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FIGURE 1. DR. LAURIE GELLER, VICE PRESIDENT OF ACADEMIC AFFAIRS

Welcome to Minot State University!

The Adjunct Faculty Handbook is designed to provide information about MSU

policies and procedures intended to support you dur ing your teaching assignment.

We are excited because you bring a wealth of knowledge in your subject and are

well -versed in various teaching methodologies that will engage MSU students and

enhance their learning. | speak for all deans, department chairs an d division chairs

in saying we are committed to supporting your efforts in making your teaching

assignment at MSU a rewarding experience. | encourage you to visit MSUG s siee b
for information about professional opportunities and var ious activities that occur

t hroughout the academic year and summer sessions.
lively place, full of energy and opportunity. If you have any questions or need

additional information, my door is always open. | look forward to wo rking with you.
Sincerely,

Sincerely,

Laurie Geller
Vice President for Academic Affairs


http://www.minotstateu.edu/

MINOT STATE UNIVERSITY (MSU) FACILITIES

Minot State University Campus Buildings and Related Services

Administration 0 Houses offices for the President, Vice President for

Academic Affairs, Vice President for Administration and Finance , Vice
President for Student  Affairs, Institutional Research, Center for Extended
Learning, Business Office, Student Registrar , Financial A id, and Dakota

College at Bottineau  office. It also houses the Interactive Television Studios ,
Enroliment Services, Institutional Research, Human Resources, ACT Testing
Center, and the Office of Instructional Technology

Amphitheater & Built by students, alumni, and other university supporters.
Located on the hillside in the northern part of the campus, it provides a
beautiful setting for Summer Theater , musicals, and other productions.

Lura Manor & Five story building completed in 1986. It houses 152 male and
female students in four - person suites. It also houses the Student Health and
Development Center  and Disability Services.

Campus Heights Apartments 0 Completed in 1984. Houses 18 efficiency
and 12 two bedroom apartments. Open to all students.

Cook Hall & A five -story residence for 188 women. There is a study lounge,
recreation room, a kitchen facility, and a laundry area.

Crane Hall & completed in 1960 and most recently renovated into a co -ed
suite style residence hall with a lounge, recr eation room, and laundry facility
for 81 students.

Cyril Moore Science Center 0 Houses the Science Division. Also included
are alecture -demonstration auditorium seating 233, as well as classrooms
and lab s for science courses.

Dakota Hall & A conveniently loc ated residence for about 96 women. A
lounge, kitchen facilities, and laundry area are available for the use of the
residents. It also houses the Language Company.

Dome 0 Provides facilities for a wide variety of activities such as handball,
racquetball, basketball, and indoor track with seating for over 9600 people.

The building also has lockers, showers, classrooms, offices , and serves as the
temporary Wellness Center

Hartnett Hall & Houses the administrative offices for the College of Arts and
Sciences, an d the Division of Humanities. Office and classroom space is also
provided for programs in art, broadcasting, recording arts, and music. There

are classrooms anda 200 - seat theater for lectures, recitals, and theater
programs.



Herbert M. Parker Stadium 0 Football and soccer stadium with a seating
capacity of 2800 .

McCulloch Hall 8 A me nrdsidence for 145 students completed in 1960.
There is a study room for residents and a lounge, recreation room, cooking
facility, and laundry area.

Memorial Hall & Memoria | Hall houses the Institute of Rural Human Services,
the Department of  Nursing, five academic departments, and the North

Dakota Center for  Persons with  Disabilities, a University Center of Excellence
The Institute serves as an outreach center from which a comprehensive,
interdisciplinary program of research, training, and clinical services are

provided to rural  communities in the Minot service region. The departments
housed in  Memorial Hall are Communication Disorders, Nursing, Psychology,
Social Work, Spe cial Education, Criminal Justice , and the Rural Crime and
Justice Center .

Model Hall & Houses the Math and Computer Science Departments as well as
the Honors Program. Also located here are computer laboratories.

Old Main Building 0 Provides classroom and  office space forthe  Colleges of
Business, Education and Human Services, and for the music program. The
Social Science Division is located on the second floor. The Anne Nicole Nelson
Hall provides facilities for the performing arts. The facility also hous es
various computer labs, Slatten Learning Center, | nformation Technology
Central, Severson Entrepreneurship Academy, and the Center for Engaged
Teaching and Learning.

Gordon B. Olson Library 0 The MSU Library contains  over 398,760 volumes

in its book, bound  periodical, and document collections. The library currently

subscribes to over 1,810 periodicals, and is a select regional depository for

U.S. Government and State of North Dakota publications. In addition, the

library houses special  collectionsof North Da kot a materials, childre
and microforms.

Pioneer Hall & Family housing facility. Houses 40 one -bedroom apartments.
Also provides office space for Printing Services. The ceramics lab is located
on the ground floor.

Physical Plant & Central heating plant, carpenter, and welding shop, the
office of the Director of the Physical Plant, Parking Office, Security Office, and
Central Receiving.

Student Center d A comprehensive student services and activities building
which includes the Campus Bookstore, MSU Mail and Information Center, an
indoor swimming  pool, the Beaver Dam and Beaver Creek Cafe , Buckshots &
a convenience store, Java Lodge, student government offices,s tudent
publications offices, conference rooms, study lounges, and the Office s of



Student Life, ID Office, Vet er ands Center, Milig\ad® Of fi ces,
Services , Student Success Center, Office of International Programs,
Marketing and the Vice President for Advancement and Alumni Offices.

Swain Hall & Constructed in 1951, the new  Swain Hall, remodeled in 2009 -
2010, houses the Department of Teacher Education and Human Performance.

By taking advantage of previously unusable space, a third floor was created

in the space that used to be the gymnasium bleachers, and four new

classrooms were added to the building. The basement was opened up and

now features high -tech athletic training equipment that will be used by

students as they take health, physical education and recreation courses. The

former gymnasium has been converted to a pedago gy lab, and it will be the
primary location for physical education classes as well as fithess courses.

Health and Wellness Center 0 The brand new, state -of-the -art Wellness
Center opened in Fall 2012. The new facility supports all dimensions of

wellness and provides exclusive areas for cardio exercise equipment such as
treadmills, stationery bikes and various types of elliptical machines. It also

includes a 30 foot climbing wall, weight rooms, space for student dances,

spiritual wellness, a basketball court, a floor hockey court, and a

multipurpose classroom dedicated to a variety of exercises classes such as

Zumba, step aerobics, kick  -boxing and yoga.
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FIGURE 2. CAMPUS WITH BUILDING LOCATIONS



Minot State University at Bismarck State College
Services

Bismarck State College
CAMPUS MAP

T 24 EXIT 157 =%

_F

ANARY AVENUE

: Buildings and Related

- BISMARCK COMMUNITY BOWL
- BISMARCK PUBLIC SCHOOLS
CAREER ACADEMY
- BSC AQUATIC & WELLNESS
CEMTER
- BSC ARMORY
- FOUNDATIOM/ALUMN HOUSE 13- SCHAFERHALL
- HORIZOM BUILDING 16- SIDNEY J. LEE
- JACK SCIENCE CENTER AUDITORIUM
- LEACH MUSIC CENTER 17- STUDENT LNION
 LERARY 18- SWENSEN HALL  \\
- LIDSTROM HALL 19- TECHNICAL CENTER
- MEADOWLARK BUILDING 20 - TENNIS COURTS
MYSTIC HALL 21- WERMER HALL
- NATIONAL ENERGY CENTER
OF EXCELLENCE ®- HANDICAP PARKING
- ND LAW ENFORCEMENT []- PERMIT-ONLY PARKING
TRAINING ACADEMY @- MO BSC PARKING

SCHAFER STREET

COLLEGE DRIVE

EDWMARDS AVENUE

DIRECTIONS TO CAMPUS:

FROM THE WEST {I-94): Take Exit 157, Atthe stoplight, proceed
graight on Schafer 3t approximately 2 blocks.

FROM THE EAST {I-94): Take Exit 157. At the stoplight, turn left,
proceed 2 hlocks. Turn right an Schafer Street and continue
approximately 2 hlocks.

FROM THE NORTH (HWY 83): Turn right {west) on|-94 (Exit 159)
and proceedto Bxit 157, Take Exit 157, Atthe stoplight turn left,
proceed 2 blocks. Turn right on Schafer Street and continue
approximately 2 blocks.

FROM THE SOUTH (HWY 83): Turn left fwest) on |-94 (Exit 182)
proceedto Bxit 157, Take Exit 157, At the stoplight turn left, proceed
2 blocks. Tum right on Schafer Strest and continue approximately 2
hlocks.

FIGURE 3. MAP OF BISMARCK STATE COLLEGE WITH BUILDING LOCATIONS

Horizon Building (Building 6, northeast corner

) 0 1815 Schafer Street,

First Floor, Office 124 is the | ocation of the MSU Student Servi ces

Coordinator and supporting faculty
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Minot State University at Minot Air Force Base: Buildings and Related
Services

FIGURE 4. MAPOF MINOT AIR FORCE BASE WITH ROUTE TOED UCATION CENTER,
BUILDING 156, LOCATED ON MISSILE AVENUE . SOURCE: GOOGLE EARTH .

11



INTRODUCING MINOT STATE UNIVERSITY

FIGURE 5. NORTH DAKOTA STATE NORMAL SCHOOL AT MINOT IN THE FALL OF 1914.
MSU PHOTOGRAPH ARCHIVES .

Minot State University was founded in 1913 to serve the citizens of northwest North

Dakota. It is located in Minot, a city with approximately 41,000 residents.  The city
is served by United , Delta, and Allegiant ~ Airlines , Amtrak , and Jefferson B us Line.
Abu ndant outdoor activities are available, including hiking, boating, fishing and

camping in the nearby Garrison Dam/Missouri River area, and the Turtle Mountain

Region. The arts include two theatre companies, three art galleries, choral and

instrumental grou  ps, a full -scale symphony orchestra, and an opera company. A
major dual -wing (bomber and missile) U.S. Air Force b ase is located in the greater
Minot area. Minot State primarily serves North Dakota, Montana, and several

contiguous Canadian provinces. Several Native American communities are located

in our region and are represented in our students and faculty.

TheUniversity has evolved from a normal school to a

institution. It is the third largest higher education institution in the state and the

onlynon -doctoral wuniversity to grant masterods degree:
uni ver si ty iteffermgs:@Adseand Sciences, Business, and Education and

Health Sciences. Twelve masterbés degrees are offe

communication disorders, management, education, psychology, and mathematics.

There is a rich mix of liberal arts and professi onal programs offering more than 60

majors at the undergraduate level. Minot State University is a member of the North
Dakota University System, which is comprised of 11 institutions representing

12



doctoral, master, baccalaureate, and community colleges. The State Board of
Higher Education consists of nine members and is the governing board of the

System. Minot State University has a Board of Regents acting as an advisory board
and champion for the institution

Mission

Minot State University is a regional, pu blic institution located in the northwest
region of North Dakota, serving students from Minot, the region, state, nation, and

other countries. Undergraduate and graduate courses and programs are offered on
campus and at a distance, through face -to-face, on line, and alternative modes of
delivery. Non -credit and professional training and experiences are offered to

students and community members.

Committed to high academic standards and professi onal support for students, the
University is dedicated to student success, engaged and life  -long learning,
advancement of knowledge, effective student service, and development of students

of character. These commitments are grounded in effective and motivated teaching

and learning, scholarship, and service. General stud ies and a variety of programs
are offered in the arts and sciences, business, and education and health sciences. A

wide range of student support services is provided to on -campus and off -campus
students.

The university values critical and creative thinkin g, vitality of communities and
cultures, stewardship of place, and the multicultural and global environment. The
university honors and supports the dignity and rights of diverse individuals,

freedom of expression, academic freedom, ethical and moral behavi or, integrity,
fairness, and honesty.

Minot State University is first and foremost dedicated to the success of all students:
their growth and development as educated citizens, their confidence, and their life
long devotion to the common good and the welfa re of others.

Core Values

MSU cares deeply about its students, their learning, and their growth. The

university is proud of its values and long -term commitment to:
f Teaching and learning with excellence, integrity, and engagement
T Serving students and oth  ers respectfully and responsibly
1 Following high ethical and moral principles
1 Supporting the values of community and place, where all community

members are valued and respected for their work, contributions, and
freedom of expression.
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Core Purpose

Minot State University helps people appreciate life and learning and contribute
meaningfully to the lives of others.

GETTING READY TO TEACH

Program Requirements

Adjunct faculty must review and become familiar with the applicable
(undergraduate or graduate) catalog and their specific program
requirements . Information for each program is subject to change, so

we recommend that  you maintain close contact with your department.
It is also critical that any special assessment and rel ated reporting
requirements are identified for the courses taught.

The undergraduate and graduate catalogs are available online . Adjunc t
faculty should also obtain a copy of the Student Handbook  from

Student Life. The handbook outlines student behavior expectations

and other important policies.

General Education Assessment

All general education courses  are require d to conduct a general
assessment of learning  as specified by the department. This applies to
both online and face -to-face classrooms. The assessments are usually
standardized and consist of a pre and post  -test, but other types of
assessment are also used. If you teach a general education course,

contact your department to determine the correct course of action
Additional general education requirement information can be found on

GE web site .

Diversity Assessment

All courses carrying Diversity status are required to conduct a general
assessment of learning as specified by the department. This applies to
both online and face -to-face classrooms. The assessment is

standardi zed and consists of a pre and post  -test. If you teach a

Diversity approved course, contact your department to determine the

correct course of action. Additional information can be found on the
Diversity web site

Access to Minot Air Force Base (MAFB) and the Base Education
Center

If your course meets on the Minot Air Force Base, contact the MSU
representative at the base Education Center (701 )-727 -9044. You will
be mailed the necessary instructions and forms to begin the process

for gaining access to the base.

14
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It is important that you complete and return the forms immediately.

The military is required to conduct a background check before access

is authorized and the process takes several weeks. You will also be

provided information about how to bring your vehicle on base. You will

be required to show proof of insurance, you
vehicle registration.

Classes are held on the se  cond floor of the Base Education Center and
Library, building number 156 (see map on page 10). If you have not
received this information by at least two weeks before classes start,

contact MSU office on base at (701)-727-9044 .

Parking and Permits for Employees

This information is presented as a guideline for the operation of motor
vehicles on the campus of Minot State University. MSU permits
students, faculty, and staff to operate vehicles in the University
community. Certain rules and procedures have been established.
These regulations aim to insure the safety and orderliness of

pedestrian and vehicle traffic.

Enforcement Hours
Monday through Friday (8 a.m. -4:30 p.m.)
12 months per year

Parking Map

All violations listed under General Regulations on Driving and
Parking will be enforced on a twenty -four (24) hour basis, 7
days a week, 52 weeks per year.

The parking fee is used for i mprovements and maintenance of parking
lots. The parking fine is used for staff and office expenses, with the

balance used for improvements and maintenance. Direct questions to

the Parking Office , whichis located atthe Post Office counter on the
first fl oor of the Student Union. Office hours are from 8 :00a.m. to
4:30 p.m. CST.

Parking Fee

Reserved: $6 5.00 per year
Unreserved: $5 5.00 per year

Bismarck State College Parking: Parking passes are not  required .
Instructional Equipment

Instructional eq uipment can be obtained by contacting your
department . For courses taught at the Minot Air Force Base, contact
the MSU representative  on base at (701 )-727 -9044 for assistance.

15
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The Minot Air Force Base Education Office also provides equipment

support and most of the classrooms have overhead projector and/ or
Smart Board technology. MSU adjunct faculty at Bismarck State

College should send instructional equipment requests to the MSU
Student Services Coordinator at (701)-224 -5496.

Textbook Orders

The MSU Bar nes and Noble Bookstore will use the MSU email account
to notify faculty of the deadline to order textbooks. The order form

can be picked up from the division or department secretary. You

should contact your department about their policy with regard to
ordering textbooks for online and on campus courses.

Instructors are encouraged to visit or contact the bookstore at least a
month before classes start to ensure their book orders hav e been
processed and available  for students. Instructors are also responsible

for ensuring their syllabi (paper copy and online versions) reflect the

correct textbook and edition.

Campus Closure Due to Inclement Weather

Minot State University  and MSU at Bismarck State College will notify
local rad io and television st ations when the campus is closed due to
inclement weather. Local radio stations will also be advised when base
classes are cancel led. Bismarck faculty and students should check the
MSU @ BSC Web site for closure information.

Minot Air Force Base (MAFB) will notify local radio and television

stations when the base s closed due to inclement weather. If in doubt,
attempt to contact the MAFB Education Center at (701)-723-2772 or
the MSU representative on the base at (701)-727 -9044.

Highway 83 between Minot and MAFB closes on occasion when road
conditions become extremely hazardous and life threatening. When

this occurs, the North Dakota Highway Patrol will no tify the public on
local radio and television stations. NotiFind will also be used to advise
faculty, students, and staff.

Instructor Desk Copies

Individual instructors are responsible for requesting published desk

copies from their respective publisher representative. Please contact
the division or department chair to identit y texts approved for
particular courses.


http://www.minotstateu.edu/cel/bsc.shtml

Library  Electronic Reserves

For information about placing items on Electronic Reserve ( ERes), visit
the Office of Instructional Technology at 701 -858 -3280/3832.
Blackboard Learn is currently used to house student readings.

CAMPUS COMMUNICATIONS

Post Office and Department Mailboxes

FIGURE 6. MSU MAILAND | NFORMATIONON THE SOUTHEND OF TH E STUDENT CENTER.

The campus mail and information center is loca ted at the east
entrance of the  Student Center building. Business mail can be sent
through the post office if there is a departmental billing number on the
envelope. For bu |k mailings contact the post office for instructions at
(701)-858-3000. The center also provides the following services:

(@]

personal faxes at a charge

o

sell stamps and pre -stamped envelopes
o0 intercampus mail delivery
o weigh packages

Local adjunct faculty ~ who frequently visit or have an on -campus office
should contact their division or department secretary to determine if a
department mailbox is available for use. Adjunct faculty at Bismarck
State College will contact the MSU Student Services Coordinator for
intercampus mail support.

17



Telephone Services

If you are using a campus phone and wish to make an outside call, dial
R90 to receive die (O)u838%-0001 .Onicampu s calls
can be made by simply dialing the four digit  extension (i.e. 5555)

Each department has a long distance code for authorized business calls
made on campus . Direct questions to the MSU ITC at (701)-858 -
4444. For on campus emergencies, dial 911

Internet Services

Minot State University  does not provide off -campus | nternets ervices.
Off -camp us users must obtain their own I nternet service provider.

Blackboard = Announcements

Events affecting MSU Online courses will be published  via the
Blackboard Announcements tool located on the adjunct faculty
me mb e r & 8lackbpard page.

Gettingan E - mail Account

The address for the University is http://www.minotstateu.edu . Adjunct
faculty are required to have and use an MSU e -mail. Important
information about your classes will be sent throughout the semester to
this account. To set up your e -mail account, contact the IT Central
(701)-858-3018 .

Faculty E -Mail Login _Point

On - Campus Wireless Internet Access
To obtain wireless access to the Internet on campus, y ou must login
using your campus login (firstname.lasthame and assigned e -mail
password) .

NOTE: To connect to encrypted wireless networks you must first

connectt o a wall jack or Wireless@MSU. Then visit
http://wireless.minotstateu.edu/activate and follow instructions.
If you have problems connecting or logging in bring your laptop to Old

Main 108 for assistance.

Adjunct Faculty Identification Card Eligibility and Procedures

ID Cards can be obtained in the Photo ID office located on the second

floor of the Student  Center . Adjunct faculty must be on contract and
entered into PeopleSoft  or Campus Connection  to obtain an ID card. A
government issued photo ID must be presented at the time of card

issuance. Adjunct geographically removed from campu s can forward a
professional photograph with a copy of official identification (i.e. passport,

18
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driverds |l icense, etc.) and the campus
identification card. Adjunct faculty members can obtain a library card via
the campus web site and operate without a campus identification card.

Terms and Conditions

As a general rule, a faculty ID will allow you the following benefits:

a.

Faculty and family members may attend Student Associatio n
sponsored events for which there is no charge. (Some exclusion

may apply.)

At the writing of this handbook, f aculty members are allowed free
use of recreational/fitness facilities. Call the Dome at (701)-858 -
3041.

It may be used in the Library to check out materials and purchase
photocopy credit.

Faculty generally may attend all University sponsored music

events, including band and choral concerts, faculty and student

recitals, and Minot Symphony Orchestra concerts without charge.
(Some exclusions may  apply.) ltdoes not allow free admittance to
International Artist Series, Western Plains Opera Company

productions, or Minot Brass Band concerts, or other outside events

held on the MSU campus.

Faculty ID cards are honored for main stage productions and the
summer productions during June and July. Spouses and immediate
dependent family members are admitted free with the faculty

member. (Some exclusion s may apply.)

19
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GRADING POLICIES

Student Appeal of Course Grade Procedure

For the student who is dissatisfied with a final letter grade, and who
has reason to believe that the grade issued is incorrect, the following
appeal procedure is provided by the University:

Step 1 : Within four weeks following the issuance of the grade in
guestion, the students  hall confer with the instructor who issued
the grade and outline the reasons why s/he believes the grade

is incorrect. (If the faculty member is unavailable, the student is
expected to contact the chairperson or college dean within this
same time period.)  Following the student faculty conference, the
instructor shall advise the student of the outcome of the course
grade review and shall process a grade change, if appropriate.

The instructor shall put his/her decision in writing, and give a

dated copy to the  student upon request.

Step 2 : If the student still considers the grade to be incorrect,
the student may formally appeal the grade at the "college level"
within fourteen (14) days following the completion of Step 1.

The Step 2 appeal process requires the s tudent to obtain the
procedure to be used in this step from the office of the college
dean in which the faculty member resides.

Step 3 : If the student is still dissatisfied, the student may

request that the case be reviewed at a hearing by the Student
Rights Committee. The formal request for the hearing must be
received bythe Re gi st rffece witlsin fdDrteen (14) days after
the completion of Step 2. The decision of the Student Rights
Committee shall be considered final.

Satisfactory/ Unsatisfactory Grading

Grades of Sati sfactory or Unsatisfactory (as opposed to a traditional

letter grade) are used in some courses at the University. A grade of

fiSoOgrantscredt t oward graduation but does not aff
grade point average. A grade of U also does not affect the grade point

average and does not grant credit toward graduation. The grading

basis for all courses, including these offered strictly on an S/U basis is

available in the registration software by selecting the link for additional

course d etalils.

Students may request to take a course on an S/U basis . The request
must be made before the last day to add a course for that particular

session (full term, first eight weeks, and second eight weeks). The S/U
option is open to all students in good a cademic standing who have
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achieved junior year status with 60 or more semester hours. Students

with an Academic Warning or  on Academic Probation are prohibited

from pursuing this option. No more than fifteen semester hours of

elective S/U coursework can be  applied toward a baccalaureate

degree. The S/U option may not be used in those courses to be applied

to the studentds major, minor, general educ
professional education sequence. However, one S/U course may be

applied to each are a of concentration.

The S/U grading option is used to transcript nationally recognized

academic tests such as the College Level Examination Program (CLEP),
Advanced Placement (AP), and the American Council on Education

(ACE). While individual test scores m ay be recorded at the University,
it is the responsibility of the student to ensure fulfillment of a program
requirement through the department/division chair.
Satisfactory/Unsatisfactory grading is also used to record graduate

level professional developme  nt activities numbered 500 on the
transcript, indicating workshop credit.

Grade Change Policy

Faculty may submit a grade change form within one year of the

original posting of a grade. After one year any grade change will need
to be approved in sequence by the chair, the dean, and the vice
president of academic affairs. These requests must be accompanied by
a written explanation. FS - 4.21.11

Incomplete Grade Reporting

An incomplete grade may be requested by a student who has been in

attendance, has done sa tisfactory work (C or better) during the term,

and whose work is incomplete for reasons found to be satisfactory to

the instructor. A Course Completion Agreement detailing the work to

be completed and expected completion date must be signed and dated

by bo th the student and instructor. The original copy of the agreement

must be submitted to the Registrards Office
deadline. The carbon copies of the agreement should be retained by

the instructor and student. If a grade change is not re ceived by the
Registrardés Office prior to the 1st Monday
completion date, the "I" grade will be automatically changed to the

official grade as assigned on the agreement. Extensions will not be

granted.

1 The grade of Incomplete (1) is an administrative grade that may
only be entered by the Registrards Office
Progress) will be available for 598 and 599 courses.
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1 The instructor will submit the grade earned at the time of grade
posting if they choose not to sign a C ourse Completion Agreement
or the student does not request an incomplete grade.

o Course Completion Agreement [pdf]

1 The instructor may complete the contra ct on behalf of the student
for circumstances beyond the studentbés or
summary must be attached to include the instructor communication
attempts or actual communication with the student.

Academic Policies Committee - 08-09/FS - 4.16.09

STUDENT POLICIES AND RESPONSIBILITIES

Student Registration

Registration takes place over atwo -week period toward the end of

each semester. Registration priority is determined by the number of

credits completed. Students may not register earlier than their

assigned time, but they may register late. Refer to the schedule of

classes published each semester through t he
specific procedures.

Students register using the Webregistration either from t
office or from off -cam pus, following their advising session. Web

registration enables students to access the registration system at a

pre -assigned time or anytime thereafter during registration.

First year students (Freshmen) and transfer students will be
introduced to Web registration during  orientation activities.

Class Attendance

Instructors are required to report course enroliment. After the seventh

day of aregular (16 -week) session in fall/spring and the fourth day of
a summer or eight -week session, instructors are requ ired to report
students who have never attended any class sessions or logged into

their Internet course(s). If such absence is reported by the instructor,

t he Registrards Office wildl administrativel
student. As a result a "W" will be recorded on the studentos
transcript and the course(s) will be subject to published refund

policies. The Registrarés Office will send

notifying him/her of the changes in his/her enrollment status. If the
student would like  to re -enroll in the course(s), he/she must obtain
approval of the instructor and the chair overseeing the course with a
department/division stamp provided by the department/division
offices.
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Students are expected to attend all class sessions of any course for

which they are registered. Prior to an instructor reporting course
enrollment, instructors may cancel a student who is registered for a
course but fails to attend any of the first three hours of class meeting

time during the first ten instructional da ys. This rule allows for early
identification of class vacancies to permit other students to add closed
classes. Students who know they will be absent from any class should
contact the instructor in advance.

However, lack of attendance does NOT guarantee automatic
cancellation for students. Each student is held accountable for those
courses selected at the time of registration. Only a "drop" properly

processed by web registration will assure the student that a class has

been dropped from his/her schedule of classes. Failure to officially
drop a class or withdraw from the University will result in failing marks
on the studentés record.

Students are expected to attend all scheduled class sessions. A
student who does not complete assigned academic work because of
absence from class is responsible for making up that work in
accordance with instructions provided by the faculty member teaching
the course. Faculty may establish attendance standards and will
determine whether a student will be permitted to make up work
missed as a result of absence(s).

Minot State University has a commitment to students who represent

the University in official capacities, such as in inter -collegiate athletic

events, music, theatrical, and other college -approved activities. In
enforcing their absence policy, it is recommended that faculty give due
consideration to the important role that extracurricular activities play

in the development of students, as well as to the benefits they provi

to both our University and community.

Students must notify instructors of any scheduled absences within the
first two weeks of the semester. In the case of later scheduled events,
the instructor must be informed of the event as soon as possible.
Instru ctors are encouraged to advise students of their absence policy
at the beginning of the semester.

Faculty members who schedule co -curricular activities conflicting with
a studentds other scheduled cl ass
students as much advance notice as possible. The student will be
expected to inform his/her other instructors and arrange for whatever
makeup work, including examinations, may be required. If a

satisfactory arrangement cannot be made, the student may appeal to

the Dea n of the college of the course in which he/she is enrolled. As a
courtesy to students and faculty, the Student Life Office contacts

faculty on behalf of the student for the following emergencies only if

the student will be absent from classes for more than one week:

de

sessi
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Hospitalization
Death in the Family
Jury Duty

= = =4 =4

Military Duties
1 Family illness

Please Note: Notifying the Student Life Office or faculty members
through the Public Information Office DOES NOT constitute an excused
absence. It is up to the discret ion of the professor whether or not
students will be excused from class or allowed to make up any missed
work. Faculty members requiring an excuse to make up missed work
must obtain it directly from the student.

Amendment FS - 3.2.06
Amendment FS - 1.11.07
Amendment AAC - 4.8.09

Adding a Class

Undergraduate and graduate classes may be added through the
seventh day of a regular (16 -week) session in fall/spring semester.
Students may add classes through the fourth day of summer semester
or eight -week courses. Students may NOT add courses after the
deadline unless very unusual circumstances exist. In such cases they
must obtain permission from the instructor and the department chair
overseeing the course.

Petition to A _dd Form

Overload Policy

Students who wish to attempt more than 18 credits a term must

have at least a 3.0 cumulative GPA. Students may not register

for more than 22 credits per term. The overload approval form

must be signed by his/her advisor, department/division chair

and must also contain the division/department stamp. Return

the completed form to the Registyfards
4.16.09

Overload Approval Form

Late Course Drops

Students who fail to drop a course by the

O

C

apply for a fAlate course droponcesulatet o ext en

course drops must be approved by the instructor and department chair
and are subject to departmental policy.
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be obtained on a Late Course/Drop Request form available in the
Registrardéds Office or the department/ divi s
are to be returned to the Registraros Offic
processed prior to the first day of final exams.

Late Course Drop Form

Withdrawal

Students seeking to drop all classes (withdraw from school) prior to

the drop deadline should be directed to the Financial Aid Office. Even a
student who has paid no tuition and/or has not attended any classes

must contact the Financial Aid Office to withd raw from school.
Students are not automatically dropped from class for reasons of
nonattendance.  (Students should contact the Financial Aid Office

when seeking hardship drops after the drop deadline. To drop

individual classes after the drop date, a stude nt needs the signature of
the faculty member teaching the course. )

Withdrawal Procedure and Form

Late Withdrawals

Studen ts who fail to withdraw from all courses by the official
fiwi t hdr date mdy bde eligible for late withdrawal. The request for

withdrawal mu st be for reasons beyond the s
but not limited to  , the following: death of an immediate family
member, extended iliness, or hospitalization of the student. Late

withdrawals are  processed through the Financial Aid Office. Third party
documentation is required when requesting a late withdrawal.

Documentation may be a l etter from the studentés phys
obituary notice or other documentation that verifies the student 6s
special circumstance. A late withdrawal must be processed prior to the

first day of final exams. Students who leave the university without

completing the official withdrawal procedure will receive failing grades
(Fs) in all classes.

Withdraw Procedure and Form

Audit

An auditor is one who participates in a class but receives no credit for

the audited course. An auditor may participate in class activities at the

discretion of the  instructor. A student may change his/her status in a

course from Acreditd to Aaudito or vice ver
date of the session. This must be done on the appropriate form o}

available inthe R eg i s t rQOdficed/As) auditor must meet Universit y

entrance requirements and follow all standard admissions procedures.
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An auditor pays 50% of the regular, per credit tuition charged for the
course.

Repetition

Students may repeat courses taken at Minot State University, but
should be aware of the followi ng guidelines.

1 MSU courses must be repeated through Minot State for an
improved grade. Repeating a course at another institution will
average both grades in GPA calculations.

1 When repeating a course through Minot State, the most recent
grade will be inclu  ded in the GPA calculation.

i Students cannot repeat courses for an improved GPA after a
degree has been posted.

1 The student who wants to repeat a course no longer offered in
the college curriculum most obtain permission to substitute a
currently offered  course from the chairperson of the division or
department for the original course.

Academic Requirements

Presidentds Honor Roll: Undergraduate stude
term average of 3.50 while enrolled for 12 or more credits during the

fall or spring semester are recognized for their achievement by

pl acement on the Presidentés Honor Roll

Academic Progress: University  -wide minimum academic progress
requirements (individual colleges or departments may have higher
requirements) are based on the set of m inimum grade averages
printed below. The minimum grade average requirement is raised
progressively in order to help students meet the minimum
requirements for graduation.

Satisfactory Progress Requirements

Minimum Requirements

Semester Credits Attempted Required Cum GPA
1-23 (Freshman) 1.50
24-59 (Sophomore) 1.75
60 or more (Junior and Senior) 2.00
Retention

All student records are reviewed at the completion of each term
throughout the year. Should the cumulative grade poi nt average (Cum
GPA) fall below the required minimum, as noted in the table above,
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the student is placed on one of the following: academic warning,
academic probation, or suspension, depending on prior academic
history.

Academic Warning

The firsttimea st ud e nt -@fstermma grates bring the Cum GPA
below the required minimum, a warning shall be issued from the

Registrarodos Office notifying the student th
Academic Warning. A notation of HAAcademic V
student 5s per manent record which wil!/ not appe
of ficial transcript. An advisor hold wil/l b
record.

Academic Probation

The student on Academic Warning is given another term of enrollment
to bring the Cum GPA up to at least the required minimum. Failing that
effort, the student is moved from a status of Academic Warning to one

of Academic Probation. A Prmtbattiiom 6o fi sii Aacdalce
the studentbés permanent record which wild/l n
of ficial transcript. An advisor hold wild.l b

record and the studentodos registration wil!/l
Continued Probation
The student who has earned a Term GPA of at least 2.0 will be

extended yet another Probationary term in which to attempt to raise
the Cum GPA to at least the required minimum. A notation of

AContinued Probationd is added to the stude
(which wil!l not appear on the sAnaddisont 6 s of f
hold wil|l be placed on the studentbés record
registration will be I imited to 15 credits
end - of -term grades bring the Cum GPA to the requ ired minimum.

Academic Suspension

If a student on Academic Probation (Cum GPA is below the required

minimum) earns below a term GPA of 2.0, the student will be placed

on Academic Suspension. A notation of HAAcad
added t o t he esnanerdrecort &nd offigial transcript.

A first Academic Suspension requires that the student sit out for the

next fall or spring semester. The student may then be readmitted on

AfAcademic Probationo to attempt again to br
least the r equired minimum. At the end of this Academic Probation if

the student falls below a 2.00 Term GPA, a second Academic

Suspension will be issued and requires that the student sit out for both
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fall and spring terms, a full academic year (including summer).

Unofficial Withdrawal

A student who fails to withdraw from school and receives all failing
grades for a semester will be considered to have unofficially
withdrawn. This student will be placed on Academic Probation.

Suspension Reinstatement

A student who has sat out the required suspension period must submit

an Application for Readmission. If a student enrolls at another

institution during the suspension period, the student must submit all

official transcripts before readmission will be consi dered. The student

will be readmitted on Academic Probation. An advisor hold will be

pl aced on the studentds record and the stud
limited to 15 credits.

Suspension Appeals Committee

A student who has been suspended from the Univ ersity may petition

for a one -term extension of probationary status if they feel their case

warrants special consideration. Appeals must be made in writing to the

Registrardos Office. Circumstances beyond th
plan for improved perfor = mance must be evidenced before

reinstatement will be considered. If the appeal is granted, the student

will be conditionally readmitted with the s
Suspension Reinstatedod recorded on the pern
transcript. Anadviso r hol d wi | | be placed on the stu
the studentds registration will be |imited
t he st ud e-ofttérm gradesdring the Cum GPA to the required

minimum.

Student Complaint Policy

Consistent with its commitment to students first, Minot State
University has adopted this policy to assist both students and staff in
the resolution of student concerns and complaints constructively,
quickly and fairly.

Where minor concerns arise, student s are encouraged to take a
common -sense approach and raise them directly with the relevant
staff, with the aim of resolving them at the lowest possible level and
without undue formality. However, where informal discussions have
not yielded a satisfactory r esolution, or where the matter is more
serious, the following policy provides for a more formal process to be
pursued.
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Complaints made under this policy will be monitored and reviewed to
enable the university to continually improve processes and services in
support of student learning.

Student rights and responsibilities in relation to this policy are set out
in the Student Complaint Form

Title IX Rights and Reporting

Minot State University strives to create a campus community free
from interpersonal abuse including sexual misconduct. In working
to achieve this intent, Minot State University commits to:

a. Taking action to stop sexual misconduct;

b. Taking actiont o remedy its effects by providing advocacy,
support and appropriate referral services for recipients of the
behavior;

c. Taking action to prevent recurrences;

d. Educating individuals and promoting discussions on
interpersonal abuse and violence; and

e. Conducting impartial investigation of all reports/notices of
sexual misconduct through fair, equitable and prompt
procedures. Investigations will be independent of and
separate from law enforcement investigations of criminal
activity.

Keep U Safe Program

Campus Policy

Incident Reporting

INSTRUCTOR RESPONSIBILITIES

Instructor Presence in the Online Course

Online classes require regular atte  ntion by the faculty member.

Student activity within the online course should be checked at a

minimum of five days perweek . Inasmuch, students should see the
instructords pr esenc e (amweringicoursetmaie cour s e
participating in discussion, grading assignments and assessments,

etc.) onaregular and consistent basis.

If circumstances occur that prevent your presence in the virtual
classroom (i.e. death in the family, illness) you must notify your
students, department, and MSU Online at the Center for Extended
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Learning. Arrangements can then be made to find a temporary
instructor if necessary

Instructor Presence in the Classroom

You are expected to conduct your class sessions during the scheduled
days and times

If you can @ attend class,y ou must notify the  division or department as

far in advance as possible. If no advance notice is possible, you must
make arrangements to notify your students. Your division or
department secretary can help communicate with students. For

courses at Minot Air Force Base, contact the MSU representative at the
Education Center.  For courses at Bismarck contact the MSU Student
Services Coordinator.

If you must miss  class an d advance notice is possible, a substitute
instructor may be able to cover your class.  Arrangements for a
substitute instructor must be made through your dep artment.

Classr oom Assignment

Room a ssignment on campus is done by the Assistant Registrar  at
(701)-858-3684 or (800)-777-0750, extension 3684

Room Reservation request form

If you need a particular type of classroom, make your request as early
as possible. Rooms at Minot Air Force Base are controlled by the

Education Center.  Rooms at Bismarck State College (BSC) are

arranged by the Student Services Coordinator on th e BSC campus.

Normally, ¢ lassrooms are left open for day and evening sessions.
However, should you arrive to find your classroom locked after regular
operating hours , find the building custodian or call (701)-858-3567.

Classroom Maintenance

Instructors  are responsible for classroom cleanliness. In most cases
food and drink are not allowed. When your class ends, you should
check that :

A Boards are all cleaned

A Desks/tables and chairs  are in order

A Trash is removed from desks/tables and | ights are off
Syllab us Guidelines

A syllabus is a contract between the i nstructor and the student.
Adjunct faculty should obtain a copy of the division or department

3C


http://www.minotstateu.edu/records/pages/form-room-reservation.shtml
http://www.minotstateu.edu/records/pages/form-room-reservation.shtml

approved syllabus  for their course . Once modified, a copy of the
syllabus should be reviewed by the appropriate chair or facult vy
member and a copy filed with the department.

A copy of the syllabus must be provided to each student.
Confidentiality of Student Information

Instructors must be familiar with FERPA restrictions as outlined on
page 23 ofthe 2010 -2012 Undergraduate Catalog

Student Code of Conduct

The student code of conduct is outlined in the Student Handbook. All
instructors should be familiar with the code. A copy of the handbook

can be obtained by contacting Student Life at (701 )-858-3993 or at
handbook web site

Class Attendance , Reporting , and Starfish  Policies

Instructors are required to report course enroliment. After the seventh

day of a regular (16 week) session in fall/spring and fourth day of

summer or eight -week session, instructors are required to report

students whom have never attended any class sessions or logged into

their internet course. I f reported by the i
Office will administ ratively drop or withdrawal the student. The student

will be notified of this change of enroliment status with a letter and

email. If a student would like to re -enroll in the course(s), an add/drop

slip must be obtained with approval from the instructor, t he chair

overseeing the course and the department/division stamp.

Students are expected to attend all class sessions of any course for

which they are registered. Prior to an instructor reporting course

enrollment, instructors may cancel a student who is r egistered for a
course but fails to attend any of the first three hours of class meeting
time during the first ten instructional days. This rule allows for early
identification of class vacancies to permit other students to add closed
classes. Students who  know they will be absent from any class should
contact the instructor in advance.

However, lack of attendance does NOT guarantee automatic

cancellation for students. Each student is held accountable for those

courses selected at the time of registration. Only a fAdropo proper |
processed by Web registration will assure the student that a class has

been dropped from his/her schedule of classes. Failure to officially

drop a class or withdraw from the University will result in failing marks

on the studentreco rd.
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See Faculty Center Quick Guide

Midterm Deficiencies and Reporting

Faculty members are required to report midterm deficiencies. Ds, Fs,

andUsarecon sidered def i ci ent grades. fficwile Registra
send emails and letters to students with deficient grades as reported

by the faculty member. Students cannot access their midterm

deficiencies viathe  Web. Students willbe encouraged to seek

assistance from their instructors or other support services on the

campus oronline available to them. As a last resort, students have

the option of dropping the course, if the instructor allows.

Note: Mi dterm deficiencies are not a part of
record, and they wil/ not appear on the studerl

How to Record Midterm Deficiencies?

Academic Integrity Code

Minot State University is committed to academic integrity. Incidents of
academic dishonesty may be documented by the faculty member with a
copy of the documentation maintained by the department/division chair. A
letter of explanation will be sent to the student. Cheating may affect the

studentinaccor dance with the faculty memberés grad
student may appeal the faculty memberds penal
chair. Student disciplinary action may result in accordance with the
Student Conduct Policy. Academic dishonesty would include, but is no t
limited to, the following types of behaviors:

1. Mi srepresenting another individual 6s work

plagiarism from hard copy or the Internet.
2. Copying from another student during an exam.

3. Altering oneb6s exam after gradingg for the
onebs grade.

4. Submitting the same paper to more than one class.

5. Use of any material or device not approved by the instructor during
an exam.

6. Turning in reports intended to be based on field collection data but,
which are, in fact, not.

7. Failure to respe ct the confidentiality of persons served or studied
and to maintain the professional standards for ethical conduct as
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set forthin  The Handbook of School Psychology published by the
national Association of School Psychologists.

Student Advising

Part-time a djunct instructors  are usually not assigned to be student
advisors. However, every instructor  should be familiar with the
requirements of  the ir particular program . Fur thermore, distance
education students  are often unaware of who their academic advisor is

or how to contact them . A student can identify their academic advisor
by visiting the Student Center page on  Campus Connection.

Minot State University maintains that academic advising is an

important part of the educational process. Establishing a friendly and
honest relationship with an academic advisor is advantageous to the
student both personally and educationally. Effective ad vising helps
students to maximize the educational benefits available to them at the
University. The process of academic advising helps students to better
understand their own abilities and potentialities. Advisors can then

help students make connections to appropriate University resources.

Student Advisor Holds

Advisors use t he @ hol d@mpue &dnoectien tomequire
students to communicate with them on issues of student performance,
program changes, and other <criticathei ssues.
studentds ability to register for courses

New Student Orientation /CONNECT Part |

First year students and transfer students (campus and o nline) are
required to attend new student orientation scheduled prior to the
beginning of the fall and spring semester s. Orie ntation introduces
students to u niversity life through a number of well -designed sessions
and social activities. A web-based version is available for  online
students .

For more information about the orientation contact the Student
Success Centerat (701)-858-3362 or (800)-777 -0750, extension
3362.

Non - degree seeking students are not required to attend the New
Student Orientation.

Special Admissions you may encounter

Auditing Students: An auditor is a student who attends a class as a
listener without the privilege of participating in any regular class work.
No credit is awarded for an audited course.
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Dual - Credit Enrollment: This program provides the opportunity for
outstanding high school juniors and seniors to take lower division
courses for university credit before graduation from high school.

Non -Degree Students: Non -degree students are students who are
not pursuing a full degree at MSU and are taking less than 12
semester hours. They are not required to submit transcripts to MSU,

so we do not have proof of what courses they have completed. These
students need an override to register for any courses with
prerequisites.

Starfish Early Alert

Student success is a high priority at Minot State University, and day -

to -day student performance and behavior are among the most useful

indicators of issues related to student success. Starfish Early Alert is

an easy -to -use student retention tool that helps students and their

advisors stay informed about studentsd acad
users inc lude students, advisors, instructors, and student support

services. At Minot State University, Starfish will promote

communication between instructors with students and their advisors,

giving students and -uapdov irseograsr dai nfigh eaatdtse ndanc

academi c, behavioral or general concerns. Through automated email

messages, students can receive fikudoso fron
outstanding classroom performance. As well, students and advisors

can receive Aflagod notificationsgisof areas f
received, the message remains active in the system until it is removed

by the advisor or support person who addresses the concern with the

student, thereby closing the loop, indicating the student has been

contacted about the issue.

Quick Look for MSU Advisors
Quick Look for MSU Instructors
Flag Information

FAQ Page

Sample Student Emails
Blackboard/Starfish Login Page (Starfish works best in Firefox
and Chrome

SUPPORT SERVICES

Gordon B. Olson Library

= =4 = 4 -89

The Gordon B. Olson Library houses basic library facilities and two
computer labs. Containing volumes in books, bound periodicals, and
government documents, it also houses special collections of North
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Dakota materials, s ubstant i al coliebtion, der @antatrials,
and microforms.

The library currently subscribes to journals, serials, and newspapers.
The library is available to assist faculty in their research and classroom
instruction. Any inquiries should be directed to the library director.
Further information is available in the library handbook published
annually by the library.

If you need assistance, e-mail or call the library at (800)-777-0750
(ask for extension 3201), or (701)-858 -3201.

Library Cards: To receiv e library services you must have a campus
identification card.

Logging on to the Library's Databases

If you are off campus and want to search the library's
databases, you will need to log in with a login number and
password.

Your login number is the 14 digit number that you will find on

your campus identification  card or on the back of your student

id card. It is not your EMPLID number. Your password is your

last name, in lower -case letters. Make sure the caps lock is not
active on your keyboard.

Information

The Gordon B. Olson Library reference and information services
extend the same support and privileges to its off -campus
patrons as it does to those on campus. If you need help finding
information, please feel free to submit an online question orto
callusat (800)-777 -0750 (ask for extension 3296).

Interlibrary Loan

If you have identified the materials you need and they are not

available at your local library, you may ask the staff at the

Olson Library to send them to you by submitting an Inter library
Loan Request .

Computer Labs at MSU

Students and faculty in the Minot area have access to the following
computers labs:

Note: Times are subject to change.
Hartnett Hall 316 East
Mon. - Fri. 8:00am - 4:00pm
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Library

Fall and Spring semester hours

Mon - Thurs 7:30am - 12:00 midnight

Fri 7:30am - 4:3 Opm
Sat 9:00am - 5:00pm
Sun 1:00pm T 12 midnight

Summer semester hours
Mon i Thurs 7:30am - 9:00pm

Fri7:30 1 4:30
Sun 5:00pm 1 9:00pm

Hartnett Hall 316 East
Mon. - Fri. 8:00am - 4:00pm

Old Main 316
Mon - Fri 4:00pm - 10:00pm
Sat12 noon - 7:00pm

Old Main 103 (MAC Lab )
Mon - Fri 8:00am - 4:00pm

Old Main Study Zone
Mon - Fri 7:30am - 7:30pm
Prints to Old Main Room 108

Student Center
Mon - Fri 7:00am - 10:00pm

Minot Air Force Base Library
Mon & Tue sday 10:00am i 8:00pm
Wed & Thursday 11:00am i 8:00pm
Fri & Sat 11:00am i 5:00pm
Sunday Noon 1 5:00pm
Computer Labs at BSC

Computer labs are locat  ed in the Jack Science Center
page 10).

JSC 120 and 122 Lab Hours

(see map of
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Monday - Thursday: 7:30 am to 4:45 pm
Friday: 7:30 am to 2:45 pm
Saturday and Sunday: Closed

Copying, Print , and Design  Services

In the interest of improving quality, establishing more uniform

practices, and providing better service to depart ments, divisions,
colleges, and the University, a campus printing policy has been
adopted. All campus printing and photocopying will be channeled
through the Printing Services Office.

All printing orders (not including photocopying) must be requested on

the customer order form available at Printing Services. If the job

cannot be completed by Printing Services in the time frame needed, it
will be the responsibility of Printing Services to contract with an

outside vendor to complete the job. If an individual faculty or staff
member besides the Printing Services staff contracts with an outside
vendor, that individual may be liable for the bill. The Printing Services
Office is the only authorized contractor for outside printing.

Use of the on -campus Copy Cente r must be coordinated with the
instructordds individual depart ment .
department fund number and the number must be presented at time

of placing the order. Departments may provide the adjunct faculty

member the appropriate fund number or direct all copie s to be made
on a department copy machine

Adjunct faculty at Bismarck State College should see the MSU Student
Services Coordinator for copy and print support.

Graphics standard manual

Authorized MSU logos

Sample Template s

Sample Forms

Disability Services

Minot State University recognizes its responsibility for making

reasonable accommodations and/or adjustments to ensure there is n
discrimination on the basis of disability as established under Section
504 of the Rehabilitation Act and the Americans with Disabilities Act.

How to Apply:

Students must initiate the request for accommodatio ns/services by
applying at Disability Support Services Office (DSS) . Adjunct
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Faculty should not address or question any disability a student may
self -identify. The instructor should however, direct the student to

contact the campus disability service offi cerat (701)-858-3371. No

accommodations should be made in the class room until the

disability is reported and approved. The DSS will identify what
accommodations are to be instituted. The following checklist will
assist with requesting accommodations/s ervices:

Students should:

1. Contact DSS as soonas they are admitted at MSU.  Some
accommodations/services require advance time to arrange.

2. Complete a DSS Application Form. This can be obtained by
mail, fax, in person, or printa copy (PDF document).

3. Send DSS documentation of  the disability.
Documentation must include the following:

o Statement of disability on the letterhead of a qualified
professional.

o State how the disability functionally limits them inthe
academic environment.

o Recommendations for specific accommodations and
rationale for those recommendations.

Student Veterans Center

Veterans Center provides eligible veterans and dependents assistance with Gl
Bill benefits and certification of those benefits. As a member of Service members
Opportunity Colleges (SOC), we are committed to easing the transfer of relevant
course credits. The center also assists with counseling, advisi ng and transition
from military to university life.

Location: Dakota Hall, use south or east entrance on 1st floor
Days & Hours: Monday -Friday 8a.m. 1 4p.m.

Contact Person:  Andy Heitkamp

Phone: (701) -858 -4002/4003

1 Veterans Center and Services Website

=A =4 =8 =4

Center for Engaged Teaching and Learning
FYE Learning Communities

An opportunity for first ~ -year students to participate in a powerful

learning experience that will inspire the transition to university life an
learning through unigue learning communities, peer mentors, and
opportunities to engage with the campus and larger community.

d
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Peer Mentoring

Designed to assist in the personal, social and academic acclimation of

first -year students to MSU through culti vating relationships with
outstanding upperclassman mentors as part of the First -Year
Experience.

Peer Tutoring

Providing students with the essential learning tools and resources is
integral to their academic success. Weekly -assigned (individual) and
drop -in tutoring are available.

Engagement

Works collaboratively with faculty, staff and students to provide a

variety of engagement opportunities intended to connect faculty, staff

and students to each other and to the greater community. Some of

these opportunities are associate d with specific classes, while others
are independent of official coursework.

Connections

The second part of the orientation experience, CONNECTIONS
introduces ne w MSU students to Vision 2013 and connects students
with the Minot community in a way that encourages community
service and engagement.

Internships

Provides on campus internship opportunities for Minot State University :
undergraduate students. The internsh ip program is designed to

provide students with an opportunity to learn and work on campus in

an area that is directly related to their majors or fields of study.

The Center for Engaged Teaching and Learning is located in Old Main,
Room 101. Call (701)-858-4040 for an appointment or visit:
http://www.minotstateu.edu/cetl

TECHNOLOGY FOR THE CLASSROOM

Office of Instructional Technology Equipment Loan

Online f aculty may borrow equipment on a short -term basis. All equipment must be
reserved in advance by calling 701 -858 -3832 or by sending an email to
mark.timbrook@minotstateu.edu

Equipment cannot be loaned t o students or TAs. If parts of equipment are lost,
users are responsible for replacing them. Equipment must be signed for by the
user.
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Looxcie Mobile HD Webcam

Go anywhere and video anything with this robust,

miniature web camera and then upload to you r iPhone,
iPad, PC, or online course.

Zoom Q4

Tackle even the most challenging projects with ease,
and let them live up to their full potential. Whatever
the application & from YouTube video to indie film,
music video to tutorial, video blog to streamed
webcast d you can count on your Q4 to deliver
powerful and evocative  content.

VIXIA Mini
The VIXIA Mini is super slim and weighs approximately 5.6
ounces, so you can capture beautiful, high - quality video

and stills wherever you go.

Digital Audio Rec order

In addition to capturing stereo sound from meetings,
interviews and other critical information expected of digital
recorders, you can download and create podcasts with the
DS-30.

Phoenix Audio Duet PCS

The Duet provides 360 degree room coverage SO more
than one person can participate in an online conference,
Headset -Free and Handset -Free. Loudspeaker output
(always a problem with laptops) is sufficient for larger

offices and even medium sized conference rooms.

Flip UltraHD Video Camera
Capture s up to 2 hours of beautiful 720p HD video! One
touch recording makes creating videos simple. See it all on

the2"anti -gl are di splay. HDMIE Mi

watch video on your HDTV, PC, and WWW.

ni

40



Wacom Bamboo Tablet

personalize your documents with handwritten
sketches, and doodles. The ergonomically
comfortably in your
surf ace makes you feel
paper.

Headsets
We have various headsets with microphones.

HD and Logitech Webc ams

Bamboo Pen turns your comput er into the ultimate editing
tool and gives you the ability to paint, draw, edit, and

notes,
-designed pen fits
hand, and

t

|l i ke youbo

Several quick cams are available. There are both monitor

and tripod mounted options, depending on yo

Sony MiniDV

ur need.

The Sony MiniDV is compact and provides for quality video.

(Tripod is recommended)

serves as an in -house video and audio pro

Ideal for short captures, presentations, or field trips.

The Media Center of the Office of Instructional Technology

duction center

for the MSU faculty. Some operations may require faculty

to complete. Training is provided.

igl
B "l \ Tripods
h /o Full size and mini tripods are available for use.
Classroom Technology and Support
Blackboard BLACKBOARD (Bb) is currently

Minot State University's approved

Currently, MSU

offers over 300 fully
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DIGA

KAND

Digital Voice

Recorder

S

learning management system
(LMS). The LMS interfaces via
script with the student registration
system (PeopleSoft) allowing for
the registration and enrollment of
students into the appropriate
online courses.  The program
enables designers and
administrators to develop and
manage content in terms of
courses, lessons, and their
sequence. Bb also associates
lessons to a particular student and
records their individual
performance data, which can the
be collected and managed.

DIGA can convert VHS into DVD
and DVD into VHS. The hardware
can also be used to covert Mini
into DVD.

KAND is a three -drawer CD
duplicator. Duplication time var
based on the size of files.

The Olympus DS -50 and DS -30

Digital Voice Recorders (DVR) are

the | atest technology added to the

Office of Instructional Technology
With its high - sensitivity
microphone, which is detachable,
the DS -50/30 is capable of
producing high -quality stereo.
Saved files can be converted to
MP3, industry standard WMA
format, or do wnloaded as
Podcasts.

The DVR can be used for academic

or non -academic recordings to
include meetings, musical recitals,
presentations, interviews,

developed internet -
based courses and
over 100 blended
(hybrid) courses.

Please bring your
own DVDs/VHS tapes

Please bring your
own CDs

The versatility of
DVR opens its use
for both academic
and non -academic
applications.
Recordin gs could be
used to supplement
online and face -to-
face learning
environments.
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lectures, course introductions, and
much more. These files can then
be downloaded to the campus
audio/vide o str eamer, your Bb
course shell where it can be
played, as often as necessary, by
your intended audience.

Respondus Respondus is a powerful tool for Never load a test

4 creating and managing exams again. Send us your
that can be printed to paper or self -tests, quizzes, or
published directly to Blackboard : assessments, we do
Exams can be created offline the conversions and
using a familiar Windows load for you

environment, or moved from one
eLearning system to another.
Whether you are a veteran of
online testing or relatively new to
it, Respondus will save you hours
on each project.

Respondus The software is a custom browser RLB is a web-based

Lockdown that locks down the testing LMS support

Browser environment within the software. Use is
institutionds | ear currently restricted
system, Blackboard. When RLB is to inside Blackboard
activated within an online course, sources.

testing and quiz features are only
accessible through the software.
Once the test or quiz is opened,
students will be unable to exit the
environment until the test or quiz
is submitted. Moreover, once in
the testing environment, students
will be unable to print, copy, use
the print screen f eature, go to
another URL, or access other
applications on their computer or
from the Web. Coupled with the
existing security features in Bb,
online testing security will be
vastly enhanced.
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Acrobat
Connect
Professional

Camtasia
Studio

Sorenson
Squeeze

Vegas Video

Snaglt

Acrobat Connect Professional
(ACP) software, formerly
Macromedia Breeze Meeting, is a
scalable, highly customizable,
extensible Web conferencing
solution. It brings real  -world
functio nality to online meetings
that enable users to communicate
and collaborate instantly through
easy -to-use and easy -to-access
online personal meeting rooms.

Technolog y Training: Campus IT
staff and tech -savvy faculty
frequently use Camtasia Studio as
tool for technology training. By
creating instructional videos about
course management systems and
other applications, technology
trainers can deliver the same
information time after time, to
even the most remote campus
location.

Sorenson Squeeze is a video
encoding tool, enabling users to
efficiently re -purpose video
conten tfor Web, CD or DVD
applications. The program includes
Flash FLV, Flash SWF, MP4,
QuickTime, Real, and WMV
codecs. Compression can be for
streaming or progressive

playback .

Vegas Movie is a complex

software that offers drag  -and-drop
video editing, advanced editing

tools, and comprehensive studio
effects.

Showing someone exactly what
you See on your screen is

OIT serves as the

ACP administrator,
sets u p and manages
user accounts.

Staff supported or
we will provide
quick -time training
SO you can use the
tool.

Send us the file via
email or CD. We will
run the
conversion/compress
ion and retur nthe
file to you.

Quialified staff
operate this software
in conjunction with
video and audio
produ cts develo ped
in the OIT studio.

Copyright is strictly
enforced.
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PDF
Formatting

Video
Services

sometimes the quickest and
clearest way to communicate.
With Snaglt you can select
anything on your screen T an
area, image, article, Web page, or
error message 1 and capture it.
Then, save the screen capture to
a file, send it to Snaglt editor to
add professional effects, share it
by e -mail, or drop it into
PowerPoint®, W ord®, Web page,
or course shell.

Let us convert your printable files
into Flash documents or Adobe
PDF files with one click. Instantly
generate Flash documents that
can be accessed by over half a
billion Web users. Or transform
files into secure, compact PDFs for
e-mailing, archiving, printing, or
incorporati ng into your online
course.

Send us your Microsoft Office
PowerPoint or Word document and
we will run the conversion for you.
We can return the FP/  PDF file via
email, CD, or embed the file in

your online course.

Video services are provided when
capture supports student learning.
Video services outside these terms
are con sidered on a case -hy-case
instance. Video is currently
captured using a Sony Handyman,
DCR-HC96, wide LCD, 3.0
megapixels quality camcorder on

a SLIK tripod. Video can be saved
to a DVD -R or loaded to the
campus streaming server for
playing . Files are save d from the

CDs must be
provided by the
requester

(e xceptions may
exist).

Disks must be
provided by the
requester (some
exceptions may
exist).
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