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I. Introduction

The intent of this faculty handbook is to summarize important MPA program policies and procedures that are not found in the MPA Student Handbook and are not explicit in The Evergreen State College Faculty Handbook. 

II. Structure and Leadership

The MPA program operates as a team.  The faculty and staff team is responsible for program related decisions such as long-term strategy, major projects to pursue, workload decisions, the nature of the MPA curriculum, etc.  Decisions will be made on the basis of consensus.  The team meets as needed during the academic year, minimally three times a quarter. 

The program has three administrative positions. 

The MPA Director is the “first among equals” of the faculty team and it responsible for overall coordination of the MPA program.  The Director is appointed by and reports to the TESC Provost and has a maximum teaching load during the academic year of 12 credits.  Responsibilities of the Director include, but are not limited to:

· Directing administration of the program

· Scheduling

· Supervision of the Associate Directors and student employees

· Facilitating MPA faculty meetings

· Supervising recruiting and marketing of the program

· Coordinating activities with other TESC administrative offices, the MES and MIT programs and graduate studies staff

· Working with the faculty team to monitor and improve its performance 

· Managing the program budgets

· Coordinating program projects and working with the Associate Directors to provide support when necessary

· Coordinating the meetings of the Advisory Board

· Approving graduation requests

· Representing the program to the public and important constituencies

· Recommending hiring and reviewing teaching of adjuncts teaching MPA electives

The MPA Associate Director is an exempt staff position.  The Associate Director provides administrative support to the program and faculty.  S/he reports to the Director.  They jointly develop a yearly workplan for the Associate Director.  The Director will complete a yearly performance review for the Associate Director, but will provide verbal performance feedback at least quarterly or when requested.  (TESC policy for evaluation of exempt employees is available at http://www.evergreen.edu/policies/g-exeval.htm.)

The Associate Director is primarily responsible for:

· Developing and implementing the program marketing and recruiting plans for the general program.
· Advising current and potential students on internships and on the program in general.
· Managing communications (newsletters, listserves, website, etc.).
· Working with the Director to ensure the smooth day-to-day operation of the program.

· Planning and implementing MPA events.
The MPA Tribal Associate Director is an exempt staff position. The Associate Director provides administrative support to the program and faculty.  S/he reports to the Director.  They jointly develop a yearly workplan for the Associate Director.  The Director will complete a yearly performance review for the Associate Director, but will provide verbal performance feedback at least quarterly or when requested.  (TESC policy for evaluation of exempt employees is available at http://www.evergreen.edu/policies/g-exeval.htm.)

The Tribal Associate Director is primarily responsible for:

· Developing and implementing the program marketing and recruiting plans for the tribal concentration.

· Advising current and potential students on internships and on the program in general.

· Managing communications (newsletters, listserves, website, etc.).

· Working with the other Associate Director and Director to provide administrative support to the overall program.
· Provide support to other tribal programs on campus as time permits.   

MPA Faculty.  Regular, term and visiting faculty associated with the MPA program are full members of the program’s work team.  They are expected to attend and participate in program meetings, assist with program related projects, and work closely with other faculty, the Director and Associate Directors to advance the interests of the program.  

MPA faculty will generally be expected to maintain a teaching load of 24 credits during the academic year, meet the requirements of their teaching contracts and the Faculty Handbook (with regard to completion of evaluations and other requirements) and engage in college related governance as required under the TESC Faculty Handbook.  In addition, MPA faculty members are expected to:
· Sponsor Internship Learning Contracts, Independent Learning Contracts and theses for MPA students (sponsorship for undergraduates is at faculty discretion; grad students served first).
· Advise students.
· MPA Faculty governance (one major work assignment); attend and participate in MPA faculty/staff meetings and events (orientation, graduation, special events, etc.).
· Represent the program in public service obligations.  As part of the duties of teaching in MPA, faculty are expected to participate in public service and scholarly activities including: pro-bono community service and training activities (paid consulting work does not apply), grant activity, guest lectures, attending and/or organizing academic conferences and symposia, writing for publication, acting as a peer-reviewer for journals and publishers, holding appointments as a governing board member for academic or community organizations and services; service to professional and academic organizations in other ways.  A good measure for full-time faculty is the equivalent of one working day a week should be spent in public service activities.  Public service plans are due in early fall quarter and an assessment report is due at the end of the academic year (to be included in our annual report).
The program hires adjunct faculty each year to teach MPA electives.  Adjunct faculty are formally hired by the Evening/Weekend studies office, but selected by the MPA Director and faculty team.  The Director is responsible for reviewing their teaching each year and providing them with a written assessment; adjunct faculty are expected to maintain a portfolio and arrange with the Director for a teaching observation and evaluation. 

Adjunct faculty have access to campus resources.   Registration & Records provides Evergreen I.D.; with that I.D. adjuncts can check out items from the library, as well as media loan.  There are no expiration dates on the I.D.  
For an Evergreen e-mail account, contact Technical Support Services, http://www.evergreen.edu/support/accounts/home.htm 
email: support@evergreen.edu
phone: (360-867) x6627 
Hours of Operation:
Monday-Friday: 8:00am to 12:00pm and 1:00pm to 5:00pm

For access to class information on Banner, faculty can go to the Gateway page and follow the instructions there: http://www.evergreen.edu/gateway/home.shtm.  To get sign in privileges to Gateway, contact the Registrar (Andrea Coker-Anderson; cokera@evergreen.edu). 
There is quite a bit of information on teaching, finding your way around Evergreen, etc. in the Teaching Practices Manual: http://www.evergreen.edu/deans/docs/finalteachprac.pdf, the Evergreen Faculty Handbook,

http://www.evergreen.edu/policies/t-faculty.htm 

and the Evening and Weekend Studies Faculty Guide:

http://www.evergreen.edu/deans/docs/EWS%20Faculty%20Guide%2005-06%20for%20PDF.pdf.  Additional resources can be found at:  http://www.evergreen.edu/deans/teachandlearn.htm 
MPA Research Assistant(s).  As the program has grown it has become increasingly important to hire a capable student assistant(s).  Each year in late summer Academic Budgeting (meaning Lorri Moore) asks if we want to hire the same position and posts the ad on the TESC student employment website; we also post it to the MPA listserv.  This is an institutional position paid for from the MPA Support budget.  (We could also hire a work study student if funds are available) We hire as soon as possible after the start of the school year.  Since AC 2002-03 we have hired an RA for one year, paid $12 per hour.  Research assistants work up to 19 hours per week.  Duties include administering, analyzing and managing the program assessment process and most student-related primary data collection efforts, assisting with organizing program events, assisting the Director with research projects, and assisting with clerical tasks.  When an RA is chosen, go to this page to get the necessary forms for them to fill out: http://www.evergreen.edu/studentemployment/forms.htm.
The Student Employment Supervisor’s Handbook (which is worth a quick read before hiring a student) is available here:

http://www.evergreen.edu/studentemployment/docs/superhandbook3links.pdf.

III. MPA Advisory Board

The MPA program has an Advisory Board consisting of distinguished representatives of state, local, federal and tribal governments, the nonprofit sector, and alumni.  The membership of the board ranges from between 10-15 members.  The Board meets 2-3 times per academic year and provides advice and counsel on the strategic direction of the program and assists with fund raising and other program related matters.

IV. MPA Curriculum

The MPA Curriculum is described in the MPA catalog and on the program website.  Our goal is to have two years of curriculum developed by late fall or early winter quarter of each year, to enable students to plan their progress through the program and facilitate implementation of the curriculum with other TESC administrative offices. 

V. Admissions

A.  Process and Admissions Requirements

Each year the program admits approximately 45 students in the general, non-tribal cohort, including full time (8 credits per quarter) and part-time students (4 credits per quarter).  Tribal cohort students are admitted every other year (the next cohort will be admitted in 2008); we admit a maximum of 30 students to each Tribal cohort.  Students are accepted to begin the program in fall quarter of each year. Applications materials must be sent directly to the graduate studies contact in the Office of Admissions.  They must be accompanied by the appropriate applications fees. 

Once submitted, materials will generally not be returned to students. (The Director may choose, at the request of an applicant, to return letters of recommendations done for them, on a case-by-case basis. This may be done only if the letters clearly note that they may be released to the applicant).   Applicants should be warned to make a complete copy of their application before submission to TESC.

Consistent with Office of Admissions policy, we will accept applications beginning on October 1st of each year.   Applications may not be formally reviewed until considered complete by the Office of Admissions.  Applications must be received by February15th for review by the MPA Admissions Committee.  Applications received after that date will be considered on a space available basis.  Students are notified by mail of the admission decision.  For exceptional reasons, students may request an early review; this should be included in a letter that accompanies the application.  

All of the program admission requirements apply to applicants to the tribal cohort. However, applicants to this cohort will be reviewed by a tribal admissions committee on a rolling admissions basis. Review of completed files will begin fall quarter as soon as sufficient applications have been received. 

      B.  Required elements of an MPA Application (see Appendix A).

      C.  Admissions Requirements

The admission requirements for admission to the program are: 

1. A bachelor's degree from an accredited institution of higher education. 

Note: A student may be admitted provisionally pending completion of the bachelor's degree.  The applicant must submit an official transcript showing the conferring of the bachelor’s degree before obtaining regular admission status needed to enroll in the core programs.

2. A minimum grade point average of 3.0 for the last 90 quarter-hours (or equivalent) of work toward a Bachelor of Arts or Bachelor of Science degree. 

Note: The College is able to make a few exceptions to this rule (see below).  Prospective students who do not meet this requirement, but who are otherwise well qualified, are encouraged to apply to the program for consideration as early as possible. 

3. Evidence of writing, analytical and general communication skills of high quality and at a level appropriate for graduate study.   

4. Completed the MPA program prerequisites within the past 5-years: 

· Statistics (4 quarter credits) 

· Micro and macro-economics (8 quarter credits)

· A student may be conditionally admitted pending completion of the prerequisites before beginning the second year of the MPA core program.

· Pre-requisites offered at TESC: Evergreen offers Statistics for Public Administrators that satisfies the statistics requirement and Economics for the Public Sector. This course covers both micro and macro economics as related to the public sector and therefore will satisfy the entire economics requirement, although students receive only 4 quarter credits from the course.

If an applicant considers work experience to be equivalent to the statistic and/or economic requirement, he/she should note that in the application and include documentation, such as a job description or letter from supervisor detailing the work.
As is noted above, consistent with Higher Education Coordinating Board policy, we may accept some applicants each year whose undergraduate grade point is less than 3.0.   This is documented in a memorandum from the HECB dated September 8, 1998 that states:


Beginning with the 1999 fall term, students seeking regular admission to


graduate programs or to their first professional degree programs would


be required to have a minimum grade point average of 3.0 in the last 90 


graded quarter hours or the last 60 semester hours.  Graduates of the


Evergreen State College or other institutions not using a grading system


would be exempt from the GPA minimum requirement but would 


have to submit equivalent measures of performance. 

Applicants with earned graduate or professional level degrees from appropriately accredited institutions are judged, by their academic accomplishments, to show evidence of student preparedness generally equivalent to these minimum admissions requirements.  


Alternative Standards for Admission to Graduate and Professional Schools

Under this proposal, an institution could still admit up to 10 percent of an entering class of a graduate or professional school under alternative standards.  This exemption would be applied on an institution wide basis. Each institution will develop alternative standards that could vary by program…

Regular Admission of Graduate and Professional School Students with Significant Professional Experience

Beginning with the fall 1999 term, students with at least ten years of increasingly responsible professional experience in the field for which they are applying could be offered regular admission to a graduate or professional program.  These applicants would have to meet at least three of the following requirements:

1.  Submit a transcript showing the achievement of a 3.0 grade point average for the last 90quarter hours or 60 semester hours. 

2. Submit satisfactory scores on the GRE, GMAT or other approved test.

3. Write an essay demonstrating critical thinking skills

4.  Write a statement of intent demonstrating a level of knowledge and intellectual maturity appropriate to the proposed field of graduate study

5. Present evidence of professional success in a field relevant to the proposed area of study.

Materials that must be submitted in an application to the program are listed in section B above.

MPA Admissions Committee

A team of two faculty, plus the Director, will review applications beginning on or about March 1st.  If more than 50 applications have been received by an earlier date, we may opt to begin review prior to March 1st.  Applicants who were approved for admission for the previous year and put on a wait list, and requested that their files be kept active, will be admitted without further review.
Generally, the two members of the admissions team will first review the new set of applications, and the Director will review last.  If there is agreement on the part of all three faculty, the Director will complete the file and submit it to the Office of Admissions, who will prepare the letter to the prospective student offering admission, to be signed by the Director.  If there is disagreement about a candidate, the MPA admissions team will discuss the candidate’s application and come to a decision. After review, please return admissions files to the MPA file drawer in Admissions IN ALPHABETICAL ORDER to ease the burden on our Admissions liaison.

Admissions decisions will be based on the material provided in each applicant’s application.  Candidates are selected based on their readiness to undertake graduate level study in public administration.  This is determined by our analysis of their undergraduate academic record, academic performance in other settings, record of public service, personal statement, public policy essay, and letters of recommendation.  We will also strive to select a diverse cohort of students (to the extent this is legal under the laws of the U.S. and the State of Washington). 

     
D.  Categories of Admissions. 

Incoming students are offered admission in one of three categories.

Regular admission.  This is for entering students who have completed a BA or BS and have completed all program prerequisites.

Provisional admission.  When a student is admitted to the program before they have completed their bachelor’s degree.  Evidence of the degree (by official transcript only), must be provided to the Office of Admissions before the beginning of the academic year in order for the provisional acceptance to be lifted.

Conditional admission.  When a student is admitted to the program without having completed prerequisite courses such as micro or macro-economics and/or statistics, or an internship.  Evidence must be presented in the form of official transcripts for conditional admittance to be lifted.  If there is some doubt regarding courses on transcripts, course descriptions may be submitted to the director and the conditions may be lifted at the director’s discretion.  Typically, students must complete all conditions by the beginning of the second year of the program. (Students in the program are generally advised to complete the economics prerequisites prior to starting the program, and if necessary the statistics prerequisite prior to the second year).
Beginning in fall 2005, students will not be allowed to register for second year core if they have not completed the prerequisites.  Registration will put a hold on a student's records that will prevent the student from registering.  Each quarter Registration sends conditional lists to the Associate Director to track the MPA students in conditional status.   

After a review of the quarterly list of conditionals the Registrar can change the status to regularly admitted for any student who has fulfilled prerequisites.  The Associate Director will review the list and send on an email with the student names to the Registrar.   This will be particularly important each spring and summer. Timing will be important since "most" second year students register in May for the upcoming year.
E.   Wait List
Once 45 students have been offered admission, qualified students not in the cohort whose files have been reviewed and approved for admission will be placed on a wait list.  The list will be in order based on the overall strength of their application, with the strongest applicants at the top.  When slots in the entering cohort become available (due to applicants declining admissions offers or deferring admission) the applicant at the top of the list will be offered admission and so on. 

F.  Admissions Fee Waiver Policy (From the Office of Admissions, 1/13/03)

Applicants must pay a fee along with their application to the MPA program. This fee may be waived under certain circumstances: 

· The student must submit a letter to the Office of Admissions requesting an application fee waiver.

· When that request is received, the admissions office will send waiver forms to the student.

· The student must complete the form (including their social security number) and return it to the admissions office.

· Upon receipt of the waiver form, admissions will give the form to the financial aid office for verification.

· If the student is Pell Grant eligible as determined by the valid FAFSA results, Financial Aid will waive the application fee.  The student will be notified by the Admissions office.

· If the student is not eligible, the student will be notified by the admissions office and will be asked to submit the application fee

· The applicant may appeal to the MPA director

The following specific policies will also be implemented Fall quarter 2003 in addition to the specific need-based policy outlined above:

· The Vice President for Student Affairs will distribute Application Fee Waiver cards to the Board of Trustees on a discretionary basis.

Business cards with Evergreen employee signatures will no longer be accepted for purpose of application fee waivers.


G.  Tuition Deposit Waiver Policy

The College’s policy is not to waive tuition deposits for graduate programs.  The reason being is that if the student is going to be a graduate student, then they should be prepared to spend the money that enables them to complete this part of their education, particularly since there is not a lot of financial aid available for graduate studies.  The $100.00 ensures their place in the program and acts as an incentive if the student is questioning the decision to attend.  If a student decides to decline admissions the deposit is non-refundable.  Under exceptional circumstances, however, the MPA director may waive the tuition deposit. 

H.  Students and TOEFL

International applicants to the MPA program may ask to have the TOEFL requirement waived. The TOEFL test score may be waived for international applicants who have completed a bachelor's degree (or higher) at an accredited college or university in the US with a minimum GPA of 3.0 for the last 90 quarter/60 semester credits.

VI.  Student status, Coursework
A. Students not accepted.  Admissions will send them a letter asking if they wish to have their applications held over to the next year.  They must send a letter back to admissions requesting such action.

B. Deferred Admissions.  Policy on Admission Deferment to Graduate Programs, Office of Admissions.  This policy applies to ADMITTED students who decide they cannot begin the program but would like to delay their entry for one year. 

1. Deferment of admission status for one year for admitted students who are not registered or have not started the program.  Program director sends letter and copy of policy and deferral form to admitted student.

A. Student requests deferral in writing to the director of the program by no later than the 5th day of the (fall) quarter.  In the written request, student provides reasonable explanation as to why they cannot attend the current term.

B. Student submits formal request along with the appropriate form to The Office of Admissions who notifies the Program Director.

C. Program Director approves or denies the request.  The student's application file is reworked, reviewed and moved to the following year by Admissions. 

D. The Office of Admissions prepares a letter under the program director’s signature granting the deferment or informing the student the request is denied and they must reapply.  The deferment letter will highlight conditions of the deferment based on the terms of initial acceptance letter to the College.

E. The student may take prerequisite courses or courses applicable to program electives during the deferment. 

F. Student may defer once for one year only.

G. At the discretion of the Program Director, the commitment deposit may be waived.

C.  Non degree students and auditing of courses.  Students with a BA or BS degree not matriculated into the MPA program may register as Graduate Special Students (GSS).  Such students must pay graduate tuition.  Credit earned by a GSS will count toward the MPA degree if they later become matriculated graduate students.  A student may transfer into the program up to twenty (20) credits of TESC MPA program credit completed as a special student. Graduate Special Students generally must wait until after the first class meeting to register to insure that all the matriculated students (grad and undergrad) get priority for enrollment. A student CANNOT take MPA courses for undergraduate credit and use them for graduate requirements.   GSS students must have a waiver from the dean’s office to take more than 8 credits in any one quarter.  They are also not eligible for financial aid.  Completion of MPA coursework while a Graduate Special Student does not guarantee admission into the program. 

As of fall quarter 2004, the academic deans and registrar instituted a no audit policy.  This may be revised as course enrollments permit.  In the past, Evergreen allowed some auditing of courses.  The previous policy was that students could audit any Evergreen class, with the instructor's permission (they must sign a course registration form with a note "OK to audit").  Auditors receive no credit and no written evaluation.  Whether or not the auditing student would do the assignments is decided between the student and the instructor.  A $20 audit fee was required.

D.  Registration, Maximum Credits per Quarter; Incompletes, and  Partial Credit.   Students may register for a maximum of 12 graduate credits per quarter.  This includes core, electives, graduate contracts, and internships.  Exceptions to this limit must be approved by the Director. 

Incompletes must be removed in one year following the completion of the quarter in which the incomplete is awarded.  

The policy of the program is not to offer partial credit for core programs.  Faculty may offer partial credit for electives at their discretion. 

E.  Capstone.    Students must complete 40 credits in the program prior to enrolling in the Capstone course.   The Associate Director(s) will review student records near the end of Winter quarter to ensure that Capstone registrants are eligible to enroll in the course. 
VII. Leaves of Absence, Time to Complete the Program, Withdrawing from Program

A student who plans not to enroll in course work for any quarter(s) should petition the MPA Director in writing for a leave of absence.   The Director will notify the Registrar’s office of the change in status. Such leaves will normally be approved for no more than one year. Review of requests to extend the length of time allowed for completion of the degree will take the length of officially approved leaves into consideration. The Registrar automatically gives students who fail to register for credit in any quarter on-leave status. This status is valid for one year. Nevertheless, it is preferable to notify the MPA Director and Registration and Records formally, so that we can keep the student better informed about the program and opportunities available on his or her return. 

A student who fails to register for credit in the quarter following the end of a leave will be presumed to have withdrawn from the program, and will be placed in “inactive” status. If the student wishes to return to the program, the student must petition the MPA Director in writing for reinstatement, including a proposed schedule for completing the requirements for the degree. The student will be able to register again only after 1) she/he petitions the Director to be reinstated as an active student, and 2) the Director has notified the Office of Registration and Records that the student should be allowed to register. 

Generally, students must complete the program within 6 years, which includes quarters in which the student is on a leave of absence.  Exceptions to this policy  must be approved by the Director. 

Students that opt to withdraw from the program should inform the Director of that in writing; this letter should be forwarded to the Registrar.   To be readmitted following such withdrawal, they must reapply.  

VIII.  Faculty Advising

Students will be assigned a faculty advisor but students are encouraged to get to know the faculty and work with the faculty member that best fits their needs.  Faculty should meet with each new student at the start of the academic year and discuss their plans for the program.  It may be helpful to fill out an advising form to keep track of student preferences (Appendix B).  Students may meet subsequently with their advisor periodically.  They may have their advising needs met through discussions with seminar faculty. 

IX.  Student Performance, Evaluation Issues and Conduct

College policy regarding student status, including students not performing work at an acceptable level are included in the TESC Faculty Handbook, 7.600, 7.610, and 7.650. 

Disputes over MPA faculty evaluations of student work are uncommon.  The Faculty Handbook makes clear that the faculty member’s professional judgment about the performance of a student (as reflected in the evaluation) is not appealable by the student.   Factual errors or discrimination may be appealed.  For details, see the Handbook policy on "Amending Student Records" at http://www.evergreen.edu/policies/f-7660.htm. In case of a dispute over the amount of credit awarded or the assessment of the student's work, the student and faculty must meet and attempt to resolve the issue. If no settlement is reached, the appeal extends to the teaching team.  Although the TESC Faculty Handbook does not say so specifically, the next step is for the student to appeal to the MPA Director.  The Director’s role would be more of a mediator than administrative authority.   The Director will ask both parties to provide backing for their assessments (again, if it's about credits or quality of work). 

If the student feels that he or she has been discriminated against, then the complaint would be taken to the College Civil Rights officer. If the issue is inappropriate evaluation language or content, e.g., mentioning a disability or some other private disclosure, then the faculty member may be directed by the Director to make an appropriate revision to the evaluation.  
Very rarely, we experience unacceptable student behavior in the classroom.  Such behavior may be dealt with through the Student Conduct Code if it is clearly a violation of the TESC Social Contract.  In the event of such an incident, inform the MPA Director immediately. For advice on how to handle such a situation, contact the campus grievance officer, currently Joe Tougas @ 6891.  If you are concerned for your safety or that of a student’s, contact Police  Services (x6000 or 6140).  If your personal safety is an immediate concern, always trust your instinct and do not hesitate to contact Police Services.  

X. Transfer credits

We will accept a maximum of 20 credits from NASPAA member institutions, or masters programs in related fields.  Students that wish to transfer in credits should make a request to the Director in writing, concurrent with or subsequent to their application to the program.  Documentation on the credits to be transferred must be provided in the request, including syllabi and grade reports from the courses in question. The Director, in consultation with the faculty if necessary, will review the request and determine the number of transfer credits to be awarded and for what elements of the MPA curriculum they may be substituted.  Credits must be less than 10 years old. Requests for transfer of credits in excess of the 20-credit limit will be considered by the Director on a case-by-case basis.  

The posting of transfer credits is completed by the Office Manager within the Office of Admissions (currently Leona Walker).  The Director must provide her with a letter stating what courses, school, dates of enrollment, and number of credits to post to the student’s TESC record.
XI. Residency issues

Students coming from out of state who have questions about residency in Washington state and eligibility for in-state tuition should contact Registration and Records for further information.  State residency policies change and there is an application process.  The current residency Director is Rafael Lozano. 

XII.  Contracts and Limits on Number of Credits that may be earned through Contracts;  thesis option 

Students may develop graduate individual learning contracts in conjunction with MPA faculty.  Such contracts enable students to study topics for which no electives are offered.  Students should come to the faculty with a draft of the contract; it is the faculty’s responsibility to ensure that sufficient work is assigned for the number of credit hours desired.  The sponsoring faculty completes the student’s evaluation at the completion of the contract.  All graduate contracts must be signed by the student, faculty sponsor, and the Director. 

A faculty member sponsoring the same student for a contract and internship in the same quarter should merge the two activities into one graduate internship contract.   The registrars’ office will not allow one faculty to sponsor more than one contract in quarter with the same student.

A maximum of 12 credit hours to apply toward the degree may be completed by MPA students through graduate contracts.   This limit may be waived by the Director. 

Students may complete a thesis project in lieu of the Capstone seminar and one 4-credit elective.  For more information on the thesis, see Appendix C, Thesis Project Guidance. 

XIII. Internships  (from MPA Catalog)
Students needing professional experience are required to complete a 1-credit Internship.  Faculty make a determination during the admissions process regarding the need for the student to complete an internship; this decision is included in the Acceptance Letter. Other students who are not required to take an internship may want to in order to enhance their work experiences or take a new direction in their career.  Internships may be paid or unpaid. Internships typically combine the on-the-job experiences with some academic work, including readings, reflective paper and/or research paper related to the internship.  The MPA program will inform students of available internships but students are free to arrange their own internship.  No more than 4 credit hours of graduate credit may be generated through graduate internships.  

The college’s policy on internships conducted at the student’s place of employment is located at:

http://www.evergreen.edu/advising/docs/internshipEmploymentRelated.pdf.

XIV. Orientation

We hold an incoming student orientation jointly with the Master of Environmental Studies program. The goal of the event is to help prepare students for entry into the program, to allow them to get to know the faculty and fellow students, and complete registration and other activities prior to the start of classes. 

Orientation should be held two Saturdays prior to the first day of classes on campus.  Planning should begin just after graduation, the general responsibilities fall to the Assistant Directors, with the first year Core faculty team planning the agenda as it relates to preparing students for class and setting the tone for the learning community. 

XV.  MES/MPA Graduation
A. Process.

Students must submit an application for graduation along with the proper fee to the Office of Registration and Records and the Cashier’s Office to finalize the degree. Students are eligible and are encouraged to participate in the June commencement exercises if completing their degree requirements in that academic year, which includes the fall, winter, spring and summer quarters. Approval for graduation and participation in the ceremony will be granted by the MPA Director. Registration and Records and the Associate Director regularly inform students of the application procedures and deadlines. For graduation in a quarter prior to the June ceremony, the application is due before evaluation week of that quarter. The date on the diploma will reflect the final month of the last quarter in which the student was formally enrolled. 

Students who will have not completed all graduate degree requirements by the end of spring quarter will be allowed to participate in commencement exercises PROVIDED the student is enrolled in the Capstone course (and has thus completed 40 credits in the program).

With our new program, students and their advisors should review student progress carefully during the second year of the program. This should help to ensure that the student is counting their credits correctly and will, if they follow through with their curriculum plan, have sufficient credits to graduate when they wish to do so. 

B. Ceremony.  Planning for graduation should begin at about the middle of winter quarter.   We do graduation jointly with the MES program and coordination responsibilities are delegated to the MPA Associate Director and the MES Assistant Director.  Primary tasks:

1. Obtain a venue.  

2. Arrange for refreshments: salmon, desserts, light lunch to be paid for by donations or non-state program funds (state budget funds may not be spent on this event)

3. About 120 cups of coffee needed

4. Microphone for the lectern

5. Again, in mid-winter quarter, poll 2nd year students to see if they have a preference for a guest speaker and try to arrange that person’s attendance.  Follow up with letter of invitation once arranged. 

6. The graduation ceremony should be simple, introductions by President and Provost, short speeches by Director and Director,  speech by guest speaker, then hooding.

7. Director/Director reads off names, other faculty do the hooding

8. Finish with refreshments

9. Have someone there to take pictures

XII. Financial Aid

A.  Types of financial aid available are listed below. 

The Evergreen State College Foundation Fellowship 

A total of three quarters of resident tuition (for each program) distributed among one or more students.

Criteria:    

For MES and MPA: Primary consideration given to students who demonstrate a commitment to continued intellectual and professional development.

Secondary consideration given to financial need.

Washington State Resident Tuition Waiver 

For MIT: Up to $28,000 worth of tuition divided among several students.  

For MES and MPA: Up to $1,800 worth of tuition divided among several students.

Criteria:
Meet financial need criteria

For MES and MPA: Preference given to students enrolled for 12 credit hours per quarter; secondary consideration given to students enrolled for 8 credit hours per quarter.

For MIT: Preference given to students based on the strength of MIT application and/or demonstration of high potential within the program.

Graduate Assistantships
A total of up to $4,300, for each program, typically distributed among one to four students, paid at an hourly salary rate, subject to taxes.

Assistantship duties may include:  arranging special program events for director/staff; managing administrative projects for director/staff; editing, writing and compiling the graduate newsletter; maintaining and updating the program Website; assisting program director/faculty as assigned (including research and recruitment); working with alumni database, surveys, records.

Criteria:
Primary consideration based on qualifications for duties, defined by the academic performance and/or work experience of the applicant.

Secondary consideration given to financial need.
TESC Alumni Association Graduate Scholarship 

$1,000 awarded to one MES, MPA or MIT student.

Criteria:


Commitment to chosen field of study.

Statement that addresses your reasons for selecting Evergreen for graduate study

Secondary consideration given to financial need.

Required:

A separate letter of intent not to exceed two (2) pages, addressed to the name of the scholarship, Selection Committee, c/o Director for Graduate Studies Services.

The Evergreen State College Graduate Endowment Fellowship

A total of $10,000 distributed among several MES and MPA students.

Criteria:    

Primary consideration given to financial need. 

Secondary consideration given to students who demonstrate a commitment to continued intellectual and professional development.

Judge Fuller Graduate Fellowship  

Two awards of $1,000 offered to students enrolled in a graduate program.

Criteria:
Describe how your previous volunteer or work experience; past, current or proposed course of study; and/or career goals in education, public policy, health, welfare, or the environment have benefited or intend to benefit young children living in or near poverty conditions.  Explain clearly since the selection committee may not consist of specialists in your field.

Required:

A separate letter of intent not to exceed two (2) pages, addressed to the name of the scholarship, Selection Committee, c/o Director for Graduate Studies Services.

Work/Study 

Work/Study funds come from the U.S. Department of Education, the State of Washington or The Evergreen State College. Work/Study funds can be used for on-campus jobs or off-campus jobs with not-for-profit entities, including federal, state and local government agencies.  A total of five awards of $3,000 will be given through each program.

Criteria:
Primary consideration given to financial need.

Secondary consideration given to the applicant’s stated interest in working on-campus or at an appropriate off-campus agency

B. Application and award processes 

1. We notify students that financial aid may be available.

2. We receive applications from students indicating interest in receiving the aid.  This often occurs twice per year, once in spring quarter (for 2nd year students); and again just prior to fall quarter (for newly admitted students).  As we move toward our goal of filling the entering class prior to the end of spring quarter, we can transition to a once per year allocation of financial aid funds.
3. When we have a list of interested students, we contact Financial Aid (currently Colby Morelli).  He then checks their FAFSA to determine their level of need, and will inform us about what he finds.   
4. Contact the head of financial aid to confirm the exact amount of tuition waiver funds and work study positions available for MPA.
5. We can then make tentative decisions on COLLEGE financial aid (tuition waivers and work study positions).  Program policy has been to provide no single student with more than one quarter of financial aid per year, thus distributing our limited financial aid funds to a greater number of students.  Decisions are generally made by the Director and Associate Director, with input from a program faculty if one is available to assist.  
6. For the following awards (Foundation Fellowship, Judge Fuller Fellowship; Graduate Endowment Fellowship) we work with MES and MIT.  We contact Sharon Harrison to tentatively confirm the amount of money available for each award for all 3 programs, then split the funds.  
7. Each program decides their awardees for the Foundation fellowship and Grad Endowment fellowship.
8. We send a letter to Sharon Harrison from MPA/MES/MIT requesting funds for all of these awards (Fuller, Walker, Foundation Fellowship and Grad Endowment Fellowship).  She responds with email or letter approving these awards.
9. We tell Financial Aid (currently Colby Morelli) who the recipients are and they send them letters
10. We send letters to the MPA awardees of both college and Foundation funds congratulating them on their awards and informing them of how they will be allocated throughout the year.
C. MES/MPA Awards

The graduate programs share two financial aid sources and, therefore, we must work together on these in determining what student is chosen.  

1) The Alumni Scholarship recipient is chosen by the Alumni Office.  The process is as follows:  each program chooses one student to submit consideration.  These names along with the student personal statements (in letter form) are then given to the Alumni Office.  They meet and decide to award the money to one student.  In the past, the Alumni Association Graduate Scholarship has been for $1,000.  I have requested verification of scholarship award amounts, as we were told last year to expect some cuts.

2) The Judge Fuller Fellowship recipient is chosen by a committee.  The process is as follows:  the Directors or staff select two students from each program to forward for consideration.  Alumni and/or additional staff may be enlisted to participate in the decision making process.  Students are ranked in the event that the awardee declines the scholarship.

XIII. Student Employment

See the online Student Employment Supervisor’s Handbook.  Generally the program will have at least one Graduate Assistant, who will assist with day-to-day administration of the program (web maintenance, data entry, tallying surveys, and other tasks) and assist faculty with research projects. 

Generally, we can hire work study students (paid for out of institutional work study funds) and graduate assistants, paid for out of the MPA  111733 account.  To hire a student, write up a position description and submit it to Lorri Moore.  The position will appear on the TESC student employment webpage.   Graduate or undergraduate students may apply, depending on the specifics of the description. When a student is selected, they must go to Student Employment to complete the necessary paperwork before they may begin work.

Student employees must be supervised.  See the online Supervisor’s Handbook. 

XIV.  Program Budget and Donations

The MPA program is provided funds for administrative activities and for academic program/course support .  The Director will establish the yearly budget in conjunction with the Assistant to the Provost for Budgeting, and will monitor it with the assistance of the Associate Directors. Periodic budget reports will be provided to the MPA faculty.  Some years the faculty may opt to have a budget established for each program and course, with funds allocated from the MPA Academic budget.  Specific accounts, numbers and associated Fund numbers are shown below (as of 7/28/06):

	Account
	Account number
	Fund

	MPA Support
	25201
	

	MPA Academic
	25202
	

	MPA Tribal Track
	25203
	

	MPA Initiatives
	25220
	12014

	MPA Waste Management
	28201
	22016

	MPA Scholarship
	9202
	90002

	MPA Donations
	9185
	91085

	MPA Conference
	25222
	12052

	MPA Alumni Association
	5910
	82149


1.   MPA Support, MPA Academic, MPA Tribal Track are state funds allocated yearly to the MPA program.  Yearly allocation is negotiated with Walter Niemiec.  Balances on these accounts as well as details on funds expended may be easily checked through the faculty’s Banner access; see the Finance tab.  E chart of Accounts.  MPA support pays salaries for 2 program associate directors; Academic funds curricular related expenses (copying, films, etc); MPA Tribal pays for recruiting expenses for tribal plus outside speakers, etc. 

2.  MPA Initiatives account is a revenue account.  The “Include Revenue Accounts” box in Banner must be checked to see its balance.  E chart of Accounts. This account was intended to be the repository for funds earned by the program through fee-based events, that can be used as discretionary funds by the program.  At present it is mis-defined as state funds; we should have this changed soon.  E chart of Accounts.

All of the accounts listed below must be reviewed through the Banner Finance database, FGITBAL module.  (The faculty Banner page does not show balances carried over from previous fiscal years and will not give a true balance). 

3.  Waste Management account will soon have its funds transferred (most likely to the Initiatives account) and be closed.   E chart of Accounts. 

4.  MPA Scholarship and MPA Donations Accounts are in the F Chart of Accounts.  Donations to these funds are tax deductible.

5.  The MPA Conference account is also a revenue account. E chart of accounts.

6.  MPA Alumni Association Account contains the proceeds of the workshops held by Nita Rinehart.     E chart of accounts. 

XV.  Purchasing and Contracting 

A.  General

The budget for MPA academic program support may be used for faculty to obtain goods and services under $50 needed to support teaching their programs. These include: Photocopies/Duplicating (for jobs too big for use of copy cards and Lab I copiers), field trip/motor pool expenses, parking passes for guest speakers, movie rentals, and reimbursement for program items through petty cash.  Purchase of general office supplies should be avoided.  These should be obtained through the program secretary, although it is acceptable to purchase items needed immediately for course purposes (e.g., markers, easel pads needed for a class workshop) .   NO food or beverage may be purchased using these funds.  Generally, purchases under $50 should be obtained through the bookstore.   Reimbursement may also be obtained through the College’s petty cash fund. 

Publishers should be contacted to obtain free desk copies of program books.  Faculty may spend reasonable amounts on program related needs. Other program related purchases, including paying for outside speakers, should only be completed after consulting with the Director. 

B.  Obtaining and Paying for Outside Speakers

Evergreen, as a general rule, does not grant honoraria/honorariums, since those are considered a gift and we don't buy gifts with state funds.  If you are requesting a fee for say, a guest lecturer, workshop facilitators or a consultancy fee for a field expert, word it as such.  Just keep honoraria/honorariums verbiage out of the equation.

As of February 2006, a new form has been completed to process such guest lectures. 
A NEW ONE PAGE, DOUBLE-SIDE ELECTRONIC FORM IS NOW AVAILABLE FOR USE WHEN YOU INVITE A GUEST SPEAKER/LECTURER TO YOUR CLASS. PLEASE CONTACT YOUR PROGRAM SECRETARY FOR MORE INFORMATION. AN A-19 INVOICE IS STILL REQUIRED TO PROCESS PAYMENT.

NOTE:  IF YOU ARE CONTRACTING A WORKSHOP you should include an agenda or outline of what will be covered during the session in the Scope of the contract; or you can add the information to the contract as an attachment.  The contractor should provide this information
If you'd like the individual to be paid promptly and without any complications, be sure to complete the contract form and A19 Invoice Voucher and turn them in before the speaker arrives on campus.  The contract must be submitted to Purchasing for final execution before services are completed.  You have the option of holding the A19 Invoice Voucher until services are rendered.  After services have been completed and you are satisfied with them, you should approve the A19 by signature, enter the budget number that funds will be taken out of to pay the individual and turn it in to us.  We will review it for completeness and submit it to Accounts Payable for processing. 

Kathleen Haskett, x6356, is the College purchasing manager and will answer any questions on this process. The Office of Financial Management [OFM] publishes a Guide to Personal Service Contracting that may be found online at: http://www.ofm.wa.gov/contracts/psc/psctoc.htm
Campus Petty Cash policy  (effective 1 20 2005)

This is to inform the campus community that the College has updated the Petty Cash Policy <http://www.evergreen.edu/policies/g-petty.htm>.  Two main changes to the policy are 1) the maximum amount for a petty cash reimbursement has increased to $100, and 2) petty cash reimbursements should be submitted directly to the mailbox outside L1113 called “Petty Cash”, and should no longer be sent to the Purchasing Office.  Please remember that we still prefer you to use the Procurement Card.  The new petty cash form is located on the N drive under business services.

All reimbursements for more than $100 will need to be submitted on Form A-19, and all reimbursements for less than $100 will need to be submitted through petty cash.  This does not include travel reimbursements or certain other expenses.  Petty cash reimbursements can be picked up at cashiering two business days after they are submitted.   Jerry Tilson or Cliff Frederickson are the correct contacts. 

The Business Office has instituted a new procedure for reimbursements (non-travel) less than $100.  No longer will checks be sent in the mail; reimbursements have to be done through petty cash.  This means a form gets filled out, the receipts attached, and we send it to Lorri Moore who signs and remits it.  After she turns it in, it will be available for you to pick up at the Cashier's Office (hours of operation 10am-4pm) within five business days.

This procedure replaces a previous petty cash reimbursement cap of $50; anything above that was reimbursed through a check in the mail to you.  To maintain safe cash handling procedures, it is your responsibility as payee to pick it up; when you go, make sure to bring some form of identification with you.  A sidenote: the busiest days for the cashier's office are student paydays (15th and last business day of the month) and financial aid payouts (first week of the quarter).  

Please mark in your calendars when you remit the request to us; petty cash requests not collected within a reasonable amount of time may be returned to you by the Cashier's Office for you to resubmit.  

Other Purchasing Issues:
Invoice vouchers cannot use only credit card statements for receipts.  A credit card statement by itself cannot be used as a receipt because it does not show what has been purchased.  

Problem:  faculty turn in a receipt of something purchased off the web.  They provide a receipt that does not say that the item has been paid for.  

Solution:  Include the web receipt and a copy of the credit card statement showing the payment.  If the web re*ceipt shows that the item has been paid for then the faculty does not need to provide the credit card statement.

Problem:  faculty provide a credit card statement showing that they have paid out money to a vendor (Amazon, etc).  This provides no detail about what was purchased.

Solution:  Include a web receipt that, at least, shows what was purchased, even it if doesn't say that it was paid for. Once again, if the receipt shows the item and that it was paid for, then that is all I need for backup for their reimbursement.

Mileage

The mileage rate has been changed to $0.485 per mile effective 9/15/05.  

XVI. Alumni Affairs

We have established an alumni program.  The goal of the program is to enable our graduates to maintain a link to our program and to TESC, and increase the likelihood that they will provide support to the program through various means, including internships and financial contributions.  A faculty member, currently Nita Rinehart, will be the primary liaison to the alumni program and plan activities in conjunction with a steering committee of graduates. 
XVI. MPA Program Training and Development

Some funds from the MPA administrative budget are available for training for staff members. These funds will be allocated by the Director. 


XVIII.  Asset management
The Director and Associate Directors are responsible for managing program assets such as audio visual equipment. See the College Handbook, http://www.evergreen.edu/policies/g-fixed%20assets.htm
Appendix A

Application Checklist 
Please send ALL admission materials directly to:

Office of Admissions, The Evergreen State College

2700 Evergreen Parkway, NW

Olympia, WA 98505, designated for “MPA”

· 1. Graduate Admission Application 
Submit the application form and the non- refundable $36 application fee.  The application can be downloaded from http://www.evergreen.edu/mpa/.   A current resume is part of this application.

· 2. Official Transcripts
We require official transcripts from every college or university attended --including Evergreen. One transcript must verify the award of a bachelor’s degree. A transcript is considered official if it bears the official seal and signature of the issuing institution and is sent directly by that institution to the TESC Office of Admissions, or is enclosed in a sealed envelope from the issuing institution and delivered by the applicant to the Office of Admissions. If the envelope is opened prior to receipt of the Office of Admissions, the transcript is no longer official.

Note:  Provisional admission can be granted on the basis of work-in-progress near the completion of a bachelor’s degree.  The applicant must submit an official transcript showing completing of outstanding courses work and the conferring of the bachelor’s degree before obtaining regular admission status.
· 3. A personal statement of no more than three typed, double-spaced pages
Explain why you want to pursue graduate study in public administration, particularly at Evergreen.  Describe your experiences in education, employment and public or community work and how those experiences influenced you to seek a graduate degree in public administration. This statement helps the admission committee assess your interest and motivation for graduate study and helps the committee gauge the fit between what our program offers and what you hope to receive from it.
· 4. An Essay of no more than five typed, double-spaced, pages regarding a public policy issue of interest to you. 
You should explain the issue clearly, describe the major contending views, state your own view and defend it with an argument that uses relevant evidence to back up your position. The essay will be evaluated on the quality of its analysis and the coherence of its argument. Include proper citation of all source material and retain a personal copy. The typed essay may follow any standard style format for a college paper.
· 5. Two Letters of Recommendation 
The letters must provide clear evidence that you are capable of doing graduate-level work.  Send these letters directly to the admissions office.
Appendix B
Masters Program in Public Administration

Student Advising Form
Name of Student:  _______________________________

Student Number:   _______________________________

Faculty Advisor:   _______________________________

Begin Program:     _______________________________

Anticipated Graduation:  __________________________

Core (all students, both Tribal and general cohort, total = 24 credit hours)

First Year Core:

Quarter Completed             Credits




_____Context of PA

4





_____Doing PA


4





_____Doing Democracy
4

Second Year Core:

Quarter Completed             Credits





_____ATPS 1


4





_____ATPS 2


4





_____ATPS 3


4

Concentration  (Choose One)
_____ Public and Nonprofit Administration

Electives


Quarter Completed            Credits


1.________________

_____



4

2._______________

_____



4

3.________________

_____



4

4.________________

_____



4





5.________________

_____



4

6.________________

_____



4

7.________________

_____



4

8.________________

_____



4 – total = 32 credit hours

Capstone or Thesis

_____



4 or 8 (24+32+4= 60 hours)

_____Public Policy





Quarter Completed            Credits

Foundations of Public Policy
_____



4

Advanced Research Methods
_____



4 (total = 8 credit hours)

Electives

1._________________

_____



4

2._________________

_____



4

3._________________

_____



4

4._________________

_____



4

5._________________

_____



4

6._________________

_____



4 (total = 24 credit hours)

Capstone or Thesis

_____



4 or 8 (24+8+24+4=60 hours)

_____ Tribal Governance




Quarter Completed
       Credits

Path to Sovereignty

_____



4

Intergovernmental 

    Relationships


_____



4

Org and Admin


_____



4

Tribal Policy


_____



4

Economic Development

_____



4

Capstone or Thesis

_____



4 (total = 24 credit hours)

Electives

1._________________

_____



4

2._________________

_____



4

3._________________

_____



4 (total=12 credit hours)









   (24+24+12=60 hours)

Notes: 

_____________________________


_____________________________

Student Signature




Faculty Advisor Signature

Appendix C.
Guidance on the TESC MPA Thesis Project
(UNDER REVISION)
Appendix D
Frequently Asked Questions 

about counseling and the Counseling Center for TESC Faculty

COUNSELING CENTER

SEMINAR I 2109
(360) 867-6800

Monday – Thursday


open 8:00 a.m. to 12:00 p.m.

closed 12:00 p.m. to 1:00 p.m.

open again 1:00 p.m. to 6:00 p.m.

Friday 



open 8:00 a.m. to 12:00 p.m.
** WALK-IN for crisis or emergency situations, 1:00-2:00 Monday-Thursday **

I’m concerned about one of my students.  How can I help if I think a student might need counseling?  

Describe the concrete behaviors you’re seeing and check-in with the student (i.e., you’ve been absent four of the last five classes…how are things going for you?”) rather than suggesting a potential reason behind these (i.e., “you’ve been gone a lot…are you depressed or having any problems with substance use?”).  If a student acknowledges having a tough time, encourage the student to contact our office.  If a student states that nothing is wrong, obviously you can address the academic issues associated with what has come to your attention.  If the student does not appear to be interested in counseling at this time, at least let him or her know that if that situation changes, he or she could access our center at a later time.  If the student is in crisis, he or she should be encouraged to come to our center immediately to discuss options.

What is available to a student at the Counseling Center?

We offer individual appointments and groups.  “Walk-in” sessions are available from 1:00-2:00 Monday through Thursday – even if a student hasn’t been seen before, he or she can come to our center and be seen during walk-in in the event of a crisis or emergency.   Students are seen up to twelve times in an academic year, not to exceed eight sessions in any one quarter. Most come for three or four visits.   We offer groups throughout the year, which allow students to get support from their peers and even learn from others dealing with similar issues (past groups have included a grief/loss group, anxiety management, coping with depression, relapse prevention, and graduation anxiety).  

If more frequent care is needed or there are specific needs/requests that are outside our scope of practice, we can provide referrals to providers in the community.

How do students get counseling? 
Counseling is available to all students who have paid the health fee.  Students come to our center in Seminar I 4130.  They need to complete some initial paperwork, which includes our disclosure statement explaining our policies and describing applicable laws, a brief initial contact form describing what services they are seeking, and an intake questionnaire with relevant history so that we can match them to the counselor that will likely be the best fit.  

Can I walk the student over if I’m concerned about their follow through? 
Yes!  Once they’re here, however, it’s their right to decline services and it’s their right to decide to keep whatever they do confidential.  We’ll say more about this on the next page.   One option is to use our referral form, which, if signed by the student, allows us to verify their attendance and enables you to make specific request to our center.  These forms can be obtained directly from our center. 

What issues can a student seek counseling for in the Counseling Center?

We frequently see students dealing with depression, anxiety, relationship issues, academic problems, and substance use issues.  The following are also among several issues related to the transition into and through college:

· feeling lonely or homesick

· pre-holiday depression

· family conflict

· seasonal depression

· conflict with roommates

· substance use

· time management/procrastination

· sleep issues

· financial hardship or financial stress

· sexual identity/sexuality

· graduation anxiety

· anxiety about summer plans

In addition to ongoing counseling, we can often arrange a medical visit in our Health Center to assess any physical/medical factors contributing to a student’s situation and/or to consider treatment options. 

I want to consult with a counselor.  In fact, I know one of them personally.  Can I just call that provider directly?  

We are happy to consult with you and will always do what we can to accommodate your request for information (read further for details about confidentiality).  If you want to consult with a provider about services or a specific situation, please call our main line at 867-6800.  If you call a provider on his or her back line to leave a message, please call the main line as well) – too often, our phones are unplugged during sessions, and if you need immediate assistance this could result in quite a delay (as could a provider’s absence on a given day).  

I just spoke with the student I referred to you, and was told that there was nothing your center could do to help.  How come you wouldn’t see that student?

Legally and ethically we can neither confirm nor deny if a person has come to our center.  There may be more to the story than a student is sharing with you.  We are always interested in partnering with students and faculty to ensure the greatest chance for academic success.  If you want to talk with us about what a student is doing in counseling, or are hearing feedback about your student’s counseling experience and want to discuss this with a provider, we encourage you to ask the student to sign a release granting permission to talk with you. If there was a misunderstanding and a student somehow misinterpreted details about the availability of counseling to him or her, we want to make sure we can clear up any confusion.  

Is it true that there’s a waiting list at times?  

Demand for services in our center is very high.  At times, demand exceeds our staffing capacity and, in those instances, we have needed to generate a waiting list.  However, it is made clear to every student that walk-in is always available if needed.  We meet every day to try and assign people from the waiting list when one is in place and, if it appears assignment from the waiting list will not be possible by the end of the quarter, we offer a consultation session to students in the event they feel this will be helpful.  Also, if students have outside insurance, we offer to help them find a provider in the community if they are not interested in waiting for services.

I am not interested in details of a session.  Can I just call to see if the student came in to request an appointment?

Even something like “did a student show up” is a question we can’t answer in the absence of a release of information.  In fact, even being in counseling is confidential information.  So, please encourage any student you refer to come into our center to complete a release of information if you’ll want to know such information.  Once that’s completed, please know it’s valid for only ninety days.  Alternatively, use of a referral form (see above) also allows us to confirm whether or not a student came in for an appointment.  

I tried walking a student over and found that your center was closed.  What is available after hours?  

On our door and on our voicemail we make clear that in the case of an emergency, a student should contact Police Services, go to the emergency room at Saint Peter’s Hospital, or call the Crisis Clinic’s 24-hour crisis line at (360) 586-2800.  These are always the best options in the event we’re unavailable. 

What if any other questions come up?  

We’re here to help.  Although we may not be able to discuss specific details when you call, we’ll try and answer your questions and point you in the right direction.  Please know 

that we will work with your student in a professional, respectful, and caring manner.  
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