
Ai ACADEMIC MANUAL

THE PURPOSE OF THE ACADEMIC MANUAL

During the New Faculty Orientation held at the school, the Human Resources Department presents a summary of personnel policies, employee benefits, and a listing of services and resources. For a more comprehensive listing of personnel policies, employee benefits, and a listing of services and resources, please refer to your employee handbook and benefits binder.  You may also ask to see a copy of policies and procedures on file in the Human Resources Department.  

Many issues not covered in the employee handbook are specifically relevant to faculty.  This Academic Manual addresses these issues.  This Ai System Academic Manual does not replace your employee handbook.  Thus, you must be familiar with the terms of both documents, as well as the terms of your letter of appointment, which along with the employee handbook defines your employment status.  
Of course, this Manual cannot cover every issue for faculty.  However, the issues addressed in this Manual are intended to answer some of the most frequently asked questions by new faculty.

FUNCTION OF THE FACULTY

The faculty create and implement specific measures to advance the educational goals of The Institute. Specifically, the faculty, both full-time and part-time, are charged with responsibilities including but not limited to the following:

  1. Teach assigned courses according to the curriculum outline and catalog
      description

- to provide course syllabi, course outlines, and grading to students

 -to evaluate student performance based on what is being taught

  2. Commit time and energy to impacting the academic success of students by
      advising individuals who are having difficulties

- to identify student instructional needs

- to refer students with personal concerns/problems to counseling

  3. Maintain a classroom environment conducive to learning and encourage the
      active participation of students in the process of learning

  4. Actively support the concept of diversity within the Institute environment

- to be tolerant of and support tolerance for varying viewpoints

- to treat students and others in The Institute community fairly without 

  regard to age, gender, sexual orientation, race, religion, cultural background 
  or any other protected classification 
- to encourage tolerance in others

  5. Perform necessary administrative responsibilities

- to keep accurate attendance records and submit them when required

- to keep accurate grade records and submit them when required

- to admit only those students who have been cleared for attendance by The
  Institute

- to enforce The Institute policies in class and in common areas

  6. Communicate with the administration of the Institute and department

- to attend all required meetings

- to check mailboxes (including voice and e-mail) regularly and read pertinent      

  information delivered there

- to make the Academic Director aware of any problems as soon as

   they arise

  7. Assist the department and The Institute in planning for the future

- to assist in the development of curriculum

- to research new equipment that might be needed by The Institute or department

- to help select textbooks

- to participate in committee work

  8. Maintain current knowledge in area of teaching specialty and enhance
      instructional  skills

- to stay current with professional area of expertise

- to maintain and build business industry networks and contacts

  9. Demonstrate commonly accepted standards of professional and ethical 
      behavior for faculty at institutions of higher learning

10. Represent the school to the community and support school activities within
      the community.

11. Partner with functional departments in the school to build collaborative
      relationships which foster student success.

FACULTY POSITION DESCRIPTION

A competent and experienced faculty is an important key to the realization of The Art Institute’s mission. Faculty are selected for expertise in a specific field, experience in that field, teaching ability and the necessary background to meet credentialing, licensing, and accreditation requirements. Enthusiasm, a desire to work with students at all levels, and a willingness to support the goals of the curriculum and The Institute are also important.

Faculty may be classified as either full-time or part-time. Full time faculty are employed on a continuing basis subject  to sufficient enrollments and annual performance reviews. Part time faculty are employed quarter to quarter, as enrollment permits and subject to an annual performance review. 
faculty member’s primary responsibilities to students are imparting knowledge, developing career abilities, and instilling professional attitudes within a creative and enthusiastic learning environment. In addition, both full-time and part-time faculty have administrative and developmental responsibility, which includes advising students to enhance their education experience. Appraisal of faculty performance is largely determined by the quality of performance in fulfilling these responsibilities.

Faculty will be advised whether they are classified as full-time or part-time.  
Copies of the full-time and part-time Faculty Position Descriptions are contained in the Appendix.  
Ai FACULTY  POLICIES

ACADEMIC FREEDOM

Faculty in the Ai system who teach in accordance with the course syllabi and who utilize professional and academic teaching practices are assured of freedom in how they teach. Academic freedom assures that faculty are free to pursue the best means for realizing the goals and objectives set forth in Ai’s values, vision, and mission statements in keeping with standards of propriety and professional conduct. 

It is the role of the faculty to bring to the teaching/learning environment their expertise and enthusiasm and to convey the relevant information they possess to students. Faculty should endeavor to create an atmosphere in the classroom and/or laboratory that is conducive to the attainment of the course objectives. In accordance with this, faculty exercise the freedom to be creative in these pursuits.

COPYRIGHT

Faculty sign and are expected to adhere to the terms of the Ai system’s copyright and patent policy.  This policy provides for the sharing of the proceeds of discovery, subject to current laws and regulations. Of particular interest to faculty is the policy on royalties on publications or materials authored by faculty members. The Ai system encourages publication and work in their field by faculty. The Ai system allows faculty to keep copyrights on materials, except in the case of works:
· commissioned by the Ai system

· done on company time

· accomplished under contract and grants where copyright specifications are delineated

· completed under agreements made in advance between the author and the Ai system 

We ask faculty to inform the Human Resources Department if they have any patents or

copyrights pending.

The Ai system complies with the copyright laws as applied to proprietary schools. The use of and/or photocopying of copyrighted material without permission OKin projects by faculty, students, and staff is prohibited. Faculty are required to instruct students in the proper use of licensed materials in their works. Faculty are charged with the responsibility of monitoring the work of students to ensure that they use only licensed materials in their projects. This standard applies to printed, software, audio and video materials.

There are no explicitly defined specifications as to what may constitute fair use, but the following four factors must be considered:

1. The purpose and character of the use, including whether the use is for
    commercial or non-profit educational use;

2. The nature of the copyrighted work being used;
3. The nature and the amount and substantiality of the material used; and

4. The effect of use on the actual or potential market for value of the work.

Faculty also receive the EDMC Copyright White paper which gives guidance in the areas of copyright and its implications. A copy of that paper is found on the EDMC Intranet site under (CS) Academic Affairs. When in doubt as to whether using material is a copyright infringement, advice from Central Staff law department should be sought or written permission from the copyright holder should be obtained.   
FACULTY LETTERS OF APPOINTMENT

Faculty are provided with letters of appointment.  The purpose of letters of appointment is to encourage excellence in Art Institute faculty, to clarify mutual goals of the institutional obligations to students, licensing and accrediting bodies and to maintain fiscal responsibility.    As noted in the letter of appointment, continuing employment status of faculty is based on numerous factors including their ability to meet stated performance criteria and The Institute’s enrollment. 
A part-time faculty member whose status is expected to continue for the next quarter generally is given a Letter of Appointment for the quarter. A full-time faculty member on continuing status generally is given a Letter of Appointment annually. On occasion, a part-time faculty member may teach a full-time load. When this occurs, the faculty member generally receives an interim full-time faculty Letter of Appointment. Faculty member’s letter of appointment includes reference to non-teaching responsibilities. 
All faculty members, both full time and part time, are employed at-will and both the faculty member and the school may end the employment relationship at any time for any or no reason.
PROFESSIONALISM

Classes should be conducted in a manner to project the highest standards of professionalism. The faculty should convey through personal behavior the standards acceptable in the business world. Students are expected to follow the faculty’s example. Faculty/student relationships should support this philosophy.

Course Materials and Syllabi

Classroom Resources

One of the most important aspects of teaching is the creation of an open and supportive environment for students that fosters and facilitates learning.  In establishing standards of excellence for the classroom, attention must be given to student/faculty expectations, classroom climate, teaching methodology, and classroom resources. It is the responsibility of the faculty member to make sure that equipment, demonstration materials, and other appropriate resources needed to support instruction are available for students.  As a partner in the educational process, students too have responsibilities for maintaining the learning environment. Faculty and student responsibilities should be listed on the course syllabus, and all expectations should be clarified with students on the first day of class.

Syllabus Format

The course syllabus is a planning tool that faculty use to record and synchronize the content, activities, and reference information for the entire course.  The syllabus also provides structure and direction for students.  Faculty should give students a copy of the course syllabus on the first day of class.  A good syllabus introduces subject matter, supplies a rationale for learning, outlines the topics that will be taught, provides information about how the class will be conducted, and details how student progress will be measured. In order to maintain consistency across different sections of a course, it is important that the course syllabus be followed.  The Ai Course Syllabus Format must be used in the production of all syllabi.  The format is illustrated on the next page.

AI COURSE SYLLABUS FORMAT MODEL

Institute Name:

Course Syllabus

Course Title:




Session/Year:

Instructor’s Name:

Course Description:

Course Length: (Weeks)

Contact Hours: (Lecture & Lab)

Credit Value:

Course Competencies:  (Faculty may add but not delete from the approved curriculum model)

Course Prerequisites:

Americans with Disabilities Statement: 
Students with disabilities who have a letter from the Dean of Student Affairs approving a reasonable accommodation should inform the instructor in private of the approved accommodation by completion of the first class or as soon thereafter as approved by the Dean of Student Affairs.  Accommodations are only effective once the faculty member receives the letter.  Any  resulting class performance that may arise for those who do not identify their needs should not expect any special consideration.

* Textbooks: (Each school should follow the task force recommendations if provided.

Include costs based on Supply Store estimates.)

Materials & Supplies: (Include costs based on Supply Store estimates.)

* Estimated Homework Hours: (Lab & Non-Lab)

* Technology Needed:

* Student Evaluation:

* Class Policies:

* Instructor Availability Outside of Class:

* Weekly Outline: 

* Faculty have input or determine these aspects of the syllabus.

Course Competencies

Course competencies are enabling competencies that are derived from program exit competencies.  Specifically, a course competency is a statement, as precise as possible, which describes, within the limits of a course, what students must achieve during or at the end of the course.  For example, upon completion of the course, the student should be able to explain at least eight procedures that represent productive work habits in the culinary lab.  Course competencies may indicate knowledge, attitudes, and/or skills, providing an instructional guide for both faculty and students as they move through a course.

Course Lesson Plans

The course lesson plan is a guide to the teaching activities and assignments that take place in a given class session.  Course lesson plans are based on lesson objectives which are derived from course competencies.  A lesson objective is a statement, as precise as possible, which describes, within the limits of a lesson topic in a unit of the course, what students must achieve during or at the end of the lesson. For example, upon completion of this lesson, the student should be able to demonstrate proper hand-washing procedures in the culinary lab. The Ai Lesson Plan Format is listed below.

AI LESSON PLAN FORMAT MODEL

Institute Name

Lesson Plan

Course Title & Number: 





Week:

Course Competencies:

(Indicate whether course competency is being introduced, continued or completed in this lesson)

Lesson Objectives: (Upon completion of this lesson, the student should be able to:)

Workplace Application:

(Indicate how the knowledge, attitudes and skills of this lesson relate to what the graduate willbe  doing in the work setting)

Learning Activities
 Recommended Medium & Rationale
 Assessment 

Time

Support Materials:

Homework Assignment:

Notes:

The following definitions pertain to items in the Ai Lesson Plan Format: 
Learning Activities - Learning activities refer to all of the planned instructional actions and events, both in and out of the classroom, that enable students to meet the lesson objectives.

Lesson Objectives - A lesson objective is a statement, as precise as possible, which describes, within the limits of a lesson topic in a unit of a course, what students must achieve during or at the end of a lesson.

Recommended Medium & Rationale - Recommended medium includes all of the instructional methods and techniques as well as print and non-print materials, etc. that will be used in learning activities. Examples of instructional methods and techniques include lecture, collaborative learning, discussion, and independent learning.  The rationale includes the fundamental reasons for selecting a specific medium.

Support Materials - Support materials include materials, supplies, etc. that are needed in a particular lesson.

Workplace Application - Workplace application describes how the knowledge, attitudes, and skills acquired by the student in a specific lesson will be used in the work setting.

LRC Collection

The Library and Learning Resources Center (LRC) is an important academic facility for all students and faculty.  The mission of the LRC is to support current and anticipated programs of The Institute.  This responsibility entails the acquisition, organization, maintenance, and availability of library resources to achieve this goal. The LRC also assists faculty and students in locating materials and instructs them in the effective use of learning resources.  Students should be required to regularly visit the LRC as part of their class work.  The Library and Learning Resources Center Committee is a local Institute committee that reviews and recommends all policies and regulations for the Library and Learning Resources Center.  Input from faculty related to collection acquisitions is always welcome.  Check with the librarian or media specialist at your Institute for further information about the LRC.

Textbooks

Textbook selection is based on six criteria: content, organization, format, readability, instructional aids and support, and cost.  As program curricula are developed and revised, faculty members from the Curriculum Task Forces may recommend texts for courses.  The Curriculum Task Force recommendations allow for consistency in the curriculum across the system and they aid a new faculty member in preparing to teach for the first time at The Art Institutes.  Each Art Institute is responsible for reviewing recommendations and selecting course texts.  The Ai Course Textbook Selection criteria are listed below:

AI Course Textbook Selection Criteria

Content:

· Does the content support the course/exit competencies?

· Is the content up-to-date?

· Is the content accurate?

· Is the content presented without bias?

Organization:

· Are headings and sub-headings consistent within chapters?

· Is information chunked and clustered to promote more efficient reading and facilitate

· Comprehension?

· Do chapters provide cues that are simple and easy to follow?

· Can the entire text be used or just selected chapters?

Format:

· Are a variety of illustrations provided (i.e., pictures, diagrams, photographs, charts)?

· Do the illustrations have captions that are clear and self-explanatory?

· Do the illustrations tie in with textual information?

Readability:

· Is the level of language and vocabulary consistent with the level of readers?

· Are important terms highlighted in bold-face type or set apart from text in some way?

Instructional Aids and Support:

· Does the text contain instructional aids and support (e.g., a glossary, chapter summaries, study questions with answers, advance organizers at the beginning of each chapter, objectives)?


Cost:

· Is the cost of the text consistent with the quality of content and presentation?

Student Work

Faculty members are encouraged to display student work.  Recognizing achievement promotes a culture of learning within The Institute.  Display of student work also motivates students to strive for excellence in their work and assists in portfolio development.  When student work is displayed, the objectives of the assignment, the title of the piece, the name of the student, and the media used should be noted.  For each piece of artwork displayed, students are asked to sign a Student Permission Form which is available from the Public Relations Department.  [I understand this is no longer standard language in the Enrollment Agreement, and therefore, I d]
FACULTY DEVELOPMENT VISION, MISSION, THEMES, BELIEFS

A system task force was convened to delineate a faculty development vision, mission, themes, and beliefs. - 

VISION

To provide quality career education through an excellent team of dedicated, professional, skilled and caring educators.

MISSION

· To enhance the quality of instruction to our students

· To facilitate and enable student success

· To augment graduate employment outcomes

· To elevate the professionalism of and professional opportunities for faculty

THEMES

Faculty Development delivers developmental responses to emerging educational directions:

· Academic credentials

· In-depth industry experience

· Learning strategies for student success

· Teaching technologies

BELIEFS 

Leadership

We provide leadership in education through commitment to professional development, installation of and on-going training in current technology, adherence to teaching methodologies, attention to learning strategies, and experimentation with delivery media.

Student Success

We enable student success through employing initiatives to support, teaching methods to promote, and utilizing assessment instruments to measure.

Faculty

We respect, reward, and recognize faculty. We advocate instructors who are creative, stimulating, and enthusiastic, building a positive climate which facilitates learning. Our faculty possess in-depth industry experience, educational capability, and appropriate academic credentials. We encourage our faculty in life-long learning and to reach the appropriate credential level.

Learning

We believe in and commit to principles of learning-centered instruction. These principles apply to those students who are recent high school graduates as well as those who are returning after time away from formal education.

We are a student outcomes-oriented organization. We strive to maximize graduates’ opportunities for entry into various professions as well as advancement in the fields for which they prepared.  Because our curricula and faculty focus on the development of industry-specific exit competencies, students can achieve high levels of skills appropriate to their fields. These skills lead to increased salaries, thus providing a good return on students’ investment in the educational process.

Commitment to Quality

We adhere to continuous improvement through asking “How can I do this better?”  Among the ways The Art Institutes provide the opportunity to improve teaching practice is by offering online faculty development curricula for The Art Institutes faculty.  “Teaching at an Art Institute” and “Teaching and Technology Connection” are curricula serving this purpose.  “Teaching at an Art Institute” is a curriculum custom-tailored for The Art Institutes faculty and employing a case-study approach to help participants understand and use the theory and practice of learning-centeredness.  “Teaching and Technology Connection” is a curriculum designed to help faculty successfully integrate the use of technology into their classrooms in appropriate and learning-centered ways.

Responsibility to Business Community

Through partnering with business, we identify and validate the skill requirements of various professions and build our curricula to meet those needs. We, therefore, produce graduates who possess the skills needed in the markets we serve.
LEARNING-CENTERED  EDUCATION

The Mission and Values statements of The Art Institutes state that it believes in and delivers learning-centered education.

What is learning-centered?

The simple definition has been that it focuses on what the student learns and not what the instructor teaches. However, that is not the whole story.  There is so much more.  Actually, in a learning-centered classroom, everyone learns and everyone teaches.  

The following may help clarify the difference between a teaching-or information-centered paradigm and the learning-centered (L-C) paradigm:

· The dominant metaphor for education within the information-centered paradigm is that learning happens when students acquire facts that are dispensed  by the teacher, textbook, guest speakers, etc.  A more appropriate metaphor within the learning-centered paradigm is that teachers facilitate student discovery of concepts, skills, attitudes, and knowledge. 

· In the learning-centered approach, course planning occurs by doing these steps in this order:  1)  determine the benefit of the course to the students, 2) determine the learning outcomes for the course, 3) determine how you and your students will “know they know” (i.e. how will learning be assessed?), and 4) then start looking for content for the course that will help students achieve course outcomes.  This is dramatically different from the information-centered paradigm, which starts with content (“what must be covered?).  As a learning-centered instructor, you must start by focusing on the learning.

· Evaluation in the information-centered paradigm is most often used for assessment of learning; in the learning-centered paradigm, assessment is for learning. In other words, assessment in the L-C paradigm is almost always formative, not summative.

L-C faculty members are responsible for setting up a learning community, which takes advantage of the rich diversity of their students’ backgrounds, experience, skills, and ethnicity. By getting to know their students’ strengths, weaknesses, learning styles, and experience, the instructor is able to introduce the knowledge and skills necessary for the students’ intellectual growth.  This background information also aids in designing hands-on opportunities for the students to practice and explore their acquired skills.

The students engage in activities that sometimes include being “teachers” to other students with activities such as “jigsaw.”  In the jigsaw activity, teachers break down large content into smaller pieces and divide the students into groups to become experts on one area of the content.  These “experts” teach their part to the other students.  Other activities such as working on teams, and problem-solving authentic challenges help students to experience real-life problems and to search for information using multiple resources.  Through these activities that allow students to explore and practice skills, students internalize the course material instead of just being passive receptacles into which-–one hopes—information is poured.

The primary purpose of faculty members in a learning-centered community is to become transformational leaders who help students become more responsible for their own learning.  They also serve as models by keeping up with research and the most current information in order to demonstrate the importance of lifelong learning.  Students and faculty must continue to develop their skills and to continue to seek knowledge in order to keep up with technology advancement and an ever-changing world.  That is why learning-centered education is important in preparing students for the future and is more a way of life than an instructional technique.

An excellent overview and detailed discussion of the learning-centered approach can be found in Learner-Centered Assessment on College Campuses by Huba and Freed.

To The Art Institutes, learning-centered education combines the focus on individual learners and the focus on learning. Learning-centered instruction addresses the needs of learners, engages learners in active rather than passive learning activities, and provides continuous assessment that measures student achievement related to competencies.

FACULTY DEVELOPMENT PROCESS
FACULTY EVALUATION  
The EDMC System Rules state that every Art Institute shall develop a Faculty Performance Evaluation System designed to promote quality performance and improvement of instruction. To meet the criteria, a system task force designed a faculty development process that received the approval by the Council of Presidents. 
The Faculty Development Process provides objective input for identifying performance and development needs in the overall education process of the Institute. The procedure serves as a positive communication vehicle among faculty, students, and administration. Five sources of input are used in the evaluation of instructional performance: Faculty Appraisal Worksheet, Classroom Observations, Teaching Portfolio, Student Course Evaluations, and Faculty Development Plan. The EDMC intranet site (CS) Academic Affairs  – Faculty Development contains a chart that shows the Faculty Development Process.

Faculty Performance Planning and Appraisal Review
The Faculty Performance Planning and Appraisal Review (PPAR) synthesizes information from the five sources of input summarized below and documents each faculty member’s performance. The PPAR form reflects faculty key job elements and performance expectations.  A copy of the Faculty PPAR is contained on the EDMC intranet site (CS) Academic Affairs - Faculty Development.

Faculty Appraisal Worksheet

Each faculty member is requested to submit a self-evaluation prior to the annual performance review date. This self-evaluation provides an opportunity to summarize activities undertaken during the past year, reflect on performance difficulties, and establish development goals. This information, when used in conjunction with the other performance input sources, provides an annual update on the faculty member’s accomplishments and identifies future development needs. A copy of the form is found on the EDMC intranet site (CS) Academic Affairs-Faculty Development.  
Classroom Observation

Faculty members are observed in the classroom for both summative and formative assessments of classroom performance. Faculty generally are observed at least once a year by the faculty member’s instructional supervisor. The class observer generally schedules the observation with input from the faculty members. The observer generally meets with the faculty member to provide feedback from the class observation. A copy of the form is found on the EDMC intranet site (CS) Academic Affairs-Faculty Development. 
The Teaching Portfolio

Each faculty member creates and maintains a teaching portfolio. Mandatory items include a curriculum vitae, a statement of teaching philosophy, sample syllabi, and examples of student work for each class taught. Optional items include examples of professional work, published articles, or other items that provide insight into an instructor’s teaching capabilities. Guidelines for constructing a teaching portfolio are available from the Faculty Development Director or Dean at your school.

Student Course Evaluations

For student course evaluation, we use the Student Reaction to Instruction and Course system developed by the IDEA Center at Kansas State University. This instrument focuses on student learning and provides comparative data from colleges and universities throughout the country. Generally, each quarter, each full-time faculty is evaluated in at least one course. The courses faculty are evaluated in generally follow a rotation throughout the year. Part-time faculty generally are evaluated at least once a year.

Several statements are used to assess customer satisfaction on this form:

· As a result of taking this course, I have more positive feelings toward this field of study

· Overall, I rate this instructor an excellent teacher

· Overall, I rate this course as excellent

The system also offers a formative evaluation instrument. Schools may offer this form on a voluntary basis to faculty for formative evaluation purposes.   
Evaluation of Instructional Effectiveness

The Art Institutes recognize the importance of comprehensive evaluation of instructional effectiveness in providing the most up-to-date, quality educational programs.  As part of The Art Institutes’ commitment to fostering a culture of learning and to delivering learning-centered instruction, a number of formative and summative evaluation measures are in place, including The Student Reactions to Instruction and Course produced by the IDEA Center.

These forms represent a well-established instrument used to provide concrete feedback about the teaching/learning process.  The forms were developed at Kansas State University and have been used widely.  
Faculty Development Plan

Faculty members work with their instructional supervisors to generate their individual development plan for the coming year. The plan provides a tool to assess, evaluate, and plan learning and growth for faculty. This plan builds connections between faculty experiential credentials and academic credentials, establishes a plan for assessing performance, and identifies areas for developmental opportunities. In addition, this plan is also designed to provide a vehicle for faculty to establish a path for acquiring additional credentials if appropriate, match individual goals with institutional ones, and build a documented portfolio to showcase ongoing teaching and professional growth. Included is the opportunity to document faculty development in-field and out-of-field, as well as list courses taken that are designed to facilitate the collegiate role of teacher. The developmental plan is designed to support the philosophy that learning is a lifelong process for everyone and should be measured in a consistent, ongoing manner. Individual faculty plans are created by the faculty members and their instructional supervisor.

FACULTY PARTICIPATION AND INSTITUTIONAL GOVERNANCE

Faculty are encouraged to participate in the development and revision of The Art Institutes System curriculum, academic policies and procedures. This participation may be through the informal process of communication with the Academic Affairs  Department or through formal communications developed by the Academic Affairs Department. Formal processes include participation in curriculum task forces, meetings, or committees. Faculty members who wish to participate as members of committees should contact their Dean of Academic Affairs.

COMMITTEE  ORGANIZATION  AND STRUCTURE

ACADEMIC AFFAIRS DEPARTMENT

The Academic Affairs Department partners with The Institutes and other Staff Departments to position the company as an international leader in career-focused, postsecondary education. We envision a culture of learning to ensure student success and are dedicated to excellence in learning-centered instruction and education. Our competency-based, market-driven curriculum reflects sensitivity to employers and is supported by program-specific technology.

ACADEMIC AFFAIRS DEPARTMENT TASK FORCES

Task Forces may be appointed for a specific period of time to address a specific issue and disbanded when the project or research is completed. These task forces are comprised of members throughout The Ai System and Staff.

FACULTY DEVELOPMENT DIRECTORS

Faculty Development Directors share the Faculty Development Vision, Mission, Beliefs, and Themes; provide a vehicle for faculty input in Ai faculty development opportunities; and disseminate faculty development programs and initiatives throughout Ai. Members of the group are the school personnel at each institute who are responsible for faculty development.

Curriculum Development, Revision, and Discontinuation

New Programs

The new program process begins with the New Program Development Team at the Staff level. This group researches and recommends new programs for adoption by The Art Institutes.  Once the committee recommends a new program, there is a review at the Staff level to ensure that The Art Institutes can support it. After a program idea has been accepted by The Art Institutes, a Curriculum Task Force may be convened to develop the program.

All educational programs at The Art Institutes are market-driven and competency-based. “Market-driven” refers to the fact that educational programs are developed and revised through feedback from current employment markets and input from professionals within these markets. Our programs are “competency-based” because students must demonstrate program exit competencies, which are developed with the assistance of content experts and/or market professionals.  Curriculum Task Forces use these program exit competencies to develop enabling course competencies and structure courses and course content.

Revisions

Educational programs are reviewed on a regular basis to determine the need for and extent of curricular revisions.  Revisions are necessary when one factor or a combination of factors, such as a changing market, unacceptable employment outcomes, or unacceptable salary rates, exist.  As with new programs, a Curriculum Task Force may be convened to review and revise the curriculum as needed.

Task Forces

Each time a new program is being considered for The Art Institutes or an existing program is going to be evaluated and revised, a Curriculum Task Force may be convened.  A Curriculum Task Force is generally composed of one Dean of Academic Affairs (usually the Chairperson), faculty members in the specific program, and Academic Affairs  Staff.  Representatives from Admissions, Instructional Technology, and Career Services may participate in the Curriculum Task Force as well.  

Once a Curriculum Task Force is convened, the Chair generally conducts conference calls to discuss issues related to specific curriculum development and revision issues.  The Curriculum Task Force may complete preliminary work related to program mission, program need, potential enrollment analysis, employment outcomes, and salary levels prior to the meeting.  These meetings generally last five days.  During the meetings, program exit competencies are developed or revised (depending on the nature of the development or revision), course competencies are established, portfolio requirements and evaluation criteria are determined, and course descriptions are developed.  The Ai Curriculum Development Guide, which contains information about The Art Institutes Curriculum Model and a step-by-step description of the curriculum development process, is used by Curriculum Task Force Members in their work.  The curriculum development work is usually finished after the meeting when faculty return to their schools (See Curriculum Development Flowchart below.)  Conference calls generally are scheduled to provide updates until all work is completed.

Curriculum Development Flowchart
(During Task Force Meeting)

Develop Program Mission Statement

(
Develop Program Exit Competencies

(
Label Program Exit Competencies: Foundation/Work-Ready

(
Develop Course (Enabling) Competencies

(
Bundle Course (Enabling) Competencies

(
Label Bundles: Core/Related Studies/General Education

(
Name Courses and List Course Competencies

(
Develop Portfolio Standards

(
Develop Course Descriptions*

(
Develop Course Outlines*

(
Develop Syllabi*

(
Develop Lesson Plans*

* This work is sometimes completed by Task Force members after the meeting.

Participation in the Curriculum Task Forces is both challenging and rewarding. The Art Institutes faculty are encouraged to take part in the curriculum development and revision processes. The responsibilities of faculty members who serve on Curriculum Task Forces include 

Curriculum Task Force Faculty Member Responsibilities

Before the Curriculum Task Force Meeting:

· Participate in conference calls

· Collect data and/or complete assignments given by the  Curriculum Task Force Chair

· Communicate with Dean of Academic Affairs regarding Curriculum Task Force work

At the Curriculum Task Force Meeting:

· Participate in the curriculum development process

· Develop portfolio standards

After the Curriculum Task Force Meeting:

· Develop course descriptions

· Develop course syllabi according to the Ai format

· Develop lesson plans according to the Ai format

· Solicit and make recommendations for course textbooks

· Participate in follow-up conference calls

· Communicate with Dean of Academic Affairs regarding Curriculum Task Force work

The Art Institutes Curriculum Model

Curriculum development must provide new program opportunities and revisions to existing curricula that fit within the mission of The Art Institutes, draw potential student interest, and satisfy industry needs.  Because curriculum development is a complex process, The Art Institutes Curriculum Model has been developed.  Central to the mission of curriculum development at The Art Institutes are the identification of program outcomes, and the development of exit  competencies to provide the knowledge, attitudes, and skills needed by students to achieve program outcomes. The Art Institutes Curriculum Model has twelve components. These components are:

Program Mission and Description

The program mission and description conveys the central purpose of the program and a description of the overall fit within the mission of The Art Institutes. The Program Mission, along with other data, guides the development of program exit competencies upon which all programs are built.

Program Need

Program need is documented by market validation. This is often demonstrated by a sophisticated proof of analysis which assesses the current state of the industry to be served and the role of The Art Institutes in servicing the industry. Additionally, need is demonstrated through evidence that potential employers in the industry will support the program with internships for students, and jobs for graduates.

Potential Enrollment Analysis

All programs must demonstrate the interest levels of potential students. Information about the projected size of the program (given its length) is obtained through a variety of methods. For program revisions, graduates of the program being revised are surveyed to determine satisfaction levels related to the job skills that they acquired and the perceived value of their educational investment.

Analysis of Competition

A survey of similar, existing, programs and the levels of success attained are used to analyze competition when a new program is developed or an existing program is revised. If market saturation exists, a rationale for The Art Institutes’ program must be given. If there is little competition, an analysis of potential future enrollments in other institutions of higher education must be determined.

Program Employment Outcomes and Salary Levels

In this part of the curriculum model, all appropriate job titles for the associate and baccalaureate levels are listed, along with their respective salary levels.  Career opportunities, salary growth charts, and the process to grow salaries are indicated.

Program Exit Competencies

Program exit competencies are statements, as precise as possible, which describe, within the limits of the program, what students must achieve by graduation. These competencies allow a link between a given program and student performance.  Program exit competencies are derived during the Curriculum Task Force Process.  In market-driven, competency-based curricula such as ours, market research can be used to validate program exit competencies so that we know we are providing the educational program and environment that students need to obtain employment upon graduation.  Program exit competencies are the basis upon which all curriculum is designed. The exit competencies may be developed in three domains: cognitive (knowledge), affective (attitudes), and psychomotor (skills).  Once program exit competencies are determined, they cannot be changed until a review and/or revision process takes place at the system level.

Program Course Titles and Descriptions

Course titles and course descriptions are developed to match the program exit competencies that have been identified.  Each course must satisfy at least one program exit competency. 

Organization of Program Content

The organization of program content is the structure that the curriculum takes, including general education courses, core courses, and related courses. The program exit competencies help to determine the length of the program.  Special consideration must be given to appropriate state, regional, and national accrediting bodies to ensure that all guidelines are met when developing the program structure. 

Instructional Materials and Classroom Technology

All instructional materials and technology that are needed to support a program are delineated in this section of the curriculum model.  If the program requires new instructional materials and/or technology, a cost analysis must be included.  The Curriculum Task Forces may recommend hardware and software, but final approval comes at the Staff level.

Assessment

Assessment is a way to make judgments about and provide feedback to learners during the teaching/learning process.  Feedback is central in maintaining classroom communication and it is a powerful tool in motivating, encouraging, and developing learners.  Assessments should be developed to measure the achievement of course competencies and the program exit competencies that they enable.  Assessments may be formal, such as an exam or a critique, or they many occur informally, such as a group exercise in class or a short self-assessment survey or exercise. In addition to gauging student learning, on-going assessment aids faculty in preparing learning experiences for students that facilitate mastery of competencies.  The Ai Deans recommend a minimum of one assessment every two weeks within the course to monitor student success. This is especially necessary with first-quarter students.

Faculty Qualifications

The Art Institutes employ professionally qualified faculty with a primary commitment to the institution who represent each field or program in which it offers its major work.  Faculty members on the Curriculum Task Forces specify the qualifications needed by faculty to deliver the content and the program exit competencies in each course in the program. Both academic credentials and professional experience are considered. The Academic Affairs Review Committee reviews these specifications before a new or revised program is implemented. Faculty credentials may also be influenced by guidelines from state, regional, and/or national accrediting and licensure agencies.

Program Evaluation

Program exit competencies must be measurable in order to show the relationship between the effectiveness of competency delivery and the attainment of program outcomes.  A continual process of curriculum evaluation ensures that the competencies being presented are those necessary to meet community need.

Instructional Completion Plan instead is using the word
When a program is deemed no longer appropriate for offering because of declining enrollments, graduate placement rates, graduate entry salaries, changes in market trends, or other reasons, a teach-out plan must be followed.  The teach-out ensures that all students currently in the program will be given the opportunity (within specified time limits) to complete the program or transfer to another program, depending upon the teach-out plan.  Teach-out plans which address the needs of all stakeholders are developed according to The Art Institutes’ guidelines and communicated in a timely fashion.

EDMC System Coordinating Board (EDMCSCB)

The EDMC System Coordinating Board is the approval body for all new and revised educational programs that are offered at The Art Institutes. The Art Institutes must use the approved program models when offering an educational program. The EDMC System Coordinating Board  consists of five internal members of the company and five external members.  The external members of the EDMC have expertise in education, futuring, and subject-matter areas.

Curriculum Advisory Committee (with the Institute)

The Curriculum Advisory Committee at each Art Institute consists predominately of faculty, but also includes representatives from Admissions, Student Financial Services, the Supply Store, Career Services, and the Registrar.  The Committee meets both formally and informally and acts quarterly.  Its purpose is to review curricula and program offerings in relationship to the Institute’s purpose and to make recommendations to the Executive Committee for formal action.

New Program Committee

The New Program Committee is a standing committee, at the system level, that is charged with researching and recommending new program ideas to the Council of Presidents.

Glossary of terms:

AA…………………………………..Depending on the context, either Administrative Assistant or Associate of Arts, a type of degree
AAS………………………………..Associate of Apiled Science, a type of degree

AACRAO
American Association of Collegiate Registrars and Admissions Officers

AAA
Associate of Applied Arts, a type of degree

AC
Admissions Coordinator

Academic Director
individual responsible for managing curriculum, faculty, and students associated with a particular major or majors (aslo known as Academic Director)
accept status
a student status indicating that the student is actively enrolled to start school; does not necessarily indicate that the student has been accepted

acceptance letter
a letter to a student announcing the student’s acceptance to The Art Institute of XXX, either conditional, provisional, or final acceptance

accountabilities
meetings held periodically to review applicants’ progress in finalizing preparations to start school

ACCSCT
Accrediting Commission of Career schools and Colleges of Technology; a nationally recognized accrediting organization by the U.S. Department of Education. ACCSCT is an institutional accrediting body whose primary scope of recognition is schools which offer technical education
Accuplacer………………………...A computerized exam to determine placement in English and math courses
ACF………………………………...American Culinary Federation, accrediting agency for Culinary schools; society of professional chefs   
ACFEI
American Culinary Federation Educational Institute; a specialized accrediting body that accredits culinary progress 

ACICS
Accrediting Commission of Independent Colleges and Schools, a nationally recognized accrediting agency by the U.S. Department of Education and recognized by the Council on Higher Education Accreditation (CHEA), whose primary scope of recognition is independent colleges and career schools

acknowledgment letter
a letter to a student acknowledging receipt of the student’s application by letter from The Art Institute of XXX; does not indicate acceptance

ACT
the American College Test, a standardized test commonly taken by high school students for the purposes of applying to college

Action List – Accept
the SUN system-generated list of activities scheduled for inquiries who are at accept status

Action List – Workable
the SUN system-generated list of activities scheduled for inquiries who are at a workable status

active enrollments
inquiries at accept status for future start dates

ADA………………………………..Americans with Disabilities Act, the federal law which makes it illegal for employers to discriminate on the basis of a disability

ADA
Assistant Director of Admissions

ADA/DOA Training
 Worksheet
the narrative form used by an ADA and DoA – Director of Admisisons - (in conjunction with the Monthly Performance Evaluation) to appraise performance, plan for improvement, and set interim goals

ADA Observation Form
a developmental form used by the DoA with the ADA to identify strengths/areas to develop

ADD
Academic Department Director (aslo known as AD; Academic Director)
Add/Drop…………………………..Designated time period for student’s to change class schedule without penalty

ADMIN
Administration

administrative fee
a fee paid in certain states by an applicant to help defray the costs of  processing the enrollment (see also enrollment fee, registration fee, and/or tuition deposit)

Admissions Committee
Art Institute employees responsible for reviewing applicants’ essays and making recommendations for acceptance/rejection

Admissions Coordinator
Art Institute employee responsible for coordinating an applicant’s preparation for starting school in concert with the ADA

admissions criteria
the criteria by which Art Institutes applicants are reviewed

admissions essay
one of the admissions criteria required of each applicant

admissions month
a period of four or five weeks, starting on a Monday and ending on a Saturday, used for tracking admissions statistics; months with quarter start dates have five weeks, all others have four weeks

admissions status
a term indicating an inquiry’s disposition in the Admissions Office and/or Admissions processing, such as deferred, workable, accept, etc.

admissions year
the twelve-month period which starts October 1 (or after the fall quarter start) and ends September 30, with the fall quarter start, used for planning admissions production

admissions zone
a letter code indicating an inquiry’s proximity to The Art Institute: "A" indicates within commuting distance; "B" indicates outside the commuting area but within the United States; "C" indicates outside the U.S.

ADMS
Admissions

ADR or ADAR
Assistant Director for Re-admissions

adult
see "grad"

advanced standing
academic credit granted for college-level studies completed prior to attending The Art Institute of XXX
advertising source
the advertising, marketing, or promotional activity that caused a prospective student to contact the school

advertising source code
an alpha code used in the SUN system to track the advertising source(s) of an inquiry

advertising source category
a group of related advertising sources

AFS
Administrative and Financial Services, a division of The Art Institute which includes Student Financial Services, Student Accounting, and General Accounting

AiA
The Art Institute of Atlanta

AiC
The Art Institute of Colorado

AiCALA……………………………The Art Institute of California – Los Angeles 

AiCAOC…………………………
The Art Institute of California – Orange County

AiCASD…………………………...
The Art Institute of California – San Diego

AiCASF
The Art Institute of California – San Francisco

AiCDC……………………………...Ai California Design College

AiCDIS……………………………..Ai Center for Digital Imaging and Sound (Orginal name for either AiV or AiVB-it is no longer used)
AiCH
The Art Institute of Charlotte

AiD
The Art Institute of Dallas

AiFL
The Art Institute of Fort Lauderdale

AiH
The Art Institute of Houston
Ai
The Art Institutes

AiIDA………………………………Ai Institute of Digital Arts

AiLV………………………………..The Art Institute of Las Vegas 

AiR
Art Institutes International Representative, an individual who represents all of The Art Institutes in a market where Ai does not have a school

AiM
The Art Institutes International Minnesota

AiMIU……………………………...Miami International University of Art and Design

AiNE………………………………..The New England Institute of Art and Communications

AiNYC
The Art Institute of New York City

AiO…………………………………The Art Institute Online; a division of the Art Institute of Pittsburgh

AiP
The Art Institute of Pittsburgh

AiPD
The Art Institutes International at Portland

AiPH
The Art Institute of Philadelphia

AiPX
The Art Institute of Phoenix (a branch of  The Art Institute of Colorado)

AiS
The Art Institute of Seattle

AiW………………………………...The Art Institute of Washington

AP
Academic Progress or Audio Production or Applied Photography

app
short for "application"

application
an inquirer who applies to The Art Institute; the statistic that the application represents; the application form

application fee
money submitted with the application to help defray the costs of processing the application

application plan
an ADA’s goal for applications over a specified period of time

appointment
a scheduled meeting with a prospective student or applicant

appointment set
an admissions statistic defined as the initial scheduling of an interview with a prospective student, to take place either in the office or by telephone

appointment set rate
an admissions conversion rate, the percentage of appointments set divided by net inquiries over a specified period of time

appointment show
a prospective student who meets with an ADA, either in the office or by telephone; also called an interview

appointment show rate
an admissions conversion rate, the percentage of appointment shows (or interviews) divided by appointments set over a specified period of time

AIR…………………………………Annual Instituitional Report for ACICS

AS
depending on the context, either the SUN system code for Associate Degree programs or Associate of Science, a type of degree

ASE
the SUN system code for Evening Associate Degree programs

ASSET
one of the admissions criteria, one of the  standardized test options  administered to all applicants

ASID
American Society of Interior Designers

Assistant Director of 
Readmissions
the individual responsible for recruiting former (non-graduate) students to return to school; also assists inter-Art Institute transfers

Assistant Director of 
Admissions
the individual responsible for recruiting new students

Associate Director of 
Admissions
an individual who serves as an ADA as well as carrying additional responsibilities determined by the D of A

AST
Associate of Specialized Technology, a type of degree

AVP
Assistant Vice President

BA
Bachelor of Arts Degree

BAE
Bachelor of Arts Degree - Evening

BC
Broadcasting

BCA
Bachelor of Computer Animation

BFA
Bachelor of Fine Arts Degree

BGR
Bachelor of Graphic Design

BID
Bachelor of Interior Design

BIN
Bachelor of Industrial Design

BMM
Bachelor of Marketing and Management

BOD
Board of Directors

BOT
Board of Trustees

BS
Bachelor of Science, a type of degree, also the SUN system code for Baccalaureate programs

BSE
Bachelor Programs – Evening

Business for the Day Report
a SUN system-generated report that lists all of the applications, transfers, cancellations, and rejection information for a given day

CA
depending upon context, Culinary Arts, College Affiliate, or Computer Animation
CAM………………………………..Computer Animation  
cancel
see "cancellation"

cancel code
a code which indicates the applicant’s reason for canceling; used by the Enrollment Processor and tracked for statistical purposes and subsequent mailings

cancel status
a student status indicating that the student was at one time enrolled to start school but is currently not intending to do so

cancellation
an applicant who has decided not to start school; the act of canceling an enrollment; an admissions statistic

CAO………………………………..Chief Academic Officer 

Career Day
an event conducted by Student Services to enable pending graduates to learn about career opportunities, research potential employers, and/or make industry contacts

CARS
the name of the software that is the basis for much of the SUN system; an acronym for "Comprehensive Administrative Resource System"

catalog
the official, comprehensive school publication

CCA
Career College Association

CE
Continuing Education

CEO
Chief Executive Officer

CFO
Chief Financial Officer

CGPA
Cumulative Grade Point Average

CHEA
Council on Higher Education Accreditation; promotes academic quality through formal recognition of higher education accrediting agencies. CHEA is the successor organization to the Council on Postsecondary Accreditation (COPA) and the Commission on Recognition of Postsecondary Accreditation (CORPA)

CIO
Chief Information Officer

class plan
the new student goal for a quarter class start for one ADA, for a group of ADAs, or for an entire office

class session
the  meeting time  when a class is scheduled, generally either morning, afternoon, or evening; on the SUN system, the quarter start, i.e., WI (Winter), SP (Spring), SU (Summer), or FA (Fall)

class year
the year associated with a quarter start; used with a class session to identify a specific quarter start, e.g., FA97 means the Fall Quarter of Calendar Year 1997
closed-ended question
a question that can be answered with a short reply, usually fact-finding in nature, e.g., "Are you a veteran?"

CODA
Council of Directors of Admissions

cohort
a group of students based on a specific start date

College Bound…………………….a special program designed as an option for prospective students who are academically rejected by the Admissions Committee

commitment
refers to an inquiry's decision to apply to and start school

commitment rate
an admissions conversion rate, the percentage of applications divided by interviews conducted over a specified period of time

commuter
generally speaking, a student who lives at home while attending school; a student who did not move to The Art Institute city to attend school

completion
a graduate; a student who successfully completes a course of study and/or earns a degree or diploma, computer or completion rate

conditional acceptance
an indication that a student will be accepted once s/he has fulfilled obligations specified in a conditional acceptance letter

Connections
the name of a newsletter published by EMA (EDMC Advertising) and distributed to students, alumni, employers, faculty, staff, and other constituencies of Ai

contact
the act of reaching a prospective student by telephone; a SUN system term for a code entered to schedule an activity, send a mailing, change a status, or add information to an inquiry record

contact add date
the date that a SUN system contact was added to an inquiry record (automatically added by the system)

contact completion date
the date that a SUN system contact was completed (entered by the user)

contact correspondent id
the ID number of the user associated with a SUN system contact

contact due date
the date that a SUN system contact is scheduled to take place

contact expected date
see "contact due date"

contact status
a letter code indicating the status of a SUN system contact; "E" for expected, "C" for completed

contact time
the time that a SUN system contact is scheduled to take place; used only for appointment contacts

continuing housing student……...any student who continues student housing occupancy from one quarter to the next

continuing student
a student who persists from one quarter to another

conversion
the process of moving an inquiry through the admissions process by setting an appointment, conducting an interview, enrolling the student, and having the student start school

conversion rates
percentages that represent the movement from one step of the admissions process to the next

COO
Chief Operating Officer

COP
Council of Presidents

CORPA……………………………Commission on Recognition of Postsecondary Accreditation: a non-governmental organization that recognizes and promotes the role of accrediting bodies. 

CPS
Central Processing System

correspondent id
see "contact correspondent id"

coupon poster
a poster with tear-off, postage-paid cards placed in high schools and other venues to promote The Art Institute

CS………………………………….Central Services Staff, the employees who work in support of all EDMC schools, mostly from the company’s headquarters located in Pittsburgh.

CSR’s………………………………Continuing Student Reviews held to enhance student success and persistence efforts

CSS
College Scholarship Service

CUL
Culinary Arts

Culinary ADA
an ADA who works, usually exclusively, with inquiries that state that Culinary Arts is their primary area of interest

Culinary Admissions……………..the segment of the admissions office/effort associated with marketing to Admissions and recruiting Culinary students

DAA
Dean of Academic Affairs

DACUM
Designing a Curriculum

DAFS
Director of Administrative and Financial Services

DECA
Distributive Educational Clubs of America, a national association for high school students interested in business careers, targeted for marketing by High School Representatives

decision code
a SUN system code which provides information in addition to an inquiry’s admission status

deferred inquiry
an inquiry who has not yet reached his senior year of high school; an inquiry who was added to the database prior to his senior year and who has not responded to qualifying mailings

DHG
Design Honors Group

direct mail
an advertising source code category

Director
see "School Director"

Director of Administrative and 
Student Financial Services
the Executive Committee member responsible for Studennt Financial Services, Student Accounting, and General Accounting (DAFS)
Director of Admissions
the Executive Committee member responsible for local marketing and admissions (DOA)
Director of Career Services
see "Director of Employment Assistance"

Director of Employment 

Assistance
the individual responsible for Student and Graduate Employment Assistance

Director of Residential Life

and Housing……………………….provides supervision to the housing program; coordinates new and continuing student assignments, budget oversight, student activities, lease negotiations and compliance; coordinates independent housing services

Director of Student 

Financial Services
the individual responsible for administering federal and state financial aid programs and developing financial plans for students

Director of Student Affairs
the Executive Committee member who provides supervision to student services including housing, counseling, disability services, student activities, lease negotiations and compliance; coordinates independent housing services

do not disturb
a feature of the phone system that prevents a phone from ringing; used during interviews to prevent interruptions

D of A
Director of Admissions
DoA………………………………...See “D of A”
DoE………………………………...Department of Education

DMP………………………………..Digital Media Production

DOAA
Dean of Academice Affairs; the Executive Committee member responsible for education, including curriculum development, instructional delivery, faculty leadership and student records

DoSA……………………………….Director of Student Affairs oversees: housing, student activities, and counseling
drop
a term used internally for a withdrawal

DSO
Designated School Official; the individual(s) in the school who is/are legally entitled to sign I-20s and counsel students regarding their immigration status

dupe
see "duplicate"

duplicate (inquiry)
an inquiry/prospective student who is on the SUN system twice

e-mail
the company’s electronic text communication system; provides employees with the ability to communicate with each other, company-wide, and with others outside the company via the Internet

EAA
Employment Assistance Advisor

EAO
Employment Assistance Office

EAOD
Employment Assistance Office Director

EA Advisor
Employment Assistance Advisor; a school employee who helps students or graduates find employment

early acceptance
a program by which students can be accepted to The Art Institute prior to graduation from high school

EBIT
Earnings Before Interest and Taxes

EBITDA
Earnings Before Interest, Taxes, Depreciation and Amortization

EC
Executive Committee

ED
Education

EDE
Electronic Data Exchange

EFC
Expected Family Contribution

EDMC 
Education Management Corporation, the parent company of The Art Institutes, Argosy University, Brown Mackie Colleges, and South University
enrollee
an inquirer who has applied to The Art Institute

enrollment
an inquirer who has applied to The Art Institute; the act of making application

enrollment agreement
the contract signed by an enrollee; an agreement

enrollment fee
a fee paid in certain states by an applicant to help defray the costs of processing the enrollment (see also "administrative fee," "registration fee," and/or "tuition deposit")

Enrollment Processor
the individual responsible for maintaining enrollment data in the SUN system as well as the enrollees’ files

enrollment status
a numerical code used by the Registrar that indicates an applicant’s status in the admissions process

entrance interview
a presentation conducted for all new students who are participating in federal financial aid loan programs to ensure that they are fully informed with regard to their responsibilities and obligations

EOQ
End of the Quarter; typically refers to withdrawal or drop

EPS
Earnings Per Share

ESAR
Electronic Student Aid Report; a notice of financial aid eligibility sent to the school at a student’s request

ESL Schools
"English as a Second Language" schools

ESPP
Employee Stock Purchase Plan

estimator
a form/process used to estimate financial aid eligibility; used in situations when final regulations/guidelines have not yet been published by the government

evening degree
a term used to describe degree programs offered through instruction in the evening and on weekends; students enrolled in such programs

F-1 Visa
a non-immigrant visa issued by the U.S. State Department which allows students to study legally in the United States, usually given to students of Institutions of Higher Education

FAF
Financial Aid Form

FAFSA
free application for Federal Student Aid; the standard form students complete and submit to The Art Institute to apply for federal financial aid

FAT
financial aid transcript; a statement regarding the status of an applicant’s previous participation in financial aid programs, submitted to The Art Institute by a school previously attended by the applicant

FD
Fashion Design

FDSL
Federal Direct Student Loan

FERPA…………………………….Family Educational Rights and Privacy Act, the federal law that protects the privacy of student education records; the law applies to all schools that receive funds under an applicable program of the U.S. Department of Education

FFEL
Federal Family Education Loan

FI
Fashion Illustration

FIDER
Foundation for Interior Design Education Research, a specialized, programmatic accreditation body

final acceptance
an indication that a student has fulfilled all required obligations and/or admissions criteria and has been fully accepted

financial aid transcript
a statement regarding the status of an applicant’s previous participation in financial aid programs, submitted to The Art Institute by a school previously attended by the applicant

financial plan
see "student financial plan"

financial planning
see "Student Financial Services"

first possible start date
the upcoming quarterly class start or, for high school students, the first quarter class start after graduation

fiscal year
for The Art Institutes, the twelve-month period from July 1 through June 30, used for budgeting and accounting purposes

five-day cancel
an enrollee who withdraws his application within five business days of submission; deducted from application numbers for statistical purposes

five-day withdrawal
an enrollee who started school but withdrew during the first week of the quarter; deducted from new student numbers for statistical purposes

FLE
Full-Load Equivalency

FM
Fashion Marketing or Fashion Merchandising

FMM
Fashion Marketing and Management

forward
a feature of the phone system that allows calls to be forwarded from one extension to another

FP
Fashion Production

Frontlines
the name of the admissions newsletter published by EMA

FSEOG
Federal Supplemental Educational Opportunity Grant

FTE/SSB
Full-Time Equivalent/Starting Student Body; a statistical term used by the Registrar to measure the size of the school; the equivalent number of full-time students determined by adding all credits being attempted and dividing by the recommended full-time credit load

full acceptance
see "final acceptance"

full-time jobs
see "Graduate Employment Assistance"

FWS
Federal Work-Study Program

FY
Fiscal Year (July 1 – June 30)

GAD………………………………..Game Art & Design 

GD
Graphic Design (also known as GR)
GE
General Education

GEA
Graduate Employment Assistance

GED
General Equivalency Diploma; a substitute for a high school diploma attained by passing a series of tests administered by the state

General ADA
an ADA who works with prospective students who do not fall into the other three designations (high school, culinary, and international)

General Admissions
the segment of the admissions office/effort associated with marketing to and recruiting general students

GIR
General Institutional Requirements (used by the North Central regional accrediting agency)

goal
a statistical target for admissions activity or conversion

GPA
grade point average

grad
an inquiry who has graduated from high school

grad year
the year that a prospective student graduated, is scheduled to graduate, or should have graduated from high school

Graduate Employment 
Assistance
the area of Career Services which works with graduates and alumni to help them find employment in their field of study
Gramm-Leach Bliley Act…………Federal Trade Commission financial privacy regulation
gross application
an admissions statistic that refers to an application for a specific original quarter start date; used in calculating start rates

GSL
Guaranteed Student Loan
GVP………………………………..Group Vice President
HEA
Higher Education Act of 1965

HECB
Higher Education Coordinating Board

High School ADA
an ADA who works, usually exclusively, with inquiries who are high school seniors, and who are not international inquiries

High School Admissions
the segment of the admissions office/effort associated with marketing to and recruiting high school students; includes the High School ADAs and the High School Representatives

High School Presentation
a promotional presentation conducted by a High School Representative in a high school classroom setting

High School Presenter
see High School Representative

High School Representative
the individual responsible for promoting The Art Institute in a territory of high schools by contacting teachers, scheduling and conducting presentations, and participating in various college fairs and related events

HLC
the Higher Learning Commission- a regional post-secondary education accrediting body 
housing
the area of Student Affairs responsible for assisting students with housing arrangements, including dorm options, roommate selection, school-sponsored apartments, and apartment referrals

housing deposit…………………...money received from a potential housing student with his/her housing application that assures him/her a place in housing

housing plan………………………student occupancy plan for a specific quarter; the number of students budgeted to live in housing

HR
Human Resources

HRD
Human Resource Director

HSP
High School Program

I-20
the form used by schools which gives students the ability to apply for F-1 non-immigrant student visas to attend school in the United States

ID
Interior Design and Industrial Design (bachelor)

IDSA
Industrial Design Society of America

IDT
Industrial Design Technology (associate)

ILiA
The Illinois Institute of Art

ILiC
The Illinois Institute of Art at Chicago

ILiS
The Illinois Institute of Art at Schaumburg

IMD
Interactive Media Deisgn
IMP
Interactive Multimedia Programming

independent housing…………….service that provides apartment listings, roommate matching, etc., to prospective students who are looking to live in non-school sponsored housing

info call
a call made by a prospective student to the school, and routed by the receptionist to an ADA

info call log
a record of info calls received by an ADA during a day or half day

inherited application
an application taken by one ADA but assigned to a different ADA when the original ADA is no longer with the school or on extended leave; tabulated separately for the purposes of calculating start rates

inquiry
a prospective student

inquiry contact
see "contact"

inquiry conversion rates
see "conversion rates"

Inquiry/Information Form
a form completed by an ADA during an info call

inquiry protection rules
rules established by the D of A to ensure that ADAs have a limited, exclusive opportunity to contact and work with a prospective student

inquiry status
see "admissions status"

Inside EDMC
the name of the company newsletter published by EMA and distributed to all employees

International ADA
an ADA who works, sometimes exclusively, with inquiries who are neither citizens nor permanent residents of the U.S.

International Admissions
the segment of the admissions office/effort associated with marketing to and recruiting international students

International Board of Advisors
a group of noted industry professionals who serve Ai in an advisory capacity and lend their names to scholarship competitions

interview
the act of meeting with a prospective student in person or by telephone; the admissions statistic that represents the initial meeting

interview questionnaire……….….see “student questionnaire”

interview sheet
see "student questionnaire"

interview show rate
an admissions conversion rate, the number of interviews divided by the number of appointments set over a specified period of time and represented as a percentage

IP
Interior Planning

IPO
Initial Public Offering

ISA International Student 
Advisor
a school employee responsible for assisting international students in making the transition to studying and living in the United States and counseling them regarding their immigration status

ITI…………………………………. Information Technology Institute (Toronto; Vancouver)

Key Alternative Loan
a private (non-governmental) source of educational funds available to applicants who qualify

kit fee
the money paid by new students to purchase their starting supply kit

KJE
Key Job Element

KPO
Key Personal Objective

LDA
Last Date of Attendance

level
a student’s academic level, determined by the number of academic credits transferred to The Art Institute and completed at school, and expressed as a number that does not necessarily correlate to an academic quarter

loan money
money borrowed by a student or parent to pay for educational expenses, which has to be repaid over time after the student leaves school

local advertising
print advertising placed in publications with local distribution, usually promoting one Art Institute

local TV
television commercials which air on local stations, usually promoting one Art Institute

lock-in
one of a series of activities targeted toward enrolled students to maintain their interest in The Art Institute and confirm their educational decisions; mailings, telephone calls, open houses, and other special events

LOEP
Levels of English Proficiency

lost info calls
info calls added to the SUN system but not submitted on an ADA’s Info Call Log, and therefore unclaimed; circulated by the mailroom to be claimed

LPA
Layout and Production Art

LRC
Learning Resource Center

LRP
Long-Range Planning

M-1 Visa
A non-immigrant Visa issued by the U.S. State Department which allows students to study legally in the United States. This Visa is usually given to those students studying in those institutions which offer primary post-secondary vocational instruction. It is more restrictive than the F-1 Visa.

MAA
Media Arts & Animation

mailing
the process of selecting and sending a letter, invitation, and/or literature to a selected group of inquiries; processed by the mailroom or through a mailing service

mailroom
the admissions area responsible for adding and updating inquiries to the SUN system, maintaining publications inventory, and processing incoming and outgoing mail for the entire school

Mailroom Supervisor
the individual responsible for mailroom operations

major
another name for a program of study, or curriculum, such as Interior Design; also the abbreviation for a curriculum used in the SUN system, such as ID

MDE
Multiple Data Entry

Middle States……………………...the abbreviated term used for the Middle States Association of Colleges and Schools, a regional postsecondary education accrediting body.

MSA
the abbreviated term used for the Commission on Higher Education of the Middle States Association of Colleges and Schools, a regional post-secondary education accrediting body

minimum standard of 

performance
the minimum number of applications an ADA needs to maintain as a three-month rolling average in order to remain in good standing

monthly goal
the average number of applications an ADA needs each month to attain his/her annual new student plan at his/her start rate plan

Monthly Performance 

Evaluation
the monthly meeting of the D of A and ADA to review the ADA’s performance during the prior month and identify opportunities to improve performance

Monthly Performance 

Evaluation Form
the statistical summary of the ADA’s performance used in the monthly meeting of the D of A and ADA

monthly plan
an ADA’s monthly application goal; may differ from the ADA’s monthly goal due to seasonal application fluctuation

motivation
a prospective student’s reason(s) for pursing a specific career

MPEF
see "Monthly Performance Evaluation Form"

msp
see "minimum standard of performance"

Multi-School Presentation
a presentation conducted by staff from various Art Institutes in a market without an Art Institute, promoting all of The Art Institutes

NASC
Northwest Association of Schools of Art and Design; a national accrediting body

NASAD
National Association of Schools of Art and Design; a national accrediting body

national advertising
print advertising placed in publications with national distribution, usually promoting all of the Art Institutes

national TV
television commercials which air nationally, usually promoting all The Art Institutes
NATTS……………………………..the National Association of Trdae and Technical Schools, the former name of ACCSCT
NCA
North Central Association of Colleges and Schools, a regional post-secondary education accrediting body, also referred to as NCACS, the North Central Association of Colleges and Schools

NCFST
the National Center for Financial Services Training, one part of the National Center for Professional Training

NDSL
National Direct Student Loan (Perkins)

NEASC
the New England Association of Schools and Colleges, a regional post-secondary education accrediting body

need
a thing, tangible or intangible, that a prospective student wants such as a career in advertising, also a term used on financial aid

net applications
active applications for a particular quarter start date

net conversion rate
an admissions conversion rate, the number of applications divided by the number of net inquiries over a specified period of time and represented as a percentage

new student
an applicant who starts school and remains in school through the first week of the quarter

new student accountabilities
see "accountabilities"

new student orientation
a series of activities scheduled over several days at the beginning of a quarter start to enable new students to meet faculty, staff, and their classmates, and integrate themselves into the school population

new student plan
an ADA's goal for new students, for either one quarter or for the admissions year

no show
the term used to describe a prospective student who was scheduled for an interview but did not appear; also the SUN system term/contact to describe the same

NPI/NPI status
not presently interested, a term used to describe an inquiry determined to have no interest in attending The Art Institute; also the SUN system status for such inquiries; also the contract used to move an inquiry to NPI status, coded with a two-digit number that indicates the reason the inquiry is not interested

NPI-99/NPI-99
a term used to describe a non-workable inquiry, i.e., an inquiry that is a duplicate, a joke or prank, or one with bad/incomplete information; the SUN system status for such inquiries

NSR
new student review, another term for accountabilities

NSR Report
the report referred to during accountabilities which contains data on each applicant, used to review the status of applicants

NWASC
Northwest Association of Schools and Colleges, a regional accrediting body

NYRS
The New York Restaurant School

office plan
the application, new student, or start rate goal for the school, for a month, quarter, or year

open-ended question
a question that cannot be answered with a short reply, used during an initial call for interview to learn about a prospective student’s interests, needs, and values, e.g., "How did you first get interested in art?"

OPM
Operations and Planning Meeting

orientation
see "new student orientation"

P&L
Profit and Loss Statement

Parent Loan for 

Undergraduate Students
a federal financial aid loan program for parents of undergraduate college students

part-time jobs
see "Student Employment Assistance"

partnership selling
the term used to describe The Art Institutes’ sales approach

past grad
see "grad"

PDR
see "Personally Developed Referral"

Pell Grant
a federal financial aid program that does not have to be repaid, formerly called Basic Educational Opportunity Grant, or BEOG

Perkins Loan
a federal financial aid loan program for students, formerly called the National Direct Student Loan, originally the National Defense Student, or NDSL

persistence
the term used to describe the rate at which students stay in school, stated as a percentage

Personally Developed Referral
an inquiry obtained by means of an ADA asking a prospective student about friends or relatives with educational/career goals that might be served by The Art Institute

PGI
Pell Grant Index

PH
Photography

PIF
Preliminary Information Form (Step 1 for NCA)

plan
a formal goal for an ADA, ADR, or the school; for applications, new students, start rate, re-entry students, persistence, etc., for a week, month, quarter, or year

Planner
see "Student Financial Planner"

planning appointment
an appointment during which an applicant/student meets with one or more SFS Office employees to develop a student financial plan

Planning Assistant
an SFS employee who assists students and planners with the financial aid application process

planning status
a one-digit number that indicates where an enrollee is in the financial planning process

PLUS Loan
see "Parent Loan for Undergraduate Students"

POG
see "proof of graduation"

Portfolio Review
an event conducted by Career Services in conjunction with graduation to enable pending design graduates to display their portfolios for employers (as well as family and friends) and make industry contacts, also know as Portfolio Show

PPAR
Performance Planning, Appraisal, and Review; the employee performance evaluation system

PR
Public Relations

President
the school employee and chair of the Executive Committee who holds overall responsibility for the direction and management of all aspects of school operations

program
usually another name for a major or curriculum

proof of graduation
a high school transcript or GED certificate and scores

provisional acceptance
a type of admissions acceptance that states that an applicant is accepted with the understanding that certain criteria must be met

QPEF
see "Quarterly Performance Evaluation Form"

qualifying letter
a letter sent to inquiries added to the database prior to their senior year of high school, generally during the summer before their senior year, encouraging them to contact the school (by telephone or business reply card) to begin/resume their college decision-making process

quarter
the three-month period between start dates

Quarterly Performance 

Evaluation
the quarterly meeting of the DoA and ADA to review the ADA’s new student results for the most recent quarter and average results for the past
three quarters and identify opportunities to improve future results

Quarterly Performance 

Evaluation Form
the statistical summary of the ADA’s performance used in the quarterly meeting of the DoA and ADA

Quarterly Reports
a report of key statistics issued at the end of a quarter 

query
the process of checking to see if an inquiry is already in the SUN system; the required first step before adding an inquiry

RA…………………………………see “Resident Assistant”

RD
Residential Design, program of study

reapplication
the process of reactivating an applicant whose original quarter start is more than one year prior to the applicant’s new quarter start; requires repayment of the application fee

re-entry
a student who started school in the past, withdrew, and is re-entering; assisted by the Assistant Director for Re-Admissions 

Receptionist
the individual responsible for answering and directing all incoming calls to the school, as well as greeting visitors

record
a collection of information about an inquiry stored in the SUN system; also the paper file started for all applicants and transferred to the Registrar when an applicant starts school

referral
an inquiry obtained by reputation or word-of-mouth, as opposed to by marketing, advertising, or promotional activity; extremely desirable because a much higher percentage of these inquires apply and start school

regional accreditation
institutional  accreditation granted by one of the six regional post-secondary education accrediting bodies; HLC, NACS, NCA, NEASC, SACS, or WASC

Regional Presentation
a presentation conducted by staff from a single Art Institute in a market without an Art Institute

registration fee
a fee paid in certain states by an applicant to help defray the costs of processing the enrollment (see also administrative fee, enrollment fee, and/or tuition deposit)

reinstate
the process of reactivating an applicant for a quarter start within one year of the applicant’s original quarter; does not require repayment of the application fee

reject/reject status
the contact entered into a rejected applicant's record; the status that indicates the applicant was rejected

rejection
the process by which an applicant is denied acceptance by the Admissions Committee

rejection letter
the SUN system-generated letter sent to rejected applicants

Resident Assistant……………….a student who lives in student housing and assists with
                                                     administration and inspections

Resident Life Coordinator……….a full-time, live-in professional staff person responsible for assisting the Director of Housing

retention
see "persistence"

rising senior
an inquiry between his/her junior and senior years in high school

SA
Student Affiars
SACS
Commission on Colleges of the Southern Association of Colleges and Schools, a regional post-secondary education accrediting body

SAP(P)
Satisfactory Academic Progress (Policy)

SAR
Student Aid Report, a document which indicates a student's eligibility for financial aid, based on the financial circumstances of the student and/or family

SAT
Scholastic Aptitude Test, a standardized test commonly taken by high school students for the purposes of applying to college

School Director
the school employee who holds overall responsibility for the direction and management of all aspects of school operations

school sponsored housing………housing provided by the school

SEA
Student Employment Assistance

SEC
Securities and Exchange Commission

SER
Self-Evaluation Report

senior
an inquiry who is a senior in high school

SEVIS………………………………an internet-based system that allows schools and the U.S. Immigration and Naturalization Service (INS) to exchange data on the visa status of international students.  Accurate and current information in transmitted electronically throughout an F-1 or J-1 student’s academic career in the United States.  U.S. embassies and consulates also have access to SEVIS

SFS
Student Financial Services

SFS Planner
planner, see "Student Financial Planner"

SMO
a CARS software enhancement-system modication
SMT
Senior Management Team

source
see "advertising source"

source code
see "advertising source code"

source category
see "advertising source category"

SOX………………………………..Sarbanes Oxley 

SPR
School Personnel Record

SSB
Starting Student Body, a measure of student population

SSL…………………………………Shared Services Location  

Staff
the Ai employees who work in support of all Art Institutes, mostly from the company’s headquarters office, located in Pittsburgh

Stafford Loan
a federal financial aid program, formerly called the Guaranteed Student Loan, or GSL

start
another term for new student, or for class start

start plan
another term for new student plan

start rate
an admissions statistic calculated by dividing the number of new students by the number of original applications received for a quarter start, for an ADA or for the office 

start rate plan
the start rate goal

starting supply kit
a collection of required tools, supplies, and textbooks sold to new students; not however, all of the materials the students will need during the first quarter or program

starting supply kit fee
the cost of the starting supply kit See “kit fee”
state grant
a state financial aid program that does not have to be repaid (only available in some states)

steps to getting started
a form used to describe the application/enrollment process to a prospective student during an interview

Student Aid Report
a document which indicates a student’s eligibility for financial aid, based on the financial circumstances of the student and/or family

Student Employment 
Assistance
the Student Services area responsible for assisting applicants and students in finding part-time employment, usually not field-related

student financial plan
a document that estimates an applicant’s (or student’s) educational costs and resources and provides a plan for payment of the costs

Student Financial Planner
an SFS employee responsible for working with students to develop payment plans, with or without financial aid, and assisting with financial aid application and processing

student id
a unique identifying number assigned to each inquiry by the SUN system; the fastest way to access a student’s record

student loan
an educational loan that must be repaid when the student leaves school

student questionnaire
a form completed by a prospective student upon arrival for an interview; used by the ADA to learn more about the prospect

student visa
see I-20

subprogram
a SUN system term describing the types of curricula, e.g., Associate Degree, Diploma, etc.

subsidized loan
an education loan with interest rates lower than market rates and with interest paid by the federal government while the borrower is in school

SUN contact
a piece of data added to an inquiry record to schedule an activity, send a mailing, change the record status, or otherwise identify the record in some way

SUN system 
The Art Institutes’ entire, departmentally-integrated computer system otherwise known as Satisfy User Needs

SVP
Senior Vice President

system
see SUN system; a common reference to the admissions database

TD
Tuition Deposit

Teacher Workshop
a promotional event comprised of a series of special classes in subjects offered by The Art Institute to high school teachers, usually during the summer

Teen Workshop
a promotional event which gives high school students an opportunity to experience what it’s like to study at The Art Institute; students take a series of special classes related to a particular major

three-day cancel
an applicant who cancels his/her enrollment within three days of a first visit to the school

three-month rolling average
any admissions statistic stated as the average for the most recent  three months

Title IV
Title IV of the Higher Education Act of 1965

transfer
an applicant who changes from one quarter start to another or one program to another, or from one school to another

trial commitment
a question asked during the admissions interview to determine the  prospective student’s interest in applying

tuition deposit
an applicant’s partial/advance tuition payment, required by some schools to process an enrollment (see also "administrative fee," "enrollment fee," and/or "registration fee")

TV lead
an inquiry processed through an answering service and almost immediately assigned to an ADA by the mailroom; ADAs are advised when they have been assigned new TV leads by means of on-screen message and E-mail

uncontacted List
the listing of an ADA’s inquiries that have not received one of the following contacts: INTSETOF, INTSETPH, INQRECON, NOPHONE, or NPI

unsubsidized loan
an education loan with interest rates lower than market rates and with interest paid by the borrower

user
any employee who works on the SUN system, but whose work does not involve systems analysis or programming

VA
Veteran Administration

value
the underlying reason why a prospective student wants something; the underpinnings of a need; motivation; e.g., a student wants a career in photography to be able to creatively express his/her ideas through work

VICA
Vocational Industrial Clubs of America

viewbook
an admissions publication that describes a program and career paths from a sales and marketing perspective, as opposed to the school catalog, which concentrates more on detailed course listings and descriptions as well as policies and procedures

visa
see "I-20"

visit
any meetings between an ADA and a prospective student that is not an admissions interview

VP
Video Production

WASC
Western Association of Schools and Colleges, a regional post-secondary education accrediting body
W
Withdraw status

WF
Withdraw failing status
walk-in
a prospective student who visits the school to obtain information without first calling and scheduling an interview

withdrawal
a student who starts school but leaves prior to graduation; may be temporary or permanent

workable inquiry
an inquiry that is a high school senior or older

YTD
Year-to-Date
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EDMC’s Policy Manual for Academic Affairs provides that all EDMC schools “shall respect the copyrights held by third parties in any materials copied for either personal or instructional use.  It is consequently against EDMC policy to copy or reproduce or otherwise use any copyrighted material unless such use is clearly within the scope of fair use, or permission has been obtained from the copyright owner.”  This White Paper is intended to provide further information and guidelines in support of EDMC’s copyright policy.  EDMC recognizes that the following information and guidelines are by no means a comprehensive guide to copyright law.  Issues will inevitably arise which are not covered.  If you have questions that are not covered in these guidelines or to which answers are unclear, you should consult with EDMC’s Law Department.

I.
WHAT IS PROTECTED BY COPYRIGHT (SECTION 106)

Copyright is a constitutionally conceived property right designed to promote the progress of science and art by securing for the author of informative and/or creative works the benefits of his or her original work for a specific period of time.

Copyright law protects “works of authorship,” which include traditional literary, dramatic, musical, and artistic works, as well as videos, CDs, computer programs, and other new technological forms in which works of authorship can be captured.  To be entitled to protection, the Copyright Act requires only that a work be original and be fixed in a tangible medium of expression.  The copyright owner has certain exclusive rights.  They are the right to:

1.
Copy, reproduce, and/or publish the work.

2.
Prepare derivative works based on the copyrighted work.

3.
Distribute copies of the work by sale, rental, lease, or lending.

4.
Publicly perform the work (if it is a literary, musical, dramatic, or choreographic work or a pantomime, motion picture or audiovisual work).

5.
Publicly display the work (if it is a literary, musical, dramatic, choreographic, sculptural, graphic, or pictorial work -- including the individual images of a film -- or a pantomime).

II.
WHEN DOES COPYRIGHT PROTECTION NO LONGER APPLY?  PUBLIC DOMAIN AND TERM OF COPYRIGHT PROTECTION

No permission is required to use a work if it is in the public domain.  A work in the public domain is a work (1) for which copyright protection was never available; (2) for which copyright protection was never properly secured (e.g., failure to affix a copyright notice at the time notice was still legally required); or (3) for which copyright protection, though it may have once existed, has expired or has otherwise been lost.  

The term of copyright protection is generally the life of the author plus 70 years (95 years for a work of corporate authorship or a work made for hire), although the term does vary somewhat depending on the date of creation or publication.  Works published prior to 1923 are now considered to be in the public domain.  Whether or not a post-1923 work is considered to be in the public domain can be a complicated determination given the changes in copyright law that have occurred over the years.  If you have questions as to whether a work is protected by copyright or is in the public domain, you should direct inquiries to the EDMC Law Department.  
Note that a copyright notice (e.g., ©EDMC 2003) is no longer required for copyright protection.
  Therefore, it should not be assumed that a work is in the public domain simply because a copyright notice does not appear on the work.  

Government publications are in the public domain and may be reproduced.  Oftentimes, private publishers publish government works and include their own introduction.  Such introductions or other material added by a private publisher are subject to copyright protection.

III. EXEMPTIONS TO THE RIGHTS OF COPYRIGHT OWNERS 

The copyright owner’s rights are not absolute.  They are subject to a number of limitations, some of which are identified below.  Included among these limitations are exemptions for various types of copying and uses of works for educational purposes.  Most of these exemptions, however, are technically only applicable to nonprofit educational institutions.  Although EDMC is engaged in the instruction of students, EDMC is in the for-profit sector.  This is a factor that must be considered in determining the applicability of certain exemptions to EDMC schools.

A.
Section 108: Exemption for Reproduction by Libraries and Archives

Section 108 of the Copyright Act provides a special exemption for reproduction by libraries and archives.  The “Library Exemption” to Section 106 of the Copyright Act may be available to certain EDMC libraries.  To qualify for this exemption, all of the following conditions must be met:

1.
The reproduction or distribution is made without any purpose of direct or indirect commercial advantage;

2.
The collections of the library or archives are (a) open to the public, or (b) available not only to researchers affiliated with the library or archives or with the institution of which it is a part, but also to other persons doing research in a specialized field
; and 

3.
The reproduction or distribution of the work includes a notice of copyright that appears on the copy or phonorecord (i.e., copy of a sound recording) that is reproduced or includes a legend that the work may be protected by copyright if no such notice can be found on the copy or phonorecord that is reproduced.   

There are two bases for evoking the Library Exemption:  

1.
Response to use requests; and 

2.
Replenishment of library collections.

Response to User Requests.  Section 108 allows a library to make one copy of an article or a small portion of a work for a patron’s own use, upon request, provided that the article becomes the property of that patron (not subject to return) and is not used to generate additional copies and provided that the library has no notice that the copy would be used for any purpose other than private study, scholarship or research.  The rights in Section 108 do not apply if library employees are aware that the copied material is being used improperly for multiple distribution or systematic reproduction.  An example would be systematic reproduction of portions of a textbook at different times, to avoid purchase of the book.  In addition, a copyright warning notice must be posted prominently on or near any equipment that can be used to reproduce copyrighted materials:  

NOTICE

WARNING CONCERNING COPYRIGHT RESTRICTIONS

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material.

Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction.  One of these specified conditions is that the photocopy or other reproduction is not to be “used for any purpose other than private study, scholarship, or research.”  If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement.

This institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of copyright law.  37 C.F.R. § 201.14(b)

Further, Section 108 provides that libraries and archives shall not be liable for copyright infringement for the unsupervised use of reproducing equipment located on its premises provided that such equipment displays a notice that the making of a copy may be subject to copyright law.  See Section IV below.  

The Library Exemption as it relates to user requests for reproductions applies primarily to literary works, dramatic works, and some sound recordings.  This exemption does not apply to musical works, to pictorial, graphic or sculptural works or to motion pictures or other audiovisual works (except for audiovisuals works dealing with the news as discussed below).  The exemption does apply, however, to pictorial, graphic and sculptural works published as illustrations, diagrams or similar portions of works such as literary or dramatic works, which are subject to this exemption.  Although the exemption does not apply to audiovisuals works, under Section 108(f)(3) of the Copyright Act, libraries are permitted to make off-the-air videotape recordings of daily network news casts for limited distribution by lending of the reproduction (ownership cannot be given to the patron) to scholars and researchers for research purposes provided that conditions 1-3 above are met.  

Replacement Copies.  Under certain circumstances, Section 108 permits the making of replacement copies of a work if the library copy is damaged, deteriorating or has been lost or stolen.  The library may make up to three copies of a work that it has or used to have in its collection, but only after it has determined after a reasonable effort that an unused replacement cannot be obtained at a fair price. 

The Library Exemption applies only to libraries and archives and employees acting within the scope of their employment.  It does not apply to individuals (other than such employee) who use the library or archive equipment or for whom the library makes a copy.  Acts of copying not specifically authorized by Section 108 may still be permissible under a fair use analysis and must be considered on a case‑by‑case basis.  The fair use doctrine is discussed in Section III.C below.  It should be noted that Section 108 does not override any contractual obligations agreed to by the library in obtaining a work or copy of a work for its collection.  

B.
Section 110(1):  Exemption of Certain Performances and Displays

Section 110(1) of the Copyright Act provides an exemption for the performance or display of a work by instructors or pupils in the course of face-to-face teaching activities of a nonprofit educational institution, in a classroom or similar place devoted to instruction so long as such performance or display is not provided by means of an unlawful copy.  However, because this exemption technically applies only to nonprofit educational institutions, it cannot be assumed that this blanket exception would apply to EDMC schools, which are in the for-profit sector.  Rather, a case-by-case fair use analysis would be required with respect to performance and display of works in the classroom.  The fair use doctrine is discussed in Section III.C. below.  

C.
Fair Use Exemption

The doctrine of fair use is a defense to what otherwise constitutes copyright infringement.  It allows uses of copyrighted material which otherwise would be impermissible.

The factors which courts consider in determining whether a particular use is fair are as follows:

1.
The purpose and character of the use, including whether the copied material will be for nonprofit, educational, or commercial use.  The mere fact that EDMC is a for-profit institution does not necessarily mean that the uses are not “educational” and that this factor is not applicable.

2.
The nature of the copyrighted work, with special consideration given to the distinction between a creative work and an informational work.  For example, the scope of the fair use exception is broader for scientific, historical and biographical works than for works of entertainment (such as a musical or short story).  Duplication of material originally developed for classroom consumption is less likely to be a fair use than is the duplication of materials prepared for public consumption.  For example, a teacher who photocopies a workbook page or a textbook chapter is depriving the copyright owner of profits more directly than if copying one page from the daily paper.

3.
The amount, substantiality, or portion used in relation to the copyrighted work as a whole.  This factor requires consideration of 1) the proportion of the larger work that is copied and used, and 2) the significance of the copied portion.

4. The effect of the use on the potential market of the copyrighted work.  This factor is often regarded as the most critical one in determining fair use.  If the reproduction of a copyrighted work reduces the potential market and sales and, therefore, the potential profits of the copyright owner, that use is unlikely to be found a fair use.

The doctrine of fair use is a flexible but somewhat elusive doctrine that can be difficult to apply with certainty in some situations.  In general, small parts, limited times and limited access are viewed as the keys to fair use.  However, the applicability of the fair use doctrine must be made on a case-by-case basis.  The Guidelines for Classroom Copying discussed in Section III.D below can be used as a source of guidance in applying the fair use doctrine to certain textual works and sound recordings in a classroom setting.

D.
Agreement on Guidelines for Classroom Copying

While there is no specific exemption that allows broad reproduction of copyrighted works for educational purposes, in order to provide greater certainty and protection for teachers in classroom settings, publishers and nonprofit educational institutions have entered into fair use guidelines which allow, under certain limited conditions, the reproduction of copyrighted material for classroom use.  Although these permissible uses are technically restricted exclusively to reproductions in nonprofit educational institutions, they nevertheless provide guidance on what is likely to be considered a fair use and provide some general rules of thumb to follow.  If the desired classroom copying is outside the scope permitted by these guidelines, it is unlikely to be considered as fair use, and therefore is unlikely to be permissible without the copyright owner’s permission.  
GUIDELINES FOR BOOKS AND PERIODICALS

I.
Single Copying for Teachers

A single copy may be made of any of the following by or for a teacher at his or her individual request for his or her scholarly research or use in teaching or preparation to teach a class.

A. A chapter from a book;

B. An article from a periodical or newspaper;

C. A short story, short essay or short poem, whether or not from a collective work;

D. A chart, graph, diagram, drawing, cartoon or picture from a book, periodical, or newspaper;

II. Multiple Copies for Classroom Use

Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by or for the teacher giving the course for classroom use or discussion; provided that:

A. The copying meets the test of “brevity”;

(i) For poetry:  (a)  A complete poem if less than 250 words and if printed on not more than two pages or, (b) from a longer poem, an excerpt of not more than 250 words.

(ii) For prose:  (a)  either a complete article, story or essay of less than 2,500 words, or (b) an excerpt from any prose work of not more than 1,000 words or 10% of the work, whichever is less, but in any event a minimum of 500 words.

(iii) For illustrations:  One chart, graph, diagram, drawing, cartoon or picture per book or per periodical issue.

(iv) For “special” works:  Works that combine language with illustrations, such as children’s books cannot be copied in their entirety even if they are less than 2,500 words.  However, an excerpt comprising not more than two of the published pages of such special work and containing not more than 10% of the words in the text thereof, may be reproduced.


B. The copying meets the test of “spontaneity”; 

(i) The copying is at the instance and inspiration of the individual teacher; and

(ii) The inspiration and decision to use the work and the moment of its use for maximum teaching effectiveness are so close in time that it would be unreasonable to expect a timely reply to a request for permission.


C. The copying meets the “cumulative effect” test; and,

(i) The copying of the material is for only one course in the school in which the copies are made.

(ii) Not more than one short poem, article, story, essay or two excerpts may be copied from the same author, not more than three from the same collective work or periodical volume during one class term.  (Does not apply to current news periodicals and newspapers and current news sections of other periodicals).

(iii) There shall not be more than nine instances of such multiple copying for one course during one class term.  (Does not apply to current news periodicals and newspapers and current news sections of other periodicals).

D. Each copy includes a notice of copyright.

III. Prohibitions as to I and II Above

Notwithstanding any of the above, the following shall be prohibited:

(A) Copying shall not be used to create or to replace or substitute for anthologies, compilations, course packs, or other collective works.  Such replacement or substitution may occur whether copies of various works or excerpts therefrom are accumulated or reproduced and used separately.


(B) There shall be no copying of or from works intended to be “consumable” in the course of study or of teaching.  These include workbooks, exercises, standardized tests and test booklets and answer sheets and like consumable material.


(C) Copying shall not:

(a) substitute for the purchase of books, publishers’ reprints or periodicals;

(b) be directed by higher authority;

(c) be repeated for the same item by the same teacher from term to term.

(D) No charge shall be made to the student beyond the actual cost of the photocopying.

GUIDELINES FOR SOUND RECORDINGS

A. Permissible Copying

1. Emergency copying to replace purchased copies which for any reason are not available for an imminent performance provided purchased replacement copies shall be substituted in due course.

2. (a)  
For academic purposes other than performance, multiple copies of excerpts of works may be made, provided that the excerpts do not comprise a part of the whole which would constitute a performable unit such as a section, movement or aria, but in no case more than 10% of the whole work.  The number of copies shall not exceed one copy per pupil.

(b) For academic purposes other than performance, a single copy of an entire performable unit (section, movement, aria, etc.) that is (1) confirmed by the copyright proprietor to be out of print, or (2) unavailable except in a larger work, may be made by or for a teacher solely for the purpose of his or her scholarly research or in preparation to teach a class.

3. Printed copies which have been purchased may be edited or simplified provided that the fundamental character of the work is not distorted or the lyrics, if any, altered or lyrics added if none exist.

4. A single copy of recordings of performances by students may be made for evaluation or rehearsal purposes and may be retained by the educational institution or individual teacher.

5. A single copy of a sound recording (such as a tape, disc or cassette) of copyrighted music may be made from sound recordings owned by an educational institution or an individual teacher for the purpose of constructing aural exercises or examinations and may be retained by the educational institution or individual teacher.  (This pertains only to the copyright of the music itself and not to any copyright which may exist in the sound recording).

B. Prohibitions

1. Copying to create or replace or substitute for anthologies, compilations or collective works.

2. Copying of or from works intended to be “consumable” in the course of study or of teaching such as workbooks, exercises, standardized tests and answer sheets and like material.

3. Copying for the purpose of performance, except as in A(1) above.

4. Copying for the purpose of substituting for the purchase of music, except as in A(1) and A(2) above.

5. Copying without inclusion of the copyright notice which appears on the printed copy.

E.
Summary Regarding Exemptions
In most, if not all, instances involving EDMC schools, whether a certain use of a particular copyrighted work is permissible will turn on whether that use qualifies as a fair use.  As noted above in Section III.C, the fair use doctrine can be difficult to apply with certainty and its applicability must be determined on a case-by-case basis.  If a particular use is not a fair use or does not otherwise fall within one of the foregoing exemptions, permission should be obtained.  See Section IX below for further information regarding seeking permission.  

IV.
EQUIPMENT USED TO REPRODUCE COPYRIGHTED MATERIAL
EDMC could potentially be liable for copying violations of others in some situations.  This can generally be avoided by including on all supervised and unsupervised machines that may be used to reproduce copyrighted material (such as photocopiers, VCRs, computers and scanners) effective signage incorporating the following text:

NOTICE

Warning Concerning Copyright Restrictions

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproduction of copyrighted materials.  

Under certain circumstances, persons are permitted to make a photocopy or other reproduction.  One of these specified conditions is that the photocopy or reproduction is not to be "used for any purposes other than private study, scholarship, or research."  If the person using this equipment makes a request for, or later uses, a photocopy or reproduction for purposes in excess of "fair use," that person may be liable for copyright infringement.

Contact                                          if you have a specific question.
EDMC would not be liable for copyright infringement if, for example, a student makes photocopies of reserve materials on unsupervised reproducing equipment, even if such equipment is on EDMC property, provided that the equipment displays a notice that making copies may be subject to copyright law.  

V.
SPECIFIC TYPES OF MEDIA

A.
Print Media

1. In the Classroom.  Use of print media in the classroom often entails use of coursebooks that have been purchased or borrowed from the library and which therefore do not implicate copyright infringement concerns.  If, however, copies are being made of any printed copyrighted materials, such as newspaper articles, chapters of books, etc., permission will be needed from the copyright holder unless the intended use qualifies as a fair use.  See Section III.C hereof for a discussion of the fair use exemption and Section III.D hereof for a discussion of the Guidelines for Classroom Copying of Books and Periodicals.  If it is unclear whether a particular use qualifies as a fair use, permission should be secured from the copyright holder prior to making the desired use.  See Section IX hereof for further information regarding seeking permission.  Another option in situations where an instructor wishes to use, for example, an article in connection with classroom instruction would be to use a projector to display the original of the article to the class rather than making and distributing copies of the article to the class.  

2. Copies on Reserve.  If appropriate under the fair use doctrine, faculty members may make limited photocopies of articles or chapters of books and place them on reserve without requiring permission from the copyright owner.  See Section III.C hereof for a discussion of the fair use exemption.  If it is unclear whether a particular use qualifies as a fair use, permission should be secured from the copyright holder prior to making the desired use.  See Section IX hereof for further information regarding seeking permission.  Faculty members should not direct students to make photocopies of such articles or chapters.  The following copyright notice should be placed on photocopied material placed on reserve:  

“Notice:  This material may be subject to copyright protection under U.S. law (Title 17 U.S. Code)”.  

Use of electronic reserves is acceptable for works that are already digital in nature, subject to the terms of the licensing agreement with the publisher.  In general, print works should not be converted into an electronic format in order to be used in an electronic reserve collection.  

Works intended to be “consumable” in the course of study or teaching such as workbooks, exercises, standardized test, test booklets and answer sheets may not be photocopied for placement on reserve.  

3. Course Packets.  Copyright owners have brought lawsuits involving course packets or anthologies which are perceived as substituting for textbooks and, thus, reducing the potential market for copyrighted publications.  Every article or chapter in a course packet requires permission.  For more information on copying for classroom use, see Section III.D hereof.

B.
Video Films and Videocassettes

Ownership or rental of a film or video does not necessarily allow an instructor to show the work. 

As stated earlier, one of the copyright owner’s exclusive rights is the right to perform a copyrighted work publicly.  The copyright law says that a performance is “public” if it is performed “at a place open to the public or at any place where a substantial number of persons outside of a normal circle of a family and its social acquaintances is gathered . . . .” Although, as discussed above in Section III.B hereof, Section 110(1) of the Copyright Act exempts media utilization by classroom teachers in nonprofit educational institutions from public performance restrictions, because of EDMC’s for-profit status, EDMC schools may not qualify for this blanket exemption.  Fair use considerations would again come into play in determining whether a particular performance is permissible.  See Section III.C hereof for a discussion of the fair use exemption.  Below are a few rules of thumb.  

1.
Showing limited portions of a film for educational purposes in a classroom or other similar setting is more likely to be a fair use than showing an entire film without permission in a classroom or in any other area under the control of EDMC.

2.
Students and faculty may use videocassettes and the like which are under the control of EDMC for individual viewing either in the library or at home.  

3.
Certain educational videos, by their nature, may be performed in their entirety in the classroom.  

The performance right rests with the copyright owner and not with the video rental store, so restrictions concerning performance placed on a videocassette by a rental store may raise questions of breaches of contract but not of copyright infringement vis a vis the video rental store.  If it is unclear whether a particular use qualifies as a fair use, permission should be secured from the copyright holder prior to making the desired use.  See Section IX hereof for further information regarding seeking permission.  One possible source of permission for the public performance of motion pictures by educational institutions is Swank Motion Pictures, Inc. (“Swank”).  Swank will require that a license fee be paid and that a license agreement be executed.  Fees can range from $100 to $330 per film or more and may include certain minimum commitments.  All such agreements should be reviewed by EDMC’s Law Department prior to execution.   

EDMC libraries are permitted to lend authorized copies of films and videos that are owned by EDMC under Section 109(a) of the Copyright Act.  See Sections III.C and III.F.2 hereof regarding limitations on the lending of sound recordings and computer software.  

C.
Music and Sound Recordings

A sound recording refers to the copyright in any recording (not necessarily limited to a music recording) as distinguished from the copyright in a song.  As with video films and videocassettes discussed above, the rental or purchase of sheet music or the purchase of a record or CD does not authorize its copying or public performance.  Again, while there is an exemption in the law for performances as part of face-to-face teaching activity at nonprofit educational institutions (see Section III.B above regarding Section 110(1) of the Copyright Act), it cannot be assumed that this exemption would apply to EDMC schools, which are in the for-profit sector.  Once more, fair use considerations would come into play in determining whether a particular classroom performance is permissible.  See Section III.C hereof for a discussion of the fair use exemption.

The performance of background music or music for student public performances are generally licensed by the copyright owner of the music through performing rights societies such as ASCAP, BMI and SESAC.  Each of these organizations represents different songwriters, composers and /or publishers and, thus, each has the ability to license different musical works.  The licenses provided by these organizations would also cover performances of musical works in a classroom setting.  In most instances, these licenses will not cover use of music by students in student projects.  See Section VIII hereof for more information on the use of copyrighted material by students.  

A license has been obtained from BMI for all of The Art Institutes effective as of July 1, 2005.  The license is being administered at the corporate level and not at the individual school level.  In general, the BMI license permits The Art Institutes to publicly perform musical works contained in BMI’s repertoire.  It does not cover works by any songwriters, composers and/or music publishers represented by any of the other performing rights organizations.  The BMI repertoire, as well as a list of the songwriters, composers and music publishers affiliated with BMI, can be found at the “Repertoire” Section of the BMI web site at http://www.bmi.com.  Questions regarding whether a particular work is included in the BMI repertoire should be directed to the BMI Research Department toll-free number at (800) 800-9313.

More specifically, the BMI license covers, but is not limited to, live or recorded performances by or at The Art Institutes’:

• Internet or Intranet sites or services including webcasts of campus radio station broadcasts 
• regular campus radio broadcasts; 
• cable TV systems;
• sporting events;
• student unions;
• fraternities/sororities;
• musical attractions (i.e., concerts, stage shows, variety shows, symphonies, operas, recitals, and other similar performances) on the school’s premises presented or promoted solely by the school itself (Such events must be separately reported and paid for under the license agreement if the entertainments costs of the event total $1500.00 or more.  For attractions co-promoted by the school and an outside promoter, the party assuming licensing responsibility must be listed on report form.);
• classrooms;
• fairs/festival;
• fitness centers/athletic facilities;
• socials;
• school bands; 
• school theater groups;
• school orchestras;
• music-on-hold; and
• special events such as orientation and graduation.

The BMI license does not include:
• performances of music via any form of televised transmission, whether over-the-air broadcast, cable, satellite, or otherwise; 
• dramatic rights (What qualifies as a dramatic vs. non-dramatic work is fact dependent and not always clear.  However, a dramatic work generally involves using the musical work to tell a story or as part of a story or plot.);
• performances of music by a coin-operated phonorecord player (jukebox) or digital jukebox;
• musical attractions on campus promoted by outside promoters;
• musical attractions occurring out-side of the premises, except as part of community outreach and educational activities; or
• performances by commercial radio stations.

The public performance rights granted under the BMI license do not cover making copies of records, tapes or CDs or synchronizing music to a series of visual images – such as a video.  See Section III.D above, for further information regarding copying of music and sound recordings.  If you want to make copies of an existing record, tape or CD or if you want to synchronize music to a series of visual images, fair use considerations will again come into play.  See Section III.C above for a discussion of the fair use exemption.  If it is concluded that certain copying or synchronizing is not permissible under copyright law, permission should be secured from the copyright holder prior to taking the desired action.  See Section IX hereof regarding seeking permission.  

Rental, lease, and lending of sound recordings and phonorecords (i.e., copies) thereof, including records, tapes, or CDs, for the purposes of direct or indirect commercial advantage, is generally prohibited under Section 109(b) of the Copyright Act.  While this provision does provide that nonprofit libraries and nonprofit educational institutions may lend records, tapes, or CDs for nonprofit purposes and that nonprofit educational institutions may lend records, tapes and CDs to faculty, staff and students, it cannot be assumed that this exception would apply to EDMC schools, which are in the for-profit sector.  Rather, fair use considerations would likely come into play in determining whether a particular loan of a sound recording is permissible.  See Section III.C hereof for a discussion of the fair use exemption.  If it is concluded that a particular loan of a sound recording is not permissible under copyright law, permission, or, where applicable, a license agreement, should be secured from the copyright holder before lending records, tapes, or CDs.  See Section IX hereof regarding seeking permission.  
D.
Artwork, Photographs, and Slides

Generally, artwork, photographs, slides and the like are protected by copyright, and displaying or reproducing them without permission may constitute copyright infringement.  The fair use exemption applies in this context as well.  See Section III.C hereof for discussion of the fair use analysis.  If you have questions as to whether a particular use is fair use, you should direct your questions to the EDMC Law Department.  If it is unclear whether a particular use qualifies as a fair use, permission should be secured from the copyright holder prior to making the desired use.  See Section IX hereof for further information regarding seeking permission.  

E.
Editing
Generally, editing copyrighted material (such as videotapes, photographs, digitized images, sound recordings and the like) without permission from the copyright holder constitutes copyright infringement because the owner holds the exclusive right to reproduce, create derivative works from, distribute, publicly perform and publicly display a copyrighted work.  Fair use considerations would come into play in determining whether a particular use of a copyrighted work for editing purposes is permissible (See Section III.C hereof for a discussion of the fair use exemption).  However, EDMC has specifically acquired or licensed stock materials specifically for editing purposes in connection with classroom instruction.  For information on available stock materials, please see your campus librarian or program Academic Director.  For all other materials, unless the intended use would qualify as a fair use, written permission from the copyright holder to use the materials in the manner desired should be obtained prior to such use being made of the material.  See Section IX hereof for further information regarding seeking permission.  

F.
The Internet

As stated earlier, a notice of copyright no longer has to appear on a work for that work to be protected by copyright law.  This applies to any materials appearing on the Internet as well as to traditional works.  Permission should be obtained before reproducing multiple copies of text or images from others' Web pages.  (Reproduction can include printing out and distributing such materials to a class, projecting an image that has been downloaded from the Web to a class, or using a graphic from a Web page on your own Web page).  Some websites contain specific language that gives users permission to reproduce material from the website for the exclusive use of the user, but restrict the making of multiple copies so that reproducing articles, artwork, videos or any other works of authorship in multiple copies could be considered infringing.

G.
Software and CD-ROMs
1.
Copying.  The restrictions against copying under the copyright laws apply to the electronic copying of software or computer programs of any kind, just as they apply to the photocopying of printed materials.  When software is purchased, the purchaser is generally purchasing the right to use a single copy of the software and is not purchasing the copyright itself.  Rights in the owner’s copyright can only be acquired through the license agreement or by permission.  The software can only be used as provided for in the license or permission grant.  
2.
Rental, Lease, Lending. As with records, tapes, and CDs (discussed above in Section V.C), the rental, lease, and lending of computer software is generally prohibited under Section 109(b) of the Copyright Act.  While this provision does provide that nonprofit libraries and nonprofit educational institutions may lend software for nonprofit purposes and that nonprofit educational institutions may lend software to faculty, staff and students, it cannot be assumed that this exception would apply to EDMC schools, which are in the for-profit sector.  Rather, fair use considerations would likely come into play in determining whether a particular loan of computer software is permissible.  If it is unclear whether such a loan would be permissible, permission or, where applicable, a license agreement, should be secured from the copyright holder before lending software or computer programs of any kind.  

It should be noted that the Section 109(b) prohibition does not apply to 1) a computer program that is embodied in a machine or product and that cannot be copied during ordinary operation or use of the machine or product (such as hand-held video game units); or 2) a computer program embodied in or used in conjunction with a limited purpose computer that is designed for playing video games and may be designed for other purposes (such as console-based video games).  

All system librarians should ensure that they have permission from the copyright holder to lend out any diskettes that are included as an insert with a book.  (Some items may have licensing restrictions forbidding such lending).  CD-ROMs, including those contained as an insert in books, may also be governed by licensing agreements that would prohibit the use of that CD-ROM by anyone other than the original purchaser.  

A notice stating that unlawful copying of software is prohibited should be placed on the container or on the software itself for any software loaned by EDMC.  

3.
Display or Performance.  Whether works such as PC-based computer games can be displayed or performed in a classroom setting will likely be subject to a fair use analysis for EDMC schools.  Again, while there is an exemption in the law for the performance or display of such works in the course of classroom teaching activities of a nonprofit educational institution (see the discussion of Section 110(1) of the Copyright Act in Section III.B above), it cannot be assumed that this blanket exemption would apply to EDMC schools, which are in the for-profit sector.  Under a fair use analysis, it is likely that the display of a limited number of “screen shots” from any one such game and/or the performance of a limited portion of such games in an interactive mode for instructional purposes in a classroom setting would be a fair use.  If it is expected that any such computer game will be used for multiple terms, permission generally should be secured from the copyright holder.  

4.
Available Software.  Because of the increasingly widespread use of computer software of all kinds in classroom and related settings for a variety of purposes, beginning in Fiscal Year 2006, all purchasing of software of any kind for use in any EDMC owned schools for instructional or any other purposes will be handled through corporate purchasing.  A list of software available for use in EDMC schools is provided by EDMC Information Technology at the Software Support Center site on the company’s intranet.  For any software that a particular school or instructor wishes to use that is not identified at this intranet site, a request to acquire the right to use the software must be sent to the EDMC Vice President of Academic Affairs.  Beginning in Fiscal Year 2006, no direct purchase of such software by individual schools or instructors will be occurring.  All donated software will be accompanied by a written license agreement to be accepted for use at EDMC schools.  

VI.
DISTANCE EDUCATION

As discussed above in Section III.B hereof, Section 110(1) of the Copyright Act provides nonprofit educational institutions with a separate set of rights, in addition to fair use, to display and perform works “in the classroom.”  The rules for distance education, however, are substantially different and, in general, are more restrictive than those for face-to-face classroom instruction.  The rules pertaining to distance education are primarily set forth in Section 110(2) of the Copyright Act.  

The Technology, Education and Copyright Harmonization Act (“TEACH”) was signed into law on November 2, 2002.  TEACH updated copyright law, in particular Sections 110(2) and 112(f) of the Copyright Act, pertaining to the digital transmission of performances and displays of copyrighted materials and the making of copies integral to such performances and displays, which are important to distance education, including on-line courses.  

TEACH sets forth the numerous terms and conditions upon which accredited nonprofit, educational institutions in the United States may use copyrighted materials in distance education, including on-line courses, without permission from the copyright owner.  These include: (1) no use of commercial works that are sold or licensed for purposes of digital distance education; (2) no use of works the instructor knows or has reason to believe were not lawfully made or acquired; (3) use of works should generally be limited to an amount and duration comparable to what would be displayed or performed in a face-to-face classroom setting – TEACH covers what an instructor would perform or display during class but not materials an instructor may want students to study, read or view outside of class, which means, for example, TEACH does not authorize digital transmission of course packs or textbooks; (4) the performance or display must be part of systematic “mediated instructional activity” meaning the instructor should interactively use the copyrighted work as part of the class not, for example, just provide it for optional or background reading; and (5) the performance or display must  be technologically limited to students enrolled in the class.  In addition, the school must: (6) have policies, provide information about and give notice that the materials may be protected by copyright; (7) apply technological measures that reasonably prevent recipients from retaining the works beyond the class session and further distributing them; and (8) not interfere with any technological measures taken by copyright owners to prevent retention and distribution.      

Because TEACH technically applies only to nonprofit educational institutions, it cannot be assumed that this exemption would apply to EDMC schools, which are in the for-profit sector.  For uses that fall outside the scope of TEACH, the use will need to be evaluated under the fair use analysis (See Section III.C for a discussion of the fair use analysis) or permission from the copyright owner will need to be obtained (See Section IX for more information on seeking permission).  

VII.
USE OF COPYRIGHTED MATERIAL ON EDMC COMPUTER SYSTEMS AND NETWORKS IN GENERAL

Unauthorized copying, distribution and certain other use of copyrighted material is illegal and can expose individual users as well as EDMC to civil and criminal liability under the copyright law.  This applies to all types of copyrighted works, including music, movies, games, software and other literary and artistic works.

Members of the EDMC community should not make, store, transmit or make available unauthorized copies of copyrighted material using EDMC’s computers, networks or storage media.  Nor should they use peer-to-peer file transfer services or take other actions likely to promote or lead to copyright infringement.  Any stored unauthorized copies of music, movies, software or other copyrighted works on EDMC’s computer systems, should be deleted.

VIII.
USE OF COPYRIGHTED MATERIAL BY STUDENTS

EDMC instructors should not encourage students to use copyrighted materials in their portfolios or other works created in their course work because doing so poses potential risk not only to the student for infringement but also to EDMC for inducing such infringement.  A student could be liable for infringement if s/he uses an entire work, particularly if s/he reproduces the portfolio in multiple copies.  Use of portions of materials such as in a collage or as a parody are likely permissible as fair uses.

IX.
SEEKING PERMISSION

If it is concluded that a desired use of a particular work is not permitted under copyright law, permission to use the work should be obtained from the copyright holder before the desired use is made of the work.  Any permissions received must be in writing and kept on file.  Permissions should include at least the following: (1) an accurate description of the work to be used; (2) an accurate and complete description of the use(s) to be made of the work (clearly identifying, where appropriate, that the desired use is educational in nature); (3) the length of time for which the work is to be used; and (4) if applicable, any fee to be paid for use of the work and the schedule for such payment(s).  Ideally, permissions would also include a representation from the party granting the permission that, in fact, that party is the copyright owner and has the right to grant the permission being granted.  Use of the work then must be within the scope of the grant of permission.  Questions regarding permission requests should be directed to the EDMC Law Department.  

Please note that it can take a substantial amount of time to obtain permission to use a particular work.  So, it is always a good idea to plan ahead.  Also, copyright owners are not required to grant permissions.  Therefore, there is no guarantee that a request for permission will result in the grant of the permission sought.  For this reason, it is a good practice to have a back-up plan.  Where permission is granted a fee is often charged.  In some cases, the fee charged will be less for educational uses than for commercial uses.  So, when seeking permission, it is beneficial to clearly identify when the desired use is educational in nature.

X.
LIABILITY FOR COPYRIGHT INFRINGEMENT

If a party is found to infringe a copyright, a court can award either actual or statutory damages. Statutory damages can range in the sum of not less than $750 nor more than $30,000 for each work infringed.  If the infringement is found to be willful, the maximum that a court can award is raised to $150,000.  The prevailing party in a copyright infringement suit may also be entitled to reimbursement of its attorney’s fees.  The copyright owner may also get the profits of the infringer that are attributable to the infringement.

RETURN TO FACULTY LETTERS OF APPOINTMENT
JOB DESCRIPTIONS: Academic Affairs
Title: FACULTY, Full time (EDXXX50.FT)
Department: Academic Affairs
Position Summary: 
Instruct and facilitate meaningful learning of the course competencies in the curriculum and proactively support all facets of the learning environment. Provide education through learning-centered instruction that will enable graduates to fulfill the evolving needs of the marketplace. Encourage a culture of learning that values mutual responsibility and respect, life-long learning and ethics as well as personal and professional development. 
Key Job Elements: 

· Provides competency-based education 

· Designs/delivers class instruction 

· Enables student exit competencies 

· Delivers learning-centered instruction 

· Promotes student success 

· Manages the learning environment

· Contributes to a culture of learning 

· Relates professional/life/industry experience to learning 

	Organizational Relationships:

	Reports to:
	Dean of the School of, Department Chair/Academic Department Director

VP/Dean of Academic Affairs

	Collaborates with:
	Academic Affairs Department 

Other school/campus functional areas
Curriculum Task Forces and other school committees


 

Competencies and Expectations:
	Key Job Element
	ACCOUNTABILITY
	PERFORMANCE EXPECTATION

	Provides Competency-Based Education
	Graduate Outcomes
Persistence Rate
Employment Rate
Starting Salaries 
	· Provides instruction which creates the opportunity for the student to achieve outcomes 

· Aligns with the EDMC models for curricula

· Supports the EDMC style of system delivery



	Designs/Delivers Class instruction
	Syllabus/Lesson Plans
Classroom Assessment 
	· Develops instructional plans to meet course competencies 

· Develops activities which support lesson objectives 

· Delivers online instruction as approved (online instructors only)


	Enables Exit Competencies
	Student Achievement
Evaluation of Learning 
	· Provides instruction which fosters student achievement of identified exit competencies 

· Establishes student performance criteria and evaluation based on exit competencies 

	Delivers Learning-Centered Instruction
	Active Learning

Student-Oriented
	· Establishes a classroom environment conducive to collaborative learning and active student involvement 

· Prepares for classes to ensure student success

· Demonstrates effective planning and preparation

· Exhibits flexibility in style and work schedule



	Promotes Student Success
	Persistence

Student Satisfaction
	· Helps students solve problems that may impede successful program completion through advising, tutoring, mentoring, and/or referring students on academic or personal matters 

· Participates in student persistence activities 

· Exhibits passion for teaching and students

· Engages students in the learning process
· Meets students as individuals rather than a group

· Thinks outside traditional academic processes to bring information to students
· Champions student concerns as they relate to student success

· Participates in activities that build the reputation of the school


	Manages the Learning Environment
	External/internal Audits

(including accreditation, Title IV and other regulatory compliance visits)
	· Keeps accurate records 

· Submits grade and other reports on time 

· Enforces school/campus academic and attendance policies 

· Demonstrates management skills in the classroom

· Demonstrates lesson management in the classroom
· Maintains classroom in which all students are treated in an equitable manner



	Contributes to a Culture of Learning
	Personal Development
Service 
	· Participates on curriculum task forces as needed 

· Participates on system task forces as needed 

· Supports local school/campus events such as Open House, orientation, graduation, etc.

· Participates in departmental meetings, workshops, committee sessions, activities and initiatives



	Relates Professional/Life/

Industry Experience to Learning
	 Experiential Knowledge
	· Continues to develop professional/technical skills 

· Introduces industry perspective into course materials as appropriate
· Maintains active awareness of professional/industry trends and opportunities


 

	Position Requirements/Preferences

	Appropriate Credential(s)
	· Has sufficient credits in major area

· Meets accreditation criteria for major area

(note: Faculty are required to seek higher credentials when so instructed; ex. school changes accreditation status)



	Organizational Skills
	· Handles and meets multiple deadlines

· Develops projects without continuing direct supervision

· Reports necessary data and information timely and accurately



	Professional Criteria
	· Demonstrates excellent written and oral communications skills

· Communicates in Standard English with correct usage and a professional vocabulary

· Is able to develop a professional rapport with diverse school/campus constituents

· Demonstrates good conflict resolution skills



	Learning-Centered
	· Demonstrates student-focused style

· Exhibits willingness to learn from students’ participation



	Learning Styles and Methodology
	· Demonstrates awareness and sensitivity to student needs and learning styles

· Presents program content in multiple modalities to enhance learning

· Delivers subject material in ways that engage students

· Maintains the quality of education while presenting difficult concepts to learners



	Customer-Orientation
	· Responds to all constituents in a timely, civil, and courteous manner



	General Characteristics 
	· Relates to all functional areas within the school

· Works collegially with staff and faculty

· Has an attitude of service to the institution and its constituents

· Is self-motivated, articulate, and professional

· Exhibits a positive, enthusiastic, and constructive attitude while dealing with issues

· Works well with other faculty and staff within the school and community

· Possesses a high energy level

· Is able to see beyond his/her courses to the vision of the school as a whole

· Considers him/herself a part of the Academic Affairs team rather than a single faculty member



	Personal Characteristics 
	· Enjoys learning

· Exhibits professional behavior and ethics

· Is fair and consistent in all matters

· Is compassionate without being ineffectual



	Teaching Experience (Preferred)
	· Documents prior teaching experience, college-level preferred

· Presents syllabi from previous courses if possible



	Industry Experience (Preferred)
	· Documents current industry experience

· Exhibits credible content knowledge

· Holds continuing professional membership(s)

· Documents ongoing professional development

· Demonstrates knowledge of subject area and applications

· Relates industry experience to classroom




JOB DESCRIPTIONS: Academic Affairs
Title: FACULTY, Part time/Adjunct (term-to-term employees)
Department: Academic Affairs
Position Summary: 
Instruct and facilitate meaningful learning of the course competencies in the curriculum and proactively support all facets of the learning environment. Provide education through learning-centered instruction that will enable graduates to fulfill the evolving needs of the marketplace. Encourage a culture of learning that values mutual responsibility and respect, life-long learning and ethics as well as personal and professional development. 
Key Job Elements: 

· Provides competency-based education 

· Designs/delivers class instruction 

· Enables student exit competencies 

· Delivers learning-centered instruction 

· Promotes student success 

· Manages the learning environment

· Contributes to a culture of learning 

· Relates professional/life/industry experience to learning 

	Organizational Relationships:

	Reports to:
	Dean of the School of, Department Chair/Academic Department Director

VP/Dean of Academic Affairs

	Collaborates with:
	Academic Affairs Department 

Other school/campus functional areas
Curriculum Task Forces and other school committees


 

Competencies and Expectations:
	Key Job Element
	ACCOUNTABILITY
	PERFORMANCE EXPECTATION

	Provides Competency-Based Education
	Graduate Outcomes
Persistence Rate
Employment Rate
Starting Salaries 
	· Provides instruction which creates the opportunity for the student to achieve outcomes 

· Aligns with the EDMC models for curricula

· Supports the EDMC style of system delivery



	Designs/Delivers Class instruction
	Syllabus/Lesson Plans
Classroom Assessment 
	· Develops instructional plans to meet course competencies 

· Develops activities which support lesson objectives 

· Delivers online instruction as approved (online instructors only)


	Enables Exit Competencies
	Student Achievement
Evaluation of Learning 
	· Provides instruction which fosters student achievement of identified exit competencies 

· Establishes/communicates student performance criteria and evaluation based on exit competencies 

	Delivers Learning-Centered Instruction
	Active Learning

Student-Oriented
	· Establishes a classroom environment conducive to collaborative learning and active student involvement 

· Prepares for classes to ensure student success

· Demonstrates effective planning and preparation

· Exhibits flexibility in style and work schedule



	Promotes Student Success
	Persistence

Student Satisfaction
	· Helps students solve problems that may impede successful program completion through advising, tutoring, mentoring, and/or referring students on academic or personal matters 

· Participates in student persistence activities 

· Exhibits passion for teaching and students

· Engages students in the learning process
· Meets students as individuals rather than a group

· Thinks outside traditional academic processes to bring information to students
· Champions student concerns as they relate to student success

· Participates in activities that build the reputation of the school


	Manages the Learning Environment
	External/internal Audits

(including accreditation, Title IV and other regulatory compliance visits)
	· Keeps accurate records 

· Submits grade and other reports on time 

· Enforces school/campus academic and attendance policies 

· Demonstrates management skills in the classroom

· Demonstrates lesson management in the classroom
· Maintains classroom in which all students are treated in an equitable manner



	Contributes to a Culture of Learning
	Personal Development
Service 
	· Supports local school/campus or online events such as Open House, orientation, graduation, etc. as appropriate
· Participates in departmental meetings, workshops, committee sessions, activities and initiatives as appropriate



	Relates Professional/Life/

Industry Experience to Learning
	 Experiential Knowledge
	· Continues to develop professional/technical skills 

· Introduces industry perspective into course materials as appropriate
· Maintains active awareness of professional/industry trends and opportunities


 

	Position Requirements/Preferences

	Appropriate Credential(s)
	· Has sufficient credits in major area

· Meets accreditation criteria for major area

(note: Faculty are required to seek higher credentials when so instructed; ex. school changes accreditation status)



	Organizational Skills
	· Handles and meets multiple deadlines

· Develops projects without continuing direct supervision

· Reports necessary data and information timely and accurately



	Professional Criteria
	· Demonstrates excellent written and oral communications skills

· Communicates in Standard English with correct usage and a professional vocabulary

· Is able to develop a professional rapport with diverse school/campus constituents

· Demonstrates good conflict resolution skills



	Learning-Centered
	· Demonstrates student-focused style

· Exhibits willingness to learn from students’ participation



	Learning Styles and Methodology
	· Demonstrates awareness and sensitivity to student needs and learning styles

· Presents program content in multiple modalities to enhance learning

· Delivers subject material in ways that engage students

· Maintains the quality of education while presenting difficult concepts to learners



	Customer-Orientation
	· Responds to all constituents in a timely, civil, and courteous manner



	General Characteristics 
	· Relates to all functional areas within the school

· Works collegially with staff and faculty

· Has an attitude of service to the institution and its constituents

· Is self-motivated, articulate, and professional

· Exhibits a positive, enthusiastic, and constructive attitude while dealing with issues

· Works well with other faculty and staff within the school and community

· Possesses a high energy level

· Is able to see beyond his/her courses to the vision of the school as a whole

· Considers him/herself a part of the Academic Affairs team rather than a single faculty member



	Personal Characteristics 
	· Enjoys learning

· Exhibits professional behavior and ethics

· Is fair and consistent in all matters

· Is compassionate without being ineffectual



	Teaching Experience (Preferred)
	· Documents prior teaching experience, college-level preferred

· Presents syllabi from previous courses if possible



	Industry Experience (Preferred)
	· Documents current industry experience

· Exhibits credible content knowledge

· Holds continuing professional membership(s)

· Documents ongoing professional development

· Demonstrates knowledge of subject area and applications

· Relates industry experience to classroom




FACULTY ACKNOWLEDGMENT
I hereby acknowledge receipt of the Ai System Academic Manual dated August 1, 2005.
I understand the Manual is for informational purposes only and communicates Company policies as of the date of the Manual.  I understand the Company’s policies will change from time to time, at the company’s discretion, to reflect the Company’s changing needs and these changes may not always be reflected in the Manual.  Therefore, nothing in the Manual is a contract or a promise the Company will act in any given manner.

I understand the contents of this Manual (and any subsequent modifications to the policies contained within the Manual) are CONFIDENTIAL Company information and remain Company property at all times.  I will not copy any portion of the Manual or share it with any person outside the company without the written permission of my supervisor.

I understand it is my obligation to read and comply with all policies and I should direct any questions to the Dean of Academic Affairs.
I further understand this Manual does not alter the at will status of any employment relationship.

Faculty Printed Name:

Position:

Faculty Signature:

Date:

The signed original copy of this acknowledgment should be given to the Dean of Academic Affairs or Human Resources – it will be filed in your personnel file.
� 	While a copyright notice is not required, it is advisable that an appropriate notice be affixed to works in which an EDMC school owns the copyright because it puts others on notice that the school considers such work to be its copyrighted property.  


� 	There is no requirement that the libraries be nonprofit libraries.  
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