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Welcome!

The faculty and staff of the Office of Education Outreach welcome you to our Career Switcher program.

This handbook has been compiled to offer general information regarding our procedures and Shenandoah’s Career Switcher program.  More detailed information about Shenandoah University student policies can be found at www.su.edu/studaffs/handbook/indexhb.asp. We encourage all students to go to this Web site and read the full handbook.

If you do not find the answer to your questions in this handbook, please contact one of these staff members:

	Ronald C. Say, Ed. D.

Coordinator of Educational Outreach

Phone: 540-287-1911

E-mail: rsay@su.edu
	Susan Billig

Coordinator of Education Operations

Phone: 540-535-3552

E-mail: sbillig@su.edu
	Jurgen Combs, Ed. D.

Chair, Office of Education Outreach

E-mail: jcombs@su.edu


Communications: Username & Password
SU students are provided with an SU user name and SU ID Number that also serves as the password to enter SU Web Advisor and SU email, SU Blackboard and for access of the SU online Library.    
Username: your SU username: ___________________
Password: your SU ID number: ___________________
You will receive this information at your initial administrative Career Switcher module.  If you do not receive this information, call 540-535-3552. 
SU Email
SU E-mail is the official communication tool between students, instructors, facilitators and CS program coordinators; you must check you SU account daily.  You are responsible for messages sent to that account.

To access your SU email, go to www.su.edu.  Click on SU Online.  Sign In using your Username and Password.  Click on Outlook Web to access your email.
Blackboard Access

Blackboard is available to all students for all modules.  You may enter the Blackboard site by going to http://bbd.su.edu .  Log In using your SU Username and Password.
Career Switcher Program Overview

Phase I consists of 150 hours of instruction and how to teach.  Phase I includes topics on the foundations of teaching; human growth and development; curriculum, instruction and assessment; teaching with technology; classroom management and more. During this first phase, participants will also be placed in participating schools systems to observe classes and to teach selected lessons (consisting of 40 hours).  This practicum placement will begin part of the way through Phase I.

Upon successful completion of the first phase, Shenandoah University issues a Phase I Certificate of Completion.  Participants are now eligible for your Career Switcher provisional teaching license upon full time employment OR half-time employment (2 years) with a public school division or a state-approved accredited private school in Virginia.

Once the Career Switcher has received a teaching contract, Shenandoah University submits his/her packet of license credentials to the Virginia Department of Education for review. That packet contains the Career Switcher’s application form, the fee for processing the application, documentation of 5 years full time work experience, official copies of the student’s transcripts, a record of your passing scores in Praxis II and VCLA, and confirmation of the Career Switcher’s successful completion of Phase I of the Career Switcher program. Once the Department of Education has reviewed this packet, they will issue a Career Switcher Provisional License which allows the Career Switcher to teach in your area of endorsement.

The Career Switcher provisional license is valid for one year (from July 1 to June 30) and may be renewed two additional times for one year terms each, if needed.  Once a full-time teaching position is secured, the Career Switcher enters Phase II.

During this first year of teaching, the Career Switcher will work with a trained mentor teacher who will help improve skills and performance, support morale, and work with the Career Switcher to put theory into practice. Phase II students will also meet again as a class at Shenandoah for an additional 20 hours of professional development to discuss experiences in the classroom, update skills in curriculum and instruction, classroom and behavior management, and human growth development.

It is only upon successful completion of Phase II that Career Switchers will have completed all of the requirements necessary to receive a five-year renewable Virginia license. The school system that employs the Career Switcher will work with the student to secure this license. Failure to complete all the requirements in Phase II means the Career Switcher is not eligible to receive your five-year renewable license.
Career Switcher Program Schedule
Shenandoah University offers the Career Switcher program in the Fall and the Spring.  Generally, the Fall program begins in late August while the Spring term begins in late January.
Criminal Background Check

 At the beginning of the Career Switcher program, all participants must undergo a criminal background check; information will be distributed to students at the first admin module. Participants will be invoiced by Shenandoah University for this background check, as the fee for this check is not included in the tuition.

Some school divisions require their own background check and students completing a field experience in those districts will complete the additional background check at the school division's expense.
Attendance Policy
The VDOE mandates 150 hours of instruction in Phase 1 of the Career Switcher program.   Participants are expected to be on time for each session.  Facilitators take attendance each week and report the attendance to the Coordinator of Educational Operations.

Repeated late arrival to class will NOT be tolerated.  A student knowing that he/she will be late is to email the Facilitator BEFORE class that day.  Very late arrivals (1/2 hour or more) will have to make-up the time with the instructor.

Policy for Missing a Module
A student can miss up to TWO modules before having a meeting with the Program Coordinators to review their status of continued enrollment.  A full missed Saturday counts as TWO missed modules.

All missed modules must be made up with the Instructor.  Emergencies are the exception, although the time will have to be made up with the instructor(s).
Procedure for Making Up a Missed Module
At least two weeks before a planned absence, the student must email the Instructor to inform him/her of the unavoidability of an upcoming absence.  

Within one week of an unplanned absence, the student must email the Instructor regarding the missed module.

The student must ask about a make-up assignment and the due date of this assignment.  You MUST copy your Facilitator and the coordinator of Educational Operations on this email.

Once the assignment is completed, the instructor will inform your Facilitator and the Coordinator of the successful completion of the make-up assignment.
Module Evaluation

At the conclusion of each series of modules (e.g. Technology, Classroom Management, etc.), your facilitator will request that you complete the online series evaluation. The School of Education gives serious consideration to all information gathered on these evaluation forms.  
Withdrawal and Refund Policy
All withdrawals must be made in writing to the Coordinator of Educational Operations.  Once the modules begin, no refunds are issued.  
Expressing Concerns

From time to time, a student may develop a concern regarding our Career Switcher program in which he or she is enrolled, or have a concern regarding the administrative processes of our school. First, address your concerns with the Coordinator of Educational Operations. If you require additional clarification, contact the Coordinator of Educational Outreach.  If you still are not satisfied at this point, contact the Chair of the Office of Education Outreach.  Finally, if you feel your concern has still not been properly addressed, contact the Director of the School of Education and Human Development.
Grades and Transcripts

Since the Career Switcher program is a non-degree program, no formal grade is assigned.

18 CEU’s (Continuing Education Units) are assigned at the end of Phase II for Career Switchers who successfully complete the program.

If you desire a CEU transcript, send a written, signed request to the Office of the Registrar, Shenandoah University, 1460 University Dr., Winchester, Va., 22601 or fax request to 540-665-5446 to request a transcript (sample request form provided in Important Links section).   This request must include your name, Social Security number or SU I.D. number and the address where the transcripts are to be sent. There is no fee for this service. Note: Your employer cannot request a transcript on your behalf.
Inclement Weather

The inclement weather policy varies from one program location to another.  The inclement weather policy is distributed to each student with registration materials.

Technology

Some instructional modules require the use of technology; four Technology-specific modules are delivered in Phase I.  Teachers in Virginia are expected to be technologically competent.  The assumption is that you will have reliable access to the internet on a routine basis and understand the basics of computer use.  Assignments may be submitted electronically as required by your Career Switcher instructors.   Blackboard is available to all instructors for all modules.

Textbooks 

Your textbooks are included in the Career Switcher tuition and are distributed at the first administrative module.  No additional textbooks are required.
Important Links 
Please go to www.su.edu/cs  for important links to Career Switcher students.  Additional links are provided below:
Shenandoah Univeristy Transcript Request Form:

Transcript Request form
Virginia Dept. of Education:

http://www.doe.virginia.gov/ 

VDOE Career Switcher homepage:










http://www.doe.virginia.gov/VDOE/newvdoe/CareerSwitcher/ 
VDOE Licensure Regulations for School Personnel:

http://www.doe.virginia.gov/VDOE/Compliance/TeacherED/nulicvr.pdf 

VDOE Critical Needs Areas:
http://www.doe.virginia.gov/VDOE/newvdoe/critical-shortage-areas2008-2009.pdf 

Foreign Credentials:

http://www.doe.virginia.gov/VDOE/newvdoe/ForeignCredentials.pdf 

State-Accredited Private Schools:

http://www.vcpe.org/2008-09-13%20Accredited%20List.pdf 

License Query:

https://p1pe.doe.virginia.gov/tinfo/ 
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