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Preface 

 
Welcome to the McKendree University faculty.  As with any successful small University 

the secret success is its faculty.  We believe ï and our students and alumni agree ï that 

one of McKendree Universityôs greatest strengths lies in the talent of its faculty and in 

the willingness of faculty members to spend time and energy working with students, both 

in and outside the classroom.   

 

Your appointment as an associate or full-time faculty member at McKendree University 

means that the Associate Academic Dean, the Provost, the Chairperson of your academic 

division/school, and colleagues in your own field who are members of the full-time 

faculty, have assessed your preparation, talents, and experience and selected you as 

someone McKendree faculty members can have confidence in as a colleague.  Of course 

it is understood that, as an associate or full-time faculty member, you have obligations 

beyond your McKendree teaching.  Nevertheless, as a member of the faculty, you should 

consider yourself invited to participate in the life of the university to whatever extent time 

allows ï not only through your work in the classroom, but also through informal 

interactions with students and colleagues; attendance at meetings of the faculty and its 

divisions and committees; and joining in on cultural events and extracurricular activities 

ï convocations, lectures, theatre productions, musical performances, weekly chapel, 

sports events, our periodic ñbrown bagò seminars, etc.   

 

The purpose of this guide is to help make your professional teaching experience at 

McKendree University as successful and rewarding as possible.  In these pages you will 

find a brief presentation of information about McKendreeôs academic and general 

policies, key deadlines, and sources of support from colleagues, administrators, the 

library, etc.  We hope you will study the guide carefully and that you will take advantage 

of the other sources of help mentioned here.  (Full time faculty should review the faculty 

handbook located on blackboard for specific information regarding procedures and 

guidelines for full time faculty; however, general employment policies and procedures 

listed under Section VII are pertinent to associate and full faculty alike.) 

 

The Athletic Training Faculty at McKendree University adheres to the Professional Code 

of Ethics as established by NATA (National Athletic Trainers Association) and the 

Standards as established by CAATE (Commission on Accreditation of Athletic Training 

Education). 
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I.  Mission Statement 

 
The mission of McKendree is to provide a high quality educational experience to 

outstanding students. We guide our students in the pursuit of academic excellence which 

will prepare them for leadership roles in our society. To achieve this end we encourage 

broader vision, enriched purpose, engagement with community, and commitment to 

responsible citizenship, openness to new ideas and dedication to lifelong learning. In 

keeping with our history and traditions, we provide our students with rigorous, broadly 

based liberal arts curricula joined with specialization in a specific discipline.  

 

We cherish our historical relationship with the United Methodist Church and its tradition 

of Judeo-Christian ideals. Therefore, we encourage an atmosphere of open dialogue, free 

inquiry, and mutual respect, conducted among students from diverse backgrounds. 

 

Purposes 

 

1. To offer undergraduate, graduate, and professional programs to develop our 

studentsô knowledge, analytical abilities, research capabilities, creativity, and 

sense of identity.  

 

2. To help our students develop an appreciation and understanding of human 

diversity by providing knowledge of and opportunity for experience with multiple 

ethnicities, cultures, and societies.  

 

3. To create an intellectual and technological environment supportive of innovative 

and effective teaching, research, assessment and communication, excellent 

writing and oral skills, and decision making.  

 

4. To attract and maintain an excellent faculty and staff committed to teaching, to 

research, and to service to McKendree and the greater community while also 

attracting and retaining an outstanding student body.  

 

5. To create a culture of campus life that includes experiences beyond the classroom 

that allow for the development of the whole person.  

 

 

 

Approved by McKendree College Board of Trustees 

November 11, 2006 
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A Brief History of  McKendree University 

McKendree University is a leader among todayôs educational institutions. Founded in 

1828, the historically significant campus exemplifies a classic and caring tradition that is 

combined with a contemporary curriculum. 

McKendree is known for its personal attention to students and U.S. News & World Report 

spotlighted this factor in the latest college rankings. McKendree placed sixth among 108 

Universities in the Midwest for offering classes with fewer than 20 students. McKendree 

achieved the coveted number one spot for class size by having no classes with more than 

50 students. 

McKendree placed in the top five percent in five categories used in the rankings -- ACT 

scores of the Class of 2009; number of freshmen in the top 10 percent of their high school 

class; number of classes with less than 20 students; number of classes not exceeding 50; 

and acceptance rate for new students. McKendree College also placed in the top 10 

percent for freshmen retention. 

Established in 1828 by pioneer Methodists, McKendree is the oldest college in Illinois, 

and the oldest in the nation with continuous ties to the United Methodist Church.  

First called "Lebanon Seminary," the school opened in two rented sheds for 72 students. 

In 1830, Bishop William McKendree, the first American-born bishop of the Methodist 

church, permitted the Board of Trustees to change the institution's name to McKendree 

College. Later Bishop McKendree deeded 480 acres of rich land in Shiloh Valley, 

Illinois, to help support the institution.  

Reverend Peter Akers, in 1833, was the first president of the newly named college. He 

was three times president of McKendree College and received its first degree, an 

honorary Doctorate of Divinity. In 1835, the College received one of the first charters 

granted to independent church colleges by the Illinois legislature. The institution still 

operates under the provisions of a second, more liberal charter obtained in 1839. In July 

2007 McKendree College obtained university status and became McKendree University. 

McKendree students can earn bachelor degrees in 31 major areas of study, including 

education, business, computer science, the natural and social sciences, music, history and 

political science. McKendree also has campuses in Louisville and Radcliff, Ky., classes 

at Scott Air Force Base, and a capstone nursing program at several locations in Southern 

Illinois. In addition, graduate degree programs in education, business administration, 

nursing and professional counseling are available. 

McKendree's students have included many who became pioneers in industry and 

business, who became senators and governors and career public servants, who became 

distinguished military leaders, and who filled pulpits and teaching appointments across 

the land. 
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II.  Athletic Training  Education Mission and 

Program Outcomes 

 
Mission Statement 

The mission of the McKendree University Undergraduate Athletic Training major is to 

provide a comprehensive, progressive educational and clinical foundation to prepare the 

multi-skilled professional for a career in athletic training. 

 The educational program encompasses current research and formal instruction in 

the prevention, recognition, evaluation, and rehabilitation of the physically active. This 

preparation along with successfully passing the BOC certification examination will 

qualify students for entry-level careers in athletic training. 

 In order to become certified athletic trainers, students must show proficiency in 

twelve different content areas. Within each content area are specific tasks students must 

be able to perform. These tasks comprise cognitive and psychomotor competencies as 

well as clinical proficiencies, which provide students with opportunities to show expert 

correctness and facility at combining skills in. ñreal lifeò and simulated scenarios. 

Through advisement, coursework, and clinical experiences, students are provided with 

the necessary exposure for successful completion of these tasks. 

 

Associated Program and Educational Learning Outcomes for all students:  

1. Build a strong foundation on which all students can grow cognitively through the 

development of higher level thinking skills. 

2. Demonstrate psychomotor skills required of an entry-level athletic trainer. 

3. Practice personal reflection pertaining to the discipline of athletic training. 

4. Exposure to a diverse population including the needs of those engaged in 

everyday activity. 

5. Demonstration of effective verbal and written communication skills. 

6. Demonstrate learning over time through clinical proficiencies with supervised 

autonomy. 

7. Establish research skills to encourage continued growth over the course of the 

studentôs professional career. 

8. Provide comprehensive learning experiences. 

9. Graduates will be adequately prepared to pass the Board of Certification (BOC) 

Examination and become certified athletic trainers. 

 

III.  Athletic Training Education  Philosophy 
 

The philosophy of the Athletic Training Education Program at McKendree University 

encompasses the basic concepts of many educational philosophies. However, traditions 

and approaches found within the Program finds their roots primarily in a constructivist 

experience with teaching and learning that is based upon the approaches of Jerome 

Bruner and David Ausubel. The athletic training education program at McKendree uses 

an experiential approach that enables athletic training students to increase their ability to 

grow and adapt to a constantly changing and dynamic society. Learning must be 
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meaningful and related to what students already know.  Concepts are reintroduced in 

increasingly complex form so that students may continue to problem solve in challenging 

ways. 

 

IV.  Approved Clinical Instructor (ACI) and Clinical 

Instructor (CI) Pre -requisites 
 

All Approved Clinical Instructors and Clinical Instructors must meet the following 

qualifications: 

 

Approved Clinical Instructors (ACI)  

B3.21 ï be credentialed in a health care profession as defined by the American Medical 

Association or American Osteopathic Association, 

B3.22 ï be an ATC® or appropriately credentialed health care professional for a 

minimum of one year*, and 

B3.23 ï not be currently enrolled in the entry level athletic training education program at 

the institution, 

B3.24 ï ACI training must include the following content areas: 

 B3.241 learning styles and instructional skills 

 B3.242 review of the Athletic Training Educational Competencies, 

 B3.243 evaluation of student performance and feedback, 

 B3.244 instructional skills of supervision, mentoring, and administration, 

B3.245 program/institution-specific policies, procedures, and clinical   

   educational requirements, 

B3.246 legal and ethical behaviors, 

B3.247 communication skills, 

B3.248 appropriate interpersonal relationships, and 

B3.249 appropriate clinical skills and knowledge. 

B3.25 ï be trained/re-trained by the institutionôs CIE at least once every three years. 
 

  

Clinical Instructor (CI) 

B3.41  be a credentialed health care professional as defined by the 

American Medical Association and the American Osteopathic 

Association, 

B3.42  be appropriately credentialed for a minimum of one year.*   If a CI 

is credentialed for less than one year, the program must develop 

and document the implementation of a plan for supervision of that 

CI by an experienced credentialed CI that ensures the quality of 

instruction provided to the athletic training students. 

  B3.43 not be currently enrolled in the athletic training education program 

at the institutions.  

 
*McKendree University ATEP requires a minimum of 2 years as an ATC® or 

appropriately credentialed health care professional.  
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Required Yearly Up-dates for all Clinical Instructors and Approved Clinical 

Instructors and Facilities 

 

The following information is required on an annual basis: 

 

 Completion of A-1 form, see Appendix A, page 50 

 Copy of current BOC card (ATC only) 

 Copy of current CPR/PR/AED card (ATC only) 

 Copy of current calibration (modalities, whirlpools, etc.) record 

 Any Emergency Action Plan changes for the facility 

 

V. Administrative Policies and Procedures 

 
Athletic Training Faculty Responsibilities: 

As an Approved Clinical Instructor, you must function to:  

B3.31 ï provide instruction and/or evaluation of the Athletic Training 

Educational Competencies 

B3.32 ï provide assessment of athletic training studentsô clinical proficiency, 

B3.33 ï have regular communication with the appropriate ATEP administrator 

(Katy Gayford, Clinical Coordinator), and 

B3.34 ï demonstrate understanding of and compliance with the policies and 

procedures of the ATEP. 

As a Clinical Instructor, you must function to: 

B3.51 supervise the students during clinical and/or field experiences, 

B3.52  have regular communication with the appropriate ATEP administrator, 

and 

B3.53  demonstrate understanding of, and compliance, with the policies and 

procedures of the ATEP. 

 
 

Evaluation of Associate and Full-Time Faculty 

   

1.  ATEP Clinical Instructor Evaluation  ï this form is to be completed by 

all students participating in a clinical during the last week of the semester.  

The completed forms are not shared with instructors until after grades are 

submitted.  See Appendix B page 94 for a copy of the form. 

 

2.  Institutional Evaluation of Faculty Form - all students are to complete 

the on-line institutional evaluation of faculty/class form during the last week 

of the semester.  See Appendix C page 96 for a copy of the form.  When 

deemed necessary, other personnel (e.g., Division Chair and/or Program 

Director) will evaluate associate faculty.  These evaluations are reviewed by 

the appropriate division chairperson and the Associate Dean of the University. 

Completed evaluations are available on line to faculty after grades have been 
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submitted.  Refer to the full-time faculty guidebook on blackboard for further 

information regarding evaluation and tenure process. 

 

Academic Records Office 
The Office of Academic Records is primarily responsible for maintaining and reporting 

the academic record of students.  This includes assisting students in registering 

themselves online for classes and collecting grades from instructors when classes end.  

This handout is an overview of what is expected of instructors with regard to several 

important functions of the Records Office.  Please take time to carefully read these 

materials, and call us at 537-6818 if you have any questions. 

 

RECORDS OFFICE PERSONNEL 

 

Suellen Holtgrave 

Senior Records Assistant 

Phone:  537-6818 

email: sholtgrave@ mckendree.edu 

Debbie Larson 

Assistant Dean and Registrar 

Phone: 537-6816 

email: dlarson@ mckendree.edu 

 

Jenni Miller 

Assistant Registrar 

Phone: 537-6957 

Email: jrlerch@mckendree.edu 

 

Maeda Sparn 

Records Assistant 

Anna Gray 

Student Records Specialist 

Phone:  537-6817 

email:  amgray@mckendree.edu 

 

Phone:  537-6819 

email: msparn@mckendree.edu  

McKendree Email 
Each faculty member is assigned an email account and all instructors are expected to use 

that account to conduct McKendree business.  Important reminders and other 

informational items will be sent to that email address.  Please check your McKendree 

email on a regular basis. 

 

Mail Boxes and Folders 

 
Each full-time faculty member has a mail box located in the Faculty Secretaryôs Office in 

Room 209 of the Piper Academic Center or Room 214 of Carnegie Hall.  Each associate 

faculty member has a mail folder located in the Faculty Secretaryôs Office in Room 209 

of the Piper Academic Center.  You may put completed class rosters in the Office of 

Academic Records mail box in PAC 209.  Please Note:  The Faculty Secretaryôs office 

in PAC 209 is open from 8:00 am until 6:00 pm, Monday through Friday. 

 

NOTE: those teaching at Scott Air Force Base will have folders at Scott. 

 

You are expected to check your mail box or folder on a regular basis!  Important 

documents such as class rosters and grade reminder memos will be placed there.  

Materials will be mailed to ONLY associate faculty who teach at sites other than the 

main campus in Lebanon.   

mailto:jrlerch@mckendree.edu
mailto:amgray@mckendree.edu
mailto:msparn@mckendree.edu
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Classroom Assignments 
 

Classrooms are assigned by the Office of Academic Records.  Please contact the 

Academic Records Office at 537-6818 before moving your class to another room.  Do not 

assume that a classroom will be available all semester just because it is empty the first or 

second night of classðalways contact the office before you change classrooms.  Also, 

please be considerate of other instructors and students.  If you change the seating 

arrangement in a room, please move it back at the end of a class.  Do NOT move chairs 

or desks from one room to another. 

 

Class Rosters 
 

A list of students enrolled in your classes will be distributed for each course (you may 

also view rosters online via WebAdvisor).  Please check attendance in your class and 

follow the instructions printed on the memo attached to the roster(s) you receive.  
Those instructions include a request to mark off any students who are not attending class.  

A letter requesting the student to officially drop the class in the Academic Record Office 

will be sent to each student who is crossed off your list.  If the student does not drop, 

he/she will receive a grade of WW (withdrawn without permission) which will reflect 

negatively on their GPA.  THIS GRADE IS PERMANENT AND CANNOT BE CHANGED, 

THEREFORE, IT IS EXTREMELY IMPORTANT THAT WE KNOW WHICH STUDENTS ARE NOT 

ATTENDING CLASS SO WE CAN CONTACT THEM.  Please see that these rosters are marked 

properly and returned to our office by the due date.  Rosters are due in the Records 

Office BY NOON on the due date. 

 

NOTE:  The first set of rosters distributed in any semester for full and first half-semester 

classes do not have to be returned to the Academic Records Office.  They will not have 

any instructions attached.  Official rosters will be distributed after the last day to add 

classes (one week after the start of the semester). 

 

Students Attending Class Who Do Not appear on the Class Roster 
 

Do not allow a student to continue attending your class if he/she does not appear on your 

roster.  Send them to the Office of Academic Records to officially enroll in the course.  

They will receive a new copy of their schedule; please request to see it before you 

allow them to attend or check WebAdvisor to see if they appear on your roster. 

 

Student Drops 

Students are required to formally add and drop courses with the Office of Academic 

Records.  Forms may be obtained in the office or on the web page.  If a student tells you 

that they are dropping your class, please instruct them to do so in writing with the Office 

of Academic Records.  You will not be permitted to drop for them; simply informing an 

instructor does NOT constitute an official drop.  If they do no complete the process, they 
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will still be liable for all tuition and fees and will receive a grade of F or WW at the end 

of the term.   

 

Grades 
 

Every student must receive a grade for every class in which they are enrolled, including 

science and computer lab courses.  Students in lab courses should be given either a P 

(Pass) or F (Fail). 

 

Grade Entry: 

 

Grade memos are distributed approximately one week before classes end.  Grades will 

be entered by the instructor using WebAdvisor.  Instructions are attached.  Please 

read and follow all instructions carefully. 

 

 Do NOT leave a grade blank.  Give each student a letter grade, a WW (for students 

who did not attend but did not officially drop the course) or an ñIò for an incomplete 

grade.  A blank grade will be recorded as a ñWW.ò   

 Please note that the grades ñA+,ò ñD+,ò or ñD-ò are not accepted.  WebAdvisor 

will not accept these grades. 

 

 

PLEASE ENTER YOUR GRADES ON TIME.   DUE DATES AND TIMES ARE NOT OPTIONAL. 

 

All one-month course grades will be due by 5:00 PM on the due date.  End of 
semester grades will be due by NOON on the due date.   Due dates are printed 
on the memo attached to the grade roster and are also listed on the Records 
Office Calendar. 
 

MID -TERM GRA DES:  Only grades of ñDò or ñFò are reported (and ñC-ò for nursing 

students only).  Those rosters should be returned to the Records Office for entering.  

PLEASE DO NOT ENTER MID -TERM GRADES VIA WEBADVISOR!!  
 

 

Grade Changes: 

The policy for changing a grade other than an Incomplete is explained on the Grade 

Change form.  The forms may be obtained in the Records Office and when completed 

should be sent to the Division Chair and the Provost of the University for their approval.  

The form will then be forwarded to the Records Office. 

 

Incomplete Grades: 

If a student is unable to complete course requirements on time he/she may request that 

you assign an Incomplete and allow them to finish the course work late.  It is entirely up 

to you as to whether you agree to give a student an Incomplete or not.  If you do agree, be 

sure the student understands what is required of him/her, and enter an ñIò in WebAdvisor.  
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When the student has completed the work and you wish to assign a grade, complete a 

Grade Change form (you may obtain them from the Records Office) and send it to the 

Division Chair and the Provost of the University for their approvals.  The form will then 

be forwarded to the Records Office. 

 

Please remember when assigning an Incomplete grade: 

 A student has only until the end of the next semester to complete the 

coursework.  In other words, if you give an I in the Fall 2009 term, the student 

MUST complete the work by the end of the Spring 2010 term.  Summer terms will 

not be counted as a semester for spring term Incompletes, they will be due at the 

end of the following fall semester (except in the case of graduating seniors - in 

order to keep a May graduation date they must complete coursework by the end of 

August). 

 At the end of the following semester you will receive a list of all outstanding 

Incomplete grades and a reminder of the final due date.  If you do not assign a 

grade by that date, the grade will revert to an F. 

 If you feel circumstances warrant an extension of the Incomplete you must 

complete a grade change form asking for an extension.  The Incomplete will then 

be extended one more semester. 

 
 

In Progress Grades: 

 

Students enrolled in Masters level research classes who do not complete by the end of the 

term should be assigned a grade of IP (In Progress).  If the work is completed in the 

following semester the grade will be changed to the grade earned (a Grade Change Form 

should be used).  If the work is not completed in the next semester a grade of NC (No 

Credit) will be assigned.  Students receiving a grade of NC must register for that phase of 

their studies again and pay full fees.   

 

Students who receive an IP in the term in which they plan to graduate will have their 

graduation date moved forward to the next date (i.e., a grade of IP in the spring term will 

cause their graduation date to be moved to August). 

 

Not Submitted Grades: 

 

If an instructor does not submit grades when they are due, the Records Office will assign 

a grade of NS (Not Submitted) to each student in the class.  Students will be notified by 

email that grades were not submitted in a timely manner by the instructor, and they will 

be advised to contact the instructor if they have questions.  The instructor will then be 

required to complete a paper grade roster to change the grades from NS to a letter grade 

 
 
 
Grading Procedures ï Web Advisor 
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To access WebAdvisor: 
 

 
1. Open any internet browser (Netscape, Internet Explorer, etc.) and type 

webadvisor.mckendree.edu in the address line. 

If you are logging in from a computer on McKendreeôs campus, you may simply type 

webadvisor in the address line.  Log in using your network username and password. 

2. Click on Faculty. 
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To access your course(s) for grading: 
 

1. Click on Grading. 
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2. The Grading screen will appear.  You will be asked to select either a term or a range 

of dates to restrict your search.  NOTE:  You cannot type the term in, but must select 

it from the drop-down box.  You may have to scroll down to find the correct term. 
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3. A list of all of the courses you are teaching during the selected term will appear.  You 

must select Final Grading from the drop down box and click in the Choose One box 

even if only one course appears. 
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4. The Final Grading screen will appear.  You can scroll down to see all of the students.  

Only currently enrolled students will appear.   

 

 
 

NOTE:  You MUST submit a grade for every student who appears on this roster even if 

you think the student has dropped the course.  If they appear, they did NOT officially 

drop.  If you have questions about a student, please call the Records Office.  Do NOT 

assign a grade of W, WP, or WF to a student who appears on the roster.  If they stopped 

showing up for class, give them the grade they earned or a WW (withdrawn without 

permission).  Do not leave a grade blank, if  the student has stopped attending class, 

give them a WW (withdrawn without permission). 
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To enter grades: 
 

1. Place the cursor in the first box in the Grade column and enter the grade (you do not 

need to enter the grades in capital letters).  DO NOT PRESS THE ENTER KEY!!   

The program assumes you are finished and ready to submit grades when you press the 

Enter key.  Press the Tab key twice to get to the next grade box.  Continue entering 

and tabbing until all of the grades are entered.  NOTE:  Do NOT enter an expiration 

date, even if you assign a grade of Incomplete. 

 

 
 

VERY IMPORTANT NOTE:   Be very careful to enter ONLY grades that are allowed 

at McKendree.  If you accidentally type in an E instead of a D, the grade will not be 

accepted.  The same goes for A+, D+, and D-.  The program will allow you to enter the 

grade and submit it (as I did above), but you will get an error message after you submit.  

It is wise to check the grades carefully after you have entered them, before you press the 

enter key or click Submit. 

The following grades may be entered:  A, A-, B+, B, B-, C+, C, C-, D, F, I and WW.  

For graduate courses only, a grade of IP (In Progress) may be entered. 


