MES Yearly Timeline

All Year
Weekly blog posts by AD or Comm Asst

August
· Any sudden changes in college or program?

· Send orientation invitation letter in Early august.
· Schedule letter gCORE readings?

· Update student documents

· MES Student Policy Handbook

· MES Thesis Handbook

· Letter from Director

· Advising handouts

· All faculty retreat

· Staff retreat

· Prep for gCORE
· Update website

· Finalize curriculum for upcoming academic year
· Update admitted students for this fall

· Determine admissions goals for next fall

· Summer graduates

· Mail out thank you packets to recommendation letter writers

· Mail out poster packets to undergraduate depts at various colleges (green schools, liberal arts, NW schools)

· Faculty reminders for class info

· Need info for MES website

· Need info for TESC website by class schedule

· 3rd round of financial aid

September

· Send final registration reminder email to all students

· Finalize fall travel schedule

· Fall newsletter out on 9/15

· Orientation (same Saturday as undergrads)

· Check on provisional and conditional admits
· Faculty Recruiting (retreat)

· Set up faculty meetings

· Schedule times/space

· Create agendas

· Weeks 2, 5, 8

· Hire Writing Assistant (through writing center)
· Find student editor for newsletter

· Create folders for assistant office & lounge

· Prep student lounge
· MESA recruitment

· gCORE
· Help w/Rachel Carson forum

· Start working on Cargill app w/other grad programs

October
· Letter from Director to put on MES Update (one page printout) – early January

· Meet with new students in gCORE to go over first year plan (Evergreen 101 or creating educational plan)
· Faculty meeting (week 2)
· Next year planning
· Deadlines
· Reg & Records
· Curriculum Online
· Student financial support for research/conferences
· Program/faculty in-house review
· Recruitment plan
· Send email to mes-all, alumni, ES, SI, SJ, recruit contacts and inquiry list letting people know that applications are available
· Travel
· Info sessions at state agencies
· ES class info sessions
· Outreach funding
· Winter room scheduling
November

· Faculty meeting (week 5)

· Summer programs

· Solicit student ideas

· Meet with first year students about funding themselves for next year
· Prepare newsletter for 12/1

· book orders for Winter quarter

· Advertise Winter quarter electives
· Recruitment

· Identify student pools

· Send emma email to all inquiries about GRE

· Mixer for readers

· Case study students

· Work on summer courses

· Review acceptance letter copy (remember to include info about finaid)

· Send reminder email for registering for winter classes

December

· Quarterly email from Director to Evergreen and contacts with blog updates
· Fall thesis presentations

· Faculty meeting (week 8)

· Do evals/conferences

· Summer classes

· Readers for students

· MESA social event

· Recruitment

· Emma email reminding students about FAFSA Jan 1

· Summer classes

· Student meeting

· Thesis

· Internships

· Research

· evals

· How to write evals

· Self/faculty

· Work w/adjuncts

· Meet w/case study class to prep for thesis program

· Schedule winter quarter faculty meetings

January
· Letter from Director to put on MES Update (one page printout) – early January

· Graduation 

· Book room for hooding ceremony in June through Michele Elhardt

· Recruitment

· Emma email to all contacts and inquiries – remind about FAFSA and Feb 15 deadline

· Faculty meeting (week 2)

· CEDD Winter Meeting

· Summer courses

· Solidify faculty assignments for next year

· Staff meeting

· Advisory board

· Workshop for first years: applying for financial aid

· MES Financial Aid prep

· Start work on Rachel Carson Forum (w/MESA)

February
· Cargill app due

· Work on MES financial aid application and advertise 

· Resume/cover letter workshop

· How to find a job/internship workshop

· Campus hiring

· Recruitment & Admissions

· Dealing w/regular, provisional & conditional

· Deadlines

· Last chance email for Feb 15, FAFSA

· Email prospectives letting them know if admissions is still open after Feb 15

· Update website

· Faculty meeting (week 5)
· First round admissions meeting

· Graduation planning

· Work on March newsletter

March
· Send registration reminder email

· Recruitment

· Send emma email about FAFSA (Mar 1)

· March newsletter out 3/1

· End of quarter

· Faculty meeting (week 8)

· AAG meeting

· Next year programs/faculty

· Student info

· Budgets for next fiscal year – work w/Walter
· Winter thesis presentations
April
· Letter from Director to put on MES Update (one page printout) – early January

· Workshop: how to do a contract (first years)

· Financial aid apps due

· Cargill starts

· Email accepted students who haven’t paid tuition deposit

· In thesis class show how to format a thesis for final publication

· MES wiki page in computer center

· Staffing & faculty for next fall

· Summer institutes?

· To attract new faculty campuswide

· Recruitment

· Send emma email to contacts, alumni, inquiries

· Graduation

· Student speaker at main ceremony?

· MES hooding ceremony

· Keynote speaker?

· Student speakers

· Faculty meeting (week 2)
· Send email about summer financial aid

· Put up summer curriculum

· Rachel Carson Forum

· MESA in charge

May
· Graduation planning

· Make sure that prez & provost can go to all hooding ceremonies

· Put up next academic year curriculum

· Send course registration reminder email about summer and fall

· Financial aid awarded in early May

· First round admits must make decision by late May

· Thesis projects/presentations
· Student advising for next year

· Summer internships

· Work on June newsletter

· End of year report—draft for fall deadline

· Meet with other grad directors

· Recruitment:

· Emma email

· Website

· Update next Fall’s admission info

June
· Workshop – thesis brainstorm (first years)

· Second round of financial aid (if necessary)

· Newsletter out June 1

· Thesis presentations

· Graduation

· Thesis documents to library

· Advising

· Summer admin calendar

· Set MES staff schedule for summer (must be scheduled at all times)

· Two weeks after telling current students, email incoming students with directions on how to register online

· Recruitment

· Emma email to inquiries/contacts if necessary – with due date

July

· Prep for faculty retreat

· CEDD Summer meeting

· Summer Institute work

· Advisory committee?

· Recruitment

· Fall class planning

· Campus administration changes

· Funding

· Classroom space scheduling for fall core and electives

· Begin planning fall travel schedule

General
· Remember to email R&R with any student status changes so she can put it in file

