

If “yes” describe

3. Describe ways you take Adlerian philosophy and psychology into the community and

marketplace.

4. What is a cause you have passion about and participate in?

5. Leadership at AGS desires to create an environment and process for peer review.

* How would you like to be reviewed?

» What would you want to be reviewed on?

* Who would you want to be reviewed by?

» State 3 goals you have for your professional development.

IV. Impact of Change of Status
* How would a change of status affect your membership and participation at AGS?

* What would you do differently at AGS given a change in status?

Signature Date
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ADLER GRADUATE SCHOOL

Personal and Professional Development Plan for New and Continuing Adjunct
Faculty Status

Materials attached. See also information in Faculty Handbook List. Be sure to list
specific accomplishments, and measurable goals

Name of Faculty Member

Date

Have taken Courses 511 (Intro to ADlerian Psych) or 611 (Principles of Adlerian Org

Devel)

...or equivalents (explain)

Consistent with the Faculty Statuses Table attached, the Personal and
Professional Development Plan for Continuing Adjunct status does not require
specific “Inter-faculty Involvement”, “Student Involvement” and “Community
Involvement”. Nevertheless, this Personal and Professional Development Plan
for Continuing Adjunct status does allow Adjunct instructors to record their
activities and objectives. This is particularly important if Adjunct instructors
aspire to Associate or Core statuses. The Personal and Professional
Development Plan for Continuing Adjunct Status also helps to facilitate annual
performance reviews. In completing this plan, please respond to all items
appearing below.
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1. a. Describe the ways in which you have demonstrated a commitment to personal and
professional development in the past year.

1. b. Describe the ways in which you plan to demonstrate a commitment to personal and
professional development in the next year.
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2. a. Describe the ways in which you have worked with and/or assisted AGS students in the past
year.

2. b. Describe the ways in which you plan to work with and/or assist AGS students in the coming
year
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CHANGE OF STATUS APPLICATION TO
ADVANCE TO ASSOCIATE STATUS
(ACCOMPANIES STATUS CHANGE

QUESTIONNARIE)

ADLER GRADUATE SCHOOL

Personal and Professional Development Plan for Associate Faculty Status

Materials attached. See also information in Faculty Handbook List. Be sure to list
specific accomplishments, and measurable goals

Name of Faculty Member

Date

Date first taught class at AGS

Have taken Courses 511 (Intro to Adlerian Psych) or 611 (Principles of Adlerian Org
Devel) 515 (Life Style Analysis)

...or equivalents (explain)

Have

taught at least 12 credits over a period of at least two years at AGS

In addition to the 12 credit and 2 year criteria identified above and consistent
with the Faculty Statuses Table attached, the Personal and Professional
Development Plan for Associate status must reflect “Inter-faculty Involvement”
(e.g., ability to attend at least 50% of general Faculty Senate meetings and
committee involvement), “Student Involvement” (e.g., attendance at graduation
ceremony, Master’s Project Chairperson or Reader — see attached menu of
activities), and “Community Involvement” (e.g., community presentations —
see attached menu of activities). In completing this Personal and
Professional Development Plan for Associate status, the, and in addressing
AGS” expectations for inter-faculty, student, and community involvement,
please respond to all items appearing below.
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1. a. Describe the ways in which you have demonstrated a commitment to personal and
professional development in the past year.

1. b. Describe the ways in which you plan to demonstrate a commitment to personal and
professional development in the next year.
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2. a. Describe the ways in which you have worked with and/or assisted AGS students in the past
year.

2. b. Describe the ways in which you plan to work with and/or assist AGS students in the coming
year
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3. a. Describe how you have demonstrated a commitment to Adlerian Psychology in the past
year in the following areas:
Teaching at AGS -

Presenting and/or Publishing —

3. b. Describe how you plan to demonstrate a commitment to Adlerian Psychology in the next
year in the following areas’
Teaching at AGS -

Presenting and/or Publishing -
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4. a. Describe how you have served as a PR representative for AGS in the past year.

4. b. Describe how you plan to serve as a PR representative for AGS in the next year.

5. a. Describe how you have provided community service, and demonstrated "social interest," in
the past year.
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5. b. Describe how you plan to provide community service, and demonstrate “social interest," in
the coming year.
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CHANGE OF STATUS APPLICATION TO
ADVANCE TO CORE STATUS
(ACCOMPANIES STATUS CHANGE
QUESTIONNARIE)

ADLER GRADUATE SCHOOL

Personal and Professional Development Plan for Core Faculty Status

Materials attached. Also see information in Faculty
Handbook. Be sure to list specific accomplishments, and measurable goals

Name of Faculty Member Date

Date first taught class at AGS

Have taken Courses 511 (Intro to Adlerian Psych) or 611 (Principles of Adlerian Org
Devel) 513 (Comparative Theories) 515 (Life Style Analysis)

...or equivalents (explain)

Have taught at least 18 credits over a period of at least four years at AGS

In addition to the 18 credit and 4 year criteria identified above and consistent
with the Faculty Statuses Table attached, the Personal and Professional
Development Plan for Core status must reflect “Inter-faculty Involvement”
(e.g., ability to attend at least 75% of general Faculty Senate meetings and
committee involvement), “Student Involvement” (e.g., attendance at graduation
ceremony, Master’s Project Chairperson or Reader — see attached menu of
activities), and “Community Involvement” (e.g., community presentations —
see attached menu of activities). In completing this Personal and
Professional Development Plan for core status, and in addressing AGS”
expectations for inter-faculty, student, and community involvement, please
respond to all items appearing below.
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1.a. Describe the ways in which you have demonstrated a commitment to personal and
professional development in the past year.

1 .b. Describe the ways in which you plan to demonstrate a commitment to personal and
professional development in the next year.
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2.a. Describe the ways in which you have worked with and/or assisted AGS students in the past
year.

2.b. Describe the ways in which you plan to work with and/or assist ASS students in the coming
year.
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3.a. Describe how you have demonstrated a commitment to Adlerian Psychology in the past year
in the following areas:

Teaching at AGS -

Presenting and/or Publishing -

3.b. Describe how you plan to demonstrate a commitment to Adlerian Psychology in the next
year in the following area:

Teaching at AGS —

Presenting and/or Publishing -
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4.a. Describe how you have served as a PR representative for AGS in the past year.

4.b. Describe how you plan to serve as a PR representative for AGS in the next year.
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5.a. Describe how you have provided community service, and demonstrated "social interest," in
the past year.

5.b. Describe how you plan to provide community service, and demonstrate "social interest," in
the coming year.
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Change of Status Contract

Name Date

Requested Status : Associate Core

Introduction: You are at this point due to three factors:

- Your application is complete.

- You have demonstrated that you meet requirements for your desired status.
- You have been interviewed by leadership, and are accepted for that status.

Given the acceptance for your new status, you are asked to contract for three elements.
1. A clear status (Associate and Core have multiple steps)
2. A clear level of remuneration.
3. An aspect of organization contribution.

I. Status (parties initial one)

1. Associate #1 = 2-3 years AGS teaching experience plus credits per year.
2. Associate #2 =4-9 years AGS teaching experience plus credits per year.
3. Associate #3 = 10 plus years AGS teaching experience plus credits per year.
4. Core#l =4-9 years AGS teaching experience plus  credits per year.

5. Core #2 =10 plus years AGS teaching experience plus _ credits per year.
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II. Remuneration

Instruction Remuneration

Fees are based on teaching 3- credit courses

Status Level 1 Level 2 Level 3 Level 4 Level 5

Associate #1 $2225

Associate #2 $2325

Associate #3 $2425

Core #1 $2550

Core #2 $2650

On we agree on as the appropriate fee for status.
(Date)

Faculty Leader
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ITI. Organization Contribution Contract (OCC)

Introduction: The OCC has the following characteristics and specifics:

It is optional for Associate status and required for Core status.

It is designated as either a half contract or a full contract.

- A half contract is based on 1 hour of organizational work per week (52 hrs annually).
- Full contract is based on 2 hours of organizational work per week (104 hrs annually).
The fee per hour is currently set at $30/hr.

The organization work selected and listed (below) by the leadership.

Some of the organization work is required; some is optional.

The AGS Business Office will regularly pay contracted persons for one or two hours per

week. However, as hours are logged they should be recorded and submitted to the Academic
Vice President on a monthly basis for review.

The specific organization work and hours contracted will be reviewed by individual
faculty and leaders on an annual basis.

Organization Contribution Work
A. Required (check which pertains)

Associate attendance at quarterly meetings (2 of 4 required)
Core attendance at quarterly meetings (3 of 4 required)
B. Optional (check those you will do.)

Board

Committees

Open Houses (1 hr per month = 12 total)

Fairs

Peer Reviews

Course Development

Interviewing

Internship Site Development

Orientation

Student Advisement

Faculty Senate Executive Committee (2 hrs per meeting = 16 hrs total)
Assigned Projects (Ad Hoc Committee)

Contract
A. Faculty:

I agree to the above organization contribution contract and commit a total of

hours this year.

I also understand that AGS Leadership may ask me to help in specific ways.
Further, I will invoice my work at a $30/hr rate based on personal timing.

I accept an annual review with AGS Leadership based on this contract.
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Faculty Date

B. AGS Leadership:

We accept the above described contract.

We pledge to consult with and request potential work with this faculty member
in a timely manner.

We will take responsibility for scheduling, researching and reviewing the above
contract with this faculty member on an annual basis.

Leader Date
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ADLER GRADUATE SCHOOL

Personal and Professional Development Plan for Continuing Associate Faculty Status

Materials attached. See also information in Faculty Handbook. Be sure to list
specific accomplishments, and measurable goals

Name of Faculty Member

Date

Date first taught class at AGS

Have taken Courses 51T or611 515

...or equivalents

(explain)

Associate status requires that you have taught at least 12 credits over a period of at least two years
at AGS. Continuing Associate status requires a pattern of building upon and/or plans for building
upon credits/years of service requirements for Associate status (explain).

In addition to the 12 credit and 2 year criteria identified above and consistent with the
Faculty Statuses Table attached, the Professional Development Plan for Continuing
Associate status must reflect “Inter-faculty Involvement” (e.g., ability to attend at least 50%
of general Faculty Senate meetings and committee involvement), “Student Involvement”
(e.g., attendance at graduation ceremony, Master’s Project Chairperson or Reader — see
attached menu of activities), and “Community Involvement” (e.g., community presentations
— see attached menu of activities). In completing this Personal and Professional
Development Plan for Continuing Associate status, and in addressing AGS’ expectations
for inter-faculty, student, and community involvement, please respond to all items
appearing below.
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1. a. Describe the ways in which you have demonstrated a commitment to personal and
professional development in the past year.

1. b. Describe the ways in which you plan to demonstrate a commitment to personal
and professional development in the next year.
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2. a. Describe the ways in which you have worked with and/or assisted AGS students in
the past year.

2. b. Describe the ways in which you plan to work with and/or assist AGS students in the
coming year
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3. a. Describe how you have demonstrated a commitment to Adlerian Psychology in the
past year in the following areas:
Teaching at AGS —

Presenting and/or Publishing —

3. b. Describe how you plan to demonstrate a commitment to Adlerian Psychology in the
next year in the following areas:
Teaching at AGS —

Presenting and/or Publishing -
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4. a. Describe how you have served as a PR representative for AGS in the past year.

4. b. Describe how you plan to serve as a PR representative for AGS in the next year.
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5. a. Describe how you have provided community service, and demonstrated "social
interest," in the past year.

5. b. Describe how you plan to provide community service, and demonstrate “social
interest," in the coming year.
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ADLER GRADUATE SCHOOL

Personal and Professional Development Plan for Continuing Core Faculty Status

Materials attached. See also information in Faculty
Handbook. Be sure to list specific accomplishments, and measurable goals

Name of Faculty Member Date

Date first taught class at AGS

Have taken Courses 511 or 611 513 515

...or equivalents (explain)

Pattern of taking and/or plans for taking a different AGS course every 18 months (explain)

Core status requires that you have taught at least 18 credits at AGS over a period of at least 4
years. Continuing Core status requires a pattern of building upon and/or plans for building upon
credit/years of service requirements for Core status (explain)

In addition to the 18 credit and 4 year criteria identified above and consistent with the
Faculty Statuses Table attached, the Personal and Professional Development Plan for
Continuing Core status must reflect “Inter-faculty Involvement” (e.g., ability to attend at
least 75% of general Faculty Senate meetings and committee involvement), “Student
Involvement” (e.g., attendance at graduation ceremony, Master’s Project Chairperson or
Reader — see attached menu of activities), and “Community Involvement” (e.g., community
presentations — see attached menu of activities), including representing AGS with other
“feeder” schools (i.e., schools that graduate prospective AGS students). In completing this
Personal and Professional Development Plan for Continuing Core status, and in addressing
AGS” expectations for AGS teaching, inter-faculty, student, and community involvement,
please respond to all items appearing below.
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1.a. Describe the ways in which you have demonstrated a commitment to personal and
professional development in the past year

1.b. Describe the ways in which you plan to demonstrate a commitment to personal and
professional development in the next year.
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2.a. Describe the ways in which you have worked with and/or assisted AGS students in
the past.

2.b. Describe the ways in which you plan to work with and/or assist ASS students in the
coming year.

Name of report 113



«QOrganization»

3.a. Describe how you have demonstrated a commitment to Adlerian Psychology in the
past year in the following areas:
Teaching at AGS —

Presenting and/or Publishing -

3.b. Describe how you plan to demonstrate a commitment to Adlerian Psychology in the
next year in the following area:

Teaching at AGS —

Presenting and/or Publishing

4.a. Describe how you have served as a PR representative for AGS in the past year

4.b. Describe how you plan to serve as a PR representative for AGS in the next year.
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5.a. Describe how you have provided community service, and demonstrated "social
interest," in the past year.

5.b. Describe how you plan to provide community service, and demonstrate "social
interest," in the coming year.
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FACULTY PEER REVIEW - FACULTY OBSERVATIONS

DATE:

FACULTY MEMBER AND COURSE REVIEWED:

REVIEWER:

COMMENTS CONCERNING SYLLABUS AND COURSE MATERIALS:

COMMENTS CONCERNING COURSE CONTENT:

OBSERVATIONS CONCERNING TEACHING METHODS:

COMMENTS CONCERNING ASSESSMENT METHODS:

OBSERVATIONS CONCERNING INSTRUCTOR’S PREPARATION AND KNOWLEDGE BASE:

OBSERVATIONS CONCERNING INSTRUCTOR’S CLARITY AND LEVEL OF ORGANIZATION:

OBSERVATIONS CONCERNING INSTRUCTOR’S RAPPORT WITH STUDENTS:

OTHER SUGGESTIONS:
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POST PEER REVIEW DEVELOPMENT PLAN FOR INSTRUCTION — COMPLETED BY
INDIVIDUAL FACULTY MEMBERS AFTER PEER REVIEW

DATE:

FACULTY MEMBER:

PLANS CONCERNING SYLLABUS AND COURSE MATERIALS:

PLANS CONCERNING COURSE CONTENT:

PLANS CONCERNING TEACHING METHODS:

PLANS CONCERNING ASSESSMENT METHODS:

PLANS FOR BUILDING UPON PREPAREDNESS AND KNOWLEDGE BASE:

PLANS FOR BUILDING UPON CLARITY AND LEVEL OF ORGANIZATION:

PLANS FOR BUILDING UPON RAPPORT WITH STUDENTS:

OTHER PLANS:
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CONTRACT FACULTY LOG

NAME:

TWO-HOUR/WEEK CONTRACT
ONE-HOUR/WEEK CONTRACT
MONTH/YEAR:

HOURS LOGGED THIS MONTH:

ACTIVITIES AND HOURS/ACTIVITY LOGGED THIS MONTH:

SIGNATURE/DATE:

PLEASE RETURN TO ACADEMIC VICE PRESIDENT
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SAMPLE CONTRACT

Core/Associate Contracts

Name:

Faculty Status:

Contract Period:

Contract Size:  hours/week

Tasks: Examples of tasks appear below
* (I meetings and faculty administration
* Advise 5 students
*  Peer Review as time allows

e Other tasks as time allows

Naturally, this contract will be subject to review by both AGS administration and the contracted
faculty member. There will be an open dialogue concerning tasks and available time.

Faculty Member Signature:

Academic VP Signature:
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REQUEST FOR LEARNING ACCOMMODATIONS*

DATE:

NAME:

DISABILITY/CHALLENGE:

*IF DEEMED APPROPRIATE, ATTACH DOCUMENTATION OF
DISABILITY/CHALLENGE (E.G., FROM PROFESSIONAL ATTENDING TO
DISABILITY/CHALLENGE)

ACCOMMODATIONS REQUESTED:

*IF DEEMED APPROPRIATE, ATTACH ACCOMMODATIONS SUGGESTIONS FROM
PROFESSIONAL ATTENDING TO DISABILILTY/CHALLENGE)

STUDENT SIGNATURE:

ACADEMIC VP SIGNATURE:

*If a formal Request for Learning Accommodations is deemed necessary by student, instructor,
and/or Academic Vice President, discussion between student and Academic Vice President will
determine whether formal documentation of disability and caregiver recommendations will need
to accompany the Request for Learning Accommodations form. In any case, so as to
individualize and customize accommodations from course to course, it is necessary to discuss
specific accommodations with individual instructors, prior to the third session of a course.

May 2009
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Authorization Form For Use of Patient/Client Information

I understand that I will be receiving counseling services from a student at the Adler Graduate

School while receiving services at . T understand that as part of the student's

educational course work, he or she may present, orally and/or in written and/or recorded form, to
instructors and/or other students, information about my counseling sessions, which may include
personal information about me. I understand that this information will only be shared with others if
the student has ‘disguised” identifying information about me and other persons or organizations. I
understand that information will be considered "disguised" if there is no reasonable basis to believe
that the information could be used to identify any individual and if the following steps are taken:

1) Last names are removed and first names are removed or changed.

2) Geographic references (such as references to the city and street address) are removed or changed.
3) All dates directly related to the individual are changed or removed, including birth date,
admission date, discharge date and age.

4) Any numbers that could be used to identify the individual are removed, such as social security
numbers, telephone numbers, fax numbers, patient numbers, account numbers, medical records
numbers, or any other unique identifying number or code.

5) Computer information such as e-mail addresses, URLs and Internet Protocol numbers are
removed.

6) All photographic images are removed.

7) All other information, which could reasonably be used to identify the individual, is removed or
changed.

I authorize the student to present, orally and/or in written and/or recorded form, information about
my counseling sessions, so long as such information is “disguised” as described above. I further
authorize the student to use such “disguised” information about my counseling sessions in written
projects that may be preserved by the student or the school, such as a Master's Project.

By:
Date:

Witness:

Date:
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MASTER’S PROJECT REQUEST FOR APPROVAL
Request to Academic Vice President for Approval of Master’s Project Proposal

1. Date:

2. Name of Student:

3. Project Advisors: Chairperson

Reader

4. Project Title or Subject:

5. 2-credit Integrative/1-credit Research

6. Inclusive dates: From To

7. Description of
Project:

8. Description of Research
Methods:

9. Will project include human subjects? Yes No (If no, skip to signature
lines at bottom of application)

10. If yes to number 9, describe these human subjects and how they will be integrated into this
project:
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11. If yes to number 9, what are your plans for obtaining individual human subject’s informed
consent to
participate?

12. If yes to number 9, will you use existing data concerning human subjects or will you
gather new data?

Existing data New data

13. If yes to number 9 and you will be gathering new data concerning human subjects, explain
data collection
methods:

14. If yes to number 9, regardless of whether you will gather existing or new data, describe
plans for: a) preserving confidentiality of data: b) storage of data; c) eventual disposal of
data:

I attest to the honesty and accuracy of information contained in this application.

Student signature:

Signatures required for approval of application

Chairperson signature:

Reader signature:

Academic Vice President signature:

When completed, turn this proposal in to Dan Haugen
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NEW FACULTY
CONTACT INFORMATION FOR THE FACULTY DIRECTORY

NAME:
HOME ADDRESS:

OFFICE ADDRESS:

BUSINESS PHONE: HOME PHONE:
CELL PHONE: FAX:

E-MAIL:
WEBSITE ADDRESS:

This information is for faculty and staff use only.

PLEASE COMPLETE THIS INFORMATION IMMEDIATELY AND TURN IT IN TO
MARGIE AT THE FRONT DESK. THANKS!
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ADLER GRADUATE SCHOOL
DIRECTOR, OFFICER, COMMITTEE MEMBER AND KEY EMPLOYEE
CONFLICT OF INTEREST DISCLOSURE STATEMENT

I have received, read and understand the Conflict of Interest Policy (“Policy”) which
applies to directors, members of committees with board delegated powers, officers and key
employees of the Adler Graduate School. I agree to comply with the Policy including but not
limited to (1) disclosure of any potential conflict of interest; (2) withdrawal from a meeting during
the discussion of, and the vote on, the subject matter that results in the potential conflict of
interest; (3) withdrawal from consideration; and (4) adherence to the Policy guidelines for
directors, officers, members of committees, or individuals in a position to exercise substantial
influence over the affairs of Adler Graduate School, in matters of compensation.

I understand that Adler Graduate School is a charitable organization and that in order to
maintain its federal tax exemption it must engage primarily in activities which accomplish one or
more of its tax-exempt purposes.

In the interest of full disclosure, I am listing below organizations in which I or a member
of my family is known to be an officer, director, employee, former employee, partner, former
partner, debt holder, beneficial owner of equity securities, serves as a trustee or other legal
representative, or has a material financial interest, which I believe could reasonably be anticipated
to enter into transactions or arrangements with Adler Graduate School. For purposes of this
disclosure, “member of the family” includes my spouse, domestic partner, parent, child, spouse of
a child, brother, sister, or spouse of a brother or sister. I understand that this disclosure does not
relieve me from the obligation under the Policy to make disclosure and withdraw from
consideration of a specific transaction or arrangement being considered between Adler Graduate
School and any organization listed by me below.

Signed: Dated:

Please print your last name

Organization Relationship

Please return completed, signed statement to Margie McGovern.

GP:1500828 v1
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Faculty
Faculty Senate

Faculty members belong to the Faculty Senate. The senate is concerned with faculty
development, curriculum development and staying abreast of the activities of AGS. The Faculty
Executive Committee is responsible for the on going responsibilities of the senate. The senate
members vote them into office.

Faculty Senate Executive Committee:

I. Member Role Description:
The following description is meant to help each member enter the Executive Committee (EC)
and understand:

=  EC purpose

= ECwork

* Role responsibilities

» EC processes and procedures

II. EC Purpose:
- To enhance the welfare of faculty members.
- To improve instruction at AGS.
- To improve curriculum at AGS.
- To develop the human and professional community at AGS.

III. EC Work includes:
- Managing the day-to-day business of the Faculty Senate.
- Carrying out the annual goals of the Faculty Senate.
- Shaping and making decisions for the Faculty Senate.
- Representing the faculty’s concerns, desires, and grievances to the AGS administration.
- Promoting professional growth with and for the faculty.
- Participating in overseeing the faculty status designation process.

IV. EC Member Role Responsibilities:
- To attend and participate in the monthly EC meetings.

To help generate the EC agenda.
To participate in EC through:

= Decision making

= Goal setting

=  Sub-committee work
Design of faculty learning events
Evaluation of events and progress
- To communicate and work with administrators.
- To communicate and work with faculty through a designed faculty representative

process.

- To meet with administration to:

* Define, design and implement AGS projects
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* (Co-lead faculty contract reviews
* Problem solve and resolve conflicts
* Promote individual and collective faculty status

- To participate in AGS corporate structure

- To communicate and participate with students and student organizations as required.

* Standing committees
=  AGS Council
=  Ad Hoc committees

V. EC Processes

1.

Annual Elections

- Nominating — July

- Election — August

- Installation — September

Annual Goal Setting

- Starts - October

- Completed - November
- Evaluated — August

Annual Meeting Schedule

- Starts — June

- Announced at August Quarterly Meeting
- Implemented — October

Faculty Senate Review

- Organized — May

- Publicized — June and July

- Conducted after August Quarterly Meeting through September
- New contracts established by October 1%,

Annual Evaluation

- Organized — April

- Publicized- May through July

- Implemented — August

- Collated and reported by September
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VI. Procedures of the Adler Faculty Senate

Procedure

1. Agenda Setting

How

Document

To comprise old/new
business, plus educational
events.

2. Minutes Document
Notes taken each meeting

to note points of discussion,

decisions, and evaluation of

educational events.

3. Meeting Schedule

Document

An annual published schedule

with dates and potential
educational events.

4. Annual Goals

A goal setting process with
4-5 goals having measurable

results

5. Action Team

A group of 2-5 individuals
given a project or task with

a deadline.

6. Commitment

An annual ritual by each
“core” and “associate”
member.

7. Accountability
Accounting of 75%
attendance for “core”
and 50% for “associate”
faculty.

8. Evaluation
A process to measure
goals, projects, meetings

Name of report

Document

Group formed
by volunteer or
request

Each member
signs on.

Published
review Schedule

A process is
formulated with
tools and

Who

Executive Committee

Secretary

Executive Committee

Executive Committee

Executive Committee
with members

Executive Committee
with Vice President

Formed by co-chairs
and Vice President

Executive Committee

When

Before each meeting

Taken at meeting and
published & approved
at next meeting.

Planned before and
proposed at the
annual meeting.

Process set 2-3
months before the
annual meeting and
presented at annual
meeting.

At any meeting with
set report date.

August through
September

Group selected for the
calendar year to inter-
act with members re:
attendance.

Formed at the annual
meeting. Reports at
at year-end meeting.
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and senate work. Exercises.
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FACULTY SENATE BYLAWS
(1/21/08 revision — reflecting Faculty Senate actions of 4/20/07 and 1/18/08)

Statement of Purpose

The Faculty Senate provides a forum for all faculty members to share ideas, concerns
and proposals regarding curriculum, faculty development, policy and procedures,
admission standards, all performance standards, and other matters academic in nature
in order to ensure quality instruction and excellence in learning. An Executive
Committee (EC) elected by faculty members manages the day-to-day business of the
Faculty Senate, carries out the annual goals of the Faculty Senate, represents the
faculty’s concerns, desires, and grievances to the AGS administration and oversee the
Faculty Status Designation Process.

The Faculty Senate Executive committee (EC) will have 5-6 members, of which there will
be:

* Three officers: two co-chairs and the secretary.
* A minimum of two Senior Core Members.
* No more than 50% staff/program directors.

Members of the EC will rotate through two-year terms. All EC members will be
compensated for two hours/month either via salary or via the current rate for committee
meetings.

The Faculty Senate provides a formal means of access to the administration, Board of
Directors and other governing agents directly during quarterly Faculty Senate meetings
or through the Executive Committee by using faculty representative process.

Faculty Senate Bylaws provide the Faculty Senate with an effective structure of
governance that is consistent with the unique qualities and characteristics of the Adlerian
philosophy.

In harmony with Adlerian philosophy, the Faculty Senate operates by the consensus
method. The goal of the consensus method of decision-making is to enable the group to
reach a decision, which all members of the group can then support.

Bylaws

The Faculty Senate will operate under the following guidelines:

1. Co-chairs facilitate the Faculty Senate meetings.

2. One co-chair is elected each year to serve a two-year term beginning July 1.
3. The Faculty Senate makes decisions through a consensus model.
4

. Membership shall consist of all faculty members in good standing who have
taught at AGS within the previous 2 years, as well as all Emeritus faculty.
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5. Faculty Senate officers shall consist of co-chairs and a secretary.

6. A nominating committee shall be established by March of the year to provide a

slate of candidates to be presented for election and installation in July.

The co-chairs shall represent the Faculty Senate on the AGS Advisory Council. At
least one co-chair shall attend each meeting of the Advisory Council.

Faculty Senate Meeting Attendance/Involvement Requirements:

* Core Faculty must attend 3 out of 4 Faculty Senate meetings and have Faculty
Senate committee and sub-committee involvement

* Associate Faculty must attend 2 out of 4 Faculty Senate meetings and have
Faculty Senate committee and sub-committee involvement.

* Adjunct Faculty are encouraged to attend Faculty Senate meetings and have
involvement in committees and/or subcommittees, however there is no
requirement for Adjunct Faculty to participate.

9. Minutes of all Faculty Senate meetings are available in the administration office.

The Executive Committee will operate under the following guidelines:

1.

S T

The EC will set meeting times for Faculty Senate and EC meetings based on input
from Faculty Senate members and announce them at the August Faculty Senate
meeting.

The Faculty Senate Chair facilitates the EC meetings.

The EC makes decisions through a consensus model.

EC meetings are open to attendance, but only EC members can vote.
There will be a written agenda for each EC meeting.

Minutes will be taken by the EC secretary (or a designee in the secretary’s
absence) and sent to all Faculty Senate members via the Faculty Senate Yahoo
Group email, to the AGS Administrative Office (for NCA recordkeeping) and to the
VP of Academic Affairs/Academic Dean, minimally including action statement,
decisions and rationale.

Each EC member will be the Faculty liaison for a portion of the Faculty Senate list.

Free Courses and Workshops

Faculty are allowed to take Adler classes and workshops at no charge. It is required that
faculty sign up with the Director of Admissions prior to taking any class or workshop.

AGS Courses

Below is a complete listing of courses offered at AGS. To view more course information
(when available), including syllabus and required reading, click on "Course Webpage " in
the short course description.
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Course # Course Title Credits

500. Principles of Research 3

501. Psychological Statistics & Psychometrics 3

504. Abnormal Psychology & DSM-IV-TR 3

505. Developmental Psychology 3

510. Basic Counseling Skills 3

511. Introduction to Adlerian Psychology 3

513. Comparative Theories of Personality & Psychotherapy 3
514. Psychodynamics of Psychopathology 3

515. Life Style Analysis 3

518. ICASSI| Summer Study Option 3

521. Values, Ethics and Legalities 3

523. Multi-Cultural Counseling 3

525. Essential Interviewing Skills 3

528. Individual Didactic Instruction 3

529. Group Didactic Instruction (Psychodrama or Group Therapy) 3
532. Group Psychotherapy and Counseling 3

533. Clinical Assessment 3

541. Family Systems: Theoretical Foundations, Theories, Practical Applications 3
542. Couples & Family Therapy 3

544. Counseling Children and Adolescents 3

545. Addictions in Systems 3

550. Attention Deficit Disorders 3

551. Foundations of Art Therapy 3

552. Art Therapy with Children & Adolescents 3

553. Group Process and Art Therapy 3

554. Creativity, Spirituality and Healing 3

559. Art Therapy Directed Study 3

561 Evaluartion Methodologies of Clinical Interventions
570. Foundations of 21st Century School Counseling 3
572. Counseling Exceptional Children 3

573. Development of School Counseling Programs 3
574. Career Development 3

577. School Counseling Practicum 3

578. School Counseling Internship 3

580. Integrative Portfolio 3

591,2,3,4. Internship Experience 3

597. Small Group Supervision 3

598. Graduate Internship (Direct Supervision) 3

599. Masters Project 3

600 Principals of Research (MCOL)

607 Executive Leadership

609 Team Coaching in Organizations

611. Philos/Prins of Adlerian OD

615. Organizational Lifestyle

618. Organizational Communications 3
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621 Org Practice & Ethics

623. Diversity in the Workforce

625 Organizational Communications and Cultural Integration
633 Orgaizataional Finance and Assessment

642. Leadership and Decision-Making 3

643. Organization Change, Transformation and Intervention 3
650. Foundations of Personal and Professional Coaching 3
651. Designing the Coaching Relationship 3

652. Living on Purpose 3

653. Relationship Coaching 3

659. Applied Coaching Experience (Directed Study) 3

660. Parent Coaching Foundations

661. Applied Parent Coaching

Writing in Graduate School

Workshops

The Adler Graduate School has a Friday workshop series to provide training for area
professionals. These workshops are aimed at counselors, psychologists, marriage and
family therapists, social workers, consultants, and teachers. These are excellent
workshops at an excellent price! Faculty members are encouraged to submit a proposal
for a workshop to Roger Ballou. Adlerian content is strongly encouraged. Faculty
members are allowed to take workshops. For more information on workshops currently
being presented go to www.alfredadler.edu.

Faculty Status
Faculty Appointments

With the concurrence of the Adler Advisory Council, AGS faculty members are able to
influence the development of policies and procedures affecting faculty members. In
appointing faculty members, AGS gives priority to an individual's qualifications as a
teacher, clinician, researcher and scholar. One's service to the School and the
community is also considered. Appointments are made according to policies and
procedures guiding the selection of instructors.

AGS is committed to the highest standards of quality in making course assignments.
Teaching opportunities will initially be made available to qualified current faculty. If
qualified faculty members are not available, other qualified candidates will be
considered. Such teaching opportunities will be publicized and filled via clearly defined
personnel practices.

In the context of making course assignments, AGS will promote and facilitate both
stability/continuity and flexibility. That is, courses may be assigned in a manner that
finds a specific instructor consistently teaching a specific course. Some courses may be
rotated among instructors and others may be “traded” among instructors to expand skills
or facilitate fresh, dynamic instruction. Any such rotation or “trading” must be approved
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by AGS’ administration. All course assignments require a formal contract between AGS
and specific faculty members.

The assignment of courses will be carefully managed by AGS’ Academic Vice President
and President to provide a balance between stability and development of instructional
resources.

Prerequisites for Faculty Appointments:

Since AGS courses are graduate level, it is preferred that instructors possess an
earned doctorate or other terminal degree.

Because AGS programs are clinically oriented, all instructors will be expected to
have at least three years of experience as practitioners in their professions.
Because AGS has an Adlerian focus, it is expected that instructors will be
proficient in the principles and techniques of Individual Psychology. Certification
by an Adlerian training school or its equivalent is preferred. Each course offered
by AGS must include appropriate Adlerian content and/or discussion of Adlerian
implications. The degree to which Adlerian content and/or discussion is
integrated will vary with the course but, in all cases, will be reflected in each
course's clearly defined learner outcomes. AGS’ Academic Vice President and/or
Program and Curriculum Committee will review each syllabus to determine
appropriate Adlerian-based, learner outcomes.

Preference will be given to instructors with teaching experience on the graduate
level.

Prior to appointment, a transcript showing the highest degree earned must be on
file at AGS.

Appointment Process:

Course assignments will be made according to specific hiring protocols and will
be subject to the approval of AGS’ President. When vacancies occur for regular
teaching assignments, except when emergency hiring conditions apply,
applications will be taken from all interested faculty members and, if necessary,
qualified professionals from the community.

In most cases, except when emergency hiring protocols apply, assignment of new
or current faculty members to new roles will be based on the recommendation of
the Academic Vice President, the Director of Admissions & Student Services, the
Faculty Senate Chair or one of two Co-Chairs and one faculty member.
Emergency protocols call for the collaboration of the Academic Vice President,
Director of Admissions & Student Services, President and Faculty Senate Chair
or one of two Co-Chairs.

Back-up roles for specific courses should be viewed as a substitute role. That is,
back-up instructors should not consider themselves "heirs" to teach a particular
course.

Proposals for new courses must be submitted to AGS’ Academic Vice President.
If appropriate, the proposal will be referred to the Program / Curriculum
Committee for recommendation. Ultimately, a new course must be approved by
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the AGS Advisory Council. New courses will be brought to the attention of the
AGS faculty and any AGS faculty member may apply to teach a new course. If
necessary, applications will be sought from other professionals in the community.
Faculty members are expected to participate in the life of the School in a manner
consistent with their appointment.

If a faculty member decides to leave AGS, the President will be informed as soon
as possible, so the faculty member's duties may be reassigned.
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Faculty Designations/Faculty Status Table
ADJUNCT

Adlerian Prep
e Slloré6ll

AGS Teaching
* No requirement

Inter-faculty Involvement
* No requirement

Student Involvement
* No requirement

Community Involvement
* No requirement

ASSOCIATE

Adlerian Prep
e Slloré6ll
e 515

AGS Teaching
* Two years
* Atleast 12 credits

Inter-faculty Involvement
*  50% of Faculty Senate meetings
* Faculty Senate committee and sub-committee involvement

Student Involvement
* Attendance at graduation encouraged
* See menu of activities

Community Involvement
* See menu of activities

CORE

Adlerian Prep
e Slloré6ll
e 515
* 513
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AGS Teaching
* Four years
* Atleast 18 credits

Inter-faculty Involvement
* 75% of Faculty Senate meetings
* Faculty Senate committee and sub-committee involvement

Student Involvement
¢ See menu of activities

Community Involvement
* See menu of activities

CONTINUING CORE

Adlerian Prep
e Slloré6ll
e 515
* 513
* Take course at AGS every 18 months

AGS Teaching
* Build upon years of service/credit requirements of Core status
* Design/deliver presentation in venues such as AGS, NASAP, ICASSI

Inter-faculty Involvement
* Continue fulfilling expectations associated with Core status

Student Involvement
* Continue to fulfill expectations associated with Core status via menu of activities

Community Involvement

* Continue to fulfill expectations associated with Core status via menu of activities
* AGS representative to “feeder” schools
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Process for Promotion to Associate and Core Status
Process involves:

First - An approach/letter to the Academic Vice President stating a desire for
promotion by the faculty member.

Second- The faculty member desiring promotion is sent an application for Associate
or
Core status.

Third - The application is sent to the faculty member and completed and returned to
the Academic Vice President.

Fourth - Senate Executive Committee reviews.

Fifth - The Academic Vice President and the Senate Executive Committee rep review
the application and make one of several recommendations:
1. The application is incomplete and unspecific and the faculty member is
asked
to supply further data and specifics.

2. The faculty member is asked to complete action steps to reach either
Associate
or Core status.

3. The application is approved and the faculty member is invited to an
interview
with the Academic Vice President and Senate Executive Committee rep.
Several things are accomplished at this interview:
= Obligations are reviewed and committed to.
» A decision is made about promotion in status based on availability
in the budget.
» The contract to fulfill organizational work is outlined and signed off
on by faculty member, senate executive members and the vice
president.

Sixth - A date is set for status and contract review by faculty member, Senate
Executive
Committee member and Academic Vice President. The review cycle will be
annual.

Seventh - With review, the faculty member may be:

- Recognized for exceeding their contract
- Asked to construct and implement a performance improvement process.
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- Placed on probation and given a lesser status.

Eighth - Administrative staff and Faculty Senate members are informed about the
promotion.

Faculty Development
Faculty Evaluation

AGS is committed to the rigorous assessment of its programs and related components. Every
AGS faculty member will be given a copy of AGS’ current Assessment Plan and is expected to
comply with this plan. More specifically, since the systematic and effective process of evaluating
courses is crucial to the development and maintenance of a quality faculty and curriculum, the
help and cooperation of all concerned is encouraged.

The evaluation of AGS courses and faculty is very important to the effectiveness of the School’s
programs. Class evaluation forms are completed by students at the end of each course. Students
are encouraged to complete these forms thoughtfully and professionally, in order to help ensure
the continued quality of AGS’ programs. The confidentiality of course evaluation forms is
protected so as to insure candid responses. Each faculty member is presented with an anonymous
compilation of course survey results. AGS’ Academic Vice President is also given a copy of
results. These results are reviewed and feedback is provided, as appropriate. If there are
problems with an instructor's performance, AGS’ Academic Vice President will meet with the
instructor to review student evaluations and discuss ways of improving instruction. Unresolved
faculty performance issues may result in the termination or reduction of a faculty member’s
responsibilities.

Careful attention is paid to the effectiveness of AGS’ faculty. The relative effectiveness of
faculty members is monitored and, if necessary, guidance is provided with respect to effective
teaching methods, human relations skills and professional development strategies, in general.
Organization-wide, faculty development efforts may focus on a variety of topics, including
Adlerian Psychology, methods of instruction, and academic and professional standards. Faculty
members are expected to be familiar with and accept Adlerian ideas and principles.

Faculty Peer Review

Every AGS instructor will be observed, periodically, in the classroom. Observation will
be conducted by a fellow faculty member.

Observation assignments will be coordinated by AGS’ Academic Vice President.
Observations will be recorded and directed to both the instructor being observed and
AGS’ Academic Vice President. A discussion between the faculty member and observer
is encouraged. If necessary, the Academic Vice President will meet with the faculty
member to discuss the report, other relevant issues and, possibly, revised goals.
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Peer review represents an opportunity to discuss performance, and to set goals and
objectives for the next year. The attached Faculty Peer Review form is the one we at
AGS use to provide feedback for Core, Associate and Adjunct Faculty Members.
Ultimately, Faculty Peer Review will result in a Development Plan for Instruction (form
also attached), submitted to AGS’s Academic Vice President.

* All Core, Associate and Adjunct Faculty Members will be evaluated by other Core
and Associate Faculty Members.

* Adjunct Faculty Members will only be evaluated by a Core or Associate Faculty
Member.

* All Core and Associate Faculty Members who are also Program Directors (PD) or
Specialty Area Program Coordinators (SAPC) will also be evaluated by the
Academic Vice President, in addition to taking part in Peer Review.

* All Core and Associate Faculty Members who are not PDs or SAPCs will be
evaluated by the PD or SAPC associated with their predominant teaching
assignments, in addition to taking part in Peer Review.

Required CEU’S
Faculty Explanation of CEU’s

To remain a “faculty member in good standing”, faculty members are required to get
6 Ceu’s (hours) per year in Adlerian Psychology. The documentation for CEU’s must
be submitted before 9/30 of each year to the Chairpersons of the Faculty Senate (this
is the way it was originally set up). This is required because we are an Adlerian
masters program and it is felt that all faculty should have a solid understanding of
“Adlerian Psychology”.

CEU’s can be obtained in the following ways:

1. Attend a conference: Ex:NASAP, ICASSI or the Adlerian Summer Institute

2. Attend a Friday Workshop or Class at Adler (free of charge)

3. Read a book or several articles from Adlerian journals and write a brief report in
the form of a book review (faculty chairs would be happy to make suggestions).
These may become book reviews for the Adler newsletter. Books and journals are
available in the Adler library

4. Attend a faculty development meeting for 3 CEU’s or help others at a CEU meeting
for 3 CEU’s.

Suggested additions:
CEU’s will be monitored by the academic vice president and those who do not
comply by the due date will be contacted within thirty days to discuss any problems in

compliance. Failure to meet CEU expectations may affect future teaching
assignments and faculty designations.
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MENTORING NEW FACULTY
The mentorship is for the purpose of orienting new faculty members to the culture and resources
of Adler Graduate School (AGS). It is assumed that new faculty, by the nature of having been
selected and hired, are capable educators. The mentors are available for one-on-one advisement
in any areas that may be useful to the mentee. Mentoring relationships provide new faculty with a
“go-to” person to address their questions, concerns, and needs and to facilitate their process of
getting comfortable in their new positions at AGS.
PROCESS

1. Faculty and Program Directors, based on experience, will be selected as part of their
contract hours and/or administrative hours (or given a new contract) with AGS to mentor
new faculty. The number of mentees assigned will be defined by the extent of the faculty
contract.

2. Each newly hired faculty member will be assigned a faculty mentor with whom to develop
a mentoring relationship.

3. Mentors will make the first contact with the new person and together they will decide
when they shall convene, and how they shall keep in touch- whether by phone, e-mail,
and/or in person.

4. The mentor’s contract covers 8 hours for the year. Meeting at least an hour per month is
suggested for first three months.

5. Mentors may not be peer reviewers for their mentees during their time under contract.

Approved by Dan Haugen, 7/17/09

Other Faculty Roles
Masters Project Roles

There are two possible roles that faculty may take when a student undertakes the
Masters Project. The Vice President of Academic Affairs designates the chairperson
position. Any faculty member is welcome to apply for this role. Any faculty member can
act as a reader.

Chairperson: The chairperson works with the student on the project from start to finish of
the project. This faculty member must be familiar with APA standards. Only the Vice
President of Academic Affairs can approve a faculty member to be a chairperson for
Masters Projects. Faculty should also have and be familiar with the Masters Project
Guideline booklet.

Students must submit a proposal, which has been approved by the V.P. of Academic
Affairs. The chairperson works with the student until the paper is in acceptable
condition. If, after reading several pages, the faculty member finds major writing
problems, the student is told to secure an editor to go over the work before it is submitted
to advisor. Once the completed paper is in acceptable condition, the chairperson tells the
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student that the final paper can be turned over to the reader for review. The chairperson
and the reader are the faculty for the student’s oral exam.

Reader: The reader receives the final edition of the Masters Project and will read it for
final review to catch anything missed by the chairperson and the student. Once the
reader has reviewed the paper, the oral exam can be scheduled.

Any questions regarding the Master’s Paper may be addressed to Dan Haugen or Roger
Ballou.

Peer Review Process

1)

2)
3)

4)

5)

6)

Associate and Core Faculty Members will conduct annual peer reviews for all
AGS Faculty Members.

Only Core Faculty Members will review other Core Faculty Members.

The observation period will be one hour long. Subsequent discussion between
peer reviewer and Faculty member will require an additional 15 — 30 minutes. As
such, approximately 50 faculty members will be reviewed each year, for a total of
approximately 75 hours. Spread across Core and Associate Faculty Members
(primarily those under 1 hour/week or 2 hours/week contracts), this should be a
manageable process.

Following the observation period, the Faculty Peer Review form completed during
observation will be reviewed with the faculty member being observed during a 15
— 30 minute discussion period. The discussion should occur immediately after the
observation period. The review form should subsequently be signed by peer
reviewer and Faculty Member and submitted to the Academic Vice President.
After the annual observation, the person reviewed will submit a Development Plan
for Instruction to the Academic Vice President. This plan will be approved by the
Academic Vice President.

Faculty members performing reviews will be paid for 1.5 hours (observation plus
discussion).
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ADLER GRADUATE SCHOOL

COURSES — COVERAGE 2009-2010

Course
100 — Writing Immersion

101 — Graduate School 101

500 — Principles of Research

501 — Statistics/Psychometrics

504 — Abnormal Psychology
and DSM-IV-TR

505 — Developmental Psych

510 — Basic Counseling Skills

511 — Intro to Adlerian Psych
and Child Guidance

513 — Comparative Theories

514 — Psychopathology

Name of report

Primary Instructor(s)
Neil Ross
Ev Haas
Herb Laube

Stacie Bigelow
Marina Bluvshtein
John Reardon

Roger Ballou

Stacie Bigelow

Mike Miller

Herb Laube

Tina Feigal

Sue Brokaw
Trish Anderson

Roger Ballou

Chris Helgestad

Marc Davis

Back-up Instructor(s)

Kim Folkers

Herb Laube
Bill Premo
Lisa Mastain

Bill Premo
Stacie Bigelow

Mike Miller
Paul Orieny
Louise Ferry
Michelle Saari

Marina Bluvshtein
Sylvia Olney

John Reardon
Catherine Hedberg

Sue Brokaw
Catherine Hedberg
Paula Hemming

Jeff Lupient
Jere Truer
Catherine Hedberg

Roger Ballou
Catherine Hedberg
Jere Truer

Mike Miller

Paula Hemming
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515 — Lifestyle

518 —ICASSI

521 — Ethics

523 — Multicultural Cslg
(Social and Cultural
Diversity)

525 — Essential Interviewing

528 — Individual Didactic

529 — Group Didactic

532 — Group Psychotherapy

533 — Assessment

537 — Advanced Clinical
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Sue Brokaw
Catherine Hedberg

Faculty assignment rotates

Richard Close

Pamela Harris
Marina Bluvshtein

Jeff Lupient

Jana Goodermont

Ruth Katz

Mim Pew

Tom Wright

Leftheris Papageorgiou

Jana Goodermont

Ruth Katz

Leftherios Papageorgiou
Mim Pew

Tom Wright

Mike Miller
Bill Premo

Marina Bluvshtein

Herb Laube

Louise Ferry
John Reardon
Marina Bluvshtein

Jeff Lupient

Bill Premo
Sylvia Olney
Dan Haugen
Janice Iverson

Christine Jones
Richard Oni
Karyl Frye

Stacie Bigelow
Jere Truer
Janice Iverson

Chris Helgestad

Bill Premo
Mike Miller
Hal Pickett
Karyl Frye
Paula Hemming
(fill-in only)

Catherine Hedberg
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Skills

541 — Family Systems

542 — Family & Couples Therapy

544 — Cslg Chil and Adolescents

545 — Addictions

551 — Foundations of Art therapy

552 — Art Ther with Chil and Ado

553 — Group Art Therapy

555 — Art Therapy Assessment

556 — Art Therapy Studio

557 — Art therapy with Special
Populations

558 — Integrative Family Art
Therapy

559 — Multicultural Art Therapy

560 — Clinical Treatment
Planning
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Herb Laube
Trish Anderson
Jeff Lupient
Dan Zenga
Gladys Folkers
Jeff Lupient
Craig Balfany

Holly Smart

Dianne Meixner

Craig Balfany

Erin Rafferty

Dianne Meixner

Holly Smart

Jackie Kim

Jere Truer

John Reardon
Jere Truer

Paul Orieny
Marina Bluvshtein

John Reardon
Mike Miller

Chad Hayenga
Jill Sisk
Jodi Chadima

Jere Truer

Diane Meixner
Holly Smart
Jackie Kim

Craig Balfany
Erin Rafferty

Holly Smart
Erin Rafferty
Craig Balfany

Holly Smart
Jackie Kim

Dianne Meixner
Jackie Kim
Craig Balfany

Erin Rafferty
Jackie Kim
Craig Balfany

Dianne Meixner

Craig Balfany
Holly Smart

Roger Ballou
Jill Sisk
Marc Davis
Karyl Frye
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561 — Evaluation Methodologies =~ Marina Bluvshtein Hal Pickett
of Clinical Interventions Stacie Bigelow
570 — Foundations of School Cslg Chris Helgestad Mary Dahnert
Amy Wojciechowski
572 — Cslg Exceptional Children =~ Michael Borowiak Tina Fiegel
Richard Oni
573 — Org and Admin of Sch Cslg Doug Pelcak Chris Helgestad
574 — Career Development Janet Schmiel Chris Helgestad
Carmen Croonquist Mary Dahnert
Gina Sauer
577 — School Cslg Practicum Chris Helgestad Linda Conley (on
hold — unavailable)
578 — School Cslg Internship Doug Pelcak Chris Helgestad
580 — Integrative Portfolio Chris Helgestad
(Sch Cslg)
591 — Art Therapy Internship Craig Balfany Erin Rafferty
Holly Smart
Jackie Kim
597 — Art Therapy Small Group Craig Balfany Erin Rafferty
Holly Smart
Jackie Kim
591-594 — Internship Group *Clinical Instructors
597 — Small Group Supervision *Clinical Instructors
598 — Graduate Internship *Clinical Instructors
599 — Master’s Project **Chairpersons/Readers
600 — Principles of Research Bill Premo
(MCOL)
605 — Coaching Skills in the Paula Hemming Bev Lutz

Business Environment Bev Lutz

Paula Hemming

607 — Executive Leadership

Barry Brunsman Bill Premo
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Coaching
609 — Team Coaching in Paula Hemming
Organizations Bev Lutz
611 — Philos/Prins of Adlerian OD  John Reardon
615 — Organizational Lifestyle Bill Premo
621 — Org Practice & Ethics John Reardon
623 — Diversity in the Workforce =~ Andre Koen
625 — Organizational Communi- Portia Heller
cations and Cultural Bev Lutz

Integration

633 — Organizational Finance and  Chris Strand
Assessment

642 — Leadership & Decision- Bill Premo

Making
643 — Org Change & Transformation John Reardon

650 — Foundations of Personal Paula Hemming
&Professional Life Coaching Kate Simonson

651 — Designing the Coaching Paula Hemming
Relationship Bev Lutz
652 — Living on Purpose Mary Cayan

653 — Relationship Coaching Paula Hemming

659 — Applied Coaching Exp Paula Hemming

660 — Parent Coaching Foundations Tina Feigal
661 — Applied Parent Coaching Tina Feigal

Wrting in Graduate School Neil Ross
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Bev Lutz
Paula Hemming

Bill Premo

John Keykpo

Bill Premo
Donna HarrisBarrett

Andre Koen

Bill Premo
Steve Davis

Andre Koen

Bill Premo

Bev Lutz

Kate Simonson

Paula Hemming

Bev Lutz
Mary Cayan

Gayle Kittleson

Gayle Kittleson
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*Clinical Instructors include: Sue Brokaw, Herb Laube, Dan Zenga, Trish Anderson, Catherine
Hedberg, Jere Truer, Roger Ballou, Craig Balfany — Mike Miller, Chad Hayenga and Marina
Bluvshtein serve as back-up Clinical Instructors

**Chairpersons need to be approved to serve in this role; any faculty member may serve as a
Reader

Emeritus Faculty Members include:
Bob Bartholow
Dr. Mona Affinito

Dr. Harold Mosak
Dr. Bob Willhite

Rev.7/09
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Policies and Procedures
General Policies
Non Discrimination:

The Adler Graduate School is an equal opportunity educator and employer. AGS does
not discriminate on the basis of race, creed, color, national origin, sex, age, sexual
preference, or physical disability in employment of faculty or staff, the admission or
treatment of students, or in the operation of its educational programs and activities. The
School is committed to providing equal education and employment opportunities in
accordance with all applicable State and Federal laws. For additional information, or a
copy of the School's Violence and Sexual Harassment Policy and
discrimination/harassment grievance procedure call the president’s assistant at: 612-
861-7554, Ext. 100.

Academic Freedom:

The Adler Graduate School demonstrates deep respect and support for the dignity and
rights of each person. Academic freedom is preeminent among the rights of persons
engaged in learning. Moreover, scholarly achievement depends upon the spirit of free
inquiry characteristic of the best university traditions. The intellectual and personal
maturity of students is equally dependent upon their participation in this tradition of
freedom. The School not only supports the rights of its faculty and students to academic
freedom, but attempts to create an environment conducive to the exercise of that right.
This environment encourages open discussion, debate, assent, and dissent. It
recognizes that independent, disciplined minds must be prepared to follow uncharted
paths to knowledge, to gather evidence contrary to accepted concepts, to challenge the
ideas of fellow scholars, to express convictions honestly and firmly, and to change one’s
own position. In the classroom, the instructor is free to introduce controversial issues
that are relevant, and students are free to disagree. .As citizens, faculty members may
speak or write without institutional control, mindful at the same time of the ethics of a
learned profession and the fact that she/he is a member of a learned institution, not a
spokesperson for it. In protecting the scholar's right to seek truth, the School also
protects the rights of all to hold religious and other deeply held personal commitments.
Responsible academic freedom does not extend to the deliberate abuse of individual
persons, religious or ethnic groups.

Drug Prevention:

The policies and procedures of the Adler Graduate School regarding the consumption of
alcohol and illegal drugs are subject to Minnesota state laws.

The School is located in a smoke-free, drug-free building and the School's academic
community is expected to comply with such regulations. The School does not currently
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admit students under the age of 21. In light of its mission, the School is compelled to
express its concern for the well being of each member of its academic community. One
area of concern includes the use of alcohol and other mind-altering drugs. The School
cannot allow the irresponsible use of alcohol and illegal drugs, which may lead to
conduct interfering with the rights of others in its academic community. The School
cannot allow its academic community to use mood-altering drugs, which are prohibited
by law. Violations may result in suspension or dismissal, by appropriate procedures, for
any member of the community.

The School recognizes the reality of chemical dependency, and is aware of its
occasional presence in the academic community. The School will encourage and
provide reasonable help for any of its members who seek treatment for chemical
dependency.

Sexual Harassment:

Sexual harassment is a form of sex discrimination that will not be tolerated by the
School. Sexual harassment is defined as unwelcome sexual advances, requests for
sexual favors and other verbal or physical conduct of a sexual nature, especially when:

* Submission to such conduct is made either explicitly or implicitly a term or
condition of a student’s or employee’s success;

* Submission to or rejection of such conduct by a student or employee is used as
the basis for decisions affecting that student or employee; or

* Such conduct has the purpose or result of unreasonably interfering with a
student's or employee’s performance or creating an intimidating, hostile or
offensive environment.

All members of the School community are responsible for their conduct to ensure that
they do not harass any other member(s) of the School community, or persons associated
with the School. Each student is provided with a copy of the School's Sexual
Harassment & Violence Policy at New Student Orientation.

Offensive Behavior:

The Adler Graduate School promotes a productive educational environment for all
students and employees. The educational environment should be free of verbal or
physical conduct that is offensive or degrading. The School prohibits any student, faculty
member or staff member from asking any other member of the AGS community to
engage in illegal, immoral or unethical conduct. The School will not tolerate any physical
violence or threats to the safety of any student or employee.

Dual Relationships

Philosophy and Process Concerning Avoidance of Dual Relationships and Conflicts of
Interest in the Implementation of AGS’ Internship Program
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* We want our students to be exposed to a number of internship opportunities,
including private practices and, more specifically, private practices run by
Adlerian-trained clinicians.

* All AGS faculty members, staff and key volunteers (e.g., Board members) will fill
out the Conflict of Interest Disclosure Statement associated with the School’s
Conflict of Interest Policy.

* We must watch for dual relationships that reflect power imbalances and other
conflicts of interest — e.g., an internship host that is also a student’s classroom
teacher.

* We acknowledge that not all dual relationships or other conflicts of interest are
significant enough to be considered problems and not of sufficient intensity that
they necessitate avoidance or dissolution. Some of these relationships are
merely one AGS representative/partner providing two unique and valuable
services, as opposed to being exploitive.

* When we see dual relationships or other conflicts of interest that do require
special attention, we must consider them on an individual basis to determine
which ones are the types of dual relationships that we want to avoid. We will do
this via AGS’ very comprehensive Conflict of Interest Policy.

* This process will insure a transparent process that protects both
instructors/partners and students from power imbalances that might otherwise be
improperly managed. This process will put those dual relationships and other
conflicts of interest in the “light of day” so that the rare “bad” situations that should
not occur are avoided.

* Although AGS’ control is limited and our relationships with internship hosts are
largely based on the honor system, once host sites have been deemed qualified
and once potential conflicts of interest have been reviewed and deemed to not be
an impediment to a relationship with AGS, the School will strive to provide
oversight that will help in the anticipation and prevention of problems (e.g.,
internship hosts are not misinterpreting/mishandling billing for services provided
by interns; internship hosts are not doing anything that is or will be perceived as
financially exploitive; interns are not providing services in a fashion that will cause
problems with Boards — now or in the future).

Conflict of Interest Policy

The purpose of this Conflict of Interest Policy is to protect the interests of the
Adler Graduate School when it is contemplating entering into a transaction that might
benefit the private interests of an interested person as to Adler Graduate School.

ARTICLE |
Definitions

1. Interested Person. An interested person includes:
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2.

(@) Adirector, officer, or key employee, or a member of the family of a
Director, officer or key employee of Adler Graduate School with whom Adler
Graduate School is considering a transaction or arrangement.

(i) “Director” includes members of the Board of Directors and members
of committees with Board-delegated powers.

(i) A “key employee” is any employee who has the board-delegated
authority to enter contracts or otherwise act on behalf of Adler Graduate
School.

(i) A “member of the family” is a spouse, domestic partner, parent,
child, spouse of a child, brother, sister, or spouse of a brother or sister.

(b)  An organization with which Adler Graduate School has or is considering a
transaction or arrangement, of which a director, officer, or key employee of Adler
Graduate School, or a member of the family of such persons, is an officer,
director, employee, former employee, partner, former partner, debt holder,
beneficial owner of equity securities, serves as a trustee, or has a material
financial interest.

Material Financial Interest. A material financial interest is a financial interest of

any kind which, in view of all the circumstances, is substantial enough that it would, or
reasonably could, affect an interested person’s judgment with respect to transactions to
which Adler Graduate School is a party. It includes an officer, director or key employee
having, directly or indirectly, through business, investment or family:

(@)  Anownership or investment interest in any entity with which Adler
Graduate School has a transaction or arrangement,

(b) A compensation arrangement with Adler Graduate School or with any entity
or individual with which Adler Graduate School has a transaction or arrangement,
including the receipt or seeking of loans, grants or other financial commitment, or

(c) A potential ownership or investment interest in, or compensation
arrangement with, any entity or individual with which Adler Graduate School is
negotiating a transaction or arrangement.

The existence of an interested person in a transaction or arrangement under

consideration by Adler Graduate School requires that the procedures set forth below at
Article Il be followed to ensure the transaction is not void or voidable under state law
and/or that the transaction is consistent with Adler Graduate School’s status as a tax-
exempt organization.
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ARTICLE Il
Procedures

1. Duty to Disclose. In connection with any actual or possible conflicts of interest, an
interested person must disclose the existence and nature of his or her relationship or
material financial interest to the directors, officer(s), members of committee(s) with board
delegated powers, or key employee(s) considering the proposed transaction or
arrangement, at or prior to the meeting of the board or committee considering the
proposed transaction or arrangement, or other time for action if no meeting is required
for the proposed transaction or arrangement. Conflict of Interest disclosure statement
form is located in the forms section.

2. Procedures for Addressing the Conflict of Interest.

(@)  Aninterested person may make a presentation at the board or
committee meeting at which the transaction will be discussed or to the key
employee(s) considering the transaction, but after such presentation, he or
she shall leave the meeting during the discussion, vote, or approval of the
transaction or arrangement that results in the conflict of interest. An
interested person shall not otherwise attempt to exert his or her personal
influence with respect to the matter, either at or outside the meeting. A key
employee who is an interested person shall disclose the fact of such
interest to his or her supervisor or to the Chair of the Board of Directors if
such employee reports directly to the Board of Directors, and shall not
participate in the approval of the transaction or arrangement regarding
which the employee in an interested person.

(b)  The board, committee or key employee(s) considering the
transaction shall, if appropriate, obtain and rely on appropriate data
as to comparability (surveys, etc.) prior to making its decision.

(c)  The chair of the board, committee or key employee(s) considering
the transaction shall, if appropriate, appoint a disinterested person or
committee to investigate alternatives to the proposed transaction or
arrangement.

(d)  After exercising due diligence, the board, committee or key
employee(s) considering the transaction shall determine whether Adler
Graduate School can obtain a more advantageous transaction or
arrangement with reasonable efforts from a person or entity that would not
give rise to a conflict of interest.

(e) If a more advantageous transaction or arrangement is not
reasonably attainable under circumstances that would not give rise to a
conflict of interest, the board or committee or key employee(s) considering
the transaction shall determine whether the transaction or arrangement is
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in Adler Graduate School’s best interest and for its own benefit and
whether the transaction is fair and reasonable to Adler Graduate School
and shall make the decision as to whether to enter into the transaction or
arrangement in conformity with such determination. If applicable, approval
of such a transaction or arrangement by the board or committee must be
by a majority vote of the disinterested members.

3. Violations of the Conflicts of Interest Policy.

(a) If the board, committee or key employee(s) considering the
transaction has or have reasonable cause to believe that an individual has
failed to disclose a relationship as an interested person, it shall inform the
individual of the basis for such belief and afford the individual an
opportunity to explain the alleged failure to disclose.

(b) If, after hearing the response of the individual and making such
further investigation as may be warranted in the circumstances, the board,
committee or key employee(s) determines that the individual has in fact
failed to disclose a relationship as an interested person, appropriate
disciplinary and corrective action shall be taken.

ARTICLE 1l
Records

The minutes of the board and all committees with board-delegated powers or
records maintained by the key employee(s) considering the transaction shall contain:

(@) The names of the persons who disclosed or otherwise were found to be
interested persons in connection with a proposed or existing transaction or
arrangement with Adler Graduate School and the nature of the relationship or
material financial interest.

(b)  The names of the persons who were present for discussions and votes
relating to the transaction or arrangement, if any, the content of the discussion,
including any alternatives to the proposed transaction or arrangement, evidence
as to comparability (surveys, etc.) and a record of any votes taken in connection
therewith, if any.

Name of report 156



«QOrganization»

ARTICLE IV
Compensation

1. A voting member of the board or any committee whose jurisdiction includes
compensation matters and who receives compensation, directly or indirectly, from Adler
Graduate School for services is precluded from voting on matters pertaining to that
member's compensation.

2. When establishing the compensation of any officer, director or other individual in a
position to exercise substantial influence over the affairs of Adler Graduate School, the
Board or committee shall obtain and rely on appropriate data as to comparability
(surveys, etc.) prior to making its decision.

ARTICLE V
Annual Statements

Each director, officer, member of a committee with board delegated powers, and
key employee shall annually sign a statement which affirms that such person:

(a) Has received a copy of the Conflict of Interest Policy,
(b) Has read and understands the policy,
(c) Has agreed to comply with the policy, and

(d) Understands that Adler Graduate School is a charitable organization and
that in order to maintain its federal tax exemption it must engage primarily in
activities which accomplish one or more of its tax-exempt purposes.

ARTICLE VI
Periodic Reviews

To ensure that Adler Graduate School operates in a manner consistent with its
charitable purposes and that it does not engage in activities that could jeopardize its
status as an organization exempt from federal income tax, periodic reviews shall be
conducted. The periodic reviews shall, at a minimum, include the following subjects:

(@)  Whether compensation arrangements and benefits are reasonable and are
the result of arm's-length bargaining.

(c) Whether partnership and joint venture arrangements and arrangements
with other organizations conform to written policies, are properly recorded, reflect
reasonable payments for goods and services, further Adler Graduate School’s
charitable purposes and do not result in inurement or impermissible private
benefit.
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ARTICLE VI
Use Of Outside Experts

In conducting the periodic reviews provided for in Article VI, Adler Graduate
School may, but need not, use outside advisors. If outside experts are used their use
shall not relieve the board of its responsibility for ensuring that periodic reviews are
conducted.

All-School Ethics Policy

It is the policy of the Adler Graduate School that its employees and Board members
uphold the highest standards of ethical, professional behavior. To that end, these
employees and Board members shall dedicate themselves to carrying out the mission
of this organization and shall:

1) Hold paramount the safety, health and welfare of the students, the employees
and the public in the performance of professional duties.

2) Actin such a manner as to uphold and enhance personal and professional
honor, integrity and the dignity of the profession.

3) Treat with respect and consideration all persons, regardless of race, religion,
gender, sexual orientation, maternity, marital or family status, disability, age or
national origin.

4) Engage in carrying out the Adler Graduate School's mission in a professional
manner.

5) Collaborate with and support other professionals in carrying out the Adler
Graduate School's mission.

6) Build professional reputations on the merit of services and refrain from
competing unfairly with others.

7) Recognize that the chief function of the Adler Graduate School, at all times, is to
serve the best interests of its constituency.

8) Accept as a personal duty the responsibility to keep up to date on emerging
issues and to conduct oneself with professional competence, fairness,
impartiality, efficiency, and effectiveness.

9) Respect the structure and responsibilities of the Board of Directors, provide
them with facts and advice as a basis for their making policy decisions, and
uphold and implement policies adopted by the Board of Directors.

10) Keep the Adler community informed about issues affecting it.
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11) Conduct organizational and operational duties with positive leadership
exemplified by open communication, creativity, dedication, and compassion.

12) Exercise whatever discretionary authority one has under the law to carry out the
mission of the organization.

13) Serve with respect, concern, courtesy, and responsiveness in carrying out the
organization's mission.

14) Demonstrate the highest standards of personal integrity, truthfulness, honesty,
and fortitude in all activities in order to inspire confidence and trust in such
activities.

15) Avoid any interest or activity that is in conflict with the conduct of their official
duties.

16) Respect and protect privileged information to which one has access in the
course of official duties.

17) Strive for personal and professional excellence and encourage the professional
development of others.

Case Materials

Faculty and Student Policy on the Use of Case Materials

Faculty Use of Case Materials: All faculty and staff should familiarize themselves with
these policies, and faculty members who teach courses in which students share
information learned in internships or other clinical work should instruct their students
regarding AGS' new “Policy on Student Use of Patient/Client Information”.

From time to time, faculty members may present case materials in their courses,
workshops, or other educational activities. To locate such case materials, faculty members
should use published clinical texts and other scholarly publications. Alternatively, faculty
members may create case materials from hypothetical situations. If educationally sound
materials cannot be reasonably obtained or created using these methods and sources, faculty
members may use case materials from their own clinical work if they follow this policy, the ethical
guidelines of the American Association for Marriage and Family Therapy (AAMFT), and their own
professional ethical standards. Under no circumstances, however, may faculty members borrow
case materials based on the clinical work of another person, such as a student or another faculty
member. In addition, if the faculty member is aware that the case subject(s) or any friend or
relative of the case subject(s) is enrolled at AGS, such case materials shall not be used.

In presenting case materials from their clinical work, faculty members should be
mindful of AAMFT principle 2.3, which provides:
“Marriage and family therapists use client and/or clinical materials in teaching, writing,
consulting, research, and public presentations only if a written waiver has been obtained
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in accordance with sub-principle 2.2, or when appropriate steps have been taken to
protect client identity and confidentiality.”

If faculty members present written case materials from their own clinical work, AGS
requires that they obtain written consent from their clients/patients, students, research
participants, organizational clients, or other recipients of their services. Case materials from
one’s own clinical work that are presented in verbal form only will not be subject to written
consent. However, regardless of whether case materials are presented in written and/or verbal
form, faculty members must take reasonable steps to “disguise” the subjects of the case
materials and any other individuals, organizations or potentially identifying information discussed
in the materials. Information will be considered “protected” or "disguised" within the meaning of
this policy if there is no reasonable basis to believe that the information could be used to identify
the individual and if the following steps are taken:

1. Last names are removed and first names are removed or changed.

2. Geographic references (such as references to the city and street address) are
removed or changed.

3. All dates directly related to the individual are changed or removed, including
birth date, admission date, discharge date and age.

4. Any numbers that could be used to identify the individual are removed, such as
social security numbers, telephone numbers, fax numbers, patient numbers,
account numbers, medical records numbers, or any other unique identifying
number or code.

5. Computer information such as e-mail addresses, URLs and Internet Protocol
numbers are removed.

6. All photographic images are removed.

7. All other information, which could reasonably be used to identify the individual, is
removed or changed.

If faculty members use “disguised” written case materials from their own experiences, these
materials must be reviewed and approved by AGS' Academic Vice President.

Student Use of Case Materials:

AGS students are expected to adhere to the applicable ethical guidelines put forth by the
American Association for Marriage and Family Therapy (AAMFT).

From time to time, students will be expected to present confidential information they
have learned through their internships or other clinical settings to instructors and/or
fellow students. In presenting such information, students must follow AAMFT standards.
Students should be familiar with AAMFT principle 2.3, which provides:

“Marriage and family therapists use client and/or clinical materials in teaching, writing,
consulting, research, and public presentations only if a written waiver has been obtained
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in accordance with sub-principle 2.2, or when appropriate steps have been taken to
protect client identity and confidentiality.”

The “Policy on Student Use of Patient/Client Information” is distributed to students
and discussed as part of their orientation to internship requirements. Both the
requirements of the policy and the reasons for those requirements are addressed.
This process is repeated in AGS’ Ethics course.

AGS will consider information to be “protected” or "disguised" within the meaning of
these guidelines if there is no reasonable basis to believe that the information could be
used to identify any individual and if the following steps are taken:

1. Last names are removed and first names are removed or changed.

2. Geographic references (such as references to the city and street address) are
removed or changed.

3. All dates directly related to the individual are changed or removed, including birth
date, admission date, discharge date and age.

4. Any numbers that could be used to identify the individual are removed, such as

social security numbers, telephone numbers, fax numbers, patient numbers,
account numbers, medical records numbers, or any other unique identifying
number or code.

5. Computer information such as e-mail addresses, URLs and Internet Protocol
numbers are removed.

6. All photographic images are removed.

7. All other information, which could reasonably be used to identify the individual, is

removed or changed.

If students have any questions regarding whether they have adequately disguised a
client/patient, student, research participant, or organizational client, they must contact
AGS’ Academic Vice President to discuss the situation.

Written and/or recorded materials containing confidential information learned in an
internship or other clinical setting should be destroyed in a confidential manner (i.e.
shredded and/or erased) once they have been used and are no longer necessary. In
addition, confidential information about a client/patient should not be preserved in written
documents (such as a Master's Project or class paper) unless the information is properly
disguised and the client or patient has given written authorization for the use of such
information.

Learning Accommodations Policy
For those with a Disability

AGS will allow for learning accommodations for those with a disability, to facilitate achievement
and educational objectives. A request for accommodations is to be submitted when accepted to
AGS programs. Appropriate verification is to be included for a Learning Disability,
Psychological Disability or Neurological Disability. Possible learning accommodations needed
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must be clearly stated. The completed application and documentation is to be submitted to the
Vice President of Academic Affairs.

The Vice President will review the application and give approval for acceptable accommodations.
Upon occasion, a personal interview may be requested. The application form will be placed in
the student’s confidential student file. Following approval the student will receive a statement
confirming the approved accommodations.

The statement must be presented to any instructor where accommodations are needed, before the
3" class session.

Procedure

1. Complete the "Request for Learning Accommodations” form located in the packet
supplied at the Introduction to AGS workshop

2. Turn in the request and documentation to the Vice President of Academic Affairs.

3. Upon approval, the Vice President will provide a statement approving specific
accommodations.

4. Before the 3" class in any course, the student can submit a copy of the accommodations
approved to the instructor and receive the stated accommodations.

NOTE: (Not part of this document)
1. Caregiver recommendations should be added to the application

2. If AGS want it, a full list of possible accommodations could be attached. However, my
experience is that by the time a student gets to a Masters Degree Program, the needed
accommodations are well understood by the applicant. If a full list of possible
accommodations is needed, I can provide one.

3. “Please attach documentation of a Learning Disability, Psychological Disability or
Neurological Disability to the application. This information will be kept in the student’s
confidential student file.

STRATEGIES FOR ACCOMMODATING SPECIAL NEEDS —- WALDEN UNIVERSITY
Extra time to complete assignments:

Faculty course developers have worked with Disability Services to determine a “reasonable
accommodation” for courses — 3 extra days for short papers/quizzes and 7 extra days for final
exam/paper. If individual courses require different formulas, instructors may identify alternatives
along with appropriate justifications and then submit them to the Academic Vice President for
approval.

Extra time for tests:

Instructors should allow extra time for tests — unless to do so would compromise the validity
and/or security of the test.
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Group projects:

Deadlines for group projects may be influenced by a one or more students’ need for extra time. A
disabled student may choose to focus on a group project and, thus need more time to complete
other individual projects. Alternatively, a student may choose to disclose a disability to a group
cohort and, in turn, negotiate additional time for the project with the instructor. A student may
also choose to negotiate tasks associated with the group project that will not affect the project’s
due date. In any case, be creative in accommodating the learning needs of a student participating
in a group project.

Confidentiality:

Students with a disability requiring accommodations have the right to confidentiality.
Communications necessary in making accommodations should be “need to know” only, should
never be discussed with other students and, in general, should focus only on the accommodations
necessary and not on the disability itself. Rev.5/09

Course Policies
Course Extensions

Course work must be submitted on the due date set by the instructor. In the event of an
extension request, it is the student’s responsibility to submit a formal request to the
appropriate instructor and, if approved, to submit the signed form to AGS’ Director of
Admissions and Student Services.

In order to change a grade of “I” (Incomplete) to a passing grade, all course
requirements must be completed within 45 days of the last class meeting. In general, if
an “I” is not resolved within 45 days, unless the instructor formally extends the “I”, the
student will, by policy, receive a grade of “R” for that course.

Class Attendance

Since courses are structured according to an intensive, five-week format, with an entire
course being taught over 30 hours of in-class time and 15 hours of Special Topic Time
(SPT), attendance is of prime importance. The student has the responsibility to maintain
regular and punctual attendance in class. A student whose absences seriously affect the
quality of her/his work in a course may be given a lower grade for that course or be
administratively withdrawn from that course.

Most courses are divided into nine segments. By policy, a student may miss two
segments. A student who misses three segments must have permission from the
instructor. A student who misses four segments will generally be expected to retake the
course in question. Special consideration may be made in the case of iliness, required
religious observance, or other instances deemed justifiable by the instructor.
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Student Ethics

Students are, in every respect, expected to adhere to the ethics of the professional
program in which they are enrolled. Anyone who does not do so jeopardizes the
opportunity to continue her/his studies at the School. Suspected ethical violations
should be discussed with the person(s) perceived to be in violation and/or reported, as
appropriate. If an individual student poses a problem in class or has conducted
herself/himself (in class or in a field setting) in an unprofessional manner, the instructor
will discuss the problem with the student. The situation will be formally recorded and
submitted to AGS’ Academic Vice President. If necessary, the Academic Vice
President will meet with the student. Appropriate confidentiality will be maintained.
Appeals related to decisions regarding student conduct will conform to AGS’ grievance

policy.
Student Conduct

All members of the School community are responsible for their conduct to ensure that
they do not harass any other member(s) of the School community, or persons associated
with the School. The School expects a high standard of personal conduct from its
students.

* Students may be excluded from classes by the instructor for reasons of excessive
absence or disruptive behavior.

* Students may be excluded from classes by administrative action if they fail to
comply with School regulations.

* Students are, in every respect, expected to adhere to the ethics of the
professional program in which they are enrolled. Anyone who does not do so
jeopardizes the opportunity to continue his or her studies at the School.

* Students who suspect ethical violations are bound by the ethics of the
professional program in which they are enrolled to discuss the suspected
violation(s) with the person(s) perceived to be in violation and/or to file a report, as
appropriate.

* Knowledge of students’ ethical violations affecting the School must be
immediately discussed with the person(s) perceived to be in violation and/or
reported to the Academic Vice President. Appropriate confidentiality will be
maintained.

* Appeals related to decisions regarding class conduct may be made to the
Academic Vice President. If a second appeal is requested, an ad hoc, problem-
solving committee, including representatives of the faculty, administration and
student body, will be appointed by the President to consider the matter.

* Plagiarism is not tolerated.
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Faculty Members' Concerns Regarding Students

Faculty members are obliged to bring to the individual student's attention behaviors and
attitudes that are perceived to be inconsistent with the standards of the School. The
Academic Vice President may take action on the basis of those concerns in the best
interests of the student, the School and the community at large. Unresolved faculty
concerns are to be brought to the attention of the Academic Vice President.

The faculty is obliged to help each student in his/her professional development. A
student may appeal to have any decision reconsidered, in accordance with AGS
grievance procedures.

Any statements or gestures that could be interpreted as violating the AGS code of ethics
could result in termination as determined by the Academic Vice President.

Any violation of the AGS code of ethics should be immediately discussed with the
person(s) perceived to be in violation and/or reported to the Academic Vice President.

All issues brought to the attention of the School will be handled with appropriate
confidentiality.

Retakes (Rs) and the 45 Day Policy

There are occasionally questions about the 45 day time period students have to turn in
course assignments. From the point that the last class session of a course ends,
students have 45 days to complete assignments. Usually, with some exceptions (e.g.,
Ethics course where three papers are assigned) students’ assignments are due two
weeks after the last class session. Subsequently, grades are due four weeks later. As
such, grades will typically be reported at nearly the end of the 45 day period (again,
dating from the last class session).

At the end of this 45 day period, by policy, a student will be given an “R” — unless the
instructor administratively extends the grade of “I”. For example, if an instructor believes
her/his course assignments do not place students in competition with one another and,
thus, students are not handing in time-sensitive assignments, the instructor may choose
to routinely extend the grade of “I”, instead of assigning an “R”. Extensions can be of
any length.

Copyrights
Copyright Law on Intellectual Property Policy
Copyright Law will be accommodated at the Adler Graduate School with reference to the

“Fair Use” standard. In applying this standard, four factors will be considered when
assembling instructional materials authored by another person.
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1) The purpose and character of the use, including whether such use is of a
commercial nature or is for nonprofit educational purposes;

2) The nature of the copyrighted work;

3) The amount and substantiality of the portion used in relation to the copyrighted
work as a whole;

4) The effect of the use upon the potential market for or value of the copyrighted
work. The fact that a work is unpublished shall not itself bar a finding of fair use if
such finding is made upon consideration of all the above factors.

The “Fair Use Worksheet” will guide one in making a decision about whether to use
another author’s work for instructional purposes. However, in general, an instructor may
use another author’s work except in the following circumstances (borrowed from policy
established by Southeastern Louisiana University):

You cannot copy:

1) To substitute for purchase or replacement (for example, an article that would
normally be for sale)

2) Workbooks, exercises, standardized tests, answer sheets

3) The same item by the same instructor term after term (for example, some periodic
review and adaptation of course materials is appropriate)

4) If it is directed by a higher authority (for example, if an AGS administrator in
authority indicates that another author’s work cannot fairly be used for
instructional purposes)

5) If there is a charge to students beyond the photocopy cost

6) To create, replace, or substitute for anthologies, compilations, or collective works

All materials assembled for courses will include: 1) a photocopy of the copyright
statement, usually appearing on the first page of an article or near the beginning of a
journal issue, for example; or 2) if copyright information cannot be found, a photocopy of
the statement, “This work may be protected by Copyright Law”.

Plagiarism
Plagiarism will not be tolerated at AGS. For purposes of AGS policy, plagiarism is

defined as the use of another author’s ideas or statements without properly
acknowledging the source of these ideas or statements.

If plagiarism is documented and confirmed, sanctions may include penalties up to and
including expulsion for students and termination for faculty members. For example, a
first instance of plagiarism could result in sanctions, including a warning and
compensatory education concerning plagiarism. A second instance of plagiarism will
result in expulsion or termination.

To avoid plagiarism, you must give credit whenever you use:

* Another person’s ideas, opinion, or theory;
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* Any facts, statistics, graphs, drawings — any pieces of information — that are not
common knowledge;

* Quotations of another person’s actual spoken or written words;

* Paraphrasing of another person’s spoken or written words;

* Ideas, quotes, or visual information from the World Wide Web

Important concepts:

*  Common Knowledge — facts that can be found in numerous places and are likely
to be known by a lot of people. You do not need to document these facts.
However, you must document facts that are not generally known and ideas that
interpret facts.

* Quotation — using someone’s words. When you quote, place the passage you are
using in quotation marks, and document the source according to a standard
documentation style.

* Paraphrase — using someone’s ideas, but putting them in your own words. This is
probably the skill you will use most when incorporating sources into your writing.
Although you use your own words to paraphrase, you must still acknowledge the
source of the information.

* AGS supports the use of APA format and standards for all written coursework,
and encourages the purchase, by students, of an APA format and standards text
at the outset of one’s AGS career. The adoption of APA format and standards is
meant to pre-empt plagiarism.

Intellectual Property

The Adler Graduate School (AGS) and its employees are often directly involved in the
development of copyrightable materials. In general, it is the tradition and policy of AGS to
facilitate a win-win relationship with its employees, as it concerns the development and
use of copyrightable materials" That is, regardless of the conditions identified below,
copyrightable materials developed for use at AGS, with or without the support of AGS
resources, may be freely and independently used by both AGS and by authors and
producers of the copyrightable materials inside and outside of AGS. The primary
exception to this pattern of use would restrict persons who develop copyrightable
materials under conditions 3, 4 and 5 below from using them outside of AGS while still
performing professional services for AGS.

More specifically, an instructor currently providing professional services on behalf of
AGS may use copyrightable materials developed under conditions 1 and 2 below as they
see fit, but may not use materials developed under conditions 3, 4 or 5 elsewhere until
such time as she/he leaves AGS. An Instructor who leaves AGS' employ and is no
longer providing professional services on behalf of AGS may continue to use any
curricula she/he has developed elsewhere, regardless of the condition under which it
was developed. Likewise, AGS may continue to use this same curriculum after the
instructor leaves the institution.
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Specific Conditions to be Accommodated if Necessary

This model will reward development of intellectual property, independent of faculty rank.
In general, when copyrightable materials are developed with the support of AGS
resources, the development of these materials will typically occur under written
agreement, in compliance with AGS policy as outlined in the five conditions below.
Likewise, if copyrightable instructional materials are developed without a specific
agreement asserting the authors' and producers' ownership or other property interests,
the authors and producers will generally not be compensated by AGS. Compensation
that is due will be based on a clear and distinct compensation model or schedule
established by AGS. This compensation model will reward development of intellectual
property, independent of faculty rank.

Standards associated with this policy apply to both part-time and full-time employees of
any rank, including faculty, staff, and administrators. Standards adopted by AGS are
meant to be fair to both employees and the institution, including standards related to
AGS' compensation methods.

There are five conditions under which copyrightable materials may be produced -
ownership interests vary by condition.

1. No AGS support or involvement -Copyrightable instructional materials belong solely to
the author

2. Minimal AGS support or involvement -"minimal" means use of AGS resources, but
does not include release time from usual duties or compensation for time specifically
dedicated to production of materials -Copyrightable instructional materials belong solely
to the author

3. Substantial AGS support or involvement -"substantial" means some combination of
institutional support, including release time from usual duties or compensation for time
specifically dedicated to production of duties; direct investment by AGS of funds or staff;
purchase of special equipment for project; significant use of computing resources
Copyrightable instructional materials are subject to a written agreement between the
author and AGS' President

4. As an assigned duty related to employment or a work-far-hire agreement -
Copyrightable instructional materials are the property of AGS, unless an agreement has
been reached between the author and AGS' President that pre-dates the development of
such materials

5. With support from an outside sponsor -The agreement with the outside sponsor will be
considered in determining copyright and ownership rights of the author and AGS

This policy has been established with the help of a policy statement implemented within
the University of Wisconsin System.
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Grievances
Student Grievance Procedure

Individuals with a grievance who wish to exercise their rights of due process should
observe the following procedures:

Discuss the matter with the student, faculty member or staff member concerned.

If a satisfactory resolution is not achieved, discuss the matter with the appropriate
administrator, Director of Admissions & Student Services, or Academic Vice President.
This individual will attempt to facilitate an informal resolution.

If satisfactory resolution is still not reached, a written statement describing the grievance
should be submitted to the Academic Vice President (or to the President if circumstances
warrant). After deliberate consideration, the Academic Vice President (or President, if
appropriate) will render a written decision concerning the grievance.

If either party is not satisfied with the decision of the Academic Vice President (or
President), a written request to establish an ad hoc committee to hear the grievance
should be submitted to the office of the President within 15 days of the decision.
Membership of the ad hoc committee will include one student, one faculty member, and
one administrator. The committee members will be selected subject to the input of both
parties involved in the grievance. The ad hoc committee will determine its own
procedures in hearing the grievance. A maijority vote of the committee will be necessary
to render a verdict on the grievance. The decision of the ad hoc committee will be final.

Faculty Grievance Procedure

The faculty grievance procedure is outlined in the Faculty Handbook.

Faculty Handbook

Every AGS faculty member will receive a Faculty Handbook. This handbook should be
kept in this Faculty Manual binder. While this manual includes select, key AGS policies
and procedures, it does not include every policy and procedure contained in the Faculty
Manual.
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