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Welcome!

The faculty and staff of the Office of Education Outreach welcome you.

This handbook has been compiled to offer general information regarding our procedures and course offerings.  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


Username: your SU user name
Password: your SU   ID  Number
Special Note
SU students are provided with an SU user name and SU ID # that also serves as the password to enter SU Web Advisor and email, SU Blackboard and for access of the SU online Library.  If you do not  have this information contact your instructor or call 540-535-3552. Your SU e– mail account is the OFFICIAL means of communication by the University and you are responsible for messages sent to that account..

Academic Year and Term

Shenandoah University follows an academic year that begins with the fall term and ends with the summer term. Within an academic year, the year will be determined by the calendar year of the fall term.

Attendance

Students who miss 20 percent or more of the class will receive a failing grade for the course.

Communications

SU E-mail is the official communication tool; you must check you SU account daily

Course Evaluation

At the conclusion of each course, we request that you complete the course evaluation available on line. The School of Education gives serious consideration to all information gathered on these evaluation forms.  

Drops

You may drop a course and receive a full refund as long as you do so in writing prior to the second meeting of the class. This letter or form must include your name, SU ID # number, title and location of the course. You may mail, fax or e-mail a letter or Drop Class Form to:

School of Education & Human Development

Shenandoah University
c/o Susan Billig

1460 University Drive

Winchester VA  22601

Fax: 540-665-4726
Email: sbillig@su.edu
Refund checks will be mailed within four to six weeks of receiving written notification. If a class is dropped after this deadline, no refund will be given and your record will show a WD for this course.

Expressing Concerns

From time to time, a student may develop a concern regarding a class in which he or she is enrolled, or have a concern regarding the administrative processes of our school. First, try to address your concerns with the instructor or staff member involved. If you do not feel satisfied after talking with this person, contact Dr. Ronald Say. If you still are not satisfied at this point, contact the Chair of the Office of Education Outreach.  The final course of action should you feel your concern has still not been properly addressed is to contact the Director of the School of Education and Human Development, Dr. Steven Humphries.

Grades and Transcripts

Grades will be recorded within two weeks after the final class meeting. Grade can be viewed through WebAdvisor at www.su.edu two weeks after the last day of class. Your SU e-mail username and ID number serve as username and password for WebAdvisor.

If you desire a 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. 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 (sample letter provided in appendix)
Fall is I, Spring is II, Summer  is III.

It is the student’s responsibility to check that a course and grade are recorded on the student’s transcript.
Inclement Weather

· Winchester campus: OEO classes are cancelled whenever radio stations announce that classes are cancelled or the university is closed. For verification call 800-665-5640.
· Northern Virginia Campus: Call 703-777-7414.

· Fredericksburg area classes: Cancellation of classes due to inclement weather will be announced on WFLS 93.3 FM, B101 101.5 FM or 90JOY 90.5FM.

· Hampton site: Follow the class cancellation policy of Hampton City Public Schools.

Library Services

All students enrolled in a credit course offered through the School of Education are eligible to use SU library services. You may visit Smith Library on main campus, or you may access the online library through the Internet at www.su.edu. On the home page, click on the button titled Library.  Once you’ve chosen a category of information and a selection, you need to enter a username and password.  This information will be provided to you at the first class session. Please be sure to check hours of library to ensure library is open.

Payments

· Payments may be made through the University business Office by check, money order, Visa, MasterCard, American Express or Discover. If a third party (i.e. your employer) is paying for the course, their name, address and P.O. Box (if applicable) must be included. If you are using a credit card that is not in your name, SU must have an authorization letter from the credit-card holder submitted with your registration form.
· The university assesses a $25 returned check fee to all returned checks.

· If your payment cannot be processed due to a declined credit card or a returned check, you will need to clear up your account immediately.  If the financial obligation is not cleared up your registration for the course will not be processed and you will not be able to remain in class.

Registration

To be registered in a course through the Shenandoah University School of Education, you must submit a Registration Information Form along with payment or third-party billing information to the business Office of SU registration form (provided in the appendix).

·You must provide your name and Social Security number as it appears on your Social Security card. This is required by the federal government so that a form 1098T can be sent to you and the information reported to the IRS.

·If you are not a U.S. citizen, Shenandoah is required by law to ask you to complete a copy of form I-551/151 as well as give your country of citizenship and home address in that country.

·You must have paid for the course and registered for the course with Shenandoah in order to participate in the class and receive credit.
The fee for a 3 credit OEO course for the current year is $591.00. If you are registering for a contracted course for which your school district is paying directly, please check with your division for fee information.  SPED teachers may wish to consider a tuition grant from the Virginia DOE.

Technology

All classes require the extensive use of technology; 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 will be submitted electronically; Blackboard is used extensively in many classes.

Textbook Ordering

To order a textbook online, go to www.shenandoah.bkstr.com 

1. Click on “books”

2. Select “textbooks”

3. Select the term (fall, spring or summer)

4. Select main campus as the division

5. Select the department:

· EDUC for regular classroom courses, 

· SEDC for special education courses, 

· PSYC for PSYC 510 or PSYC 520Step 6:  Select the course number.  Courses are listed at www.su.edu/cont-ed  or at the LCPS “mylearningplan”

Step 7:  Select the section based on your class location:

LBG—NVA

Win—Winchester

FRE—Fredericksburg
HAM - Hampton

DED—Distance
Important Links 
Please go to www.su.edu/faculty/jcombs/oeo for links to the forms mentioned below and other useful information to students taking OEO courses.

Transcript Request form
http://www.su.edu/faculty/jcombs/oeo/Transcript%20Request%20Form%20ac.doc 

Registration Form
http://www.su.edu/faculty/jcombs/oeo/SU_reg_form_nondegree.pdf 

SPED Tuition Grant
http://www.su.edu/faculty/jcombs/oeo/inf204application%20reimb.doc 

Licensure Requirements

Professional Studies Courses – 2007: Professional studies courses required for Virginia licensure in regular  K-12 education as approved by the Virginia Department of Education Licensure Requirements - 2007 requirements.
	 Foundations of Education
	EDUC 510

	Human Growth & Development
	PSYC 510

	Reading in the Content Area (secondary licensure only)
	EDUC 533

	Classroom Management & Climate
	EDUC 584

	Elementary Curriculum & Instruction
	EDUC 643

	(or)  Middle Curriculum & Instruction
	EDUC 644

	(or)  Secondary Curriculum & Instruction
	EDUC 645

	Foundations of Reading (elementary licensure only)
	EDUC 523

	Integrated Language Arts (elementary & middle 
	EDUC 633


Special Education – 1998 and before: Special Education and Professional Studies program regulations required for Virginia licensure as approved by the Virginia Department of Education July 1998.
	 Characteristics of Students with Learning Disabilities
	SEDC 506

	(or)  Characteristics of Students with Emotional Disabilities

	SEDC 507

	(or)  Characteristics of Students with Mental Retardation
	SEDC 509

	Lifespan Transitions for Students with Disabilities

	SEDC 515

	Behavior Management
	SEDC 516

	Psycho-educational Assessment

	SEDC 517

	Service Delivery/Instructional and Remedial Programming for Students with Mild Disabilities
	SEDC 519

	Curriculum & Instruction for Diverse Learners
	SEDC 520

	Consultation & Collaboration
	SEDC 521

	Language Acquisition & Reading Methods
	SEDC 533

	Foundations of Education
	EDUC 510

	Human Growth & Development
	PSYC 510

	Foundations of Reading
	EDUC 523


Special Education – 2007 Requirements:  Special Education and Professional Studies program regulations required for Virginia licensure as approved by the Virginia Department of Education September, 2007.
	 Foundations/Legal/Medical Aspects of Special Education
	SEDC 565

	Special Education Instruction, behavior management & assessment
	SEDC 567

	Collaborative and Consultative Strategies
	SEDC 569

	Characteristics of students with Disabilities
	SEDC 571

	Curriculum, Instruction, and Service Delivery
	SEDC 573

	Transitions for students with Disabilities
	SEDC 575

	Language Acquisition and Reading Methods
	SEDC 533

	Foundations of Education
	EDUC 510

	Foundations of Reading
	EDUC 523

	Advanced Human Growth & Development
	PSYC 510

	Supervised classroom Instruction
	EDU 692
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