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SIGNUM GLOSSARY

INTRODUCING SIGNUM UNIVERSITY

A. Mission

The mission of Signum University is to offer dynamic online educational programs
with exceptional live teaching while eschewing debt-accruing educational practices,
generously supporting our workers, and fostering a globally accessible intellectual
community.

B. Core Values

Signum University is a values–based academic community. We believe that
scrupulous adherence by our board, staff, and faculty to our core values is what
makes us exceptional.

Education is interactive and informative.

Signum University believes a strong learning community is one in which students
and instructors can grow together in a context of high-quality academics. The
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University’s virtual campus is designed to make that community a reality, delivering
both the relational and academic components of a true liberal arts education.

Online education is valuable.

Signum University embraces the flexibility and richness of online education. Its
learning environment incorporates both traditional and state-of-the-art educational
models to provide a dynamic platform that is accessible to anyone with an internet
connection. The University continuously invests in this campus to develop Signum’s
innovative academic opportunities.

Excellent education is affordable.

Signum University offers affordable education. It believes everyone who desires to
learn should afford to invest in their education. With this belief in mind, the
University matches its accessible platform with attainable tuition so that more
people might benefit from continued, and even lifelong, education.

Rewarding education is accomplished through teamwork.

Signum University fosters an amicable and productive relationship between faculty
and staff to the enrichment of all. Its philosophy requires that faculty and staff work
together with students, using a team-oriented approach focusing on individual
responsibility and gifts, to create an exceptional learning experience. Signum also
believes that, given this approach, staff and faculty should be rewarded in full for the
work they accomplish.

Lasting education is thorough.

Signum University helps its students pursue their chosen area of study through
online education. As part of this vision, the University teaches students how to
interact with academics, personalize their curricula, and communicate meaningfully
with peers and colleagues, all with the goal of contributing to their fields of research
now and in the future.

C. History

When he was working as a tenured literature professor, Dr. Corey Olsen decided to
experiment with sharing his classroom lectures on the works of J. R. R. Tolkien
through a podcast called The Tolkien Professor. The podcast quickly surpassed a
million downloads, and its success prompted Dr. Olsen to experiment further by
bringing in listeners to discuss Tolkien’s legendarium at length through a
seminar-style series on The Silmarillion.
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As The Tolkien Professor’s audience grew, Dr. Olsen discovered more and more
people who had a desire to study speculative literature: fantasy, science fiction,
mythology, fairy tales, and so forth. While some colleges and universities offered
electives in such subjects, no dedicated programs existed to fulfill the demand. Thus,
in 2011, Dr. Olsen offered his first online, graduate-level, for-credit course on the
works of J. R. R. Tolkien while continuing to engage audiences through free programs
such as “Riddles in the Dark” on The Tolkien Professor podcast and the Mythgard
Academy lecture series.

To better accommodate the growing number of students seeking a Master of Arts in
Language and Literature, Dr. Olsen created Signum University in 2012. Today, the
Graduate School at Signum University continues to blaze a trail in online learning
through innovative program design and digital campus technologies, with a focus on
keeping costs extremely low compared to both traditional universities and other
online learning programs. There are now four concentrations, certificate programs,
and auditing options in addition to the M. A. degree at the heart of Signum’s
Graduate School. Meanwhile, the Mythgard Institute remains a separate branch of
the University focused on producing free, inventive educational programming for
people of all ages through the ongoing Tolkien Professor podcast, Mythgard Academy
book discussions, and forays into the virtual world of Middle-earth through Lord of
the Rings Online (LOTRO).

D.  Signum University Today

Signum University offers a Master’s degree in Language and Literature, with
optional concentrations in Tolkien Studies, Imaginative Literature, Germanic
Philology, and Classic Literature. Instruction and interaction is entirely online,
pioneering a number of techniques to make online learning more interactive.  The
model consists of lectures, which may be live or pre-recorded; online live preceptor
sessions, with a low student-to-teacher ratio for interaction and discussion; and
student-driven discussion boards.  Most class requirements can be completed by
students asynchronously, making it an ideal model for individuals with busy
schedules. Signum also offers a graduate diploma program and auditing options for
those not seeking a Master’s degree, a variety of fun programming that’s open to the
public via Mythgard Institute at Signum University, and children’s programs through
the Signum Academy.
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PURPOSE OF THIS GUIDE

A.  Introduction

The purpose of this guide is to give you a crash course in who we are at Signum
University, how we do things, and how you can be a part of it all.  We hope you come
away with a sense of what we expect from you, what you can expect from us, and
where to go for further information.  As an online institution, we feel it's best to
make these policies available to you via the internet so that you can know for sure
you're using the most recent version.  There are other individuals connected with
Signum University, such as volunteers, for whom the information contained in this
handbook will be useful as they learn about Signum, but for whom specific
employment-related passages will not apply.

B. Legal Information

We hope this Staff Guide will be of help to you as you learn your way around Signum.
 It is intended to provide you with general information about our policies, culture,
and expectations; it is not intended to be all-inclusive.  All organizations are subject
to change, and Signum reserves the right to change, revoke, or replace any or all of
its policies and procedures at any time, with or without notice, and reserves the
right to make final decisions about the interpretation and application of all policies.
 We will make every effort to notify you of any changes in policy, but the final
responsibility for knowing and abiding by Signum University's policies, in this guide
or elsewhere, rests with you.  If you have questions about specific policies, speak
with your Coach or Mentor.

The most common model for employment in the US is at-will employment, meaning
that both the employee and the employer are free to terminate the employment
relationship at any time, for any reason or no reason, and with or without notice.  At
Signum, we don't feel that at-will employment is normally in the best interest of
either employee or employer.  We value the security and continuity of a contract,
when practical.  A contract protects you from termination of your employment
without notice or on a whim.  It also provides Signum with the opportunity to
ensure continuity in operations by allowing adequate time to prepare for an
employee’s resignation.  If you have been provided with a contract, signed by you
and the University President, the terms of your employment are specified within it,
including the length of the notice needed to terminate your employment on either
side and the causes for which the University may terminate your employment.  If
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you have no such contract, your employment remains at will and subject to the
conditions outlined above.

The information in this handbook supersedes all previous handbooks.  By seeking or
continuing employment with Signum, you agree to abide by all University policies,
including the ones contained in this handbook.

WHAT SETS US APART

A.  Philosophy & Culture

The University comprises both employees and volunteers, and includes within it
staff, faculty and what, in other institutions, would be referred to as “administration”
or “management”. At Signum we see these as artificial divisions and ourselves as a
single community.

Signum is a 100% distributed institution. We own no real-estate or physical
premises and never intend to. People work in their own physical spaces and we
communicate via the internet, both with each other and with students.

We work very flexibly and non-hierarchically. People are organized into roles for
organizational clarity but these are not restrictive structures. Someone can work in
multiple areas and roles according to their particular skills and interests. Moreover,
the same person might be a Coach or Dean in one part of university and a
participant in another.

Signum has a very distinctive culture. We resist the corporatization of education and
ban titles like manager or director.  We see ourselves as a single university rather
than the competitive factions - Faculty, Staff and Administration - which most
universities are divided into. We embrace the formula, “Equivalent but Different.”
People serve different roles but there is no elite. We believe in transparency and
have a single role grading (post evaluation) structure which encompasses everyone
from the most simple data-entry post to the University President and on which each
person’s remuneration can be calculated according to a simple formula.

As you can see Signum is very different from the typical American higher education
institution and we value that difference and our independence. We have a clear set
of principles and values and those guide all that we do. We will never sacrifice that
independence in return for public funds or take money from anyone who wants to
change what we are.

Signum University is being built from scratch in an entirely online environment. We
share many ideals with traditional academic institutions, but unlike almost all
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schools and even most businesses, Signum University is a native of the digital world.
For this reason, many of the approaches, procedures, and policies of Signum
operations are quite different from those common in the higher education world.
Signum is, as we have often joked, "Weird on Purpose." In some cases, our approach
to organizing and doing things is unusual because it is tailored to life on our digital
campus. In other cases, we have deliberately broken away from accepted, traditional
models and procedures because we consider them inefficient, divisive, or even
unjust. Building a university from the ground up is a huge job, but it has also
provided a remarkable opportunity to rethink academic and administrative systems
that have continued unexamined at traditional institutions for decades or even
centuries. Here at Signum, we are not afraid to do things differently!

B. Organizational Structure

Although Signum eschews hierarchy, we recognize the need for structure,
accountability, and leadership. Structure and leadership allow us to make the best
and most efficient use of our resources, enabling us to achieve our core value of
affordability. Accountability gives the oversight we need to ensure we achieve our
core goals and values, which we believe is education that is informative, thorough,
and valuable, and ensures we all live up to our values and objectives. Structure,
accountability, and leadership all promote our core value of teamwork, as members
are able to envision themselves working towards a shared goal. Faculty and staff
collaborate frequently, many faculty also serving in traditionally staff-only roles, and
we often work side by side with volunteers at every level.  All of these individuals
are considered staff, and it is only the nature of primary roles, for example, teaching
a course,  that gives this distinction any meaning. Due to our unique approach to
structure, the traditional hierarchical organization chart is inadequate to depict the
interconnectedness of our members.  

Signum’s structure has three basic elements:  Divisions, Working Groups, and
Projects.

A Deanery is an organizational unit consisting of multiple working groups who
share a common theme or function. Deaneries are defined by leadership over a
broad area.

The Strategy Council, the primary leadership of Signum, is made up of the Division
Leads and University President, working to coordinate the efforts of the various
divisions across the institution.  

The current divisions comprising Signum University are:
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Stewardship - The Stewardship Division runs the business side of the institution,
taking care of money matters, employment, and record-keeping.

Outreach - The Outreach Division is focused on promoting Signum to the outside
world, spreading the word about who we are and reaching out to the people who
may become our future students and supporters.

Digital Campus - Provides the IT infrastructure and the technical expertise which
supports online classes, library, videos and podcasts.

Language & Literature Department - Houses the University’s Faculty and is
responsible for all academic matters including preparation of courses.

Student Support - The Student Support Division works to ensure that our students
have everything they need to succeed in our program.

Planning - The Planning Division focuses on helping form Signum's long-term goals,
as well as working to ensure that we are on track in pursuing those goals.

Working Group - A group of people under the guidance of a leader working to do
something that is part of an ongoing function. Examples include Admissions, Events,
and Bursary (Finance).  Working Groups are what might be called departments or
units in other organizations.

Anything that is not a Working Group is a Project. Projects may be formed for a
temporary or ongoing purpose, may be a solo or group endeavor, and often work
across divisional lines. Examples of Projects might include a technology upgrade or a
re-certification task force.

Board and President - The Board, as the governing body of Signum, reviews all the
decisions made by Signum leadership, while the President coordinates the efforts of
individual Divisions into a unified strategy.

C. Online Work Environment

Signum’s work environment, like its classes, is 100% online-based. Much of the work
and communication can be done on your own schedule; if you work best at
midnight, go for it! We use a variety of conferencing and communications software
to keep from losing the personal feel.

D.  Internationalism
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Working with people living in another country isn’t just possible at Signum -- it’s
expected. Since our online environment is conducive to any location and multiple
time zones, it’s ideal for collaboration worldwide.

E.  Approach to Employee Performance

Signum University has a three-pronged approach to employee performance:  the
Code of Competency, Code of Discipline, and Annual Development Interview.
Our goal is not to squeeze every last drop of performance out of each individual that
works with us, but rather to improve performance by offering employees the
opportunities, where possible, to improve their skills and progress along their
career path.  

All employees are expected to meet our Code of Competency. We want to be able to
use your knowledge and skills in the best way possible.  Therefore, some
shortcomings that in other organizations would be cause for discipline, are handled
under the Code of Competency and are treated as opportunities for learning and
improvement.  We (and you) can’t afford the time to use you in the wrong place or
doing something you are not qualified for.  So if there is something you feel you need
to know in order to turn out your best work, don’t hesitate to ask.  And if you feel
your role matches your skill set poorly, let us know.

Instead of an Annual Performance Review, Signum has a Development Interview.
Development Interviews are intended to make life and work at Signum better for all
concerned.  It gives you a chance to identify areas you would like to develop and
discuss them with your supervisor, and it gives your supervisor the opportunity to
encourage and challenge you to learn new things, and to grow in ways that will help
your current role, as well as your career goals.  We hope in this way to address areas
for improvement while they are not concerns, and to keep employees from feeling as
though their role has become a stagnant one.

Grounds for Discipline.  It is the duty and responsibility of every Signum University
employee to be aware of and abide by existing policies and work rules. All
employees are also required to cooperate with disciplinary investigations and
answer questions truthfully to the best of their ability.  Signum University recognizes
that the majority of employee transgressions are not willful or malicious but occur
through factors such as ignorance and poor judgment. We therefore consider it
appropriate to operate a staff disciplinary system which offers opportunity for
reflection and improvement before termination is considered. However, there are
offenses which represent such a major breach of trust between the employer and
employee that in these situations severe penalties, including dismissal, may be
immediately necessary.  See our Disciplinary Code for more information.
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Some actions which would potentially be grounds for discipline (these are intended
as examples, and are not intended to be all-inclusive):

● Stalking, bullying, or violent communication or behavior

● Theft or fraud, whether of tangible, digital, or intellectual property

● Harassing or discriminating behavior or language

● Drug or alcohol offenses

● Refusal to cooperate with all legal policies and procedures

● Sexual Harassment

GETTING STARTED AS A STAFF MEMBER

A. Role Assignments

You will normally be assigned to one or more roles, based on your skills and
Signum’s needs, but also on your preference. If you see an area where you would like
to serve and where you think your qualifications will be put to good use, let us know.
A staff member such as a Coach or Dean can put in a request for assistance, and the
Deans or other staff can find a person with the required skills and time to help out.
Many Signum staff remain in primary roles alongside other assignments, a plan
which gives maximum flexibility and efficiency, while allowing staff to exercise a
variety of talents and become familiar with multiple areas of the University. All staff
within Signum are expected and actively encouraged to be flexible. Our structure
and working practices are non-conventional and we need people who accept and
embrace this difference. It is understood that your assigned role may change, based
on changing needs of the institution. While you will normally have a designated
Coach, roles within Signum are often undertaken collaboratively, performing
functions that cross traditional divisions or areas of the university. It is therefore an
expected part of the normal working week that staff may spend part of their time
with other systems, including potentially under the direction of persons other than
their normal Coach.

B. Muster

The Signum Muster is our online staff meeting held weekly on Mondays at 1pm EST.
It’s our way of keeping everyone in the university up to date on what we are doing
institution-wide and to make announcements, call to arms, accolades, even a bit of
brainstorming. If you are available, you can join the Muster live with this link:
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Muster Registration. If you are not available, that’s no problem. Both audio and video
recordings of previous Musters are posted online shortly afterwards.  

C. Finding Your Way Around the Campus

Signum uses a variety of software and online systems, including email and other
communications systems, record-keeping software, and conferencing/webinar
systems. Part of your orientation will include a crash course in the ones you will
need to use. Feel free to look around and familiarize yourself with anything you are
given access to.

D. Please ask questions!

Your Coach can be a good resource for questions and answers. If they don't know,
they may be able to direct you to someone who can. Signum has an online channel in
Slack called the Speaker’s Corner. The Speaker’s Corner is a place for questions,
feedback, personal announcements, and water-cooler chatter. At the end of this
Guide, you will find a list of relevant contact persons.

E.  Communications Systems

As a team working remotely from locations around the world, communication is at
the heart of everything that we do, and is absolutely essential for smooth
performance of University functions. Among other methods of communication, each
employee will be given a signumu.org email, which is to be used for all Signum
business.  Forwarding of email from this address to a personal one is not permitted.
 We expect you to use your Signum email only for things that fall under the aims,
goals, and principles of the University, and not against our Acceptable Use Policy.  

Use of Signum systems, including email, should be understood to be with no
expectation of privacy.   Signum University reserves the right to monitor and have
access to any systems or software provided by the university, as well as any
communications conducted using them.  

F. Attendance

Signum does not have a conventional clock-based approach to attendance.  We
recognize that staff are working in their own homes, and a consequence of that will
be interruptions and activities that would not normally be part of the work day.
 Many tasks can be completed flexibly, and we feel that offering that flexibility is a
valuable benefit to our staff, some of whom may not be able to commit to a more
conventional schedule.  A flexible workforce is also a benefit to Signum, as it allows
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us to adapt quickly to meet ever-changing needs, and we feel that with the right
people, a flexible work policy promotes quality instead of hindering it.

In most cases, as long as you are able to meet expectations and deadlines, you will be
evaluated on output and performance rather than adherence to a strict schedule,
and a time-record will not be required.  However, certain positions (particularly
those involved in course delivery) will require attendance on specific days and
times, and should not be undertaken without a reasonable certainty of the ability to
fulfill this commitment.  Also, it should be understood that some tasks may require
extra effort at certain times.  For more detailed information about our flexible work
practices please see our Flexible Working Procedures.

G. Confidentiality

All Signum Staff are required to sign a Confidentiality Agreement which lays out
your responsibilities for safeguarding information you may receive as part of your
duties with Signum.  We take very seriously the responsibility to protect the
information we are entrusted with, and we expect you to do the same.

WHAT SIGNUM VALUES

Signum University is values- and people-oriented, not profit oriented.  It is therefore
very important to us that our staff understand our values, so that they can apply
them in situations they encounter.   All faculty and staff, as well as students, are
expected to abide by the University’s Code of Conduct.  University employees are
expected to comply with all policies and procedures including, but not limited to, the
policies contained in this Guide.  In addition to our Core Values, these are some of
the ideals under which Signum operates:

A. Respect and courtesy

Every person is important. Everybody’s views, lifestyle, personality, and
contributions to Signum is worthy of respect. We strive for courtesy in our language
to our staff, our students, and the public. We expect our staff to follow the highest
standards of professional conduct and to uphold our culture of respect in all
interactions related to and within Signum University.
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B.  Trustworthiness

We value individuals who are honest and reliable, both personally and
professionally.  This is of particular importance in an online environment, where
some means of accountability and oversight are not always as visible. We feel,
however, that whenever it is practical, individuals should be trusted to make the
right decisions with a minimum of oversight.

C.  Teamwork and Cooperation

We need each other to accomplish our mission. While you may be doing much of
your work on your own, good cooperation with other staff will enable us to
accomplish more and take advantage of opportunities to make both our educational
and work experience better and more valuable.

D.  Communication

Communication is a key part of teamwork, and is especially important for working
groups working at a distance from each other.  Effective communication can prevent
many misunderstandings before they start, and resolve many others before they
grow out of hand.  Effective and timely communication also increases productivity,
and reduces many sources of frustration and stress.

E.  People-Centered

Signum University would not exist if it were not for the people that make up our
community. We believe that an institution should not attempt to exploit its faculty,
staff, or students, and that the bottom line needs to be about people as well as
financial stability. We do not use the term “Human Resources” when referring to our
staff, as though they were resources to be arbitrarily used and abused. We believe
that our staff will do their best work when they are happy, interested, and engaged,
and we strive to maintain an environment where that is possible.

Commitment to our students is one of our primary concerns; we wish to provide the
highest quality educational experience possible. To that end, all staff are expected to
behave in a respectful, courteous and professional manner towards students and all
members of the public while engaged in Signum business.

F.  Taking Employee Concerns Seriously

Your Coach is naturally your first resource for any problems or questions you
encounter, but you should feel free to bring up concerns to anyone, at any level, at
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any time.  Your Coach or Dean should be seen as resources for you to use, not as
entities to keep you in line.  See our Grievance Policy for further information.

G.  A Discrimination and Harassment-Free Work Environment

There are various laws governing equal opportunity and equality in employment.
 You can view federal and state-required postings towards the bottom of our Policy
page.

Signum cooperates with these laws not only because we are required to do so, but
because we believe that it is right.  Furthermore, we are committed to continually
seeking ways to make our workplace more equitable, and to protecting the rights
and welfare of our staff in any way practical.  In keeping with those commitments we
have developed policies on Equal Opportunity Employment and Code of Conduct.
Signum welcomes staff with disabilities, and is committed to making reasonable
accommodations for the performance of their jobs in our Individuals with
Disabilities Policy.

H.  Flexibility

Signum values its staff and attempts to be supportive of the challenges they face in
coupling work and life.  We feel that our flexible working practices are an asset for
staff members in any circumstances, but in some cases (such as military service or
medical conditions) a leave of absence is required.  Signum University complies with
all applicable Federal and State laws governing such leave.  In addition, Signum may
in some circumstances provide up to 6 months of unpaid leave of absence for staff
who follow proper notification procedures.  A staff member who leaves the
University in good standing may be eligible for preferential rehire should they
reapply at a future date.

TEACHING FACULTY

SECTION 1: PROGRAM STRUCTURE

A. Degree Program

Master of Arts in Language and Literature

● Signum University’s Graduate School offers a Master of Arts in Language and
Literature. Faculty members play a key role in using Signum’s flexible online
platform to challenge students and enable them to grow throughout their
academic experience in the University.
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To receive an M.A. in Language and Literature, students must complete 36 credit
hours as follows:

● 3 credit hours: LITZ 5302 “Foundations in Critical Reading and Research”
● 6 credit hours of language (two courses)
● 6 credit hours of literature (two courses)
● 12 credit hours from a combination of language or literature courses
● 9 credit hours of thesis planning and writing (after completing the above

requirements):
o LITZ 6390: Thesis Preparation
o LITZ 6391: Thesis Development
o LITZ 6392: Thesis Revision and Presentation

M.A. students may choose to specialize in one of four concentrations:

● Tolkien Studies
● Imaginative Literature
● Germanic Philology
● Classic Literature

For students who choose one of the four available concentrations, at least 5 courses
must be taken in the chosen area.

Credit Transfer Policy

The Graduate School is happy to work with students to accept graduate transfer
credits from previous studies at nationally or regionally-accredited higher education
institutions, especially those that are equivalent or similar to courses within the M.A.
program, pending approval from the Director of the Graduate School of Language
and Literature. However, the number of transfer credits may not exceed at any time
one half of the number of credits required for the M.A. degree. Credits taken at other
institutions may only be applied toward the M.A. degree at Signum if those credits
have not already been used toward the completion of another degree at another
university. If a student has extraneous credits that did not apply to previously
awarded degrees, they could request a transfer with the approval of the Director of
the Graduate School of Language and Literature. If all of a student’s credits were
used to satisfy the degrees they have already been awarded, they will not be
transferable. It is recommended that a student seeking to transfer in credits meet
with their advisor to request that credits be transferred, since the advisor will work
directly with the Director of the Graduate School to consider the student’s request.
Formal transcripts of credits received from another institution are required to
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award transfer credits at Signum University, either upon admission to the M.A.
program or during a student’s course of study at Signum.

B. Diploma Programs

The Graduate School offers a diploma program for students who wish to study at a
graduate level but do not want to pursue a degree. Coursework and expectations
remain the same for M.A. and diploma students, although diploma students commit
to fewer courses that are limited to their area of concentration.

The courses and course requirements for the diploma program are similar to those
taken for M.A. credit. However, for a diploma program, students will take only five
credit classes (15 credit hours) and will not complete a thesis.
Interested students may also choose to complete an optional Capstone Project at the
end of their coursework.

C. Auditing Classes

Students who wish to audit classes in the Graduate School for personal interest have
three options.

1. Premier auditors may participate in live lectures during the first run of a new
course; they also have access to recorded lectures, class materials, and a
discussion forum.

2. Discussion auditors receive full access to current courses, including the
ability to attend live discussion sessions led by a Preceptor.

3. Anytime auditors learn at their own pace with access to recorded lectures,
class materials, and a discussion forum.

SECTION 2: FACULTY BASICS

A. Types of Faculty

Signum University’s Graduate School uses a Lecturer/Preceptor system of
instruction, as well as visiting faculty on an occasional basis.

Lecturers

Lecturers determine the main content of a course. They are responsible for
designing and delivering the bulk of the lectures for the course; the exact number,
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and whether lectures are live or pre-recorded, will be determined by an individual
contract. Guest Lecturers may also be employed within a course by mutual
arrangement between the primary Lecturer and members of administration.
Lecturers will also develop sections of the syllabus, including the lecture schedule
and primary reading assignments. They are encouraged to work with the
Preceptor(s) of their course as much as possible. During live lectures, our online
platform allows Lecturers to ask the students questions and to respond to their
questions and comments in real time. This enables students to make a tangible
contribution to the classroom experience, resulting in the lively and stimulating
discussions that are so essential to scholarly growth.

Preceptors

Preceptors are instructors who work in a faculty team for a course; in the case of a
live class, this will include a Lecturer. Preceptors are responsible for designing,
assigning, and assessing student work; leading weekly or bi-weekly discussion
sessions; working one-on-one with students as needed, especially on their seminar
papers; and maintaining active faculty-student interaction. They may on occasion be
invited to give lectures in the course as well.

Visiting Faculty

Visiting Faculty are outside experts contracted by the Graduate School to perform a
specific, limited, usually one-time function. They are not considered employees of
the University, but contractors; however, all Visiting Faculty must comply with
applicable laws, policies, and guidelines that govern Signum University. Tasks of
visiting faculty may include directing or reading an M.A. thesis, giving a guest
lecture, etc.

Thesis Directors

The Thesis Director mentors and guides the student’s thesis research and writing.
The thesis is a three-semester process. Specific duties and responsibilities are
detailed in the Thesis Guidelines.

Thesis Second Readers

The Second Reader performs one thorough reading of the student’s thesis and
provides commentary in a timely manner. Specific duties and responsibilities are
detailed in the Graduate School’s Thesis Guidelines.
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B. Qualifications and Hiring Policy

Candidates for a Preceptor position will hold at least an M.A. (Ph.D. preferred), while
candidates for a Lecturer position should hold a Ph.D., equivalent professional
experience, or other terminal degree; both preceptors and lecturers will have
experience teaching students at the college level (graduate teaching preferred) and a
high level of comfort and ability working with technology or a demonstrable
willingness and aptitude to learn the technologies used for Signum University’s
digital campus (online teaching experience preferred). Passionate, knowledgeable,
compassionate, visionary scholars are the ideal candidates for precepting at Signum.
Additional specific qualifications will be publicized for each available position.
Candidates are evaluated and interviewed by members of the Graduate School’s
Administration. Successful candidates are offered a contract that defines duration of
employment, duties and expectations of both parties, pay and royalty arrangements,
and termination conditions. Visiting faculty are chosen by members of
administration based on academic credentials, scholarly reputation, teaching
experience, publication history, and so forth as relevant to the subject-matter in
question.
New Faculty hires must submit a CV and transcripts or credentials upon
employment.

C. Payment

For most course models, the payment information linked below applies. Some
hybrid course models will have their own individualized payment arrangements,
which will be clearly detailed in the faculty member’s contract. Other payment
models may be agreed upon in various circumstances according to individual
contracts.

● Please click here for current payment information.

D. Faculty Orientation and Meetings

Newly-hired faculty will be required to participate in orientation. Orientation will
usually include at least one live session with members of Administration, recorded
materials, and faculty meeting(s). Additional professional development
opportunities will occasionally be offered; both new and existing faculty are
required either to attend these events live or watch the recordings later in a timely
fashion. Lecturers and Preceptors for a live course are required to be in regular
communication both before and during the term of a course. This is especially
critical for a new live course to regularize the experience across different preceptor
sessions and to provide similar outcomes in student work for a course. All Faculty
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are mentored by the Dean of Faculty, who will communicate with them on an
individual basis whenever necessary. The Teaching Coordinator will also ensure that
new Faculty feel confident and supported during their first teaching semester.

E. Faculty Policy Drive

Faculty instructions, policies, and forms are available in Signum's Language and
Literature Drive folder.

F. Faculty Observations and Evaluations

There are several purposes for regular observation and evaluation of Preceptors.
First, observations and evaluations are standard procedures that are expected by
academic institutions. They show our seriousness  and maturity as an institution of
higher learning. Second, they are a means of ensuring that we are upholding good
teaching standards across the university. Third, they contribute to our mission to
“make education accessible, dynamic, and affordable.” Evaluations will take into
account whether each faculty member is fostering a vibrant and open academic
community, cultivating intellectual exchange between students and teachers, making
class sessions interactive and informative, and nurturing both the relational and
academic components of a true liberal arts education. Additionally, they offer
opportunities for faculty development, as peers can share pedagogical strategies and
administrators can create trainings for continuously improving online teaching.
Overall, the purpose is to build faculty community, recommend ways to better
support Signum’s Mission Statement and Core Values, note areas of accomplishment,
recommend the adoption of successful practices to other faculty members, share
stories of successes and challenges, and generally foster an amicable and productive
relationship among members of faculty and staff.

Here are the steps that will be followed in observing and evaluating Preceptors.

1. Administration observations of faculty should take place within the first
semester of hiring and biennially thereafter. Peer observations should
happen once a year at a minimum.

2. Observations will be done by the Dean of Faculty and Teaching Coordinator,
President, or another member of staff as long as that person is an active and
experienced teacher. They will not be performed by administrators without
significant teaching experience. In the case that no such administrator is
available, a veteran member of the faculty will perform the observation and
report it to the Dean of Faculty and Teaching Coordinator. Observers should
consult with one another to compare notes about any areas of concern or
worthy of specific praise and emulation.
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3. At the time of scheduling the observation, the administration will ask
whether to choose the date or have the observer drop into the class
unannounced, and also whether the observer should participate in the class
or remain silent.

4. The observed faculty member will express a choice ahead of time whether
s/he wants to meet with the observer before the observation happens to
discuss expectations and so forth.

5. During the observation, the evaluator will use the Faculty Observation and
Evaluation Forms to rate the instructor’s proficiency in various areas. S/he
should also make any notes that would be helpful or encouraging, including
areas for improvement, points for praise and emulation, and activities worth
sharing with all faculty for their consideration.

6. After the observation, the observer and instructor will meet online
synchronously to talk about the session. As is true of the entire observation
and evaluation process, the goal of this meeting is to build faculty
community: to make suggestions about how better to support Signum’s
Mission Statement and Core Values, to note areas of particular
accomplishment and pass them along as recommendations to other faculty
members, to share stories of successes and challenges, and generally to foster
an amicable and productive relationship among members of faculty and staff.
The completed evaluation form will be returned to the faculty member at this
time.

7. Items of note, whether areas for improvement or for praise, should be
incorporated into future faculty meetings, orientations, professional
development opportunities, and other communal sessions.

8. In addition to being observed by a teacher/administrator every other year,
each Preceptor should observe at least one other Preceptor once a year.
These peer observers will fill out the same Faculty Observation and
Evaluation Form and submit it to the Teaching Coordinator. All faculty will
then gather for periodic group conversation (either synchronously or
asynchronously) about the crafting of discussion sessions, professional
development, and so forth.

G. Faculty Professional Development Policy

All Signum faculty are expected to pursue appropriate forms of professional

development while employed by Signum as either full-time or part-time faculty. All

faculty are expected to participate in at least one internal professional development

activity in each semester of their employment, including:

● Attendance at each semesterly Faculty meeting or the review of any

recorded Faculty meeting the Faculty member could not attend in person
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● Participation in at least one faculty peer evaluation session each academic

year or as initiated by the Chair.

Full-time faculty members, except when exempted by consultation with the Director of

the Signum Graduate School, are generally expected to demonstrate active participation

in at least two external professional development activities each year including

(but not limited to):

● Membership in scholarly or pedagogical organizations

● Attendance or presentation at academic conferences

● Scholarly research, or the publication of research findings

● Oral delivery of a lecture or public presentation

● Presentation of or active engagement with public scholarship

● Evaluation or organization of academic or educational work, such as

chairing a conference panel, organizing a collection of essays, or serving

as a reviewer

● Pedagogical training or discussions

● Administrative or specialist training to support the faculty member’s

teaching or administrative service to the university.

Part-time faculty members are encouraged but not required to engage in external

professional development activities during and between their terms of employment.

All full-time faculty will also be required to engage in the life of the university outside the

classroom.  Signum does not have faculty committees; our faculty should develop their

own skills and interests by engaging as members of staff.  There are many examples in

our faculty already, although this is not required of them: currently faculty have also

taken on the role of Coach, Admissions Coordinator, Library Coordinator, Strategy

Council Member, and Mythgard Institute Director, in addition to roles explicitly within

academic administration such as Chair of the MA Program, Director of the Graduate

School, and Curriculum Coordinator.

Faculty members will review their professional development progress with their

designated coaches during a semesterly check-in at least once each academic year and

will acknowledge engagement with each semester’s Faculty meeting by attending live or

by annotating the meeting notes.

SECTION 3: FACULTY RESPONSIBILITIES

A. Basic Responsibilities

A Lecturer’s main responsibilities for the first run of a live class include:
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1. Writing the course description and Student Learning Objectives
2. Communicating with the Academic Coordinator about website content
3. Creating the reading schedule for the term
4. Customizing the course syllabus to reflect course-specific policies
5. Working with the other members of the faculty team and the department

administrators to set up the Google Classroom shell.
6. Preparing and delivering 24 live, 90-minute lectures per term (or another

similar schedule as determined by an individual contract)

A Lecturer’s secondary responsibilities include:

1. Liaising with the course Preceptor(s) to plan discussion prompts, assign
work, and perhaps contribute to the evaluation of assessments

2. Recording the lectures and working with the Digital Media team to ensure
quality of the recordings

3. Providing feedback and clarification for students via Google Classroom,
email, etc.

A Preceptor’s key duties include:

1. Leading online discussion sessions
2. Planning these discussions to include reviews of lecture material, prompt

questions based on reading, responses to student questions, and integration
of material from Google Classroom

3. Grading student work in a timely manner using the University-wide grading
scale and other aids such as detailed assignment sheets and perhaps a rubric;
providing feedback on individual papers (and other assignments); and
working with students on their revisions.

4. Responding to student, faculty, administration, and staff emails, messages on
the collaboration platform, and other communications in a timely manner
(48 hours is the recommended maximum turnaround time); using your
Signum staff email, not a personal one or a student one. If you have more
than one Signum email address, make sure to alert your students to use your
staff address.
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5. Adhering to the University’s term schedules; holding students accountable to
prescribed schedules and standards

6. Applying the Withdrawal and Incomplete policies as detailed below
7. Submitting final grades within one week of the final exam to the Registrar,

Teaching Coordinator, and Student Support Director. Including narratives
about failing students.

8. Grading and returning student work within a reasonable period of time,
including one writing assignment graded and returned during the
Withdrawal period.

A Preceptor’s other duties for a live course include:

1. Completing one pre-course orientation as a new hire before beginning the
first term

2. Meeting as a faculty team with the Lecturer and other Preceptor(s) of the
course at least once synchronously before the start of the course and
asynchronously throughout the course as necessary; weekly communication
(by email) is a minimum recommendation

3. Contributing to the development of the course syllabus and course schedule
in consultation with the Lecturer, following the syllabus template, and
submitting syllabi to the Teaching Coordinator for review at least one week
before the start of each term

4. Populating the course’s Google Classroom for each section
5. Attending live lectures or watching/listening to the recordings of the lectures

before discussion sessions each week
6. Composing discussion prompts, assignment prompts, exam questions, and

other assessments, perhaps in consultation with the other members of the
faculty team for the course

7. If desired, sending optional notes from discussion sessions to other members
of the course’s faculty team in order to share thoughts and ideas on
discussion topics

8. Informing students about the grading scale and the University-wide
Pass/Fail/Honors grading; publicizing this information on syllabi, the course
classroom, and elsewhere

9. Setting and holding standards for attendance and participation
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10. Introducing grading standards, assignment sheets, writing rubrics, etc. early
in the course, explaining these standards to students, and using them to
assess essays

11. Sending discussion questions to students in a timely fashion before
discussion sessions, as soon as possible after the first weekly lecture; two
days is the recommended minimum

12. Providing written assignment sheets with clear instructions and guidelines
for all assignments well before assignment deadlines

13. Giving live updates (in the course classroom and by email) whenever course
materials change (such as syllabus, schedule, readings, writing assignments,
etc.)

14. Holding “office hours” by appointment to allow further opportunities for
students to ask questions, clarify ideas, and present paper topics; these can
be by phone, video conference, or any other convenient method

15. Maintaining grading standards across multiple sections (if offered)
16. Sending out a mid-course email with encouragement to continue in the class

on an individual basis or otherwise providing sufficient reinforcement for
students to continue in the course

17. Sending individualized, personalized emails to each student periodically as
needed

18. If desired, offering optional review sessions to students as relevant
19. Handling any course-specific or content-related questions from students, in

consultation with the Teaching Coordinator as necessary to clarify policies
and procedures. Non-class-specific questions from students should be
directed to the Student Support Team.

20. Referring students to the Student Support team for academic advising,
Library/Information guidance, IT support, personal help or advice, and
emergency assistance. In the event that a student needs help with more
fundamental writing skills not directly related to the course content,
recommending that the student make an appointment with a writing tutor at
the Writer’s Forge.

21. Making students aware of conferences, journals, and other presentation and
publication opportunities in their field; encouraging students to submit work
to these venues.

22. Attending Musters (all-University meetings) or watching/listening to the
recordings afterwards.
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23. Checking email, Slack, and Google Classroom regularly and responding to all
communications in a timely manner, with a recommended maximum of a
48-hour turn-around time.

N. B. Flex courses will require the Preceptor(s) to take on most of the Lecturer’s
course-setup duties.

B. Scheduling

The Graduate School offers a rotation of courses such that most of the courses in all
concentrations will be offered at least once every three years. As far as possible,
there will be at least one course in each concentration at any time. Some will be live
and others pre-recorded (“flex”). The course schedule is set in advance, but of
necessity may change due to personnel availability, etc.

C. Technology

Technology is one of Signum University’s primary tools, but it never becomes an end
in itself. Instead, the Signum team uses technology to connect people with people,
present quality classes and materials, and make learning accessible to as many
students as possible.

Signum University currently uses three primary technology tools: Zoom, Google
Classroom, and Slack.

Zoom is the virtual classroom. Faculty members use it to present lectures, lead
discussions, and interact with students in class and through office hours.

Google Classroom plays host to the Graduate School’s course pages, forums, and
library. Faculty members use this system to present course materials, email
students, participate in forum discussions, collect assignments, and enter grades.

Slack is Signum’s collaboration platform for faculty and staff communication. Faculty
members use Slack to communicate with other Signum team members through
chats, calls, and messages; collaborate in course work groups; access important
information about Signum’s organization; and generally keep abreast of Signum
news.

For more information about how to use these tools, contact the Teaching
Coordinator or Dean of Faculty.
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D. Course Opening and Closing Procedures

Opening a Course

At the beginning of a course, preceptors provide the following information to the
Academic Coordinator for registration opening:

● Requests/ideas for course artwork
● Confirmation of official course title
● Short (1-2 paragraph) course description
● Confirmation of course format (number & length of lectures and preceptor

sessions)
● Schedule of weekly availability
● Basic weekly outline of lecture topics
● List of required texts

For the start of the semester, preceptors perform these tasks:

● Create/update full course syllabus
● Populate course shell on Google classroom

During Registration Process, preceptors:

● Work with the Course Opening Team to confirm preceptor sections
● Respond to registration and scheduling anomalies as they occur.

Closing a Course

Submission of final grades is the responsibility of course Preceptors. Final grades
must be submitted to the Teaching Coordinator and the Registrar no later than two
weeks after the last class session (whether it is a lecture, Preceptor session, or final
exam). Preceptors must also submit to the Teaching Coordinator a rating of each
student on whether they met the two primary course objectives on a scale from 0 to
2 (2 being successful completion, 1 being partial completion, 0 being failure). This is
helpful for us in achieving the assessment requirements of our accreditors.
Preceptors are also requested to submit a descriptive narrative along with any
failing grades.

For each course, the Course Implementation Team creates an end-of-course survey
for all enrolled students. Surveys will open in the course classroom in week 10 and
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remain open until two weeks after the end of the course. After survey responses are
gathered and analyzed by the Academic Coordinator, Dean and Chair, faculty
members will have access to survey data relevant to their roles in the course.

E. Syllabus Template

Faculty members will construct their syllabi based on the required syllabus
template. They must be careful to note which portions to modify and which portions
contain University-wide or Graduate School policies that must remain intact.

F. Attendance Policy

Students taking a Literature class for credit in the Graduate School must meet the
following attendance requirements:

1. Students must make at least two active log-ins on Google Classroom each
week.

a. An active log-in is defined as one in which the student presents a
substantial discussion board post or a substantial response to another
post, turns in an assignment, or takes an exam.

b. A substantial post or response may be defined by quality, content,
and/or number of words according to the instructor’s specifications.

2. Students must attend all lectures either by synchronous participation at
scheduled times or by watching or listening to archived lectures.  Signum
University values and practices both synchronous and asynchronous learning
environments by creating learning communities and encouraging personal
connections through digital media. Our goal is that faculty create an
atmosphere and framework for successful active learning. As such, lectures
and preceptor sessions are supplemented by Google Classroom and Google
Groups Discussion board which include class materials, supplementary
resources, and online discussions. Faculty should look for a pattern of
engagement by students in various aspects of the class experience.
Instructors may require specific Google Classroom engagement in the
syllabus.

3. Students must attend weekly or bi-weekly discussion sessions with no more
than two (2) absences per term. Any additional, unavoidable absences must
be discussed with the Preceptor ahead of time, at which point the Preceptor
may, at his or her discretion, accept the submission of work. Students who
miss three (3) or more discussion sessions will be academically withdrawn
from the course unless other arrangements have been made.
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4. Participation in the course Classroom and in discussion sessions must give
evidence of the student having watched or listened to the lectures and read
the assigned texts critically and thoroughly.

5. At least once in every course, the preceptor of the course has students in the
live class turn on their cameras and confirms their identities by comparison
with their archived and certified picture originally sent in during the
Admissions process.

6. Faculty Members may reserve the right to modify these guidelines to suit the
needs of their courses.

Students taking a Language class for credit must meet the following attendance
requirements:

1. Students must make at least one active log-in on Google Classroom each
week.

a. An active log-in is defined as one in which the student presents a
substantial discussion board post or a substantial response to another
post, turns in an assignment, or takes an exam.

b. A substantial post or response may be defined by quality, content,
and/or number of words according to the instructor's specifications

2. Students must attend all lectures either by synchronous participation at
scheduled times or by watching or listening to archived lectures

3. Students must attend weekly or bi-weekly discussion sessions with no more
than two (2) absences per term.

4. Students are expected to check the course page and their Signum email in the
day before each Preceptor session, allowing ample time to incorporate any
changes or corrections to upcoming assignments, to the schedule, or to the
syllabus.

G. Withdrawal and Incomplete Policy

Withdrawals

A student may choose to withdraw from the course or switch to auditing status
according to the following schedule; however, certain financial and academic
consequences will apply as outlined below.

For-credit students who drop a course during the first 3 weeks of a 12-week class
will receive no grade for the course on their transcripts. If the withdrawal occurs in
week 3–9 and the student is in good academic standing in the course at that time, a
grade of W will be recorded. If the student is not in good academic standing at that
time (as determined by the Preceptor), a grade of F will be recorded. After week 9,
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an automatic F will be recorded, except in unusual circumstances and with the
special permission of the Preceptor, and the Teaching Coordinator.

After week 9 of the course, a student may not withdraw or change registration
status without written permission of the Preceptor and the Teaching Coordinator.
Students are not required to submit any documentation in order to obtain a
voluntary withdrawal until after week 9; documentation may be required for a
withdrawal after week 9 of the course and will only be granted in extreme
circumstances.

Refunds

● In the first 3 weeks of the semester, students may withdraw or change
registration status for a complete refund or tuition adjustment.

● In weeks 4 through 6, students will receive a half refund/tuition adjustment.
● After week 6, no refund or tuition adjustment will be offered.
● After week 9, a student may not withdraw or change registration status

without written permission of the Preceptor and either the Teaching
Coordinator or Dean of Faculty. Documentation may be required for a
withdrawal after week 9 of the course and will only be granted in extreme
circumstances.

Incompletes

An Incomplete grade is not automatically granted to students seeking to extend
deadlines for course assignments. It is only to be granted in the case of
extraordinary extenuating circumstances. Students may apply for an Incomplete
grade if they 1) desire to complete the course for credit but 2) are unable to finish
the work in the final weeks due to extreme circumstances and 3) have been able to
complete the course’s attendance and participation requirements. If they have been
unable to keep up with attendance and participation requirements, they should
withdraw rather than seeking an Incomplete.

To apply for an Incomplete grade, the student must submit a written request to the
Preceptor for the enrolled course. Approval is granted at the discretion of the
Preceptor, who will consult with the Teaching Coordinator. If the Incomplete is
approved, the Preceptor will be responsible for setting all requirements for the
student, submitting the Incomplete grade to the Registrar, and communicating the
situation with Student Support. The Incomplete must be submitted within 14 days
of the final exam (along with all final grades for the course). After approval, the
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student will have until 4 weeks into the following term to submit all remaining
coursework to the Preceptor in order to receive credit for the course.

H. Examinations

Exams vary according to instructor and class. Some instructors give periodic exams
throughout the course. Others require a midterm and a final, while still others give
only a final. Instructors may choose whether finals are cumulative or not. Exams
may be written or oral. Written exams may be one large essay, several small essays,
or a mixture of essay and objective questions. Oral exams may be pre-prepared
and/or question-and-answer sessions with members of the faculty team. Instructors
must also give at least one oral assignment or exam during the term.

I. Grading Scale

Final course grades are given in terms of honors, passing, or failing:

Honors

A grade of “honors” (H) indicates that the student has demonstrated proficiency in
all or nearly all areas covered by the course, surpassing the basic competency
expected of passing students. A student who achieves a grade of honors will have
mastered the topics and skills covered in the readings, lectures, and assigned work,
demonstrating facility with these during class discussions and in all or most written
and oral assessments. The majority of the student’s submitted coursework will be
exemplary at the graduate level; some may merit further development for external
audiences.

Pass

A grade of “pass” (P) indicates that the student has demonstrated sufficient
competence in most areas covered by the course. Taken together, the student’s
written work or translations will indicate comprehension of the set readings and
other relevant material, including lectures and topics covered in class discussions.
The student’s work will demonstrate knowledge of core course material and evince
an ability to apply that knowledge to relevant texts and topics both generally and
specifically at the graduate level.
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Fail

A grade of “fail” (F) indicates that the student’s work in the course does not
demonstrate sufficient completion, understanding, or application of the course
material to allow the student to progress. Individual graded work may not be of
sufficient quality for the graduate level; the student may not have gained skills that
will allow him or her to complete work in later courses within a relevant sequence;
or one or more required components of the course may be incomplete.

Please consult the Curriculum Development Manual for recommended guidelines on
individual assignments.

Students may receive letter or percentage grades on individual assignments, at the
Preceptor’s discretion, but final course grades will be H/P/F.

J. Writing Rubrics

The use of rubrics for grading writing assignments is recommended but not
required. Sample rubrics, which you can adapt freely, are available in the Signum
Staff and Faculty Policy Drive.

K. Curriculum Development Manual

The Graduate Program Curriculum Development Manual can be found here.

L. Thesis Guidelines and Procedures

Guidelines for the thesis process can be found on the website. Any questions about
the thesis process should be directed to the Thesis Coordinator.

M. Identity Verification Policy for Students

In order to ensure the credibility of qualifications awarded by Signum and so protect
the hard work undertaken by our students in achieving an MA degree, we recognize
it is necessary to implement security measures to protect against fraud and confirm
that those who register for Signum classes are those attending and completing
course work. At the same time though these procedures should be minimally
intrusive and burdensome for both staff and students.

Admission Requirements
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Each candidate seeking admission to Signum will be required to provide, as part of
the admissions process:

1) A scanned copy of a government-issued photo ID, such as a state driver’s license
or ID, a federal greencard, or a passport.

2) A scanned photo of themselves, recently taken, which clearly and indisputably
matches the person depicted on the photo ID

Where there are good and legitimate reasons why a name or other distinguishing
characteristic does not match the supplied documentation, a waiver may be sought
provided that additional evidence can be supplied showing why there is a
discrepancy. Legitimate reasons for example would be marriage after documents
were issued.

The Admissions Coordinator will formally certify that they believe the submitted ID
to be genuine and that the name and details of the person accord with other
supplied information, such as transcripts of previous educational attainments

Informal Verification

Staff interacting with students, including within teaching sessions, are required to be
alert to the possibility of fraud, and if they have any doubts about the authenticity of
supplied work or the person participating in classroom sessions they should raise
this with the Chief Academic Officer.

Formal Verification

Once each semester, in a randomly chosen week, to prevent the possibility of
preparation, each Preceptor will require each of the students present in their
session to turn on their webcam, so that they can confirm that the person logged in
and participating is the same person depicted in the photo supplied to the
Admissions Coordinator.

Where a student is absent for the verification session, they will be contacted and
required to make arrangements for them to submit to a similar verification by
webcam.

M. Academic Honesty

In accordance with educational, legal, and moral standards throughout the academic
community, Signum University expects and requires that all work submitted by
students will be the product of their own personal effort. This means that students
will never engage in plagiarism, cheating, collusion, or other forms of dishonest
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academic practice. Instead, students will produce their own assignments using
correct, thorough citation in an accepted style. They will indicate and integrate
quotes into their work properly and include full bibliographic information.

Students will not deliberately attempt to gain advantage by presenting someone
else’s work as if it were their own or duplicating another person’s work without
acknowledgment of the original source. They will behave with integrity and be
diligent students, avoiding those poor habits that could result in unintentional
breaches of academic trust. They will maintain open communication with their
faculty members in order to receive guidance on any matters relating to the use of
source material.

The consequences of any form of cheating or plagiarism are severe because the
offense is serious. All instances of academic dishonesty will be reported to the
Teaching Coordinator and a record will be maintained. Depending upon the severity
of the incident and the nature of the assignment, the consequences may include a
warning and a chance to resubmit the assignment, a reduced assignment grade,
failure of the assignment, failure of the course, probation, suspension, or expulsion
from the institution.

N. Academic Freedom and Intellectual Property

According to the 1940 Statement on Principles of Academic Freedom and Tenure,
universities are founded for the common good, which “depends upon the free search
for truth and its free exposition.” Signum University is dedicated to promoting such a
search and to upholding the academic freedom of its faculty and students.

Therefore, faculty members are entitled to full academic freedom in keeping with
Signum’s Code of Conduct with regard to research and publication as well as to
discussion of their subject in the classroom.

Further, Signum University, while retaining rights to recorded lectures, strictly
respects the intellectual property of its faculty and students. Specific details about
usage, royalties, etc. will be detailed in an individual contract.

O. Student Support

Signum University has a Student Support Division available to assist enrolled
students as they pursue educational growth within the institution. The Division is
available to answer basic questions, offer preliminary academic advice, organize
degree plans, guide students to resources, provide academic support, serve as a
liaison between student and staff, handle complaints, and offer emergency
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assistance. The Student Support Team can be contacted via info@signumu.org.

P. Writer’s Forge

Signum University offers a writing tutorial program to help individuals who want to
improve their academic writing skills. This program is open to all members of the
Signum community, including current M.A. or certificate students, auditors, and
participants in any public programs like Signum Symposia or the Mythgard
Academy. In all courses, Preceptors are available to provide feedback on individual
papers (and other assignments) and work with students on their revisions.
However, in the event that a student needs help with more fundamental writing
skills not directly related to the course content, the Preceptor for the class may
recommend that the student make an appointment with a tutor.

Assistance offered through the writing tutorial program includes (but is not
necessarily limited to):

1. Strengthening sentence structure, stylistics, and standard writing
conventions

2. Clarifying logic and argumentation
3. Addressing pervasive, recurrent issues with syntax, diction, organization,

specificity, and quote integration
4. Reviewing sources and citations in academic writing

Signum’s Student Support Division will work with interested writers to set up a
one-on-one video chat and to share their work with their tutor through Google Docs.
Both writer and tutor will thus be able to see the document and read it over together
as they talk through the writing process, and the writer will be able to mark it up,
ask questions, and make suggested revisions alongside the tutor. The fee for
Signum’s writing tutorial program is $30 per half hour. Students may make an
appointment with a tutor at the Writer’s Forge.

Q. Library

Signum University offers its faculty and students a convenient Online Library that
features a subscription to the Project Muse Humanities Collection,  JSTOR's
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Literature and Language collection, as well as a set of useful research guides and the
Signum Digital Collection.

The Project Muse Humanities Collection contains over two hundred high quality,
peer reviewed journals to support research in the humanities. Journal highlights
include Tolkien Studies, Chaucer Review, Arthuriana, and Shakespeare Quarterly.
Project Muse and other library subscriptions are accessible through Signum’s Open
Access & Library Resources page for faculty and students to access using their
Signum University credentials.

Signum University’s library also provides a set of research guides to direct faculty
and students to trustworthy online sources on topics such as Tolkien and the
Inklings, history and literature, and language and philology. These research guides
are accessible to faculty, students, and the general public.

Finally, the library provides the Signum Digital Collection, which features the
student thesis archive and Mythmoot proceedings.
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IMPORTANT CONTACTS

Type of Enquiry Direct to Email

Enquiries about student
transcripts

Tripp
Reynolds

tripp.reynolds@signumu.org

Any student question or general
enquiry about the university

Sharon Hoff info@signumu.org

Questions about finance
including reimbursement of
expenses

Tina Harden tina.harden@signumu.org

Issues about accreditation
including guidance on what can
be said publicly

Faith Acker faith.acker@signumu.org

Questions about the
Work-Study Program or
employment at Signum

Employment employment@signumu.org

Requests for publicity about
events or activities

Kira Tregonig kira.tregonig@signumu.org

Technical support for Slack
including adding new group
members

Mark Lachniet mark.lachniet@signumu.org

General technical questions Digital
Campus

digital-campus-team@signumu.o
rg
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SIGNUM GLOSSARY

Organizational:

Coach - Each employee of Signum University has a Coach, who is responsible for
accountability for Signum’s employees.

Division - Organizational unit consisting of multiple working groups who share a
common theme/function.

Faculty - The academic staff of the institution. Signum University does not draw a
hard line between its academic and administrative staff, a practice which might be
unfamiliar to those inside universities.  The two groups have differing roles, but
equal standing within our organization, though many of our teaching faculty also
serve in staff roles.

Dean - We use this term to differentiate those who would conventionally be classed
as managers or task coordinators. Deans have responsibility over a Division or
working group, and also provide leadership and coordination for a group or project.

Mentor - Each student in the Master’s program has a Mentor, who guides the
student into professionalization (e.g. guidance on identifying scholarly sources,
building a CV, presenting at conferences, etc.).

Advisor - Each student in the Master’s program has an Advisor, who guides the
student through the program (e.g. guidance on curriculum requirements, course
registration, academic progress, etc.).

Provost - Stewardship Division Lead. A title which may be unfamiliar to those
outside universities.

Tactical Staff - The technical and administrative staff of the University. Sometimes
known as “non-teaching” staff in other countries.  Signum University does not draw
a hard line between its academic and administrative staff, a practice which might be
unfamiliar to those inside universities.  The two groups have differing roles, but
equal standing.

Working Group - These are the basic structural units of Signum. In most other
institutions they would be called areas or departments based on size.

Work-Study - Special program launched by Signum to promote affordable
education, and also to increase staff numbers based on students’ areas of strength
and skills.
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Courses:

Anytime Audit - Class lecture recordings, materials, and discussion boards made
available on a completely asynchronous basis.

Asynchronous - Not limited to happening at the same time.

Discussion Audit - Access to all class components including live Discussion
sections. As close to regular student registration as possible, but without any
expectations of written work or graded assignments. Participation in live preceptor
sessions is voluntary but generally assumed and encouraged.

Discussion Section - The core live interaction component of Signum’s graduate
classes.  Led by a preceptor and containing no more than twelve students.

Flex Course -  Flex courses are re-offerings of courses that ran in previous
semesters. Since the lectures were recorded, students have more freedom in when
exactly they will watch. Students still attend weekly or bi-weekly live preceptor
sessions with their preceptor and fellow classmates.

Lecturer - The instructor responsible for developing a course and delivering
biweekly lectures to all students. Lectures are usually delivered live, but
infrequently, lectures in a live course may be recorded in the event of technical
failure or scheduling conflicts. In the case of a flex course, lectures are recordings
from a previous offering of that class. Thus, for a flex course, the lecturer no longer
needs to be actively involved. The lecturer may also occasionally be a preceptor.

Live Course -  A course where the lecture component is delivered live and students
have the opportunity to ask questions and interact with the lecturer.

Preceptor - The instructor responsible for interacting directly with students —
leading discussions, curating assignments, grading work, and responding to student
questions. Preceptors for a certain class may change from semester to semester, as
availability shifts, whereas the lecturer will remain the same. The preceptor may
also occasionally deliver lectures as a guest lecturer if it is not his or her course in
the first place. There is usually more than one Preceptor per class, as Discussion
Sections are kept to a limited size.

Premier Audit - Access (excluding Discussion Section access) to a class in its first
run.
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Synchronous - Happening at the same time; something people are required to
attend at a specific time and place (including digital places).

Thesis Director - An individual who works one-on-one with a student during the
preparation of their Master’s Thesis.

Thesis Second Reader - An individual who does a one-time reading and critique of
a student’s Thesis.

Signum Likes Fancy Names:

Eglerio - A term of praise (literally “praise!” or “glorify” in Sindarin), used in the
Musters to draw attention to and celebrate anyone whose efforts are particularly
noteworthy.

Faculty Chat - Available through Signum Symposia, these informal discussions build
on the for-credit courses that our faculty teach and provide additional introductions
and analysis to content in related areas of study.

Heralding - The process of collecting and disseminating information to all staff
about what the various Deaneries of the University are up to.  A way of maintaining
connectedness even at a distance.

Muster - Term for Signum’s weekly online staff meeting.  It’s a way to help keep us
all on the same page as far as what’s going on at Signum and what our short- and
long-term goals are. All previous Musters can be found here.

Mythgard Academy - A weekly live discussion hosted by Signum President Corey
Olsen. Mythgard Academy supporters choose books to read and discuss in detail
over several months.

Mythgard Institute - The branch of Signum University that offers free content such
as discussion courses on books and movies, and guest lectures by prominent sci-fi
and fantasy scholars. The Institute also organizes multiple yearly events in different
locations to bring the community together in the real world.  

Mythmoot - Our annual multi-day conference which brings Mythgard and Signum
community members from around the world into one place for paper presentations,
VIP keynote speakers, trivia contests, and of course the yearly Masquerade.
Mythmoot seeks to blend the best of academic conferences and fan conventions in
one glorious event. (Moot = a meeting or gathering.  Also seen in names of regional
conferences such as Midmoot, Texmoot, etc).
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Signum Symposia - Conversations with students, faculty, and special guests on
topics of general interest.

Thesis Theater - Available through Signum Symposia, a forum in which students
nearing the end of their graduate course of study can present their thesis to the
Signum community in an informal setting.

Writers' Forge -  Signum’s writing center, offering fee-based tutoring sessions for
students and anyone else wishing to sharpen their writing skills.

Technobabble:

Slack - An online task management and coworker interaction software.  Used for
communication and coordination.

Discussion forum - An online “space” facilitating discussion in a chat format.

Google Classroom - A feature of Google services that connects instructors and
students and provides a “home” for course materials and schedules.

Zoom - Online platform for hosting and recording live discussions. Zoom enables
participants to register ahead of time, then log into a virtual classroom on the agreed
date. The instructor broadcasts through a video feed, and students can ask questions
and interact with the teacher in real time.

LOTRO - The Lord of the Rings Online: a massive multiplayer online role-playing
game based on Tolkien’s Middle-earth world in the Third Age. LOTRO has been
called by some the best media adaptation of Tolkien’s work to date. Within LOTRO,
players can complete quests, explore the world, and even attend Exploring Lord of
the Rings lectures by The Tolkien Professor!  

Goldberry - Signum University’s custom online database/recordkeeping/course
registration platform.

Webinar - Web+seminar = a live, online meeting in which attendees can watch a
video feed from the presenter, submit typed questions, and even at times offer
comments themselves using computer microphones. It’s a digital classroom!

Revised 7/31/22


