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Welcome 

 
Congratulations on your acceptance into one of the Graduate Education Programs. The 

administration, faculty, and staff of Concordia University Wisconsin welcome the opportunity to 

assist you as you pursue your goal of becoming an educational or professional counselor in the 

state of Wisconsin. 

 

This handbook has been developed to serve as a reference for you throughout the program and to 

answer many questions you may have about the program, university contacts, navigating Banner 

for Students, financial aid, and library resources.  

 

There are three unique attributes to the program. First, it provides you with an opportunity to 

continue your education by pursuing a Masterôs Degree in Education. Second, for those pursuing 

DPI certification in educational, core curriculum is included in the program, and, finally, the 

program is offered in an accelerated format.   

 

The structure of the program is all inclusive in a controlled environment.  A staff member has 

been assigned exclusively to work with you from the start of the program to its finish. Guidance 

will be available along the way to make sure program requirements are met by the deadlines set. 

 

Undoubtedly you are making a life-altering decision and commitment to pursue your goals, and 

we want to be among the first to welcome you to the education profession. Our goal is to work 

with you to reaffirm your decision and to make your experience working toward your goal 

enriching, gratifying, and attainable. 

 

Do not hesitate to contact us with any questions you may have about the program. Sharing your 

success is our reward. 
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A Brief History of Concordia University Wisconsin 

 

Concordia University Wisconsin was founded in 1881 as a school of the Lutheran Church-Missouri 

Synod.  The school began with 13 young men enrolled in the pastoral ministry program at Trinity 

Lutheran School (9th and Highland) in Milwaukee, with Carl Hurth as the first professor and sole faculty 

member. Later, in 1885, with Milwaukee and Concordia growing together, Rev. Christoph Henry Loeber 

was called to serve as the schoolôs first president. By 1893, the student body numbered more than 250. 

 

In 1921, Rev. G. Christian Barth was installed as Concordiaôs third president, and a modern college 

campus took shape during his tenure. In the 1930s and 1940s, cultural activities, with an emphasis on the 

arts, characterized the presidency of Prof. Leroy C. Rincker. Prof. Rincker also placed an emphasis on the 

need for a library facility, thus bringing about the construction of the Rincker Library. 

 

During Dr. Walter W. Stuenkelôs administration (1953-1976), many innovative changes transpired, 

including the admission of female students in 1965 and the assimilation of the business program from the 

former Spencerian College of Business. 

 

A huge milestone in the schoolôs history was reached in 1977 when Concordia became a four-year college 

and began developing baccalaureate programs. However, declining enrollment, substantial debt, and a 

rapidly declining neighborhood were three challenges facing Dr. R. John Buuck as he became the seventh 

president of Concordia in 1979. In 1982, under the leadership of Dr. Buuck, Concordia purchased the 

campus of the School Sisters of Notre Dame and in the fall of 1983 the campus was relocated from the 

near west side of Milwaukee (35th & State) to its present site along Lake Michigan in Mequon. 

 

Following the move scholarship endowment funds rapidly increased and new programs were added to the 

curriculum. The school was officially granted university status by its Board of Regents on August 27, 

1989, and an option for an international study experience began in 1990. A new Health Services wing was 

built several years later to house new additions to the curriculum. 

 

Under the direction of Dr. James Juergensen, the Graduate School offered its first classes in 1987 with 

Educational Administration as its first program, followed by Curriculum and Instruction and Early 

Childhood Education. With the initiative of Dr. Buuck Concordia offered its first graduate classes by 

distance learning in the Graduate School in 1995. In the mid-1990ôs, Concordia offered graduate 

programs in the fields of health care and business. Later in the decade the university offered graduate Art 

Education and Student Personnel Administrative programs. 

 

In August, 1997, Dr. Patrick T. Ferry was installed as the schoolôs eighth president, with a vision of 

building a distinctive Lutheran higher education community dedicated to integrating faith and learning. In 

December 2002, the university awarded its first terminal degree, the Doctor of Physical Therapy (DPT). 

 

Concordia University Wisconsin, a caring, Lutheran, liberal arts school, remains steadfast in is mission of 

offering ñExcellence in Christian Higher Education.ò With the inception of the Office of E-Learning in 

spring 2006, many of Concordiaôs graduate students have been able to take advantage of online course 

options in their programs. 
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Program and Institution  Contacts 

 
Dr. Jim Juergensen, Dean of the School of Education 

262-243-4214 or James.Juergensen@cuw.edu  

 

Prof. Chuck Boyer, Director of Graduate Counseling 

262-243-4476 or Chuck.Boyer@cuw.edu 

 

Dr. Ross Stueber, Director of Educational Administration 

     Director of Curriculum and Instruction 

262-243-4519 or Ross.Stueber@cuw.edu 

 

Dr. Michael Uden, Interim Director of Reading 

262-243-2612 or Michael.Uden@cuw.edu  

 

Brad Hensley, Coordinator for Off-Campus Graduate Education Programs 

262-243-4557 or Brad.Hensley@cuw.edu 

 

Janice Hinze, Administrative Assistant, Graduate Education   

262-243-4447 or Janice.Hinze@cuw.edu 

 

Aaron Dobberstein, Graduate Admissions Counselor 

262-243-4576 or Aaron.Dobbersteain@cuw.edu  

 

Karen Nowak, Coordinator of Library Services and Resources for Off-Campus Students 

262-243-4379 or Karen.Nowak@cuw.edu 

 

Financial Aid: 262-243-4569 or finaid@cuw.edu  

http://www.cuw.edu/Tools/resources/financial_aid/index.html 

 

Business Office: 262-243-2609 

 

Registrarôs Office: 262-243-4345 

 

Bookstore: 262-243-4349 or bookstore@cuw.edu  

 

Library Circulation Desk: 262-243-4534 

http://www.cuw.edu/library/default.htm 

 

IT Help Desk: 262-243-HELP (4357) or ithelpdesk@cuw.edu  

 

E-Learning Office: 262-243-4442 or e-learning@cuw.edu 

mailto:James.Juergensen@cuw.edu
mailto:Chuck.Boyer@cuw.edu
mailto:Ross.Stueber@cuw.edu
mailto:Michael.Uden@cuw.edu
mailto:Brad.Hensley@cuw.edu
mailto:Janice.Hinze@cuw.edu
mailto:Aaron.Dobbersteain@cuw.edu
mailto:Karen.Nowak@cuw.edu
mailto:finaid@cuw.edu
http://www.cuw.edu/Tools/resources/financial_aid/index.html
mailto:bookstore@cuw.edu
http://www.cuw.edu/library/default.htm
mailto:ithelpdesk@cuw.edu
mailto:e-learning@cuw.edu
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Helpful Resources 
 
Wisconsin Department of Public Instruction (DPI)  

 http://www.dpi.state.wi.us/ 

 

PI 34 Rules and Regulations 

http://www.dpi.state.wi.us/dpi/dlsis/tel/34test.html 

 

Loan Deferrals  
http://www.dpi.state.wi.us/dpi/dlsis/tel/faqloan.html 

 

List of Wisconsin CESAs 
http://dpi.wi.gov/cesa.html  

 

No Child Left Behind Act (NCLB)  

http://www.nclb.gov/next/overview/index.html 

 

US Department of Education 

http://www.ed.gov/index.jsp 

 

Resources and Guides for Current Students  

http://www.cuw.edu/Tools/current_students.html 

 

Concordia Graduate Catalog  

http://www.cuw.edu/Academics/pdfs/graduate_catalog_20062007.pdf 

 

IT Handbook 

http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf 

 

Guide to Registering for Classes Online 
http://www.cuw.edu/Tools/pdfs/web_reg_howto.pdf 

 

Guide to Online Bill Payment 
http://www.cuw.edu/Tools/pdfs/online_payment.pdf  

 

Off -Campus & E-Learning Library Handbook  

http://www.cuw.edu/Tools/library/pdfs/E-Learning_Handbook.pdf 

 

Financial Aid Forms 

http://www.cuw.edu/Tools/resources/financial_aid/forms.html 

 

Request to Graduate Form 

http://www.cuw.edu/News_Events/news/graduate_graduation_form.cfm 

 

Bookstore Online Store 

http://bookstore.cuw.edu/ 

 

CUW Student Portal 

my.cuw.edu 

 

Information for Current Off -Campus Students 
http://www.cuw.edu/AdultEd_Graduate/programs/education_cohort/information.html  

http://www.dpi.state.wi.us/
http://www.dpi.state.wi.us/dpi/dlsis/tel/34test.html
http://www.dpi.state.wi.us/dpi/dlsis/tel/faqloan.html
http://dpi.wi.gov/cesa.html
http://www.nclb.gov/next/overview/index.html
http://www.ed.gov/index.jsp
http://www.cuw.edu/Tools/current_students.html
http://www.cuw.edu/Academics/pdfs/graduate_catalog_20062007.pdf
http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf
http://www.cuw.edu/Tools/pdfs/web_reg_howto.pdf
http://www.cuw.edu/Tools/pdfs/online_payment.pdf
http://www.cuw.edu/Tools/library/pdfs/E-Learning_Handbook.pdf
http://www.cuw.edu/Tools/resources/financial_aid/forms.html
http://www.cuw.edu/News_Events/news/graduate_graduation_form.cfm
http://bookstore.cuw.edu/
http://www.cuw.edu/AdultEd_Graduate/programs/education_cohort/information.html
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Tuition  
http://www.cuw.edu/AdultEd_Graduate/graduate/tuition.html 

 

The tuition fee for each graduate program is established each academic year. The tuition fees are to 

be paid to the Business Office before the class begins. In cases dealing with employer 

reimbursement, it is appreciated, when possible, that tuition be paid before attending class. Students 

need to let the Business Office know about special circumstance.  After the start of a class, there is a 

30 day grace period for you to pay tuition without incurring any additional fees.  If financial aid or 

another payment option covers your tuition, you may not receive an invoice from the cashierôs office.  

You may check your tuition balance and confirm payments using BannerWeb.   

 

Applying for Financial Aid  
 

STEP ONE:  If you do not have a Personal Identification Number (PIN) you may obtain one by 
clicking on the ñApply for a PINò link at www.pin.ed.gov 
 
This is a secured site where you must supply a legal name, social security number, date of birth, and 
mailing address.  Once a successful match has been determined, you will receive your PIN from the 
Department of Education via U.S. mail within approximately 7-10 days.  You may also request to be 
notified through e-mail. 
 
The PIN allows users to: 

1. Electronically sign the FAFSA 
2. Submit corrections 
3. Complete a Renewal FAFSA (for continuing graduate students) 

 
STEP TWO:  Complete and submit the FAFSA application online at www.fafsa.ed.gov 

CUWôs Title IV school code is 003842. 
 
Applicants in the Graduate Counseling program are considered full-time graduate students when 
filing the FAFSA form. (You will need to be registered for 6 credits per semester). 
 
After you complete and submit and FAFSA, the government will process a Student Aid Report 

(SAR).  You and all schools that you listed on the FAFSA will receive a SAR.  The Financial Aid 

Office will inform you via mail if any documentation is needed to complete your financial aid file.  If 

any corrections are warranted, make them on the SAR (keep a copy for your records), sign the SAR 

and return it to the address indicated on the form.  It can also be done on-line by going to the FAFSA 

website at www.fafsa.ed.gov. 
  
STEP THREE:  Complete and submit the CUW Application for Financial Assistance to the 
Financial Aid Office.  The form is available to download at 
 http://www.cuw.edu/AdultEd_Graduate/graduate/financial_aid.html 
 
Concordia University Wisconsin is a Direct Lending School.  Funds are ordered/requested if youôve 

met all funding requirements.  Funds are posted to your student account and any semester fees due 

will be paid at that time.  If you have a positive balance in your student account the week before a 

semester starts, you are allowed to charge books to that account.  After the start of each semester, any 

balance still in your account will be released to you upon receipt of written request for the release of 

funds. 

http://www.cuw.edu/AdultEd_Graduate/graduate/tuition.html
http://www.pin.ed.gov/
http://www.fafsa.ed.gov/
http://www.fafsa.ed.gov/
http://www.cuw.edu/AdultEd_Graduate/graduate/financial_aid.html
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My.Cuw.edu Portal 
The portal brings a wide variety of resources together at your fingertips. Three clicks will get you to most 

of CUWôs available online resources including: the Library, Banner Web for Students, your cuw.edu 

email, and WebCT. You need only one user ID and password (your cuw.edu email user ID and password) 

to access all these resources with a single sign-on! 

 

In addition you will find: 

Å The Instructional Design Center 

Å Atomic Learning  

Å Restaurant listings 

Å Sports Channels (NFL, NBA, MLB) 

Å A ride share channel 

Å Access to Facebook, Youtube and Godtube 

Å Worried about a friend? Counseling resources are available 

Å Weather channels 

Å Information on Mission trips 

Å Direct Access to local movie theater listings 

Å You can also add your own channels 

 

You will use your cuw.edu email user ID and password to access the portal. If you choose to access 

Banner Web or WebCT6 through the traditional links, you will still use your F00 number (CUW ID) and 

your PIN.  If you have trouble accessing the portal, call the IT Help Desk at 262-243-4357 (243-HELP) 

for assistance. 
 

WebCT6 
More information can be found at http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf 

 

Accessing WebCT: 

To get to WebCT, go back to www.cuw.edu > Current Students, and, click on the WebCT icon. Click 

Log into WebCT and provide the same ID and PIN you just used for BannerWeb. (Note: Once you can 

access either website, you can bookmark them in your web browser for easier access.) 

 

Purpose of WebCT: 

With Web CT you can: 

1. See your course syllabus 

2. Find Class Notes and Slides 

3. Submit your homework 

4. Participate in Discussions 

5. See your grades for your homework 

6. Take Quizzes 

 

What you are able to do on WebCT depends on your professor and what is provided by them. 

 

Further Hel p: 

If you need further assistance with WebCT, please visit the Instructional Design Centers (IDC) web site 

for e-learning options to help learn how to use WebCT 6. The IDCôs website can be found at 

http://www.cuw.edu/idc. 

 

Changing BannerWeb / WebCT Password 

To reset your BannerWeb and WebCT PIN, go to 

https://paros2.cuw.edu/BANDAD/zwbkfpin.P_InputForm 

http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf
https://paros2.cuw.edu/BANDAD/zwbkfpin.P_InputForm
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 BannerWeb for Students 
More information can be found at http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf 

 

Banner Web and WebCT are web-based information systems available both on or off campus. On Banner 

Web for students you can: 

1. Register for Classes 

2. See my transcripts 

3. Get my Schedule 

4. See my Bill 

5. Pay my Bill 

6. Check my Financial Aid 

7. Check my Final Grades 

 

General Logon Information: 

When logging in you will need two pieces of information to validate you as a user of the system. CUW 

ID and Web PIN -Your CUW ID (CUW Student ID) is your "F00" number (capital F followed by an 

eight digit number); this can be found on any official documentation you have receive from CUW (e.g. 

transcripts, class schedules, bills, etc.)  First time users are given a temporary Web Pin from Information 

Technology. After your first successful login, you will need to reset your PIN. Remember, both Web ID 

and PIN are case-sensitive! (If you do not have a Web Pin call, ext. 4357.)  Successfully logging in and 

changing your Web Pin will set your login information for WebCT as well. Do not use WebCT until you 

have completed the following steps. 

 

First Time Use: 

1. In your web browser, go to www.cuw.edu > Current Students>BannerWeb for Students> Secure 

Area. 

 

2. At the login screen, enter your ID and the temporary PIN.  Once you login, you will be prompted to 

change your PIN.  Enter the temporary PIN as the "old" PIN, then enter and verify a new PIN of your 

design (rememberéthe PIN can be only 6 digits long and can be any combination of letters and 

numberséno special characters pleaseé) 

 

3. When you have submitted your new PIN, you may be asked to provide a PIN Hint Question and 

Answer; this is to provide the IT Dept a security question so they can help you over the phone.) 

 

4. When this is done, you should be taken to the main menu for the CUW Information System 

(BannerWeb.)  If you get here successfully, you can now get into your WebCT classroom website with 

the same ID and PIN. You can now exit the BannerWeb system. 

 

How to get a schedule from Banner: 
1. After logging into Banner click ñStudent and Financial Aidò 

2. Click ñRegistrationò 

3. Click ñWeek at a Glanceò ïEnter Date 

 

Following this process will get you a schedule with times, days, and classrooms. 

 
Changing BannerWeb / WebCT Password 

To reset your BannerWeb and WebCT PIN go to 

https://paros2.cuw.edu/BANDAD/zwbkfpin.P_InputForm 

 

http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf
https://paros2.cuw.edu/BANDAD/zwbkfpin.P_InputForm
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Student Email 
More information can be found at http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf 

 

All CUW Students have a free web based Email Account.  You will, if not already, receive a 

letter in the mail from Information Technology containing your email information and logon 

procedures.  You will need to check your CUW email account frequently because important 

information and announcements from instructors, the Graduate Education Department, and the 

university will come to you via your Concordia email address.  Also, the E-mail address grants 

you access to many of Concordiaôs student information and resources web pages. 

 

Background: 

Our mail system runs on a Microsoft Exchange Server. Students access their email through a 

web browser. This allows all students the same email interface on campus or off campus.  

Included are other features you may also want to try such as calendar, task organizer, and contact 

manager. 

 

Logging In: 

To connect to the mail server, you open your favorite web browser (Internet Explorer 5.0 + or 

Netscape 6.0 +) and point to the web address http://student.cuw.edu (When the login screen 

comes up, enter your username and password.  Click the ñOkò button. (User name for all new 

students is the student ID number (F00é) 

 

Navigation: 

The interface is simple with clickable icons which give a text label when moused over. New 

Messages are bold. Attachments will work from any PC and are made easy as well. 

 

Composing Mail: 

To create a new Email message, click the ñNewò button. If you want to send the message to 

multiple people, enter their addresses separated by semi-colons ( ; ). When finished press the 

ñSend Mailò button to send the message. 

 

Switching Folders: 

If you wish to see other Outlook folders such as Calendar or Email folders, click on Folders and 

you will see a complete folder listing. 

 

Other Mail Programs:  

You are welcome to use other mail clients as you prefer.  Incoming (POP3) Server: 

student.cuw.edu 

 

Outgoing (SMTP) Server ï student.cuw.edu (Outgoing will only work when connected to CUW 

network.)  Note: Outlook (Exchange) email and IMAP mail are not supported due to security 

concerns. 

 

Changing Email Password 

To change your email password, please visit (you do not need to know your old password) 

https://student2.cuw.edu/passwords/login.aspx?ReturnUrl=%2fpasswords%2fDefault.aspx 

http://www.cuw.edu/Tools/it/pdfs/ithandbook.pdf
http://student.cuw.edu/
https://student2.cuw.edu/passwords/login.aspx?ReturnUrl=%2fpasswords%2fDefault.aspx
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Registration 

 
Initial Registration:  

A representative at Concordia University will register you for your first semester of classes once 

you are either conditionally or fully accepted into a program.  If you are conditionally accepted, 

you cannot register for additional classes unless, upon evaluation of your completed application, 

you are fully accepted into a program of study.  You will receive a confirmation of your 

registration in the mail. 

 

Subsequent Registration: 
While someone at Concordia will register you for your initial set of classes, it will be your 

responsibility to register yourself for all subsequent classes.  At least one month prior to the start 

of new classes, you should log onto BannerWeb and register for upcoming classes.  The 

Graduate Education Office will notify you when new classes have been created and are 

accessible for registration on BannerWeb so you may complete your registration promptly. 

 

Registration Troubleshooting:    
If you encounter any problems or difficulties while registering, you should contact either the 

Registrarôs Office (262-243-4345) or Brad Hensley (262-243-4557 or Brad.Hensley@cuw.edu).  

The following is a list of important items to keep in mind while registering and the most 

common roadblock for registering: 

 

1. Please make sure you are following the cohortôs schedule and not taking classes out of 

order.  The purpose of the cohort is to work through the program as a unit, establishing 

personal and professional relationships within a peer-centric system of support.  Also, 

courses are scheduled so you enter each new class with the theoretical and applicable 

information and skills you need.  Taking classes out of order dilutes these important 

functions of the cohort system. 

 

2. Please make sure you are registering for classes at the correct location.  You may do this 

by confirming the location under the ñLocationò column on the registration page. 

 

3. Please make sure, when registering for a practicum, thesis, seminar, or special project, to 

submit the appropriate paperwork to your program director. 

 

4. If you are unable to register, it is probable a ñHoldò has been placed on your account.  

Most holds need to be resolved by contacting the Cashierôs Office at 262-243-2609.  You 

may also contact the Registrarôs Office or Brad Hensley with questions concerning the 

hold. 

 

5. If you have not completed your application by the end of the first class, you will be 

withdrawn from future classes, and will unable to register until you have completed your 

application and been fully accepted into the university. 

    

How to Register: 

Please see the handbookôs Appendix for a guide to registering for classes online. 

mailto:Brad.Hensley@cuw.edu


 12 

Academic Misconduct 
Plagiarism is any misrepresentation in the use of anotherôs work, especially as that misrepresentation 

gives the impression that the student is presenting his or her own work. Plagiarism is the use of exact 

words, phrases, or sentences of another personôs work without quotation marks and proper 

documentation. Plagiarism is also paraphrasing in which a student makes a composite of borrowed 

phrases, ideas, or sentences without proper documentation. Confirmed plagiarism may result in class 

failure and dismissal from the graduate program.  

 

Cheating is a form of stealing that is considered academic misconduct. Confirmed cheating may result in 

class failure and dismissal from the graduate program. Some examples of cheating are:  

Å Turning in someone else's work as your own (with or without his or her knowledge). Turning in a 

completely  

duplicated assignment is a flagrant offense, but even copying only a portion of the assignment and 

turning it in  

as your own is considered cheating.  

Å Allowing someone else to turn in your work as his or her own.  

Å Several people writing one paper, or other work, and turning in multiple copies, all represented 

(implicitly or  

explicitly) as individual work.  

Å Using any part of someone else's work without proper acknowledgement.  

Å Submitting falsified application information or someone elseôs application as your own  

Å Stealing an examination or a solution from the instructor. This is an extremely flagrant offense.  

 

All disciplinary matters follow Concordiaôs Student Conduct Code, which may be found on the 

Concordia website at http://www.cuw.edu  

 
Adding or Dropping a Class 
Students may add classes up to the time the second class is scheduled to meet.  Students are permitted to 

add a class after it has met one time with the permission of the instructor. 

 

Academic Advising 

Upon acceptance into a graduate program, each student is assigned an advisor. Normally the director of 

the studentôs program serves as the advisor. 

 

Attendance 

Class attendance is mandatory.  Missing more than 20% of a class (1 class meeting or four-hours during 

an eight-week course) can result in you failing the course.  If you must miss a class, please contact your 

instructor to inform him or her of your absence and to arrange for the submission of work that may be 

due. 

 

Class Cancellations 

In the event of inclement weather, please monitor both your CUW email for updates and cancellations.  If 

inclement weather strikes, a decision on classes will be made by 2 P.M. on the day in question.  Please 

note, however, that cancellation of on-campus classes does not mean off-campus are canceled as well.  

Vice versa, off-campus classes might be canceled even if the university is open because the basis of most 

weather related cancellations will be based on the weather and conditions in the specific area.  Regardless, 

please use your best judgment during times of bad weather, when it comes to traveling to class.  Please do 

not jeopardize your safety.    
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Confidentiality  

Consistent with the Family Educational Rights and Privacy Act (FERPA) of 1974, as amended by S.J. 

Res. 40 (12-30-74), the following statement represents the position of Concordia University Wisconsin 

with respect to the confidentiality of student records. 

 

The act assures students ñthe right to inspect any and all official records, files, and data directly 

relatedéò to themselves, and assures the student has an opportunity for debate or correction of 

inaccurate, misleading or otherwise inappropriate data in the student's file. The Act provides that no party 

may review a student's record with the exception of the following: other school officials, officials of other 

schools or systems in which the student intends to enroll, authorized representatives of the Comptroller 

General of the U.S., the Secretary of H.E.W., administrative head of an education agency and State 

educational authorities, persons working in connection with a student's application for, or receipt of, 

financial aid. Any other persons (other than those listed above) can obtain access to a student's file only 

upon written release from the student. A record of request for a file will be kept with each student's file. 

This record will be available for inspection only by the student. The following procedure has been 

established for CUW students. 

 

A written request, signed by the student shall be presented to the Registrar or other appropriate office. 

The Registrar, or other appropriate office will arrange a time and date, within 45 days after receipt of the 

request, for the student to review the record. 

 

The following types of information are considered directory information and may be included in 

publications or disclosed upon request without consent of the student, but only after public notice of these 

categories of information has been given in order to allow sufficient time for the student to inform the 

institution that any and all of this information should not be released without prior consent, such requests 

can be made in writing to the Registrarsô Office:  

 

Student's name Photo 

Telephone number Address, including e-mail 

Date and place of birth  Dates of attendance 

Major field of study  Awards  

Class standing and class schedule Degree(s) conferred (including dates) 

Previous institution(s) attended Honors (including Deanôs List) 

Physical factors (height and weight of athletes) 

Past and present participation in officially recorded sports activities    

     

The Act provides the student the right to file with the U.S. Department of Education a complaint 

concerning alleged failures by the education institution to comply with the requirements of FERPA. The 

name and the address of the Office that administers FERPA is:  

 

Family Policy Compliance Office 

U.S. Department of Education 

600 Independence Avenue, SW 

Washington, DC 20202-4605 

 

E-Learning 
Courses and programs offered in an E-Learning format appeal to students who may not be located near a 

graduate institution with appropriate programs, or who, for a variety of reasons, may wish to complete 

their work by an alternative delivery system. E-Learning courses are WebCT based. All course 

information, including video and/or audio (for some courses) are all found within WebCT. Degree 
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requirements are met by completing reading and writing assignments specified for each course. Students 

are encouraged to interact and correspond with their instructor via e-mail, telephone, fax or mail.  

 

Each course is to be completed in 16 weeks or less after receiving course materials. Please note the 

following timetable:  

 

Å 4 weeks after registration: Must have started the class. An administrative withdrawal will be given if 

there is no record of the first assignment turned in and the registration fee will not be refunded.  

 

Å 16 weeks after registration: A failing grade (F) will be assigned if course is not completed by this time. 

The student must request an extension from the program director. 

 

Å 24 weeks after registration: A passing or failing grade is automatically recorded. Students wishing to 

retake the class must start the registration process over and pay for the class a second time.  

 

For further information on courses offered in an E-Learning format, please visit the E-Learning web page 

at http://www.cuw.edu or contact the E-Learning Office at 262-243-4442.  

 

Expiration of Courses 
Students are expected to make steady progress toward their degree. Unless stated otherwise in the 

departmentôs policies, courses expire after seven years and need to be retaken if they are to count toward 

the degree.  

 

Falcon One Card 
The Falcon 1Card is an identification/access/debit card that is used throughout the Concordia University 

Wisconsin (CUW) Mequon campus. Falcon 1Card gives students, faculty and staff a convenient, simple 

way to conduct their campus business.  

 

The Falcon 1Card is CUWós exclusive identification system.  The front of the card will feature your 

CUW ID number; the back of the card contains your 13-digit library code, which you will use when 

checking out or requesting materials from the library.  Use the card to check out books at CUW or by 

ordering or visiting any of the other participating Switch schools.  

 

A studentós first Falcon 1 Card will be given to the student free of charge. Lost cards will be replaced at a 

cost of $25 per card.  

 

You will be issued a Falcon One Card once you have been fully accepted into the University. 

 

Information for Current Off -Campus Students Webpage 
This website will give you the specifics for your upcoming classes.  The webpage lists the locations of 

cohorts, the sites where they meet, what classes are being offered for the semester, room numbers, CRN 

numbers, and dates and times, among other information.  Please use it as your first resource for 

information.  It is updated frequently. 

 

http://www.cuw.edu/AdultEd_Graduate/programs/education_cohort/information.html 

 

Incomplete Grades 

An incomplete grade given in any term (Fall, Spring or Summer session) becomes a failing grade if the 

work is not completed within six weeks after the end of the course. Requests for extension of time to 

resolve an Incomplete (I) grade will be approved only when the instructor is satisfied that circumstances 

prompting the request justify waiving this six-week policy. In unusual circumstances beyond the control 

http://www.cuw.edu/
http://www.cuw.edu/AdultEd_Graduate/programs/education_cohort/information.html
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of the student and with the approval of the instructor, incomplete grades can be held for one semester. 

These requests must be made in writing before the last day of the course.  

 

The incomplete policy as written above does not apply to Thesis or Graduate Seminar papers. In 

such cases the incomplete will remain until the thesis or paper is completed or the instructor 

determines that progress has ceased.  
 
Insurance 

Student Health Insurance information and sign up can be accessed at www.specrisk.com or at 

www.cuw.edu under Health Services. If you have any questions please direct them to Angie Palese in 

Health Services at 262-243-4574. 

 

Because the insurance company administers the insurance program, University officials cannot give 

information regarding the extent of health coverage. If questions arise, students are encouraged to call the 

toll-free number listed in the insurance material. 

 

Non-Discrimination Policy 

Concordia University Wisconsin admits qualified students of any age, sex, race, color, national or ethnic 

origin, physical or mental conditions, or developmental disability, to all the rights, privileges, programs, 

and activities generally accorded or made available to students at the school.   

 

Concordia University Wisconsin does not discriminate on the basis of race, color, national or ethic origin, 

age, sex, physical or mental condition, or developmental disability in the administration of its admission 

policies, education policies, scholarship and loan programs, athletic and extra-curricular program or other 

school-administered programs. 

 

Concordia University Wisconsin does not discriminate on the basis of handicap (c.f. Section 504 of the 

Rehabilitation Act of 1973). 

 

Official Transcripts  
http://www.cuw.edu/tools/current_students/resources/request_transcripts.html 

 

Cost:  Official $5.00 

Unofficial No charge, one copy per request 

 

An official transcript is one bearing the seal of the University and the signature of the Registrar or his/her 

designee. Official transcripts are not normally given to students or alumni but are mailed directly to 

institutions or persons considering the student for admission or for employment. 

 

An unofficial transcript is one given to the student. It looks like the official transcript but is marked 

ñUnofficialò, ñDelivered to Studentò or ñStudent Copy.ò Concordia University accepts no responsibility 

for the accuracy of an unofficial transcript after it has been issued. 

 

Portfolio  Assessment  

A portfolio is required for the Curriculum and Instruction, Educational Administration, School 

Counseling, and Reading programs. The portfolio is based on the national or state standards for the 

program. A portfolio is a collection of student-selected samples of work that exhibits the studentôs efforts, 

progress, achievements, growth and development toward mastering identified outcomes. Consult your 

Program Director within the first semester of classes for information on compiling a portfolio.  
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Practica and Clinicals  

Some graduate programs include a practicum (Education and Counseling).  If you would like additional 

information about these learning experiences please contact the Director of your Graduate Program. 

  

 Counseling: 

All students must complete a practicum. School counseling students may apply for a practicum 

experience after a minimum of 24 credits are completed in the program. They are required to 

complete 600 hours for the practicum. In addition, school counseling students must complete a 

portfolio. Professional counseling students may apply for their practicum after 24 credits and 

must complete 900+ hours in the practica. All students must apply for practicum one semester 

before planning to start the practicum.  

 

 Educational Administration:  

Students seeking licensure will complete a 100 hour (150 hours if seeking both #10 and #51 

licenses) practicum either in the school in which they are currently employed or at another school 

of their choice. 

 

 Reading 
Students must complete 40 direct contact hours working with children while working under the 

supervision of a Reading Specialist with the #17 license.  The Practicum may be carried out 

during the summer, during the school year (following district policies for school-time hours), 

after school and/or Saturdays.  Students must complete  EDG 553 prior to enrolling in practicum.  

 

 

Refund Policy 
Only proper forms (available from the Graduate Office) may be used to drop classes.  No refunds may be 

applied to the studentôs account without the completed official drop forms.  

 

Students who withdraw from classes will receive a pro-rated refund of educational fees, according to the 

following schedule: 

 

 10-week and 8-week classes 

 Prior to the first class session    100% 

 Between the first and second class sessions  67% 

 Between the second and third class sessions  33% 

 After the third class period    0% 

 

Student Course Load 

A full -time semester credit load is six graduate credits. Half-time load is three semester credits. When 

exceptional situations prevail, the student may request permission to enroll for additional credits; 

permission must be given by the advisor and the Director of the program. During the summer term a full-

time load is six graduate credits. Half-time load is three semester credits. The maximum load for a 

summer session is nine semester hours.  

 

Textbooks 

Textbooks are available through the Concordia University Bookstore.  You may contact them at 262-243-

4349 or bookstore@cuw.edu.  You may purchase books by visiting the bookstore, calling them, or 

ordering from the bookstore website.  Textbooks for each will be available to order two weeks prior to the 

start of the course. 

 

Textbooks can be ordered online at: http://bookstore.cuw.edu/  

mailto:bookstore@cuw.edu
http://bookstore.cuw.edu/


 17 

 

* Please note that members of the Graduate Education Department cannot disclose textbook information.  

This is a university wide policy. 

 

Textbook Returns 

All book returns must be accompanied by a receipt and be within the time period allowed for returns as 

listed below. 

 

Books purchased as new and returned with writing, highlighting or worn pages will be reimbursed at a 

reduced price.  In addition, any shrink-wrapped books must remain in its original shrink-wrapping to 

receive a full refund. 

 

New books that include a CD must have the CD be in its original seal or wrapping to receive a full 

refund.  Any books that were sold with a CD must be returned with a CD intact to receive a full refund. 

(e.g.: CD seal or wrapping unbroken.) 

 

Students who have withdrawn from a class or from the university, after the time allowed for a refund has 

expired (during the current semester only), need to supply a copy of the drop slip(s) and have an 

additional 1 week in which to return books for a full refund. 

 

Classes that meet for FOUR (4) to EIGHT (8) WEEKS have THREE (3) business days from the first 

published scheduled start date of class to return books for a full refund with receipt. 

 

Transfer Credits 

If you were awarded transfer credits from a previously attended institution they would have / will be 

listed on your official, full acceptance letter.  Once in a cohort program, however, you may not attend 

classes at another institution and have the credits transferred to CUW.     

 

With drawal from the University 

Students who wish to withdraw from the University need to submit their request in writing to either the 

Graduate Education Office or the Graduate Admissions Office.  Students are encouraged to meet with 

their Advisor and the appropriate Dean to discuss the reasons for withdrawing from the University and 

other matters pertinent to withdrawal. 

 

 


