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INTRODUCTION
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Sample Academic Program Assessment Reports
City University of Seattle has developed a culture of continuous improvement, including a
commitment to the use of data and evidence to inform the assessment and improvement of its
programs and services. A major component of this culture is an ongoing, evidence-based
review and improvement process for all academic programs, known as the Annual Program
Assessment Review (APAR). The APAR review process occurs annually and is driven by the
Academic Assessment Committee (AAC), which has representatives from each School, the
Office of Institutional Effectiveness, and the Library.
The Dean of each school is responsible for ensuring that program reviews occur annually
according to the standards outlined in the Academic Assessment policy. The APAR reports are
generated by CityU’s Office of Institutional Effectiveness and are distributed to the Program’s
Director and the School’s Dean who review the report’s contents prior its submission to the
Committee. This ensures compliance with the intent of continuous improvement.
The APAR presently has three reporting sections. They are:
A) Review of the previous year’s goals and modifications;
B) Analysis of program data;
C) Proposed actions to be taken.
For information purposes, a sample of four APAR reports have been provided as an appendix to
CityU’s self-study. The purpose of these samples is to give evaluators an idea of what APAR
reports contain and how they are used for continuous quality improvement. Those four reports
immediately follow. Included with each of the reports are the rubrics that show the results of the
committee’s assessment of the program.
The NWCCU site that has been prepared for all evaluators has links to the most recent APAR
report for every program in the university.
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APAR 1

SCHOOL OF MANAGEMENT MBA

2015/2016
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• Review last year’s program modifications and goals, and assess the results of the changes implemented (Part A).
• Track metrics of instructional quality, academic experience, program health, and student learning (Part B).
• Use lessons learned from last year’s modifications coupled with this year’s data to plan for program improvement in the upcoming year
(Part C).

For this purpose, the annual review has been limited to three sections:

The purpose of the APAR is to encourage and foster reflective data-driven practice and peer evaluation for continuous program improvement
purposes. The process of program assessment is non-punitive. Designated faculty report to the committee on how common data are being used to
inform program changes, to ensure that all programs are utilizing institutional data to improve the quality of academic programs. Note that this
annual program assessment is not meant to be comprehensive; programs do not need to demonstrate all data used for program-specific purposes
(such as specialized accreditation). To retrieve and report this common data, Program Directors are expected to work collaboratively with the
Office of Institutional Effectiveness.

Program Name: Master of Business Administration
Program Director: Laura Williamson
Academic Year: 2016-2017

***Note: This Template has a page limit of no more than 10 pages.

Annual Program Assessment Report (APAR) Template
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EOCE

SSS

Enrollments
were
maintained at
the same
level.
Advisor,
student
feedback

e.g., EOCE # 8
(M = 2.97)

Data Source
from Previous
Year
(2014-2015)

EOCE scores for the MBA were higher than SOM scores for all
categories

MBA averages in regards to questions #4, #5 and #8 in the SSS are
below the SOM scores and below 80%.

Common Professional Component (CPC) classes are too
cumbersome, expensive to administer and for students to take, and
quality was poor.

Evaluate MBA emphasis areas for robustness, industry
relevance, support within the university

e.g., Teaching faculty need to be integrating
more technology into their instruction.

Main finding(s) and insights from the data

•

•

•
•

•

Pilot EOCE through Blackboard
Continue to monitor EOCE throughout the
year.
Implement I, P, M secondary rubrics within
Blackboard

78% or more of students will agree or
strongly agree on questions #4, #5 and #8.
Focused on faculty training with regard to
feedback (including rubrics and inline
grading).
Conducted a weekly shell review of all
active MBA classes starting winter 2015.
Completed by April 2015.
•
•

Common Professional Component
(CPC) classes were reduced from 3 to 1,
brought in-house for administration and
development.

•

Revised Practicum Emphasis to Generic
MBA with four electives. Completed by
July 2016.

e.g., more training for faculty on various technologies;
subsequent
course shell audits by course manager

Description of goals and modifications implemented
within last year

Utilizing the following table, review suggested modifications from the last year and describe what resulted due to these changes.

Assessment Area Part A: Review of Last Year’s Goals and Modifications
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Continue to
receive higher
scores on EOCE
than SOM

MBA went from
74.6% to 78% for
question #5
(feedback
measure)

Students and
advisors are not
complaining
anymore.

Anticipate an
increase in
enrollments.

Results of goals
and modifications
(Please provide
data and data
source)
e.g., improved
scores on EOCE # 8
(M = 3.13)
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MBA averages in regards to class delivery in the SSS were below
the SOM scores.

MBA averages in regards to questions 1 and 4 in the SSS were
below the SOM scores.

•

•

•

Continue to monitor Student Surveys on a
yearly basis.
Create and implement MBA Skills and
Tools checklist for Advising and
Enrollment services. Completed by April
2015.
Continue to monitor long-term scheduling
to meet student delivery demands
MBA scores on
SSS are now
higher than
SOM.

Page 3 of 21

1. Metrics of Instructional Quality. Using the following table, report metrics of instructional quality from the most recent Student Satisfaction
Survey (SSS), and annual combined End of Course Evaluations (EOCE). Use school scores as a benchmarks (may be obtained from the Office
of Institutional Effectiveness) and report program scores of agree/strongly agree or standard/exceeds standard in the % column, mean
scores in the average column.

Part B: Analysis of Program Data

Student
Overall
Academic
Experience as
evaluated by
the Student
Satisfaction
Survey(SSS)

Page 4 of 21
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Q8. My instructors enriched my courses with technology in ways that
improved my learning.

Q7. My instructors use the required resources and materials effectively
to support my learning.

Q6. My instructors effectively integrate theory and professional
practice in my courses.

Q5. My instructors provided prompt and useful feedback on my work.

Q4. My instructors used a variety of teaching strategies effectively.

Q3. My instructors encouraged me to take an active role in my own
learning.

Q2. My instructors taught the course content in a clear and organized
way.

Q1. My instructors have clearly explained the course learning goals,
assignments, and grading criteria for my classes.

Student Experience Related to Instructional Quality
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average

n=
83%
3.01
82%
2.95
86%
3.13
73%
2.94
78%
2.95
83%
3.05
84%
3.05
77%
2.92

78%
2.89
84%
3.10
75%
2.90
76%
2.90
81%
2.98
83%
3.01
78%
2.94

SSS
Program
MBA
132

81%
3.34

SSS
School
SOM
372

78%
4.16

84%
4.28

83%
4.25

80%
4.18

78%
4.13

85%
4.32

82%
4.23

84%
4.26

EOCE
School
SOM
4557
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80%
4.18

85%
4.30

84%
4.27

81%
4.21

80%
4.17

85%
4.32

83%
4.27

85%
4.30

EOCE
Program
MBA
1557
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100%
80%
60%
40%
20%
0%
82% 83%

Q2 EOCE %
Positive

84% 85%

Q1 EOCE %
Positive

Q3 EOCE %
Positive

85% 85%

EOCE School

Q4 EOCE %
Positive

78% 80%

EOCE Program

Q5 EOCE %
Positive

80% 81%

Q6 EOCE %
Positive

83% 84%

Q7 EOCE %
Positive

84% 85%

Q8 EOCE %
Positive

78% 80%

Figure B.1.2 School vs. Program - EOCE - % of Positive Responses
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0.00

1.00

2.00

3.00

4.00

5.00

Q1 EOCE
Average

4.26 4.30

Q2 EOCE
Average

4.23 4.27

Q3 EOCE
Average

4.32 4.32

EOCE School

Q4 EOCE
Average

4.13 4.17

EOCE Program

Q5 EOCE
Average

4.18 4.21

Q6 EOCE
Average

4.25 4.27

Q7 EOCE
Average

4.28 4.30

Figure B.1.4 School vs. Program - EOCE - Average
Responses

Q8 EOCE
Average

4.16 4.18
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1161-1164

Review Year

8 estimate

Number of Faculty in the
Current Year’s Evaluation
Pool

[N]

At standard

Average CFE Score

0 recorded in faculty profile

# of Faculty that has met
the 3 Hr Professional
Development
Requirement

1

# of Faculty who’s CFE has
been completed.

2. Metrics of Comprehensive Faculty Evaluation (CFE). Program directors will assess faculty once every four years of their employment as
teaching faculty at City University of Seattle. Using the following table, Program Directors will provide an aggregate score for all faculty
evaluated for the current year’s Comprehensive Faculty Evaluation.
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I receive the academic support I need to continue my studies successfully.

I am able to take the classes I need when and how I need them.

I am gaining knowledge and skills that increase my value to my workplace or
organization.

The courses and learning activities in my program are directly relevant to my
professional goals.

I understand how each course I take contributes to the learning goals for my
program.

My courses have clear learning goals that are supported by the assignments in the
courses.

Student’s Overall Academic Experience
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average

n=

372
84%
3.00
81%
2.92
82%
2.96
85%
3.04
77%
2.92
80%
2.90

SSS
School
132
88%
3.08
84%
2.95
86%
3.00
86%
3.08
77%
2.95
84%
2.94

SSS
Program

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

AS
School

Page 9 of 21

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

AS
Program

Note: Alumni Survey (AS) only implemented once every 3 years. Frequency and inclusion of the Alumni Survey under discussion by the Academic
Assessment Committee

3. Metrics of Academic Experience. Using the following table, report metrics of academic experience from the most recent Student
Satisfaction Survey (SSS) and Alumni Survey (AS). Use school scores as a benchmarks (may be obtained from the Office of Institutional
Effectiveness) and report program scores of agree/strongly agree or standard/exceeds standard in the % column, mean scores in the
average column.
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4.00
3.50
3.00
2.50
2.00
1.50
1.00
0.50
0.00

0%

20%

40%

60%

80%

100%

88%

3.08

Q1 SSS Average

3.00

84%

Q2 SSS % Positive

81%

86%

SOM

Q3 SSS % Positive

82%

86%

MBA

Q4 SSS % Positive

85%
77%

Q5 SSS % Positive

77%

2.95

Q2 SSS Average

2.92

3.00

SOM

Q3 SSS Average

2.96

3.08

MBA

Q4 SSS Average

3.04

2.95

Q5 SSS Average

2.92

80%

84%

2.94

Q6 SSS Average

2.90

Q6 SSS % Positive

Figure B.3.2 School vs. Program - SSS - Average Responses

Q1 SSS % Positive

84%

Figure B.3.1 School vs. Program - SSS - % Positive Responses
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1172

1155

1188

2014-2015

2013-2014

# Students

753

764

738

FTE

94%

95%

95%

% Year to
Year
Retained

464

403

466

New
Students

2010-2011

2011-2012

2012-2013

Cohort Year

44%

42%

44%

Students
Completing
100% Time

Completion Time for Masters Programs: 100% = 2 years, 150% = 3 years, 200% = 4 years
Completion Time for Bachelors Programs: 100% = 4 years, 150% = 6 years, 200% = 8 years
Completion Time for Doctoral Programs: 100% = 4 years, 150% = 6 years, Maximum Completion Time = 7 years
FTE for Masters/Doctorate Students = Attempted Credits / 24
FTE for Bachelors Students = Attempted Credits / 45
Retention: Enrolled in 1 course in previous 4 terms

2015-2016

a.
b.
c.
d.
e.
f.

73%

NA

NA

Students
Completing
150% Time

NA

NA

NA

Students
Completing
200% Time

NA

NA

Students
Completing
in more
than 200%
Time
NA

4. Enrollment, retention, and graduation metrics. Using the following table, report annual enrollments, progressive retention, completions,
and graduation rates if available. Students are “retained” if they have taken a minimum of two courses in the prior four quarters. Delete
rows if data is not available. This information will come from the Department of Institutional Effectiveness.
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0

200

400

600

800

1000

1200

1400

1188

# Students

1155

1172

753
738

FTE
2013-2014

764

2014-2015

1100

1113

Year to Year Retained
2015-2016

1118

403

466

New Students

464

Figure B.4.1 Enrollment, FTE, Retention, New Students
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n = 315

n = 212
CULG 4
Ethical Practice

n = 213
CULG 3
b.Information Literacy

n = 46
CULG 3
a.Critical Thinking

CULG2
b: Collaboration

n = 45

CULG2
a: Communication

n = 235

CULG1: Professional
Competency and Identity

BS = Below standard
AP = Approaching
Standard
S = Standard
ES = Exceeds standard

0%

6%

3%

0%

2%

6%

7%

0%

5%

2%

0%

%AP

%BS

14%

22%

16%

0%

0%

16%

%S

4%

3%

%BS

84%

67%

74%

1%

4%

8%

100% 4%

100%

77%

%ES

9%

4%

0%

0%

8%

%AP

48%

44%

%ES

45%

33%

25%

44%

58%

67%

48% 48%

48%

44%

%S

1%

2%

2%

5%

0%

1%

%BS

13%

18%

8%

5%

5%

%AP

74%

59%

%ES

21%

34%

45%

65%

47%

45%

20% 75%

21%

35%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery
%BS

%AP

%ES

Page 13 of 21

%S

Learning Audits
Mastery

5. Metrics of Student Learning*. Using the following table, report student attainment of Program Learning Outcomes and City University
Learning Goals at the Introductory, Practicing and Mastery Levels. Also report external learning audits of sample artifacts as available. This
information will come from the Department of Institutional Effectiveness.

130

NWCCU -Year S eve n R e p o r t

n = 107

MBA PLO2: Plan,
strategize, and capitalize
on business trends and
opportunities in a rapidly
changing global
environment.

n = 99

MBA PLO1: Leverage
managerial effectiveness
through recognition of
individual strengths,
values and leadership
strategies.

n = 100

n = 110
CULG 6
Lifelong Learning

BS = Below standard
AP = Approaching
Standard
S = Standard
ES = Exceeds standard
CULG 5
Diverse/Global
Perspectives

0%

2%

2%

0%

0%

0%

%AP

%BS

25%

9%

9%

23%

%S

75%

89%

89%

77%

%ES

3%

4%

%BS

4%

9%

3%

4%

%AP

22%

34%

47%

17%

%S

74%

57%

47%

74%

%ES

5%

0%

%BS

2%

5%

0%

2%

%AP

38%

20%

20%

40%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

61%

75%

75%

58%

%ES

%BS

%AP

%ES

Page 14 of 21

%S

Learning Audits
Mastery
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n = 44

MBA PLO5: Demonstrate
clear, concise and
persuasive
communication skills
that enable them to
lead, manage, and
participate in diverse
organizations.

n = 104

MBA PLO4: Critically use
information and results
to identify problems,
solutions and
opportunities for
continuous
improvement.

n = 44

MBA PLO3: Apply a
broad range of
comprehensive business
theories, disciplines, and
technology.

BS = Below standard
AP = Approaching
Standard
S = Standard
ES = Exceeds standard

2%

%BS

0%

0%

22%

25%

0%

10%

%S

%AP

100%

65%

75%

%ES

0%

%BS

0%

0%

0%

%AP

63%

0%

0%

%S

38%

100%

100%

%ES

2%

%BS

5%

10%

5%

%AP

16%

41%

20%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

79%

47%

75%

%ES

%BS

%AP

%ES

Page 15 of 21

%S

Learning Audits
Mastery
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n = 71

MBA PLO8: Recognize
the diversity in global
business and cultural
practices and respond in
a socially appropriate
manner.

n = 89

MBA PLO7: Envision,
create, and implement
strategies that promote
and establish a strong
social response and
connection to a
company, product, idea
or service.

n = 229

MBA PLO6: Identify and
develop positive
personal traits and
ethical awareness.

BS = Below standard
AP = Approaching
Standard
S = Standard
ES = Exceeds standard

2%

0%

0%

0%

%AP

%BS

0%

25%

9%

%S

100%

75%

89%

%ES

1%

%BS

0%

0%

8%

%AP

0%

0%

51%

%S

100%

100%

41%

%ES

5%

0%

%BS

2%

35%

0%

%AP

42%

60%

9%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

57%

5%

91%

%ES

%BS

%AP

%ES

Page 16 of 21

%S

Learning Audits
Mastery
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%BS

%S

17%

%AP

31%

52%

%ES

%BS

0%

%AP

0%

%S

100%

%ES

%BS

41%

%AP

27%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

32%

%ES

%BS

%AP

%S

Learning Audits
Mastery
%ES
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* In the academic year 2014-2015, all programs were expected to begin collecting data about CULGs and PLOs. Programs are expected to be analyzing and using
this data during the 2016-2017 academic year.

n = 117

MBA PLO9: Apply socially
responsible and
sustainable business
practices to an
organization.

BS = Below standard
AP = Approaching
Standard
S = Standard
ES = Exceeds standard
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CREDIT HOURS

classes assigned to program

Projected revenue from

program ($ MBA’s spent)

Revenue from students in

REVENUE

% Achieved

Actual Credit Hours

Projected Credit Hours

% Achieved

Actual Enrollments

Projected Enrollments

ENROLLMENTS

Program:

$1,494,046

$1,810,280.42

1161

1162

$2,059,551

$1,997,721.26

2714

908

Summer

1163

$2,065,197

$2,211,518.20

2667

891

Fall

3017

1006

Winter

$1,937,323

$2,221,079.16

1164

Page 18 of 21

3291

1099

Spring

6. Financial Metrics. Program directors may maintain their own program budgets. If they do not, request the data from the dean of your
school. Program directors will need the data each quarter. It is recommended to maintain this data regularly; at a minimum, request this
data each year and hold on to the data.
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% of projections

assigned to program

Actual revenue from classes

102%

$1,526,903
90%

$1,853,751
94%

$1,939,277
108%

$2,095,965

Page 19 of 21
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e.g., Teaching faculty need
to be integrating more
technology into their
instruction.

SOM - 3.34
MBA - 3.01

Evaluation of MBA program
outcomes through the use of
embedded assessments using
secondary rubrics was not
consistently implemented.

SSS Q1. My instructors have
clearly explained the course
learning goals, assignments,
and grading criteria for my
classes.

Metrics of student learning PLO

Main Findings and Insights
from the Data

e.g., EOCE # 8 (M = 2.97)

Data Source from Current
Year
(2015-2016)

Review Blackboard MBA
master shells secondary
rubrics

Review Blackboard MBA
master shells

e.g., more training for
faculty on various
technologies; subsequent
course shell audits by
course manager

Modifications and Goals
Planned
for Implementation in
Coming Year

Imbed all assessments by Fall
2017.
Continue instructor training
and expectations for use of
secondary rubrics. Completed
by Fall 2017.

Post course outcomes,
learning goals, rubrics more
clearly within master shells
by Fall 2017

e.g., technology training
arranged with librarians by
end of Fall quarter 201516; technology training for
faculty completed by end
of Winter quarter 2015-16;
course shell audits
completed during Spring
2015-16 and Summer
2016-17 quarters.

Actions and Timelines

Page 20 of 21

Anticipate greater clarity
around program learning
results.

Anticipate higher n =

Anticipate improved score on
SSS Q1 to 3.35.

e.g., improved scores on
EOCE # 8 (M = 3.13)

Results Anticipated from
Planned Modifications

Identify the main findings from the data, and plan modifications based upon those findings. Decide which changes are indicated: to the program,
curriculum, teaching method, assessment, etc? Of potential modifications identified, please specify actions, timelines, and priorities for the coming
year along with the expected outcome of these modifications.

Part C: Proposed Actions to be Taken.
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We have come a long way.

Closing thought to ponder: What did you learn from this process?

Page 21 of 21

APAR 1

SCHOOL OF MANAGMENT MBA
PEER ASSESSMENT RUBRIC
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Problem areas are accurately
identified in Part C, with specific
data points (e.g., EOCE #8)
identified for tracking purposes.
Recommendations for
improvement are accompanied by
action plans with clear timelines
and expected outcomes.

Problem areas are accurately
Problem areas are accurately
identified in Part C, with specific identified in Part C.
data points (e.g., EOCE #8)
identified for tracking purposes.

Problem areas are not accurately
identified in Part C.

Data sources are missing for the
program, in addition to no CULG
or PLO data provided.

Reviewer Notes

Comments: Laura provided a comprehensive program evaluation. Part A: Completion of all previous year's goals and modifications were implemented and were based on various data
sources. Part B: Laura addressed Q1 in the IQ sectionand will be implementing a show and tell scenario. Implementing this will support higher EOCE scores for Q1. In the CFE section, it
was noted that data is hard to collect and so this portion was not well delivered. In the financial metrics, it was noted that this information was not collected before and will be easier to be
informed as the years progress. Part C: areas of assessment to improve were defined. The notation here is that actions and timelines were well documented.

Part C. Proposed
Actions To Be
Taken

All data sources are reported fully All data sources are reported for All data sources are reported for
the program, with some CULG & the program, with the exception
for the program, including
of CULG or PLO data.
PLO data provided.
CULGs & PLOs.

Approaching Standard
Below Standard
Some, but not all, recommended No recommended actions from
previous reviews have been taken.
actions from previous reviews
have been taken; or Data is
missing for goals/ modifications
or substantiating improvement.

Part B.
Interpretation of
Data.

At Standard
All recommended actions from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data are
provided, though improvement is
not occurring yet.

Exceeds Standard
All recommendations from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data
indicates that improvement is
occurring.

Date: March 15, 2017

Categories
Part A. Review of
Previous Year’s
Revisions and
Assessments

Name of Program: MBA

Annual Program Assessment Rubric

APAR 2

M.Ed. SCHOOL
COUNSELLING
- CANADA
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Program directors will report on 4 quarters of data. Please refer to the schedule on page two (2) to identify which quarters your specific report will
report on.

Program Directors are expected to work collaboratively with the Office of Institutional Effectiveness (OIE). OIE will populate many data points
(noted in each section of the report). The program director’s work will be to review, analyze, reflect on, and then comment in a qualitative manner
on the data. Please visit the OIE SharePoint site to click the Data dashboard link. This link will provide to you the most up-to-date link to your data.

The purpose of the APAR is to encourage and foster reflective data-driven practice and peer evaluation for continuous program improvement. The
process of program assessment is non-punitive. Designated faculty report to the committee on how common data are being used to inform
program changes, to ensure that all programs are utilizing institutional data, and to improve the quality of academic programs. This annual
program assessment is not meant to be comprehensive; programs do not need to demonstrate all data used for program-specific purposes (such as
specialized accreditation).

Program Name: MED School Counseling (Canada)
Program Director: Jill Taggart
Academic Year: 2017-2018

Annual Program Assessment Report (APAR)
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Students indicated that course was a
‘filler’ with not enough content and not
relevant to MEd School Counselling
program.

In previous years, there was an emphasis
on the need for more practice time in
class, and the better integration of
theory to practice.

Qualitative data

Qualitative data on
ECC509 Preparation for
Professional growth

Assignment grading procedures not
explained; not enough feedback on
assignments; assignments returned too
late

Course learning goals are not explained;
do not pertain to learning outcomes or to
assignments.

Main finding(s) and insights from the
data

SSS #7,8,9 (means
3.33 – 3.78)

Data Source from
Previous Year
(2014-2015)
SSS #1, 2, 3, AS #1, 2, 3
(means are between
3.56 and 3.83)

At a summer instructors’ workshop we reviewed
grading procedures and requirements. We also work
individually with each instructor to ensure they are
aware of the depth of grading comments required as
well as the need for timely submission of grades and
timely return of assignments to students.
We have changed the internship schedule to allow for
2 additional days of full practice. Now our students are
required to tape 7 practice sessions in their 5
practicum classes. In addition, we are building in
practice opportunities in all courses to deepen
knowledge acquisition and application. Third, we have
established more internship counselling placements in
community organizations that also increase their
practice opportunities.
A full revision of the course took place and a new
syllabus and rubric has been completed. The focus is
more practical in nature (self-reflective practice in
three emotive areas of counselling: trauma; grief &
loss; and, addiction).

We undertook a systematic review of syllabi to ensure
assignments match learning outcomes and goals. We
also held instructor workshops and individual
meetings prior to the term to brief instructors on the
requirement to explain learning goals and their
relationship to practice; prepare instructors more
thoroughly in class management (eg. allowing time
within class to discuss “administration issues”;
providing ‘office hours’ etc.).

Description of goals and modifications implemented
within last year

This revised course EOCE’s were overall M =
4.5.
The previous course achieved M = 4.0

EOCE’s score for Theory to Practice is M = 4.5

EOCE’s reveal mean scores of 4.6 for prompt
and useful feedback on assignments.

We have exceeded the goal of increased
scores on the SSS of over 4.00 for these scale
items (See Table 1 – Matrix of Instructional
Quality)

Results of goals and modifications
(Please provide data and data source)

1. Utilizing the following table, review a minimum of three (3) suggested modifications from the previous year’s APAR and describe the results
based on those proposed changes. This section is to be completed by the Program director.

Assessment Area Part A: Review of Last Year’s Goals and Modifications
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62%
66%
81%
64%
67%
79%
67%
68%

Q1. My instructors have clearly explained the course
learning goals, assignments, and grading criteria for my
classes.

Q2. My instructors taught the course content in a clear and
organized way.

Q3. My instructors encouraged me to take an active role in
my own learning.

Q4. My instructors used a variety of teaching strategies
effectively.

Q5. My instructors provided prompt and useful feedback on
my work.

Q6. My instructors effectively integrate theory and
professional practice in my courses.

Q7. My instructors use the required resources and materials
effectively to support my learning.

Q8. My instructors enriched my courses with technology in
ways that improved my learning.

56%

89%

89%

78%

78%

89%

78%

78%

SSS
SSS
School
Program
Year
2015-2016 2015-2016
n=
145
9
Response Rate
17%
7%

Percentage = Percentage of students (n) that answered agree/strongly agree or standard/exceeds standard.

Student Experience Related to Instructional Quality



1. Metrics of Instructional Quality. OIE will populate the following data points. The metrics of instructional quality data is pulled from the
most recent Student Satisfaction Survey (SSS), and annual combined End of Course Evaluations (EOCE). The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program. 80% is the target threshold.

Part B: Analysis of Program Data
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3.91
4.25
3.82
3.93
4.02
3.92
3.77

Q2. My instructors taught the course content in a clear and
organized way.

Q3. My instructors encouraged me to take an active role in
my own learning.

Q4. My instructors used a variety of teaching strategies
effectively.

Q5. My instructors provided prompt and useful feedback on
my work.

Q6. My instructors effectively integrate theory and
professional practice in my courses.

Q7. My instructors use the required resources and materials
effectively to support my learning.

Q8. My instructors enriched my courses with technology in
ways that improved my learning.

4.10

3.95

4.25

4.09

4.11

4.39

4.18

4.24

3.78

3.86

3.96

3.85

3.84

4.25

3.86

3.88

4.29

4.21

4.47

4.32

4.30

4.55

4.30

4.29

4.3

4.5

4.7

4.6

4.5

4.8

4.5

4.6

EOCE
Canada
2016-17
908

4.1

4.3

4.5

4.6

4.4

4.7

4.3

4.3

EOCE
MEd SC
2016-17
296

Generally, the EOCE’s are all above 4.0 which we are pleased to see, but there are areas that are showing slightly lower scores for School Counselling (e.g. Q1,
Q2). This indicates that we need to establish a more systematic approach to preparing instructors prior to teaching and grading requirements. We are also
pleasantly surprised to see a M = 4.1 for Q8 (Technology). As our program is face-to-face and ‘relationship’ focused, we do not have the same technology
requirement as other programs. Nonetheless, we have started to use more technology options as a way of diversifying our pedagogy (e.g. videos, Blackboard
discussion board, online resources).

Summative review – Please provide qualitative analysis and reflective review of data:

This data is provided by the Office of Institutional Effectiveness

3.93

Q1. My instructors have clearly explained the course learning
goals, assignments, and grading criteria for my classes.

Student Experience Related to Instructional Quality

EOCE
EOCE
EOCE
EOCE
School
Program
School
Program
2015-2016 2015-2016 2016-2017 2016-2017
n=
1026
169
1090
175
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72%
2.65
72%
2.72
77%
2.80
80%
2.87
69%
2.66
73%
2.68

Mean
%
Mean
%
Mean
%
Mean
%
Mean
%
Mean

145

2015-2016

%

2.78

67%

2.67

67%

1.50

72%

3.00

78%

1.56

50%

2.78

56%

9

2015-2016

SSS
Program

4.11

94.5%

4.17

83.3%

4.06

83.3%

3.78

83.3%

3.56

72.2%

3.83

88.7%

18

2016/2017

SSS
MEd School
Counselling

The first three statements are in each syllabi and/or rubric. We are aware that many students do not read the syllabi. It is evident that we need to work with
each instructor so that they are more explicit at the beginning of a course about the relationships between assignments, learning goals and professional goals.

Summative review – Please provide qualitative analysis and reflective review of data:

This data is provided by the Office of Institutional Effectiveness

I receive the academic support I need to continue my studies
successfully.

I am able to take the classes I need when and how I need them.

I am gaining knowledge and skills that increase my value to my
workplace or organization.

The courses and learning activities in my program are directly relevant to
my professional goals.

I understand how each course I take contributes to the learning goals for
my program.

My courses have clear learning goals that are supported by the
assignments in the courses.

n=

Year

SSS
School

Metrics of Academic Experience. OIE will populate the following data points. The metrics of academic experience data is pulled
from the most recent Student Satisfaction Survey (SSS). Use school scores as benchmarks. The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program. 80% is the target threshold.
Percentage = Percentage of students (n) that answered agree/strongly agree or standard/exceeds standard.

Student’s Overall Academic Experience
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57
39
42
46

91

95

79

67

AY 2015-2016

AY 2014-2015

AY 2013-2014

113

121

134

148

(Headcount)

Total # Students

12

17

37

45

Graduates

98%

98%

100%

Incomplete retention
cycle

Retention

18% / 82%

36% / 64%

28% / 72%

26% / 74%

FT/PT Ratio

We are pleased that our program continues to result in high student retention and completion rates. We feel this is because we put a lot of effort into nurturing
our relationships with each student. We work with each of them to ensure they are supported throughout the program.

Summative review – Please provide qualitative analysis and reflective review of data:

Data Definitions:
Continued students are those who were enrolled in any term of any prior academic year and enrolled again in any term during the academic school year identified at the
beginning of the row.
Full-time/Part-time calculations
Undergraduate, Full time >= 40 credits, ¾ Time = 30-39, ½ Time = 20-29, Less than ½ time =< 19 credits.
Graduate, Full time >= 24 credits, ¾ Time = 23-18, ½ Time = 12-17, Less than ½ time =< 11 credits.
Graduates are students who had their degree official posted by the Registrar’s Office at any time during the academic school year.
Headcount measures individual students who enroll in a course in any term during the academic school year. If a student takes more than one course, they will only be
counted once.
New students are students who started an academic program in any term during the academic school year.
Retention is a measure – of new students starting in any term in a given academic school year, how many returned in any quarter during the next academic school year.

Option: OIE to discuss with Program Director data pertaining to Mode and Location. This will be program director dependent.

AY 2016-2017

New Students
to Program

Number of
Students
Continued

2. Headcount, retention, and graduation metrics. OIE will populate the following data points. The Program Director’s job is to review, analyze,
reflect on, and comment on this data and how it affects the program.
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4.6%
3.4%
6.9%

3.4%
3.9%
3.4%
4.6%
3.9%
6.9%
3.9%

0.0%
0.0%
0.0%

0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%

CULG 3, Information Literacy

CULG 4, Ethical Practice

CULG 5, Diverse/Global
Perspectives

CULG 6, Lifelong Learning

PLO 1, Prof. Practice
PLO 2, Ethics
PLO 3, Research & Enquiry
PLO 4, Data informed
PLO 5, Culture & Diversity,
PLO 6, Communication skills

CULG 1, Applied Learning

3.9%

%AP

0.0%

%BS

CULG 3, Critical Thinking

%ES

3.9%

%S

0.0%

%AP

CULG 2, b. Communication

%BS
4.6%

%ES
0.0%

%S

29.6%
20.7%
32.2%
29.6%
20.7%
29.6%

29.3%

20.7%

20.7%

32.2%

29.6%

29.6%

23.0%

%S

36.2%

Mastery

CULG 2, Teamwork

%AP

Practice

3.4%

%BS

Introductory

Course embedded assessments using standardized rubric lines

0.0%

n = 29 throughout

BS = Below standard
AP = Approaching Standard
S = Standard
ES = Exceeds standard

66.5%
75.9%
63.2%
66.5%
72.4%
66.5%

67.2%

72.4%

75.9%

63.2%

66.5%

66.5%

72.4%

%ES

60.3%

Review of
Assessments
Min = 1 / Max = 2 in
5-year period
Qualitative Program
Review of Artifacts
from Panel Experts

3. Metrics of Student Learning*. OIE will populate the following data points. The Program Director’s job is to review, analyze, reflect on,
and comment on this data and how it affects the program.
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See also Appendix II and III for Benchmark Scores based on School Counselling Standards (12) which also give an indication of progression from Introductory
skills to Mastery.

The above Mastery data is from final written and oral comprehensive exam data from 2 cohorts only. However, the data indicates the strength of the students
learning according to outcomes with universally high scores throughout. See Appendix I “Oral Exam rubric” to see how the student is assessed according to
CULG’s and PLO’s.

Summative review – Please provide qualitative analysis and reflective review of data:
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$312,792

$

767

287

Fall 2016

$315,606

$

718

290

Winter 2017

$293,022

$

657

233

Spring 2017

Overall, the important data for us is that we know that program enrollments have increased from 40 students in 2012/13 to 132 for Spring 2017/18. That
indicates a 330% increase in student enrollments and revenue in 4 years.

The above data is misleading because there are fewer credit hours in the spring for some cohorts.

Summative review – Please provide qualitative analysis and reflective review of data:

Actual Enrollments and Actual Credit hours are provided by the Office of Institutional Effectiveness. Please contact your school Dean for revenue data.

$255,840

$

REVENUE

Actual Revenue

620

243

Summer 2016

Actual Credit Hours (OIE)

CREDIT HOURS

Actual Enrollments (OIE)

ENROLLMENTS

Program: School Counselling 2016 – 2017

4. Financial Metrics. The Program Director’s job is to review, analyze, reflect on, and comment on this data and how it affects the program.
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Part B Table 1,
Students’ Overall
Academic

Part B Table 1,
Students’ Overall
Academic
Experience

Data Source
from Current
Year
(2015-2016)

While the EOCE’s are all
above 4.0 but there are
areas that are showing

Students have indicated that
they are not aware of the
relationships between
assignments, learning goals
and professional goals.

Main Findings and
Insights
from the Data

We will be establishing a
more systematic approach
to preparing instructors

We are aware that many
students do not read the
syllabi. It is evident that
we need to work with
each instructor so that
they are more explicit at
the beginning of a course
about explaining learning
goals, professional goals
and how assignments
relate to each.

Modifications and
Goals Planned
for Implementation in
Coming Year

Before each teaching
quarter begins.

Work with instructors 2
months prior to the
teaching term to ensure
that they build in time
at the beginning of their
courses to review the
syllabus. (e.g. provide a
lesson plan template
that includes syllabus
review, learning
outcomes and goals and
the discussion of all
assignments at the
beginning of each
course).
Same as above. Contact
each instructor 2
months prior to

Two months before
each teaching quarter
begins

Timelines

Actions

Increased mean above
4.5 would be the goal.

An increase in SSS
means (to above 4.0).

Results Anticipated
from Planned
Modifications

1. Identify at least three (3) areas (more are encouraged) to take action on from your findings of the review of the data. One of the three actions
will come from assessing CULG and one of the three will come from assessing PLO (See Section B4 for this evaluation). For the coming
year, plan modifications based upon those findings. Decide which changes are indicated to the program, to curriculum, to teaching method,
and/or to assessments, etc. Of the potential modifications identified, please specify actions, timelines, and priorities for the coming year along
with the expected outcome of these modifications.

Part C: Proposed Actions to be Taken.
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slightly lower scores (Q2teaching course content in a
clear and organized way and
Q7-using required
resources).

We intend to include
Benchmark scores (selfassessment) completed
during
Practicum/Internship
classes. See Appendices II
and III for Benchmark
Standards scores

prior to teaching and
grading requirements.

Students will complete
their Benchmark charts
and the end of their
Practicum course
(second quarter for
Introductory data) and
their Internship I course
(4th quarter for Practice
data).

teaching quarter to
review all course
requirements, prepare
lesson outlines and
review teaching
resources.

We will review these
scores which are
currently based on SC
Standards and revise
them to apply them to
CULG’s and PLO’s.

Introductory and
Practice data will be
available in the Metrics
of Student Learning for
2018.

Secondly, we need to work more effectively with the Office of Institutional Effectiveness to increase survey participation among our students and
alumni as the response rates are too low to be meaningful.

The financial metrics table (#4) does not take into account quarters with less credits. A comparison using full year data would be more informative.

Please help us develop a more meaningful report. What areas within this report did you find not useful to your program and likewise what is
not found on this report that could be included that you would find useful?

After reviewing the data and our responses to the data, it is clear that we provide a very high level of support to both students and faculty.
However, as our enrollments have increased 330% over 4 years, we are struggling to meet the support levels that students and faculty now expect
from us at all level (administrative faculty, advising, associate faculty). Academic quality and student experience remain our top priority as word of
mouth (in spite of all other marketing efforts) is pivotal in securing strong future cohort numbers.

Closing thought to ponder: What did you learn from this process?

Metrics of Student Currently we include data
Learning
for Mastery (Comp exam
results). It would be more
informative to include both
“Introductory” and
“Practice” data.

Experience
(EOCE’s)
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Student _______________________
Date _______________________
Grade _______________________

1, 4, 6

1, 3, 4, 6

1, 2, 3

1, 2, 3

1, 3, 4, 6

1, 3, 4, 6

1, 2, 3,

1, 2, 3, 6

Program
Learning
Outcome

CityU Learning
Goal

4.

3.

2.

1.

Chose appropriate issue (hypothesis) as an initial focus for the case.
(4) Initial focus is clearly stated, appropriate, and consistent with theoretical approaches.
(3) Initial focus is appropriate.
(2) Initial focus is unclear or difficult to evaluate.
(1) Initial focus is inappropriate or missing.
Comments:
Demonstrated clear understanding of a counselling theory appropriate for use with
the case.
(4) Description of counselling theory is concise and accurate.
(3) Description of counselling theory is accurate.
(2) Description of counselling theory is unclear or difficult to evaluate.
(1) Description of counselling theory is inaccurate or missing.
Comments:
Demonstrated clinical skill in choosing appropriate, developmentally appropriate,
initial interventions including consultation as appropriate.
(4) Initial interventions are developmentally appropriate, creative, guided by theory and
professional scope of practice.
(3) Initial interventions are developmentally appropriate, consistent with theory and
professional scope of practice.
(2) Initial interventions are unclear, or evaluation is difficult.
(1) Initial interventions are inappropriate, incompatible with theory, or missing.
Comments:

Assessed pertinent elements influencing the case.
(4) Assessment is complete and appropriate.
(3) Assessment is adequate.
(2) Assessment is unclear or difficult to evaluate.
(1) Assessment is inadequate or missing.
Comments:

Score:

Score:

Score:

Score

Student receives a rating of one (1) and/or two (2) in three or more areas.
*Students receiving a rating of one (1) or two (2) in ethics (area #6) receive a rating of No Pass for the oral exam. Score each area based on the descriptions following
the topic area

Overall rating of oral exam (check one):
Student receives a rating of three (3) or above in at least five out of seven areas.

Faculty evaluator _______________________
Case presented _______________________
2nd Panel member _______________________
3rd Panel member _______________________

Appendix 1: MEd School Counselling – Oral Comprehensive Exam Rubric
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1, 2, 4, 6

1, 4, 5, 6

2, 3, 5

1, 4, 6

2, 3, 4

2, 3, 6

8.

7.

6.

5.

Cumulative total

Demonstrated clear understanding of professional boundaries and
transference/counter transference potential.
(4) Applies self-awareness directly to the dynamics between student (and other parties)
and counsellor; self-awareness of strengths and limitations and professional scope of
practice is well-developed.
(3) Describes awareness of potential dynamics between student (and other parties) and
counsellor; self-awareness of strengths and limitations and professional scope of practice
is adequate.
(2) Describes minimally awareness of potential dynamics between student (and other
parties) and counsellor; self-awareness of strengths and limitations and professional
scope of practice is unclear.
(1) Demonstrates lack of awareness of potential dynamics between student (and other
parties) and counsellor; self-awareness of strengths and limitations and professional
scope of practice is insufficient or unclear.
Comments:
Exhibited understanding of ethical and/or legal issues in school setting.
(4) Demonstrates awareness of ethical implications – interprets ethical and legal
obligations accurately, applies ethical decision-making principles to the situation and
demonstrates understanding of professional scope of practice.
(3) Demonstrates awareness of ethical implications – interprets ethical and legal
obligations adequately and demonstrates understanding of professional scope of practice.
(2) Demonstrates minimal awareness of ethical implications – interprets ethical and legal
obligations unclearly. Professional scope of practice awareness is minimal or unclear.
(1) Demonstrates lack of awareness of ethical implications – interprets ethical and/or
legal obligations incorrectly, theory and/or interventions are inconsistent with ethical
and/or legal obligations and professional scope of practice.
Comments:
Demonstrated awareness of, and sensitivity to, culture, ethnicity, gender, sexual
orientation, physical ability, and other potential power differentials.
(4) Demonstrates ability to apply awareness of diversity issues to counselling
relationship, (and/or extended systems relationship); discusses a plan for gaining
awareness/knowledge; demonstrates self-awareness re: potential bias, blind spots, and/or
practice limitations.
(3) Addresses diversity issues adequately; demonstrates self awareness re: potential bias,
blind spots, and/or practice limitations; demonstrates openness to supervision and
consultation.
(2) Addresses diversity issues minimally, self-awareness is unclear, openness to
supervision and consultation is unclear.
(1) Diversity issues are inadequately addressed or missing; demonstrates lack of selfawareness re: potential bias, blind spots, and/or practice limitations; demonstrates lack of
openness to supervision and consultation.
Comments:
Score:

Score:

Score:

CI T Y U N I V E R SI T Y O F S E AT T L E

155

Applied Learning
A) Teamwork, B) Communication
A) Critical Thinking, B) Information Literacy
Ethical Practice
Diverse/Global Perspective
Lifelong learning (professional development)

1.
2.
3.
4.
5.
6.

Professional Practice
Ethics
Research and Inquiry
Data informed
Culture and Diversity
Communication Skills

MED School Counselling (SC) Program Learning Outcomes (PLO):

1.
2.
3.
4.
5.
6.

CityU Learning Goals (CLG):

Signature of Panel Member____________Signature of Program Director/Coordinator: _____________

Date:

Additional Questions
1. Describe an ethical concern that you have regarding maintaining confidentiality for your student clients within the school system. How do you handle this in practice?
2. Give an example of how you have integrated your personal growth and learning through this MEd program with your professional practice.
3. What are your plans for continuous growth and professional development? Comments from Panel Member (to be relayed to student):
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1.65
2.67
3.43

2nd Evaluation

3rd Evaluation

1

1st Evaluation

0.00

0.50

1.00

1.50

2.00

2.50

3.00

3.50

4.00

4.50

3.49

2.88

1.73

2

3.50

2.54

1.50

3

3.59

2.74

1.43

4

3.69

3.09

2.17

5

3.59

2.87

1.84

6

3.70

2.89

1.80

7

3.42

2.85

2.09

8

Average Benchmark Evaluation - 2017

3.43

2.71

1.52

9

3.64

2.82

1.84

10

3.86

3.41

2.43

11

3.71

3.06

1.74

12

Benchmark data from 2017 based on 12 School Counselling standards (See Appendix III for Benchmark Form and Standards)

Appendix II
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Form INTERN-6

MED SCHOOL COUNSELLING: BENCHMARK FORM

MEDSCBenchmarks rev10.16
Page 1 of 4

PLEASE COMPLETE THIS LOG ELECTRONICALLY (grey cells can be typed in); PRINT FOR SIGNATURES

#DIV/0!
#DIV/0!
#DIV/0!
Average Rating for Standard 2
Standard 3: Human Growth and Development. School counsellors apply comprehensive, in-depth knowledge of human growth and development to improve student learning and well being and to enhance resiliency,
provide guidance to parents and teachers about developmentally appropriate practices that support students throughout their schooling experience.
Demonstrates comprehensive, in-depth knowledge of human growth and development to improve student learning and well-being.
EGC533, 542
Provides guidance to parents and caregivers about developmentally appropriate practices that support students to motivate and nurture
EGC533, ECC516
growth in academic, career and personal/social domains.
Consults with staff and families about developmental needs of students and increases resiliency of students through development of skills in
EGC545, ECC516
academic, career and personal/social domains and enhances personal connections to school, family and community.
Applies knowledge of learning theory, including styles, modalities and multiple intelligence.
EGC536
Average Rating for Standard 3
#DIV/0!
#DIV/0!
#DIV/0!

CityU Canada

#310-789 W Pender Street,
Vancouver, BC V6C 1H2

The purpose of this form is to evaluate your level of proficiency over the course of the MEd School Counselling program with regards to the program benchmarks and the program content. The first evaluation will be
completed during ECC602; the second evaluation will be completed during EGC607; the third (and final) evaluation will be completed during EGC609. Please indicate on the form if this is a Self-evaluation or Supervisor
Assessment.
This form is fillable (type in the grey cells). Keep it saved on your computer and complete as the program progresses. Please print at the end of the program (or as required) for signatures prior to submitting to your
CityU Faculty Internship Supervisor.
For each evaluation, record your (or the student's) proficiency level under the column corresponding to ECC602 or EGC607 or EGC609. Ratings are as following:
1 - Limited Experience; 2 - Approaching Standard; 3 - Meets Standard; 4 - Above Standard
Check Box if Self-assessment
Student's Name:
Self-Assessment:
Check Box if Supervisor assessment
Supervisor Assessment:
(type name here)
Evaluation completed in:
ECC602
EGC607
EGC609
Date completed:
(Date)
(Date)
(Date)
Where evidenced
Standard 1: Foundations of the School Counselling Profession. School counsellors design, deliver and evaluate student-centred, data-driven school counselling programs that advance the mission of the school in light of
recognized theory, research, exemplary models, community context, and professional standards.
Articulates key features, benefits, goals, and objectives of a comprehensive school counselling program.
ECC514
Conducts counsellor time utilization activity according to the BCSCA guidelines/district model.
ECC514
Collects and analyzes data to determine impact of school counsellor program on student achievement.
ECC514
Articulates and documents how the school counselling program and counsellor activities support the mission of the school and impact student
ECC514
learning.
Demonstrates understanding of school district policies and procedures regarding counselling activities, student behaviour, and general
ECC601, 602
operation of the school.
Demonstrates understanding of School Improvement Plan (SIP) processes and how it relates to the school counselling program.
ECC515, 601
Uses school report card, other data, and SIP to design systemic interventions based on research and theory.
ECC515, 601
#DIV/0!
#DIV/0!
#DIV/0!
Average Rating for Standard 1
Standard 2: School Counselling and Student Competencies. School counsellors know and can integrate academic, career and personal/social student competencies, including Provincial Learning Goals into the school
counselling program; can teach counselling and guidance related material by using effective curriculum, instructional strategies and instructional managment; support teachers and parents in helping students develop
knowledge and skill for learning, living and working; and provide information about best practices to a school community.
Identifies needs of students in academic, career, personal and social domains and determines positive impact on student learning.
ECC515, EGC533, 542
Demonstrates knowledge and skills in curriculum development, instructional and assessment practices and classroom management.
EGC536, 542, ECC516
Uses student records to assist students and their parents/guardians to align academic and career expectations.
EGC542
Knows and integrates academic, career and personal/social student competencies, including Provincial Learning Goals and Grade Level
EGC530, 536, 542, ECC516
Expectations, into the school counselling program.
Guides individuals and groups of students through the development of educational and career awareness and/or plans in order to develop
EGC545
knowledge and skills for learning, living and working.
Promotes academic rigor and helps prepare students for successful transitions to the next level of schooling from kindergarten to high school
EGC542
and beyond.
Assists teachers with infusing affective skills and career development, e.g. problem solving, goal setting and decision making.
EGC545
Able to design needs assessment, analyze results and use data to set priorities.
ECC511, 515

Appendix III
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Check Box if Supervisor assessment

Check Box if Self-assessment

Models, demonstrates and advocates for fairness, equity, sensitivity and respect for students, staff, parents/caregivers and community
members.
Advocates for equitable access to instructional programs and activities through the design and implementation of plans that remove barriers to
learning.
Disaggregates data to identify areas where students may be negatively impacted by school practices and policies and proposes historically
disadvantages and marginalized.
Demonstrates an awareness of school climate and how it impacts student learning, especially for families and students who have been
historically disadvantages and marginalized.
Demonstrates knowledge and awareness of special education and IEP goals and objectives.

MEDSCBenchmarks rev10.16
Page 2 of 4

Average Rating for Standard 6

EGC539, ECC515

EGC530, 536, 539

#DIV/0!

#DIV/0!

#DIV/0!

PLEASE COMPLETE THIS LOG ELECTRONICALLY (grey cells can be typed in); PRINT FOR SIGNATURES

Models caring, acceptance, communication and human relations skills to students, staff, parents and community.
Demonstrates knowledge of ways to identfiy child physical, sexual, emotional abuse and child neglect. Knows mandated child abuse reporting
laws. Understands the impact of abuse on student learning and behaviour. Has knowledge of child abuse prevention programs. Can provide
teachers with information on the effects of abuse on the classroom environment and best practices for teaching children who have been the
victims of child abuse.

EGC539, 542
Average Rating for Standard 5
#DIV/0!
#DIV/0!
#DIV/0!
Standard 6: School Climate. School counsellors work to establish and foster a safe, inclusive and nurturing learning environment for students and staff and families and use strategies designed to prevent or resolve
problems that could limit or diminish the capacity of students to learn and achieve at their highest levels.
Advocates for a safe, inclusive, nurturing and intellectually stimulating learning environment.
Overall
Demonstrates knowledge of current law and best practices in the prevention of bully/harrassment, violence and substance abuse as barriers to
ECC513, EGC536
student learning.
Can articulate the school counsellor's role as an active participant in the school improvement planning process to ensure a school climate that
ECC513, 515
supports equitable learning for all students.
Understands the site's comprehensive safe schools plan and the role of staff, students, families and community in this process, including peer
ECC514, EGC536
helper and student leadership for all students.
Facilitates new student integration into the school environment.
ECC514
Demonstrates knowledge of the strategies and methodologies designed to prevent or resolve problems that could limit or diminish the capacity
ECC516, EGC542
of students to learn and achieve at their highest goals.
Collects and analyzes data regarding physical, social, psychological and intellectual safety of the school environment.
ECC513, 515

ECC513, 515, 516, EGC539

ECC513, 515, EGC542

ECC513, 515

ECC515

Standard 5: Equity, Fairness and Diversity. School counsellors value and show respect for all members of the community; demonstrate fairness, equity and sensitivity to every student and they advocate for equitable
access to instructional programs and activities; use data for designing and implementing plans that remove barriers to learning; and help to close achievement gaps among sub-groups of students.

CityU Canada

#310-789 W Pender Street,
Vancouver, BC V6C 1H2

ECC602
EGC607
EGC609
(Date)
(Date)
(Date)
1: Counselling
FoundationsTheories
of the School
Counselling School
Profession.
Schooldemonstrate
counsellors design,
deliver and of
evaluate
student-centred,
data-driven
school
counselling
thatofadvance
theand
mission
the school for
in light
of
Standard 4:
and Techniques.
counsellors
an understanidng
established
and emerging
counselling
theories
through programs
effective use
individual
groupoftechniques
working
recognized
theory,
research, exemplary models, community context, and professional standards.
with a diverse
population.
Counsels individual students and small groups of students using appropriate theories and technique with respect to each diverse learner.
EGC530, 536
Uses counselling strategies to help students so they can be emotionally and socially prepared to maximize their instructional time.
EGC530, 536, 545
Applies career development theory in educational planning.
EGC545
Articulates a personal and professional belief statement and counselling philosophy.
ECC509
Demonstrates a knowledge of mental health disorders, including substance abuse, and knows how ad when to make referrals.
EGC539
Uses counselling strategies that maximize students' success and instructional time.
EGC530, 536
Average Rating for Standard 4
#DIV/0!
#DIV/0!
#DIV/0!

For each evaluation, record your (or the student's) proficiency level under the column corresponding to ECC602 or EGC607 or EGC609. Ratings are as following:
1 - Limited Experience; 2 - Approaching Standard; 3 - Meets Standard; 4 - Above Standard
Student's Name:
Self-Assessment:
Supervisor Assessment:
(type name here)
Evaluation completed in:
Date completed:
Where evidenced
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Develops appropriate strategies to promote effective, positive support plans for students.
Reduces barriers to student learning through direct referral services and/or in-district options

Provides support for students in crisis situations with a calm, effectual and ethical manner consistent with school policies and procedures.

Works with teachers and administrators to promote and support behaviour management strategies.

Regularly attends counselling staff meetings and other counselling related meetings.

Demonstrates knowledge of commonly used medications for school-aged children.

Adheres to laws and regulations governing limits of information sharing.

Overall
ECC516, EGC539, 542

ECC516, EGC539

ECC601

ECC601

EGC539

ECC513, 516, EGC530, 536

Articulates the basic principles and purposes of program evaluation.

Identifies a "closing the gap" activity, articulates a tentative hypothesis and proposed research-based intervention.

ECC510, 511

MEDSCBenchmarks rev10.16
Page 3 of 4

#DIV/0!

#DIV/0!

#DIV/0!

PLEASE COMPLETE THIS LOG ELECTRONICALLY (grey cells can be typed in); PRINT FOR SIGNATURES

Uses data to identify and support students at risk of school failure.

ECC514, 601

Average Rating for Standard 9

Collaborates with staff concerning assessment of students with special needs.

ECC514, 516, EGC542

Utilizes assessment tools, individual planning skills and counselling to facilitate informed choices (aptitude, interest, academics and careers).

ECC516, EGC539, 542

EGC545, 542

#DIV/0!
#DIV/0!
#DIV/0!
Average Rating for Standard 8
Standard 9: Student Assessment and Program Evaluation. School counsellors understand the basic principles and purposes of assessment; collection and use of data; regularly monitor student progress and are able to
communicate the purposes, design and results of assessments to various audiences; know basic principles or research design, action research and program evaluation for purposes of program improvement and
accountability.
Assess, interprets and communicates results to students, faculty and parents and community with respect to aptitude, achievement, interests
ECC515, EGC542
and learning styles.

#DIV/0!
#DIV/0!
#DIV/0!
Average Rating for Standard 7
Standard 8: Information, Resources and Technology. School counsellors select and use informational resources and technology to facilitate delivery of a comprehensive school counselling program that meets student
needs; and skillfully uses technology to enhance communication.
Demonstrates proficiency in word processing, presentation software, database use and utilization of search and navigation skills related to
Overall
school counselling.
Selects and utilizes technology to facilitate delivery of a comprehensive school counselling program that meets student needs.
Overall
Utilizes technology to strengthen communication with staff, families and community.
Overall

Accessess appropriate social service providers.

Overall

CityU Canada

#310-789 W Pender Street,
Vancouver, BC V6C 1H2

For each evaluation, record your (or the student's) proficiency level under the column corresponding to ECC602 or EGC607 or EGC609. Ratings are as following:
1 - Limited Experience; 2 - Approaching Standard; 3 - Meets Standard; 4 - Above Standard
Check Box if Self-assessment
Student's Name:
Self-Assessment:
Check Box if Supervisor assessment
Supervisor Assessment:
(type name here)
Evaluation completed in:
ECC602
EGC607
EGC609
Date completed:
(Date)
(Date)
(Date)
Where evidenced
7: Foundations
Collaborationofwith
FamilyProfession.
and Community.
counsellor
work
collaboratively
with
school staff, families
and community
membersprograms
to achieve
common
goals
the education
of students,
Standard 1:
the School Staff,
Counselling
SchoolSchool
counsellors
design,
deliver
and evaluate
student-centred,
data-driven
school counselling
that
advance
the for
mission
of the school
in light of
improvement
of schools,
andexemplary
advancement
of the
larger community;
know
appropriatestandards.
behaviour management strategies and can team with staff and families to improve student achievement; and use their knwledge of
recognized theory,
research,
models,
community
context, and
professional
community resources to make appropriate referrals based on the needs of students.
Recognizes and fosters the value of community involvement in the schools and the design of effective methods for formal and informal written
ECC516, EGC536
and oral communication.
Demonstrates knowledge of effective methods for consultation.
Overall

Form INTERN-6
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Check Box if Supervisor assessment

Check Box if Self-assessment

#DIV/0!

#DIV/0!

#DIV/0!

Maintains current knowledge and skills through on-going reading, professional development and participation in professional organizations.

ECC509, 514, 601

#DIV/0!

#DIV/0!

#DIV/0!

MEDSCBenchmarks rev10.16
Page 4 of 4

CityU Supervisor Name (print); Position and Date:

If this assessment was carried out by a supervisor, please ensure that they sign the form below:

#DIV/0!

Supervisor Signature:

#DIV/0!

#DIV/0!

PLEASE COMPLETE THIS LOG ELECTRONICALLY (grey cells can be typed in); PRINT FOR SIGNATURES

Reflects on and provides thoughtful rationales for his/her school counselling decisions.
ECC509, 513, EGC530, 536
Actively solicits and uses feedback for continuous improvement on his/her school counselling practice.
ECC509, 601, EGC530
Evaluates critical events and responds effectively and efficiently.
ECC516, 601
Demonstrates knowledge of systems and organizational change theory to promote engaging learning environments.
ECC513, 516
Develops a Draft Professional Growth Plan.
ECC509, 601
Average Rating for Standard 12

Standard 12: Reflective Practice. School counselloors integrate knowledge, skills and life experiences to respond effectively to new or unexpected critical events and situations; serve as change agents by using their
understanding of schools as social, cultural and political systems within a larger organizational context; monitor practice with continuous, in-depth reflection; and make adjustments as needed.

Provides for a safe, confidential setting in which students can present their needs and concerns.
ECC514, EGC530, 533
Promotes appropriate use of assessment tools and presentation of relevant, unbiased data.
ECC516, EGC545, 542
Average Rating for Standard 11

Writes and speaks effectively in formal and informal communications.
Demonstrates professional and responsible work habits.
Follows the current BCSCA Guidelines for Practice and Code of Ethics.
Demonstrates knowledge of local, provincial and federal policies, and laws relevant to school.

Overall
Overall
ECC514, 513, 601
ECC513, 516, EGC539

Standard 11: Professionalism, Ethics and Legal Mandates. School counsellors develop a professional identity congruent with knowledge of all aspects of professional functions, professional development and provincial
and national school counsellor organizations. They adhere strictly to the profession's codes of ethics, especially those that have been established by the Canadian Counselling Association, the BC School Counsellor's
Association and other relevant codes of ethics. They are familiar with provincial and federal policies, laws and legislation relevant to school relevant to school counselling.

ECC514, 515, 601

Contributes to the school improvement planning process.
Facilitates understanding the link between curriculum, instruction and assessment to student effort, performance and success beyond high
ECC515, EGC545, 542
school.
Works with colleagues to provide an effective learning climate within classrooms and the school.
ECC514, 601
Promotes active student and parent/guardian engagement in educational planning.
ECC516
Practices effective listening, conflict resolution and group facilitation skills as a team members.
EGC536, ECC601
Conducts meaningful trainings, in-services or presentation based on assessed needs.
EGC536, ECC516
Promotes best practices in, and advocates for, professional school counselling.
ECC509, 513, 515
Advocates for balanced interventions that support needs of the whole child.
Overall
Average Rating for Standard 10

intruction and assessment can help students see the relationship between effort, performance and success beyond high school. School counsellors help promote understanding of graduation requirements, test scores
and development of the high school and beyond plan.

CityU Canada

#310-789 W Pender Street,
Vancouver, BC V6C 1H2

ECC602
EGC607
EGC609
Date completed:
(Date)
(Date)
(Date)
Where evidenced
Standard
of the
School Counselling
Profession.
School
counsellors
design,that
deliver
and evaluate
student-centred,
data-driven
school
programs
that advance
the mission
of the
school incareer
light of
Standard 1:
10:Foundations
Leadership and
Advocacy.
School counsellors
support
practice
and policies
promote
academic
rigor - skills for learning,
living
and counselling
working; provide
leadership
that enhances
student
academic,
recognized
theory, research,
exemplary
models, for
community
and professional
standards.
and
personal/social
development
and advocate
guidancecontext,
as an integral
part of a school's
educational system; model practices that help students, parents, teachers and policy makers understand how curriculum,

For each evaluation, record your (or the student's) proficiency level under the column corresponding to ECC602 or EGC607 or EGC609. Ratings are as following:
1 - Limited Experience; 2 - Approaching Standard; 3 - Meets Standard; 4 - Above Standard
Student's Name:
Self-Assessment:
Supervisor Assessment:
(type name here)
Evaluation completed in:
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Problem areas are accurately
identified in Part C, with specific
data points (e.g., EOCE #8)
identified for tracking purposes.
CULG and PLO actions are
included and proposed actions
are specifically detailed.
Recommendations for
improvement are accompanied by
action plans with clear timelines
and expected outcomes.
CULG and PLO actions are
included.

Problem areas are accurately
Problem areas are not accurately
Problem areas are accurately
identified in Part C, with specific identified in Part C. PLO and CULG identified in Part C.
data points (e.g., EOCE #8)
actions are not identified.
identified for tracking purposes.

Data sources are missing for the
program, in addition to no CULG
or PLO data provided.

Reviewer Notes

Comments: Jill has done an outstanding job with the MED program. Not only is the program growing, but it is facing challenges that only growing programs face. The program has
benefited from the change the government has initiated. Currently, she has 8 cohorts distributed around the different locations. Jill has focused on improving instructor feedback and results
show positive improvement. She has also focused on qualitative data with excellent results. Going forward, Jill is going to be working on overall student experience by concentrating on
faculty training.

Part C. Proposed
Actions To Be
Taken

All data sources are reported fully All data sources are reported for All data sources are reported for
the program, with some CULG & the program, with the exception
for the program, including
of CULG or PLO data.
PLO data provided.
CULGs & PLOs.

Approaching Standard
Below Standard
Some, but not all, recommended No recommended actions from
previous reviews have been taken.
actions from previous reviews
have been taken; or Data is
missing for goals/ modifications
or substantiating improvement.

Part B.
Interpretation of
Data.

At Standard
All recommended actions from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data are
provided, though improvement is
not occurring yet.

Date: Dec. 20, 2018

Exceeds Standard
All recommendations from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data
indicates that improvement is
occurring.

MED School Counseling
(Canada) Jill Taggart

Categories
Part A. Review of
Previous Year’s
Revisions and
Assessments

Name of Program:

Annual Program Assessment Rubric

APAR 3

M.A. COUNSELING
2017-2018
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Program directors will report on 4 quarters of data. Please refer to the schedule on page two (2) to identify which quarters your specific report will
report on.

Program Directors are expected to work collaboratively with the Office of Institutional Effectiveness (OIE). OIE will populate many data points
(noted in each section of the report). The program director’s work will be to review, analyze, reflect on, and then comment in a qualitative manner
on the data. Please visit the OIE SharePoint site to click the Data dashboard link. This link will provide to you the most up-to-date link to your data.

The purpose of the APAR is to encourage and foster reflective data-driven practice and peer evaluation for continuous program improvement. The
process of program assessment is non-punitive. Designated faculty report to the committee on how common data are being used to inform
program changes, to ensure that all programs are utilizing institutional data, and to improve the quality of academic programs. This annual
program assessment is not meant to be comprehensive; programs do not need to demonstrate all data used for program-specific purposes (such as
specialized accreditation).

Program Name: Master of Arts in Counseling
Program Director: Ellen Carruth
Academic Year: 2017-2018

Annual Program Assessment Report (APAR) 2017-18
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Program Directors Present Data on Four Consecutive Quarters
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Metrics of Student Learning
CULGs
MAC PLOs

EOCE #6 (My instructors
effectively integrate theory
and professional practice in
my courses)
Program Health
Enrollment numbers
Retention rates

Instructional Quality
EOCE #4 (My instructors
used a variety of teaching
strategies effectively.)

Data Source from
Previous Year
(2015-16)
e.g., EOCE # 8 (M =
2.97)

This could indicate that students are improving with regard to written
communication during their tenure in the program.

Most notable is PLO 7: Produces written communication that meets
professional standards
(n =90). On this objective, no students were below standard. The number
of students that were approaching standard decreased over the I, P, and
M measurements:
I: 22% approaching
P: 13% approaching
M: 8% approaching

Data for CULGs and MAC PLOs have been collected through secondary
rubrics. Currently, MAC is implementing revised PLOs based on 2016
CACREP standards, and feedback from the MAC advisory board, so
comparison will be difficult in coming year.

Retention rates continue to be high for the MAC program, given our
cohort structure.

The MAC program admitted 30 students in the Fall of 2016 (compared to
13 in Fall of 2015).

EOCE 6: MAC is 4.23, and DAS is 4.30.

EOCE 4: MAC is 4.11, and DAS is 4.16

The MAC program EOCE scores (Student Experience Related to
Instructional Quality) are 4.11/5 or higher. MAC EOCE scores fall below
the DAS average on questions 4 and 6.

e.g., Teaching faculty need to be integrating
more technology into their instruction.

Main finding(s) and insights from the data

Develop academic writing presentations to be
delivered during 2016- 2017

CSI International Honor Society (initiation June
2017):
*requires 3.5 GPA; may incentivize some students
Introduce peer-to-peer writing support as a part of
the MAC Learning Community Grant in January
2017.

MAC Learning Community Grant (January 2017):
*targeted marketing in social service agencies to
support enrollments
*peer-to-peer writing support to support retention

EOCE 6: Seek feedback from MAC Advisory Board
regarding effective integration of theory and
professional practice

EOCE 4: Continue to infuse technology into MAC
courses. For example, Ellen Carruth will include use
of Kaltura video platform into COUN 503 in Fall
2016.

e.g., more training for faculty on various
technologies; subsequent
course shell audits by course manager

Description of goals and modifications
implemented within last year

Page 3 of 34

Between the winter of 2016-2017 and the summer
of 2016-2017, students (N = 29) enrolled in
academic research and writing support services
improved their GPA from 3.69 to 3.76. Students
receiving academic research and writing support
were surveyed about their satisfaction with the
program, and results indicate substantial student
satisfaction. At least 80% of students reported
finding the writing support helpful, especially the
mentoring and peer review. Furthermore, all
students reported that their academic performance
would have been impacted if they had not been
enrolled in writing support.

I: 0% approaching

New PLO 8 (similar to PLO 7) had following data
points for 2016-17:

Positive trend continued; Admitted 33 students in
Fall of 2017

(both exceed school averages)

EOCE #6:
4.65

EOCE #4: 4.56

e.g., improved scores on EOCE # 8 (M =
3.13)

Results of goals and modifications
(Please provide data and data source)

1. Utilizing the following table, review a minimum of three (3) suggested modifications from the previous year’s APAR and describe the results
based on those proposed changes. This section is to be completed by the Program director.

Assessment Area Part A: Review of Last Year’s Goals and Modifications
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167

More inferences are provided after Part C.
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%
%
%
%
%
%
%

Q2. My instructors taught the course content in a clear and organized
way.

Q3. My instructors encouraged me to take an active role in my own
learning.

Q4. My instructors used a variety of teaching strategies effectively.

Q5. My instructors provided prompt and useful feedback on my work.

Q6. My instructors effectively integrate theory and professional
practice in my courses.

Q7. My instructors use the required resources and materials effectively
to support my learning.

Q8. My instructors enriched my courses with technology in ways that
improved my learning.

This data is provided by the Office of Institutional Effectiveness.

%

Q1. My instructors have clearly explained the course learning goals,
assignments, and grading criteria for my classes.

72%
75%
80%
75%
75%
75%
75%
65%

69%
81%
68%
65%
76%
65%
61%

SSS
Program
2015-2016
20

71%

SSS
School
2015-2016
n=
108

Percentage = Percentage of students (n) that answered agree/strongly agree or standard/exceeds standard.

Student Experience Related to Instructional Quality

•

Page 5 of 34

1. Metrics of Instructional Quality. OIE will populate the following data points. The metrics of instructional quality data is pulled from the
most recent Student Satisfaction Survey (SSS), and annual combined End of Course Evaluations (EOCE). The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program.

Part B: Analysis of Program Data

CI T Y U N I V E R SI T Y O F S E AT T L E

169

%
%
%
%
%
%
%

Q2. My instructors taught the course content in a clear and organized
way.

Q3. My instructors encouraged me to take an active role in my own
learning.

Q4. My instructors used a variety of teaching strategies effectively.

Q5. My instructors provided prompt and useful feedback on my work.

Q6. My instructors effectively integrate theory and professional
practice in my courses.

Q7. My instructors use the required resources and materials effectively
to support my learning.

Q8. My instructors enriched my courses with technology in ways that
improved my learning.

4.22

4.27

4.37

4.20

4.26

4.50

4.30

4.32

4.35

4.45

4.60

4.54

4.42

4.68

4.45

4.45

EOCE
Program
2015-2016
217

4.34

4.42

4.52

4.31

4.39

4.59

4.42

4.41

EOCE
School
2016-2017
1196

4.40

4.58

4.65

4.47

4.56

4.70

4.51

4.47

EOCE
Program
2016-2017
276

Page 6 of 34

The MAC program’s EOCE scores are consistently high when compared to school EOCE scores. One area for us to be continually vigilant about is providing
feedback in a prompt matter.

Summative review – Please provide qualitative analysis and reflective review of data:

%

Q1. My instructors have clearly explained the course learning goals,
assignments, and grading criteria for my classes.

Student Experience Related to Instructional Quality

EOCE
School
2015-2016
n=
1143
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%
%
%
%
%

I understand how each course I take contributes to the learning goals for my
program.

The courses and learning activities in my program are directly relevant to my
professional goals.

I am gaining knowledge and skills that increase my value to my workplace or
organization.

I am able to take the classes I need when and how I need them.

I receive the academic support I need to continue my studies successfully.

No data from current academic year.

Summative review – Please provide qualitative analysis and reflective review of data:

This data is provided by the Office of Institutional Effectiveness.

%

My courses have clear learning goals that are supported by the assignments in the
courses.

n=

76%

65%

68%

81%

69%

Page 7 of 34

75%

75%

75%

80%

75%

72%

2015-2016
20

2015-2016
108
71%

SSS
Program

SSS
School

Percentage = Percentage of students (n) that answered agree/strongly agree or standard/exceeds standard.

Student’s Overall Academic Experience

•

Metrics of Academic Experience. OIE will populate the following data points. The metrics of academic experience data is pulled from the most recent
Student Satisfaction Survey (SSS). Use school scores as benchmarks. The Program Director’s job is to review, analyze, reflect on, and comment on this data
and how it impacts the program.

CI T Y U N I V E R SI T Y O F S E AT T L E
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54

58

AY 2014-2015

AY 2013-2014
23

17

12

81

71

57

58

(Headcount)

Total # Students

16

21

20

17

Graduates

87%

94%

83%

Incomplete retention
cycle

Retention

49% / 51%

52% / 48%

61% / 39%

74% / 26%

FT/PT Ratio
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A chart showing the number of students who started in a year, how many graduated and how long it took them to graduate will be provided by the Office of
Institutional Effectiveness

Graduates are counted as retained
Undergraduate, Full time >= 40 credits, ¾ Time = 30-39,½ Time = 20-29, Less than ½ time =< 19 credits.
Graduate, Full time >= 24 credits, ¾ Time = 23-18, ½ Time = 12-17, Less than ½ time =< 11 credits.

This data is provided by the Office of Institutional Effectiveness.

45

26

32

AY 2015-2016

New Students

# Continued

Completion Time for Masters Programs: 100% = 2 years, 150% = 3 years, 200% = 4 years
Completion Time for Bachelors Programs: 100% = 4 years, 150% = 6 years, 200% = 8 years
Completion Time for Doctoral Programs: 100% = 4 years, 150% = 6 years, Maximum Completion Time = 7 years

AY 2016-2017

a.
b.
c.

2. Headcount, retention, and graduation metrics. OIE will populate the following data points. The Program Director’s job is to review, analyze,
reflect on, and comment on this data and how it affects the program.

172

NWCCU -Year S eve n R e p o r t

0

10

20

30

40

50

60

70

•
•
•
•
•

2013-14

24

2014-15

36

2015-16

38

2016-17

46

2017-18

60

2013-14: 24 (excludes final two graduating cohorts of MACP program)
2014-15: 36
2015-16: 38
2016-17: 46
2017-18: 60
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Full to part-time ratios are incorrect. All students take at least 6 credits per quarter, and thus all students in the program are full-time. OIEs total headcount of
students was different than ours, mostly because (1) it captured students from the old MACP program, and (2) it counts FT students on basis of summer rather than
fall starts. Here are the data we have from 2013-14, showing a dip during the years we applied for CACREP accreditation followed by a positive trend upwards
and what we expect will be a plateau of 60 students post-CACREP accreditation in January 2016. Note that applicants in 2017-18 reported that CACREP
accreditation was the most important reason for attending our program (75% of respondents). Here is the actual total headcount of students per year for the past
five years:

[review data here]

Summative review – Please provide qualitative analysis and reflective review of data:

CI T Y U N I V E R SI T Y O F S E AT T L E
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n = 35

CULG5: Diverse &
Global Perspectives

n = 59

CULG3b: Information
Literacy
n = 16
CULG4: Ethics
5%
74%

38%

67%

7%

86%

%S

n = 32
CULG3a: Critical Thinking
n = 43

11%

%AP

96%

%BS

26%

56%

26%

4%

4%

%ES

%BS

%AP

100%

95%

67%

67%

%S

5%

33%

33%

100%

%ES

%BS

15%

15%

25%

%AP

100%

38%

38%

100%

50%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

CULG2b: Collaboration

CULG2a: Communication
n = 32

CULG1: Professional
Competency and
Identity
n=5

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

NOTE: THE CHARTS BELOW REPRESENT OIE DATA

46%

46%

25%

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

3. Metrics of Student Learning*. OIE will populate the following data points. The Program Director’s job is to review, analyze, reflect on,
and comment on this data and how it affects the program.

Figure 1. MAC student headcount for past five years.
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n =20

PLO2: Recognizes and
applies professional
ethical standards
including clear and
appropriate
relationships with
clients, colleagues and
the community.

n = 39

n = 39
PLO1: Professional
Counseling Orientation
and Ethical Practice Recognizes and applies
professional ethical
standards including clear
and appropriate
relationships with
clients, colleagues and
the community.

CULG6: Lifelong
Learning

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

3%

%BS

10%

3%

%AP

31%

86%

%S

59%

7%

%ES

%BS
4%

%AP

95%

80%

%S

5%

16%

%ES

%BS

%AP

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

CI T Y U N I V E R SI T Y O F S E AT T L E
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n = 54

PLO3: Human Growth
and Development Develop self-awareness
into beliefs about what
impacts personal
development, and
formulate a personal
philosophy of counseling
grounded in these
beliefs.

n = 23

PLO2: Social and Cultural
Diversity - Collaborates
with people of diverse
ethnicity, culture,
gender, sexual
orientation, physical
ability, religious beliefs,
and socioeconomic
status.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

3%

%BS

93%

70%

4%

3%

%S

%AP

26%

%ES

%BS

4%

%AP

72%

%S

24%

%ES

%BS

%AP

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

176
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n=4

n=4
PLO4: Recognizes and
positively influences
intrapersonal and
interpersonal dynamics
in counseling with
individuals, groups,
couples, and families.

PLO4: Career
Development Establishes a
commitment to
professional
development through
continuing education,
clinical supervision, selfreflection, and
consultation with peers.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

%AP

%S

%ES

%BS

%AP

%S

100%

%ES

%BS

%AP

75%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

25%

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

CI T Y U N I V E R SI T Y O F S E AT T L E
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n = 28

n = 12
PLO5: Helping
Relationships Establishes and
maintains effective
counseling relationships,
and employs counseling
techniques that are
consistent with the
selected theoretical
approach.

PLO5: Collaborates with
people of diverse
ethnicity, culture,
gender, sexual
orientation, physical
ability, religious beliefs,
and socioeconomic
status.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

11%

%AP

86%

%S

4%

%ES

%BS

%AP

100%

%S

%ES

%BS

%AP

100%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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NWCCU -Year S eve n R e p o r t

n = 42

n=9
PLO8: Research and
Program Evaluation Locates community
resources and critically
evaluates research
related to core areas of
counseling practice.

PLO7: Assessment and
Testing - Gathers
information to assess
needs and next steps in
the counseling process,
including assessment for
suicide/homicide risk
and reporting
requirements for
abuse/neglect.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

7%

%AP

26%

22%

78%

67%

%ES

%S

%BS

%AP

50%

%S

50%

%ES

%BS

8%

%AP

38%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

54%

%ES

Page 15 of 34

Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

CI T Y U N I V E R SI T Y O F S E AT T L E
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n = 137

PLO9: Documentation Produces written
communication that
meets professional
standards.

n = 20

PLO9: Demonstrates an
understanding of the
role of counselors in
promoting social justice
and the well-being of the
greater community.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

2%

%BS

8%

%AP

81%

%S

9%

%ES

%BS

%AP

%ES

15%

%S

85%

%BS

%AP

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

%ES

Page 16 of 34

Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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n = 13

PLO10: Social Justice Develops multicultural
and social justice
counseling
competencies through
gaining a systemic
understanding for the
influence of client
cultural background in
presenting problems and
the role of counselors in
promoting social justice
and the well-being of the
greater community.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

%AP

%S

%ES

%BS

%AP

%S

%ES

%BS

%AP

%ES

62%

%S

38%

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

CI T Y U N I V E R SI T Y O F S E AT T L E

181

%BS

%AP

%ES

17%

%S

83%

%AP

%S

NOTE – PLEASE SEE PROGRAM OBJECTIVE #1, BELOW.

Summative review – Please provide qualitative analysis and reflective review of data:

%BS

%ES

%BS

%AP

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

This data is provided by the Office of Institutional Effectiveness.

n=6

PLO12: Marriage,
Couple, and Family
Counseling - Identifies
presenting symptoms
and diagnoses for client
cases, and applies
systems theory to case
conceptualizations and
treatment plans for
clients.

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard
%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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CREDIT HOURS

$0.10M

$

175

57

Summer

%

$0.24M

$

426

116

Fall

%

$0.03M

$0.23M

$

525

135

Winter

%

Summative review – Please provide qualitative analysis and reflective review of data:

Actual Enrollments and Actual Credit hours are provided by the Office of Institutional Effectiveness. Please contact your school Dean for budget data.

Actual Revenue | %

Budgeted/Projected Revenue | %

Revenue From Other Programs | %

Primary Program Revenue | %

REVENUE

% Achieved

Actual Credit Hours

Projected Credit Hours

% Achieved

Actual Enrollments

Projected Enrollments

ENROLLMENTS

Program:

$0.04M

$0.20M

$

%
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501

132

Spring

4. Financial Metrics. OIE will populate Actual data points. The Dean’s will provide budget projection data. The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program.

CI T Y U N I V E R SI T Y O F S E AT T L E
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The alignment of CACREP Standards to courses, and CACREP Standards to KPIs/PLOs and course assignments at the introductory, practice,
and mastery-levels of the twelve MAC KPIs is depicted in the following tables below. Note that introductory and practice-level assignments are
considered formative assessments, whereas mastery-level assignments are considered summative assessments.

KPIs/PLOs are also analyzed in aggregate to determine which assignments are helping students demonstrate the knowledge and skills
required, and which are not. The student database is also used to assess aggregate data regarding KPIs in which MAC students consistently
underperform. Data are analyzed to determine areas for program improvement, which may include modifying course assignments, course content,
instructional delivery, or course sequencing. Data throughout the academic year are presented to faculty during the summer, to prepare for each
student’s annual review.

The program maintains a database for tracking student performance on KPIs across courses and throughout the program, and also to identify
areas where a student may need additional assistance or further training. For example, faculty advisors meet with students once a year to conduct an
annual review, which partially consists of an evaluation of student performance on KPIs. This presents an opportunity to discuss areas in which the
student may benefit from additional training. Referrals are made to remediation if the student performs “Below Standard” on any KPI/PLO.

In 2016, the program identified key performance indicators (KPIs) of student knowledge, skills, and professional dispositions that aligned
with the 2016 CACREP Standards. These KPIs/PLOs are analyzed for each and every student, to ensure all students demonstrate knowledge, skills,
and dispositions aligned with the 2016 CACREP Standards. Each of the MAC KPIs are assessed at the introductory, practice, and mastery level. For
each KPI/PLO level, a single course assignment is aligned and student learning is assessed regarding the degree to which the student demonstrates
competence of that KPI at the introductory, practice, or mastery level through their performance on the aligned course assignment. Instructors
provide these ratings via secondary rubric scores, which are separate from course grading and do not impact GPA. Secondary rubrics use a 4-point
likert scale: (1) Below Standard, (2) Approaching Standard, (3) At Standard, (4) Exceeds Standard.

The program’s first objective is for all students to demonstrate mastery of key performance indicators of the CACREP common core and
specialization area standards by graduation. In the City University of Seattle system, KPIs are referred to as Program Learning Outcomes (PLOs). To
measure this program objective, data are collected from (a) key performance indicators of student knowledge, skills, and professional dispositions,
and (b) data from systematic follow-up studies of graduates, site supervisors, and employers of program graduates.

MAC Program Objective 1: All Students Will Demonstrate Mastery of Key Performance Indicators/Program Learning
Outcomes (KPIs/PLOs)

Financial Metrics - Actual Credit Hours. In Winter quarter and Spring quarter, more actual credit hours were counted because of students enrolled in the CD
Certificate program who are not enrolled in the MAC program. Revenue from other programs = CD certificate program.
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n
33
36
50
47
52
43
47
49
42

Assessment Levels/Points in Time
Practice
%BS
%AP
%S
3
69.7
77.8
2
4
64
70.2
5.8
90.4
93
2.1
10.6
51.1
2
4.1
63.3
92.9
%ES
27.3
22.2
30
29.8
3.8
7
36.2
30.6
7.1

n
22
33
42
44
48
41
42
37
33

2.4
5.4

2.4

2.1

2.4
2.3
2.1

Mastery
%AP
2.4

%BS

%S
45.5
51.5
61.9
50
58.3
87.8
83.3
73
63.6

%ES
54.5
48.5
33.3
47.7
37.5
12.2
11.9
21.6
36.4

KPI/PLO 1
KPI/PLO 2
KPI/PLO 3
KPI/PLO 4
KPI/PLO 5
KPI/PLO 6
KPI/PLO 7
KPI/PLO 8
KPI/PLO 9
22.1
6.0
4.7

Introductory
2.5
3.6
7.5
3.6
1.9
12.7
6.1

5.8

6

% Below Standard/Approaching Standard
Performance
3

4.8
5.4

4.8
2.3
4.2

Mastery

Page 21 of 34

% of Students Below or Approaching Standard for Key Performance Indicators/Program Learning Outcomes (Students Admitted 2014-2015 and
2015-16; Alignment with 2009 CACREP Standards)

Table 11

n
%BS
%S
%ES
KPI/PLO 1
40
82.5
15
KPI/PLO 2
57
1.8
75.3
21.1
KPI/PLO 3
54
1.9
51.9
40.7
KPI/PLO 4
55
74.5
21.8
KPI/PLO 5
52
67.3
30.8
KPI/PLO 6
54
72.2
27.8
KPI/PLO 7
54
3.7
18.5
48.2
29.6
KPI/PLO 8
50
6
76
18
KPI/PLO 9
43
4.7
60.5
34.9
Note. BS = Below standard, AP = Approaching Standard, S = At Standard, ES = Exceeds standard.

Introductory
%AP
2.5
1.8
5.6
3.6
1.9

Key Performance Indicators/Program Learning Outcomes for Students Admitted 2014-2015 and 2015-16 (Alignment with 2009 CACREP Standards)

Table 10

At the conclusion of a student’s practicum or internship, students complete an evaluation of their site regarding the degree to which the site
assisted them to demonstrate the MAC KPIs in their field work. Students provide a four-point Likert-scale rating, from 1-4 with “1” being Below
Standard, “2” Approaching Standard, “3” At Standard, and “4” Exceeds Standard. This information is considered to be a summative assessment of
the field site, as the site is evaluated against all 12 KPIs. This assessment is not considered part of the comprehensive assessment plan, as this
information is not used to evaluate the program. Instead, these ratings are stored in a separate database from the student database mentioned above,
and are compared and contrasted against one another to inform the future placement of students at the field site (in addition to other information).

CI T Y U N I V E R SI T Y O F S E AT T L E
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n
15
15
25
0
15
15
0
0
15
15
15
0
20
20

33.3
6.7

100
66.7
93.3

24

%ES

80
80

Assessment Levels/Points in Time
Practice
%BS
%AP
%S
100
100
76
n
0
0
15
0
0
0
0
0
15
0
0
0
%BS

Mastery
%AP

100

100

%S

%ES

% Below Standard/Approaching Standard
Performance

Mastery

Perhaps the most significant finding between the two datasets were the improvements to academic research and writing (KPI/PLO 7 in 201416 vs. KPI/PLO 8 in 2016-17). Between 2014-16, ratings on KPI/PLO 7 indicated that 22.7% of students received Below or Approaching Standard
Page 22 of 34

KPI/PLO 1
KPI/PLO 2
KPI/PLO 3
KPI/PLO 4
KPI/PLO 5
10.7
KPI/PLO 6
3.4
KPI/PLO 7
KPI/PLO 8
3.4
KPI/PLO 9
KPI/PLO 10
KPI/PLO 11
KPI/PLO 12
Note. Dataset incomplete (only contains data for student first year KPI/PLO assignments).

Introductory
15.4
4.3
3.6

% of Students Below or Approaching Standard for Key Performance Indicators/Program Learning Outcomes (Students Admitted 2016-17; Alignment
with 2016 CACREP Standards)

Table 13

n
%BS
%S
%ES
KPI/PLO 1
26
23.1
61.5
KPI/PLO 2
23
69.6
26.1
KPI/PLO 3
28
96.4
KPI/PLO 4
0
KPI/PLO 5
28
10.7
85.7
3.6
KPI/PLO 6
22
3.4
72.7
22.7
KPI/PLO 7
0
KPI/PLO 8
27
74.1
25.9
KPI/PLO 9
29
3.4
86.2
10.3
KPI/PLO 10
16
100
KPI/PLO 11
15
86.7
13.3
KPI/PLO 12
0
Note. Dataset incomplete (only contains data for student first year KPI/PLO assignments).

Introductory
%AP
15.4
4.3
3.6

Key Performance Indicators/Program Learning Outcomes for Students Admitted 2016-17 (Alignment with 2016 CACREP Standards)

Table 12
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CityU emphasized these core subjects both in classes and in reviews of internship.
I feel that CityU provided me with a strong foundation in these core subjects.
Program professors worked hard to facilitate these guidelines throughout my experience.
All of these areas were well covered
The students I have worked with are well prepared and can easily transfer knowledge from the classroom into real life situations.
The academic breadth of the program is strong.
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The sole respondent who provided a Below Standard rating seemed to be more critical of the program as a whole, rather than its preparation of
students to meet CACREP Standards:

•
•
•
•
•
•

Respondents were asked to provide qualitative explanations of their rating. Qualitative responses also affirmed that alumni, site supervisors,
and employers overall felt that the program well-prepared its students to meet CACREP Standards:

To measure Program Objective 1, data are also collected from systematic follow-up studies of graduates, site supervisors, and employers of
program graduates. The results of the 2017 survey are depicted below, regarding the extent to which alumni, site supervisors, and employers believe
the City University of Seattle's MA in Counseling program prepares its graduates to demonstrate knowledge and skills in core CACREP areas
Respondents (N = 24) indicated that the program seemed to prepare its students to meet CACREP Standards, with only one respondent (4.2%)
indicating a Below Standard score.

Findings from Systematic Follow-up Studies of Graduates, Site Supervisors, and Employers

This significant improvement in academic research and writing knowledge and skills can be attributed to targeted strategies for improving
student knowledge and skills in academic research and writing. During the 2016-17 year, the MAC program received a $25,000 internal grant, part
of which was allocated for improving student academic research and writing quality. Two student assistants were hired, both of which provided
writing support to students who were identified during the admissions and first quarter of study to need assistance with developing academic research
and writing skills. Between the winter of 2016-2017 and the summer of 2016-2017, students (N = 29) enrolled in academic research and writing
support services improved their GPA from 3.69 to 3.76. Students receiving academic research and writing support were surveyed about their
satisfaction with the program, and results indicate substantial student satisfaction. At least 80% of students reported finding the writing support
helpful, especially the mentoring and peer review. Furthermore, all students reported that their academic performance would have been impacted if
they had not been enrolled in writing support.

ratings for academic research/writing at the Introductory Level, and 12.7% at the Practice Level. Students eventually demonstrated sufficient
academic research and writing knowledge/skills at the Mastery Level, with only 4.8% of students receiving Below or Approaching Standard ratings.
In comparison, only 3.4% of students received a Below or Approaching Standard rating for academic research/writing on KPI/PLO 8 in 2016-17.

CI T Y U N I V E R SI T Y O F S E AT T L E
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n = 1, 7.7%

BELOW STANDARD

APPROACHING
STANDARD

n = 5, 38.5%

n = 4, 50%

n = 1, 33%

Employer

AT STANDARD

Site Supervisor

EXCEEDS STANDARD

n = 7, 53.8%

n = 4, 50%

n = 2, 33%

Finding
KPI/PLO 1 (Professional Counseling Orientation
and Ethical Practice)
15.4% of students had Below/Approaching
Standard ratings for the Introductory assignment
(Professional Disclosure Statement)

Response
Address the instructional approach for helping
students write professional disclosure statements.
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2. Ask students to submit a draft of their statement
for instructor review and feedback, prior to grading.

Action Plan
1. Provide more examples of professional
disclosure statements,

Program modifications. In 2016-17, the Introductory assignment for KPI/PLO 1 (Professional Disclosure Statement) had the highest
percentage of Below/Approaching Standard ratings. The instruction regarding this assignment needs to be addressed, so that students are better
prepared to write professional disclosure statements. This seems especially important, since professional disclosure statements are a crucial piece of
documentation for clinical practice.

Figure 2. To what extent do you believe the City University of Seattle's MA in Counseling program prepares its graduates to demonstrate knowledge
and skills in core CACREP areas (ethical practice, multicultural counseling, human development, career development, helping relationships, group
counseling, assessment and diagnosis, research methods)? N = 24
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1. Academic work not very challenging. Faulty pool too small; material biased, lacking perspective.
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3 (5.0)

2 (3.3)
10 (16.7)
2 (3.3)

Male (%)
1 (1.7)

1 (1.7)
6 (10.0)

Female (%)
6 (10.0)
1 (1.7)
5 (8.3)
22 (36.7)
1 (1.7)
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To measure Program Objective 2, data are also collected from systematic follow-up studies of graduates, site supervisors, and employers of
program graduates. The results of the 2017 survey are depicted below, regarding the extent to which alumni, site supervisors, and employers believe
the City University of Seattle's MA in Counseling program believe the City University MA in Counseling program recruits and retains a diverse
student body that reflects the diverse communities in which they will work post-graduation. Respondents (N = 24) indicated that the program seemed
to recruit and retain a diverse student body, with 75% of respondents (n = 18) providing an At Standard or Exceeds Standard rating. However, it was

African-American/Black
American Indian/Native Alaskan
Asian-American
Caucasian/White
Hispanic/Latino/Spanish American
Native Hawaiian/Pacific Islander
Multiracial
International Student/Non-Resident

Student Demographic Representation (2017-2018, N = 60)

The program’s second objective is to recruit and retain a diverse student body that reflects the diverse communities in which they will be
working post-graduation. To measure this program objective, data are collected from (a) surveys of demographics and other characteristics of
applicants, students, and graduates, and (b) data from systematic follow-up studies of graduates, site supervisors, and employers of program
graduates.
Current students in the program (N = 60) were mostly female (70%, n = 42), with a sizable number of male students (30%, n = 18). In 2017,
there were no students who identified as transgender. Racial makeup was fairly diverse, with Caucasian/White students comprising 53.3% of the
student body (n = 32), and the remaining 47.7% of students identifying as international students (15.0%, n = 9), African-American (11.7%, n = 7),
Asian-American (11.7%, n = 7), Hispanic (5.0%, n = 3), American Indian/Native Alaskan (1.7%, n = 1), and Multiracial (1.7%, n = 1). In addition,
six students (6.7%) identified as lesbian, gay, bisexual, queer, or questioning. Three students had documented disabilities (5.0%). The age of admitted
students (M = 31 years, range = 21-62) was consistent with prior years (2013, 2014, 2015). The 2017-18 student body was more racially and
ethnically diverse than any prior MAC cohort since records began (2013).

MAC Program Objective 2: Recruit and Retain a Diverse Student Body that Reflects the Diverse Communities in Which They
Will Be Working Post-Graduation

CI T Y U N I V E R SI T Y O F S E AT T L E
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BELOW STANDARD

n = 3, 23.1%

n = 1, 12.5%

APPROACHING
STANDARD

n = 2, 15.4%

n = 4, 30.8%

n = 5, 62.5%

n = 2, 66.7%

Employer

AT STANDARD

Site Supervisor

EXCEEDS STANDARD

n = 4, 30.8%

n = 2, 25%

n = 1, 33.3%
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Respondents were asked to provide qualitative explanations of their rating. Qualitative responses indicated that a wide degree of variation
may exist between cohorts in regards to diversity. Some alumni indicated, “our cohort was very diverse, in ethnicity, income, cultural/sexual
orientation” and “my cohort represented a diverse population” whereas other alumni indicated, “we had some differences in my cohort but the overall
cohort was not ethnically diverse” and “no POC graduated with our cohort.” Further alumni responses hinted at the reason for this difference among
cohorts. During the CACREP transition, the number of students admitted to the program had dropped between 2014-2016, and had only rebounded
by 2016-17. This resulted in smaller cohort sizes, and alumni respondents would likely have graduated from smaller cohorts. Student responses
reflected this trend, such as “my cohort was particularly small and I'm not very familiar with the other current cohorts.” Overall, site supervisors and
employers seemed satisfied that students were representing the diverse communities in which the worked post-graduation, reflected in comments
such as: “I believe there is a strong attempt to recruit a diverse population” and “two of the three interns I've worked with identify as people of color
and our white intern identified with the LGBTIQ community.”

Figure 3. To what extent do you believe the City University MA in Counseling program recruits and retains a diverse student body that reflects the
diverse communities in which they will work post-graduation? (N = 24)
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notable that 38.5% of alumni (n = 5) felt that the program was not adequately recruiting and retaining a diverse student body, providing a Below or
Approaching Standard rating. One site supervisor (12.5%) also provided a Below Standard Rating.
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Continue to engage in outreach efforts to
attract and retain diverse candidates from
community mental health agencies and other
community groups.

Response

38.5% of surveyed alumni felt that the program
was not adequately recruiting and retaining a
Monitor cohort sizes to ensure that cohorts
diverse student body. The majority of these
have adequate representation of diversity
students reported that the cohort sizes were too
small.

Systematic Follow-up Study of Graduates, Site
Supervisors, and Employers of Program
Graduates

Finding
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2. Keep an ongoing list of applicants and their
preferred program track and reviewing this
data during biweekly faculty meetings during
“admissions season.”

1. Continue to fund student assistants who will
support faculty in outreach efforts such as
providing workshops.

Action Plan

Program modifications. In the coming year, the program will continue to fund the two student assistants, who will assist the program in
outreach efforts to attract and retain diverse candidates from community mental health agencies and other community groups. The program will also
monitor cohort sizes and ensure that cohorts have adequate representation of diversity through keeping an ongoing list of applicants and their
preferred program track and reviewing this data during biweekly faculty meetings during “admissions season.”

In 2016-17, the program sought to increase the diversity of the learning community by hiring two student assistants in the 2016-17 year, each
of whom assisted the MAC program faculty in outreach efforts to attract and retain diverse candidates from community mental health agencies and
other community groups. For example, during 2016-17, workshops were provided at tribal health centers on American Indian reservations. These
efforts were likely not reflected in the alumni survey, since the fruits of these efforts would not have been apparent to students who graduated prior to
the fall of 2016.

CI T Y U N I V E R SI T Y O F S E AT T L E
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Respondents also shared their perspectives regarding the extent to which alumni, site supervisors, and employers believe the City University
of Seattle's MA in Counseling program prepares its graduates for professional counseling licensure and employment in counseling-related positions
post-graduation. Respondents (N = 24) indicated that the program seemed to prepare its graduates for licensure and employment post-graduation,
with 75% of respondents (n = 18) providing an At Standard or Exceeds Standard rating. However, it was notable that 30.8% of alumni (n = 4) felt
that the program had not adequately prepared them for licensure and employment post-graduation, providing a Below or Approaching Standard
rating. All site supervisors and employers gave an At Standard or Exceeds Standard rating.

An annual survey is sent to all program alumni, site supervisors, and employers. The survey contains questions pertaining to licensure and
employment rates, and also contains questions pertaining to the degree to which the program prepares students to meet its program objectives (1-3).
In 2017, the total number of respondents was 24, divided between alumni (n = 13, 54.2%), site supervisors (n = 8, 33.3%) and employers (n = 3,
12.5%). Of the 13 alumni respondents, 3 had taken their licensure exam, and all (100%) had passed within two attempts. Two of the three students
had passed on their first attempt (66.6%). The remaining 10 alumni had not taken their licensure exam yet, which is unsurprising considering that the
CACREP model cohorts only began in 2014 (the program did not survey alumni from the previous counseling psychology program from 19942014). 11 of the respondents (84.6%) were currently working in the mental health field, with two respondents reporting that they have not yet been
employed in the mental health field or have left the field to pursue other career paths. MAC alumni were employed in the following settings during
the 2016-17 year: private practice, community agencies, corrections, hospital/residential treatment settings, and private schools.

Findings from Systematic Follow-up Studies of Graduates, Site Supervisors, and Employers

The program’s third objective is to prepare its graduates for professional counseling licensure and employment in counseling-related positions
post-graduation. To measure this program objective, data are collected from systematic follow-up studies of graduates, site supervisors, and
employers of program graduates.

MAC Program Objective 3: Prepare Graduates for Professional Counseling Licensure and Employment
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BELOW STANDARD

n = 1, 7.7%
APPROACHING
STANDARD

n = 3, 23.1%

n = 4, 30.8%

n = 6, 75%

n = 1, 33.3%

Employer

AT STANDARD

Site Supervisor

EXCEEDS STANDARD

n = 5, 38.5%

n = 2, 25%

n = 2, 66.7%
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Program modifications. The 2017 systematic follow-up study of graduates, site supervisors, and employers of program graduates indicated
that some alumni felt underprepared for their licensure exam and would have taken a specific preparation course if it was offered. The program will
therefore apply to NBCC to offer either the NCE or NCMHCE in 2018, for students to have the option to receive preparation guidance and to take
their licensure exam while in their program.

Respondents were asked to provide qualitative explanations of their rating. The alumni, site supervisors, and employers who felt the program
had well-prepared its students for licensure and employment post-graduation shared that graduates were well-prepared for both licensure and
employment, especially in comparison with how under-prepared other interns and employees appeared at their sites. Perhaps most importantly,
alumni felt connected to the program and knew they could reach out for assistance if needed (“I feel confident if I had any questions post-graduation
that I could contact any one of my professors and they would help me”). Site supervisors indicated, “CityU does better than most schools” and “I
hired every single one of the interns from CityU.” The few students who felt underprepared indicated that they would have preferred to have specific
preparation courses on how to pass the licensure exam.

Figure 4. To what extent do you believe the program prepares its graduates for professional counseling licensure and employment in counselingrelated positions post-graduation? (N = 24)
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30.8% of students gave a Below/Approaching
Standard rating for the degree to which the
MAC program prepares its graduates for
professional counseling licensure and
employment in counseling-related positions
post-graduation. Qualitative responses
indicated that some students would have
preferred to have taken preparation courses in
the licensure exam and to take the exam while
a student in the program.

Systematic Follow-up Study of Graduates, Site
Supervisors, and Employers of Program
Graduates

Finding

Provide an opportunity for students to receive
licensure exam preparation and to take either
the NCE or NCMHCE during their last year of
study.

Response
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2. Apply to NBCC to offer the NCE or
NCMHCE during the program.

1. Develop a licensure exam preparation
course.

Action Plan
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KPI/PLO 1 (Professional
Counseling Orientation
and Ethical Practice)

Systematic Follow-up
Study of Graduates, Site
Supervisors, and

Program Objective 2:
Recruit and retain a
diverse student body that
reflects the diverse

e.g., EOCE # 8 (M = 2.97)

Data Source from
Current Year
(2015-2016)

Program Objective 1: All
students will demonstrate
mastery of key
performance indicators of
the CACREP Common Core
and Specialization-area
standards by graduation.

Program Objectives
(new column)

38.5% of surveyed alumni
felt that the program was
not adequately recruiting
and retaining a diverse
student body. The

15.4% of students had
Below/Approaching
Standard ratings for the
Introductory assignment
(Professional Disclosure
Statement)

e.g., Teaching faculty need to be
integrating more technology into
their instruction.

Main Findings and
Insights
from the Data

Continue to engage in
outreach efforts to attract
and retain diverse
candidates from

Address the instructional
approach for helping
students write
professional disclosure
statements.

e.g., more training for faculty on
various technologies; subsequent
course shell audits by course
manager

Modifications and
Goals Planned
for Implementation
in Coming Year

Both to be implemented
in Winter 2017-18 (when
course is next offered)
1. Continue to fund 2x
student assistants who
will support faculty in
outreach efforts such as

2. Ask students to submit
a draft of their statement
for instructor review and
feedback, prior to grading.

1. Provide more examples
of professional disclosure
statements,

e.g., technology training
arranged with librarians by end
of Fall quarter 2015-16;
technology training for faculty
completed by end of Winter
quarter 2015-16; course shell
audits completed during Spring
2015-16 and Summer 2016-17
quarters.

Actions and
Timelines

Page 31 of 34

Improved student
satisfaction with the
diversity of our student
body.

Improved scores on
KPI/PLO 1, Introductory
Level

e.g., improved scores on EOCE #
8 (M = 3.13)

Results Anticipated
from Planned
Modifications

1. Identify at least three (3) areas to take action on from your findings of the review of the data. For the coming year, plan modifications based
upon those findings. Decide which changes are indicated to the program, to curriculum, to teaching method, and/or to assessments, etc. Of the
potential modifications identified, please specify actions, timelines, and priorities for the coming year along with the expected outcome of
these modifications.

Part C: Proposed Actions to be Taken.

CI T Y U N I V E R SI T Y O F S E AT T L E

195

Employers of Program
Graduates

Systematic Follow-up
Study of Graduates, Site
Supervisors, and
Employers of Program
Graduates

communities in which
they will be working postgraduation

Program Objective 3:
Prepare graduates for
professional counseling
licensure and employment
in counseling-related
positions post-graduation

30.8% of students gave a
Below/Approaching
Standard rating for the
degree to which the MAC
program prepares its
graduates for professional
counseling licensure and
employment in
counseling-related
positions post-graduation.
Qualitative responses
indicated that some
students would have
preferred to have taken
preparation courses in the
licensure exam and to
take the exam while a
student in the program.

majority of these students
reported that the cohort
sizes were too small.

Provide an opportunity for
students to receive
licensure exam
preparation and to take
either the NCE or
NCMHCE during their last
year of study.

Monitor cohort sizes to
ensure that cohorts have
adequate representation
of diversity

community mental health
agencies and other
community groups. Our
2016-17 cohort was the
most diverse yet, and we
want to continue this
trend.

(Will submit application to
NBCC by Winter quarter
2017-18, for exam
administration in spring
2017-18. (Licensure exam
preparation course is
already developed.)

2. Apply to NBCC to offer
the NCE or NCMHCE
during the program.

1. Develop a licensure
exam preparation course.

2. Keep an ongoing list of
applicants and their
preferred program track
and reviewing this data
during biweekly faculty
meetings during
“admissions season.” (will
implement from January
to September 2017-18)

providing workshops.
(Implemented Fall 201718)
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Enhanced licensure pass
rates for program
graduates (and thus
employability), improved
alumni satisfaction
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We conduct very thorough annual reports for our specialized accreditor (Council for the Accreditation of Counseling and Related Educational
Programs, or CACREP), and find these reports very helpful to improving our program each year.
The Program Health numbers do not match our experience with overall numbers of students in the program. Our student numbers dipped
substantially in 2014-16, and only returned for 2016 and 2017 post-CACREP accreditation.
We will be integrating the Professional School Counseling program as a specialized track along with an Addictions Counseling track in Fall
2018, to compliment our existing tracks in Clinical Mental Health Counseling and Marriage, Couple, and Family Counseling. We are also in
discussions about maintaining sites at Everett, Tacoma, and Vancouver WA for Professional School Counseling in addition to our primary
Seattle site. Obviously, these changes will mean that our report could look substantially different next year (e.g., more and different
challenges).
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1. Evaluating 2-3 Program Objectives has substantially helped us to narrow the focus of our assessment and provides us with useful directions
for program improvement. We include the evaluation of our 12 KPIs/PLOs as one of these objectives. Our other objectives (support diverse
student body to represent diversity of communities in which graduates will be working, prepare graduates for licensure and employment)
are also very important to the overall success of our program.
2. As you can see from the report, the two most helpful sets of data that we collect have been (1) aggregate annual student performance on
KPIs/PLOs, and (2) annual systematic follow-up studies of alumni, site supervisors, and employers. We find less use for EOCEs, SSS, and the
AS because the questions asked in those surveys are either less relevant (e.g., on SSS, students follow a set schedule and so feedback about

Our program has a strong data collection system already implemented, because of specialized accreditation requirements (CACREP). We already
use data to inform programmatic modifications and have to submit written reports to our stakeholders to meet CACREP Standards (see 2017-18
Comprehensive Assessment Plan report). We also report some data points directly to CACREP, particularly regarding headcount, student
demographics, licensure pass rates, and employment rates for graduates. For this reason, our program’s approach to systematic data collection
and analysis to inform program modifications is somewhat idiosyncratic and our own insights may not be relevant to other programs.
Nevertheless, we provide the following insights about our own process and what has helped us produce more meaningful data analyses that can
inform program modifications:

Please help us develop a more meaningful report. What areas within this report did you find not useful to your program and likewise what is
not found on this report that could be included that you would find useful?

•

•

•

Closing thought to ponder: What did you learn from this process?

CI T Y U N I V E R SI T Y O F S E AT T L E
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wanting to “take courses when I need them” is irrelevant; on EOCE, questions about the implementation of technology are less relevant
because we are primarily an in-person program) or something that should not drive program improvement (e.g., a sole focus on increasing
student numbers in the program should not overshadow the need for graduates to reflect the diversity of the communities that they will
serve). The questions we ask in our own survey of alumni, site supervisors, and employers is more relevant to the program’s mission. In
addition, the SSS and AS often have low sample sizes and do not compare response percentages among different groups.
3. We approach KPI/PLO assessment from a perspective of wanting to help all students meet “At Standard” ratings at each level, following a
developmental trajectory. For example, students taking an introductory course should demonstrate At Standard level for the introduction
of that knowledge/skill. Other programs at the university are directed to rate students lower on Introductory assignments than Mastery
level assignments. We find that using At Standard as the target at each level helps us identify assignments that need tweaking, for students
to be demonstrating sufficient knowledge and skills at each developmental level. We combine Below and Approaching Standard ratings for
each assignment, to determine where students underperform. This provides useful input about how best to make modifications to
programmatic assignments. We have used this system for the past four years, and have noticed our program become more robust as a
result.
4. We already conduct unofficial learning audits for each of our KPIs/PLOs, as each of our 12 PLOs/KPIs uses site supervisor (i.e., someone
external to the university) ratings on performance on an internship rating form as the marker of Mastery.

APAR 3

M.A. COUNSELING
PEER ASSESSMENT RUBRIC
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Problem areas are accurately
identified in Part C, with specific
data points (e.g., EOCE #8)
identified for tracking purposes.
CULG and PLO actions are
included and proposed actions
are specifically detailed.
Recommendations for
improvement are accompanied by
action plans with clear timelines
and expected outcomes.
CULG and PLO actions are
included.

Problem areas are accurately
Problem areas are not accurately
Problem areas are accurately
identified in Part C, with specific identified in Part C. PLO and CULG identified in Part C.
data points (e.g., EOCE #8)
actions are not identified.
identified for tracking purposes.

Data sources are missing for the
program, in addition to no CULG
or PLO data provided.

Reviewer Notes

Ellen Carruth

Comments: Ellen is well on top of her program; she understands her students, and knows where to bring the program forward. Through the Grant received, the Writing Suppport Center
appears to have been a strong addition to the program as a whole as evidenced by higher scores on the program's EOCE (3.69 to 3.76). Students in this program are tracked by the program
director exceptionally well. The data included in this report and what the program director provides bring together a well documented APAR.

Part C. Proposed
Actions To Be
Taken

All data sources are reported fully All data sources are reported for All data sources are reported for
the program, with some CULG & the program, with the exception
for the program, including
of CULG or PLO data.
PLO data provided.
CULGs & PLOs.

Approaching Standard
Below Standard
Some, but not all, recommended No recommended actions from
previous reviews have been taken.
actions from previous reviews
have been taken; or Data is
missing for goals/ modifications
or substantiating improvement.

Part B.
Interpretation of
Data.

At Standard
All recommended actions from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data are
provided, though improvement is
not occurring yet.

Exceeds Standard
All recommendations from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data
indicates that improvement is
occurring.

Date: Nov. 15, 2017

Categories
Part A. Review of
Previous Year’s
Revisions and
Assessments

Name of Program: MAC

Annual Program Assessment Rubric

APAR 4

SCHOOL OF APPLIED LEADERSHIP Ed.D.
2017
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Program directors will report on 4 quarters of data. Please refer to the schedule on page two (2) to identify which quarters your specific report will
report on.

Program Directors are expected to work collaboratively with the Office of Institutional Effectiveness (OIE). OIE will populate many data points
(noted in each section of the report). The program director’s work will be to review, analyze, reflect on, and then comment in a qualitative manner
on the data. Please visit the OIE SharePoint site to click the Data dashboard link. This link will provide to you the most up-to-date link to your data.

The purpose of the APAR is to encourage and foster reflective data-driven practice and peer evaluation for continuous program improvement. The
process of program assessment is non-punitive. Designated faculty report to the committee on how common data are being used to inform
program changes, to ensure that all programs are utilizing institutional data, and to improve the quality of academic programs. This annual
program assessment is not meant to be comprehensive; programs do not need to demonstrate all data used for program-specific purposes (such as
specialized accreditation).

Program Name: Ed.D. Leadership
Program Director: Joel Domingo
Academic Year: 2016-2017

Annual Program Assessment Report (APAR) 2017-18
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e.g., Teaching faculty need to be
integrating
more technology into their
instruction.
Course content on shells was
confusing to students and could be
better organized
Not enough use of technology by
faculty to ensure a robust learning
experience
Retention a slight dip from previous
year but still high among online
doctoral programs.

Main finding(s) and insights from
the data

Developed a plan that all students receive a long term schedule

Increased expectations for faculty to integrate one element of
technology into their courses

Revised the “Course Info” tab in all course shells by making
navigation easier and removing redundant information

e.g., more training for faculty on various technologies; subsequent
course shell audits by course manager

Description of goals and modifications implemented within last
year

Retention number up in the 90% range

Improvement by +.75 (Score was 4.64)

Improvement by +.55 (Score was 4.42)

e.g., improved scores on EOCE # 8 (M =
3.13)

Results of goals and modifications
(Please provide data and data source)
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We accomplished good things in the EdD. Notably, we saw increases in all categories for the EOCE and student retention increased due to some
process changes. We graduated 6 (the most ever). Finally, we saw dramatic increases in residency attendance and we now have 35 students in the
dissertation phase of program.

Enrollment/retent
ion data (86%)

EOCE Question 8
(3.87)

EOCE Question 2
(3.87)

Data Source from
Previous Year
(2014-2015)
e.g., EOCE # 8 (M
= 2.97)

1. Utilizing the following table, review a minimum of three (3) suggested modifications from the previous year’s APAR and describe the results
based on those proposed changes. This section is to be completed by the Program director.

Assessment Area Part A: Review of Last Year’s Goals and Modifications
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3.87
4.35
3.86
4.06
4.00
3.88
3.87

Q2. My instructors taught the course content in a clear and
organized way.

Q3. My instructors encouraged me to take an active role in
my own learning.

Q4. My instructors used a variety of teaching strategies
effectively.

Q5. My instructors provided prompt and useful feedback
on my work.

Q6. My instructors effectively integrate theory and
professional practice in my courses.

Q7. My instructors use the required resources and
materials effectively to support my learning.

Q8. My instructors enriched my courses with technology in
ways that improved my learning.

This data is provided by the Office of Institutional Effectiveness.

4.06

n=

Q1. My instructors have clearly explained the course
learning goals, assignments, and grading criteria for my
classes.

Student Experience Related to Instructional Quality

EOCE
Program
2015-2016
164

4.62

4.64

4.58

4.46

4.35

4.54

4.42

4.30

EOCE
Program
2016-2017
203

4.37

4.37

4.38

4.30

4.27

4.50

4.42

4.36

EOCE
School
2016-2017
773
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1. Metrics of Instructional Quality. OIE will populate the following data points. The metrics of instructional quality data is pulled from the
most recent Student Satisfaction Survey (SSS), and annual combined End of Course Evaluations (EOCE). The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program. NOTE: SSS data unavailable for 2016-2017 so table
is EOCE data only.

Part B: Analysis of Program Data
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%
%
%

I am gaining knowledge and skills that increase my value to my workplace or
organization.

I am able to take the classes I need when and how I need them.

%

I understand how each course I take contributes to the learning goals for my
program.

The courses and learning activities in my program are directly relevant to my
professional goals.

%

My courses have clear learning goals that are supported by the assignments in the
courses.

Student’s Overall Academic Experience
n=

Percentage = Percentage of students (n) that answered agree/strongly agree or standard/exceeds standard.

80%

85%

79%

77%
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85%

87%

78%

75%

82%

2015-2016
60

2015-2016
82
84%

SSS
Program

SSS
School

Metrics of Academic Experience. OIE will populate the following data points. The metrics of academic experience data is pulled from the most recent Student
Satisfaction Survey (SSS). Use school scores as benchmarks. The Program Director’s job is to review, analyze, reflect on, and comment on this data and how it
impacts the program.

What the EdD program did towards the end of last year was to update all course shells to align with the standard of Blackboard exemplary practices. Evidence
for this was the significant increase in scores to question #2. In addition, we added the expectation for faculty to utilize technology in their classes regularly such
as having at least one BB Collaborate Live Session a quarter, having Skype office hours, and recording videos for the students in the announcements. This is
evidenced by the increase in scores for question #8.

Most of the scores in the program for 2016-2017 are higher than the school. When compared to last year, ALL scores show a significant increase. The three top
increases versus last year were question #7 (+.76) relating to the use of required resources, question #8 (+.75), relating to technology use, and question #6
(+.58), relating to the integration of theory and profession practice.

Summative review – Please provide qualitative analysis and reflective review of data:
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%
82%

80%

139

61

51

AY 2015-2016

AY 2014-2015

AY 2013-2014
24

94

49

72

New Students

0

2

1

6

Graduates

Graduates are counted as retained
Undergraduate, Full time >= 40 credits, ¾ Time = 30-39,½ Time = 20-29, Less than ½ time =< 19 credits.
Graduate, Full time >= 24 credits, ¾ Time = 23-18, ½ Time = 12-17, Less than ½ time =< 11 credits.

74

155

188

234

(Headcount)

Total # Students

Retention

82%

90%

86%

Incomplete retention
cycle

100% = 2 years, 150% = 3 years, 200% = 4 years
100% = 4 years, 150% = 6 years, 200% = 8 years
100% = 4 years, 150% = 6 years, Maximum Completion Time = 7 years

This data is provided by the Office of Institutional Effectiveness.

162

# Continued

Completion Time for Masters Programs:
Completion Time for Bachelors Programs:
Completion Time for Doctoral Programs:

AY 2016-2017

a.
b.
c.
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0% / 100%

2% / 98%

6% / 94%

4% / 96%

FT/PT Ratio

2. Headcount, retention, and graduation metrics. OIE will populate the following data points. The Program Director’s job is to review, analyze,
reflect on, and comment on this data and how it affects the program.

Long term schedules for all students helped them plan and know what classes they should be taking (Q5)

Assignments revised to explicitly show alignment with program and university learning goals (Q1)

Note that this is reflective of PRIOR academic year (2015-2016). Based on these numbers, the data show that program and data close to school data. New
data is not available due to a change in the service mandated by National. However, improvements were implemented such as:

Summative review – Please provide qualitative analysis and reflective review of data:

This data is provided by the Office of Institutional Effectiveness.

I receive the academic support I need to continue my studies successfully.

CI T Y U N I V E R SI T Y O F S E AT T L E
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CULG 1
Professional
Competency and
Identity
n = 61
CULG 2
a. Communication
n = 13

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

%S
26%

%AP
7%

67%

%ES

%BS
13%

%AP

13%

%S

100%

74%

%ES

%BS

%AP

33%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

100%

77%

%ES

Page 7 of 17

Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts

3. Metrics of Student Learning*. OIE will populate the following data points. The Program Director’s job is to review, analyze, reflect on,
and comment on this data and how it affects the program.

Re-engaging students who have stopped out in the program and working with advising to ensure current students are registered early.

Greater collaboration with enrollment/outreach/business development to identify new applicant pools and exploring new accelerated pathways for entry into
the program (like the NBCT)

To address this loss, this current year will focus on stemming the tide of pathway reduction through “organic growth.” Tactics will include:

However, new student numbers were slightly down from previous year (100 to 74). This was due to the reduction and eventual elimination of two
historically strong pipelines, MINDSTREAMS and to a lesser extent NATIONAL UNIVERSITY RECRUITMENT. During the year, up to 33% of new
recruitment came from these two pathways.

The program is proud to have six graduates this past academic year. Overall headcount also continues on a strong upward trend (TBD: retention
upward?).

Summative review – Please provide qualitative analysis and reflective review of data:
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n = 13
CULG 3
a.Critical Thinking
n = 69
CULG 3
b.Information Literacy
n = 69
CULG 4
Ethical Practice
n = 21
CULG 5
Diverse/Global
Perspectives
n = 70
CULG 6
Lifelong Learning
n = 59
PLO 1 Critically analyze
information and assess
the current state of an
organization.
n = 65

b. Collaboration

CULG 2

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

5%

42%

53%

29%

11%

88%

12%

60%

35%

2%

%ES

53%

62%

37%

8%

45%

%S

3%

47%

%AP

8%

%BS

%BS

7%

17%

17%

%AP

7%

33%

17%

%S

86%

100%

50%

66%

100%

%ES

%BS

%AP

20%

20%

20%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

80%

100%

100%

100%

80%

80%

100%

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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PLO 2 Develop
effective strategies
that guide
organizations to
change and adapt to
future challenges.
n = 54
PLO 3 Evaluate a
complex organization
and its ability to use
global and diverse
perspectives to serve a
variety of
stakeholders.
n=6
PLO 4 Inclusive
Practice
n=4
PLO 5 Develop the
ethical leaders of the
future who can
incorporate social and
environmental
responsibility into
organizational
strategies.
n = 12

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

%BS

29%

6%

25%

%S

%AP

75%

65%

%ES

%BS

%AP

%S

%ES

%BS

%AP

83%

17%

100%

83%

%ES

17%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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2%

%BS

31%

62%

10%

17%

%S

%AP

50%

28%

%ES

%AP

100%

%S

Summative review – Please provide qualitative analysis and reflective review of data:

%BS

100%

100%

%ES

%BS

%AP

25%

50%

%S

Course embedded assessments using standardized rubric lines
Introductory
Practice
Mastery

This data is provided by the Office of Institutional Effectiveness.

PLO 5 Utilize a projectoriented approach to
lead organizations
through innovative
and visionary
leadership.
n= 4
PLO 6 Design datadriven organizational
evaluations and
interventions, founded
in accepted research
methodologies, to
improve operational
performance.
n = 70
PLO 7 Design and
conduct significant and
unique research
projects that
contribute to the
knowledge of the field.
n= 47

BS = Below standard
P = Approaching
Standard
S = Standard
ES = Exceeds standard

100%

75%

50%

%ES
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Review of Assessments
Min = 1 / Max = 2 in 5-year
period
Qualitative Program
Review of Artifacts from
Panel Experts
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192
137%

Actual Enrollments

% Achieved

n/a
n/a

Primary Program Revenue | %

Revenue From Other Programs | %

118%

% Achieved
$

509

Actual Credit Hours

REVENUE

430

Projected Credit Hours

CREDIT HOURS

140

n/a

n/a

%

Summer: 1171

Projected Enrollments

ENROLLMENTS

Program:

n/a

n/a

$

126%

607

478

116%

182

156

%

n/a

n/a

Fall: 1172

n/a

n/a

$

118%

574

487

114%

182

159

n/a

n/a

%

Winter: 1173

n/a

n/a

$

n/a

n/a

%
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139%

679

490

128%

205

160

Spring: 1174

4. Financial Metrics. OIE will populate Actual data points. The Dean’s will provide budget projection data. The Program Director’s job is to
review, analyze, reflect on, and comment on this data and how it impacts the program.

A program design guide is included in the appendix to indicate where secondary rubric data is captured.

The previous year, there was only identification of where secondary rubric data could be captured. This past year, there is now a baseline of data on secondary
rubrics (CULGs and PLOs). Since students start the program at varying levels of meeting academic standards, by the time they move on to the mastery level (as
indicated by the dissertation and comprehensive exams, the percentage of students who are either AT STANDARD or EXCEEDING STANDARD has increased.

212
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362,410

Actual Revenue | %

114%

434,966

352,447
123%

399,315

358,828
112%

392,293

360,955
109%

e.g., EOCE # 8 (M
= 2.97)

Data Source
from Current
Year
(2015-2016)

e.g., Teaching faculty need to be
integrating more technology into their
instruction.

Main Findings and Insights
from the Data

e.g., more training for faculty
on various technologies;
subsequent

Modifications and Goals
Planned
for Implementation in
Coming Year

e.g., technology training
arranged with librarians by
end of Fall quarter 2015-16;
technology training for

Actions and Timelines

Page 12 of 17

e.g., improved scores on
EOCE # 8 (M = 3.13)

Results Anticipated from
Planned Modifications

1. Identify at least three (3) areas to take action on from your findings of the review of the data. For the coming year, plan modifications based
upon those findings. Decide which changes are indicated to the program, to curriculum, to teaching method, and/or to assessments, etc. Of the
potential modifications identified, please specify actions, timelines, and priorities for the coming year along with the expected outcome of
these modifications.

Part C: Proposed Actions to be Taken.

All this positive trajectory led to exceeding revenue, credit hour, and ultimately, budget projections.

On revenue, each quarter the program consistently exceeded budgeted revenue. Fall led the way (123%) followed by summer (114%). This was
likely due to a combination of good retention practices coupled with consistent enrollment efforts.

Summer enrollment percentage increase was the most out of all of the quarters. Next was the spring enrollment percentage. For the year the total
enrollments went up (to 761 from the previous year of 623). This was an 18% growth in total enrollment.

Summative review – Please provide qualitative analysis and reflective review of data:

Actual Enrollments and Actual Credit hours are provided by the Office of Institutional Effectiveness. Please contact your school Dean for budget data.

316,997

Budgeted/Projected Revenue | %

CI T Y U N I V E R SI T Y O F S E AT T L E
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Faculty currently use a good variety of
teaching strategies

EOCE Q4 (4.35)

Secondary rubric data around CULG 2
(Collaboration/Communication) and
PLOs 3 & 4 (Global & Diverse, Inclusive
Practice) do not show data at
introductory level. Likely due to
inconsistent practices with faculty.

Loss of enrollment pathways resulted
in pace of new study count slightly
lower (though total headcount
continues a strong, positive trend)

New Students
(74 from 100)

Secondary Rubric
Data (CULG
2/PLO 3, 4)

Faculty need to articulate program
goals better to students

EOCE Q1 (4.30)

Ensure that faculty understand
importance and use of
secondary rubrics and inform
them on which assessment
contains secondary rubric to
better anticipate it when
grading

Ensure faculty continue to use
new teaching strategies that
result in an excellent student
experience. Change rubric to
add this “innovative/new
strategies” used?

Increase collaboration with
enrollment/advising/business
development to Identify new
pathways to enrollment
(including new PhD program to
offset EdD Ed Leadership
slowdown)

Course and Program Goals will
be articulated more explicitly
throughout program and
embedded into all course
shells.

course shell audits by course
manager

faculty completed by end of
Winter quarter 2015-16;
course shell audits completed
during Spring 2015-16 and
Summer 2016-17 quarters.
Audit to happen by end of
1182; By end of 1183, PD will
ensure CULGS and PLOs are
explicitly stated in all
courses; By end 1184 all
faculty
PD to meet regularly with
enrollment beginning in
1182; Team to identify new
pathways by end 1183; By
end 1184 overall enrollment
process with have at least 1
or 2 new pathways
implemented and ongoing;
By beginning of 1191, PhD
program recruitment to
begin.
By end of 1182 PD to ensure
all faculty know to include
innovative teaching
strategies; By end of 1183,
mid quarter evaluation rubric
to include language that
reflects innovation and new
teaching strategies.
In 1183, PD will hold training
for faculty and by end of
1184, 100% of EdD faculty
will be knowledgeable and
consistently use secondary
rubric

Page 13 of 17

Data will be present in
Measures of Student
Learning

Improved score on EOCE,
Question 4 (4.45 or better)

Program growth rate
increases to pre 2016-2017
levels.

Improved score on EOCE,
Question 1 (4.40 or better)

214
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In addition, using qualitative comments from students (e.g. EOCE student comments) should be incorporated into this review. Such data can give a
fuller picture beyond numeric data.

Enrollment/Retention data could be better explained.

Please help us develop a more meaningful report. What areas within this report did you find not useful to your program and likewise what is
not found on this report that could be included that you would find useful?

Fidelity to capturing assessment data in the program will be key and possibly instituting a mid-year evaluation (i.e. a “lite APAR”) may be of benefit.

The EdD program is strong program that has experienced accelerated growth for a few years. Though, growth is still there, the rate of growth is
stabilizing. As such, the process of examining data shows that there are several areas that the program can continue to improve to maintain that
excellence.

Closing thought to ponder: What did you learn from this process?

CI T Y U N I V E R SI T Y O F S E AT T L E
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(PO 1) Critically analyze information and assess the
current state of an organization.

(PO 4)Develop effective strategies that guide
organizations to change and adapt to future
challenges.

(CULG 2b)
Collaboration

(CULG 3a)
Critical
Thinking

(PO 4)Develop effective strategies that guide
organizations to change and adapt to future
challenges.

(PO 3) Design data-driven organizational evaluations
and interventions, founded in accepted research
methodologies, to improve operational performance.

Construct a research design plan

(PO 2) Design and conduct significant and unique
research projects that contribute to the knowledge of
the field

Analyze leadership practice and
application

Develop effective strategies that guide
organizations to change and adapt to
future challenges.

Leadership
Analysis Paper

Literature
Synthesis and
Organizational
Change Plan
Comprehensive
Exam

Comprehensive
Exam

Develop effective strategies that guide
organizations to change and adapt to
future challenges.

Synthesize stages of organizational
transition into a plan for organizational
change.

Literature
Synthesis and
Organizational
Change Plan

Research Design
Narrative
Dissertation

Dissertation

Required
Assessments
Research Design
Narrative

Develop a comprehensive transition plan
with strategies to guide an organization
through a transition.

Design data-driven organizational
evaluations and interventions, founded in
accepted research methodologies, to
improve operational performance.

Construct a research design plan

Design and conduct significant and unique
research projects that contribute to the
knowledge of the field

Course Outcomes

Program Outcomes

(CULG 2a)
Communication

City U Learning
Goals
(CULG 1)
Professional
Competency
and
Professional
Identity

LDRD 606 Leadership
Theory and Analysis

LDRD 682: Comp Exam

LDRD 609: Leading
Organizational Change

LDRD 682: Comp Exam

LDRD 609: Leading
Organizational Change

LDRD 694F: Dissertation 6

RESR 623: Research Design

LDRD 694F: Dissertation 6

RESR 623: Research Design

Courses

Current EdD Program Design Guide (CORE EDD ONLY. CONCENTRATIONS NOT LISTED)

APPENDIX
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Introduce

Mastery

Introduce

Mastery

Introduce

Mastery

Introduce

Mastery

Introduce

Level
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(PO 1) Critically analyze information and assess the
current state of an organization.

(PO 5) Develop the ethical leaders of the future who
can incorporate social and environmental
responsibility into organizational strategies.

(PO 5) Develop the ethical leaders of the future who
can incorporate social and environmental
responsibility into organizational strategies.

(PO 6) Evaluate a complex organization and its ability
to use global and diverse perspectives to serve a
variety of stakeholders.

(PO 6) Evaluate a complex organization and its ability
to use global and diverse perspectives to serve a
variety of stakeholders.

(CULG 3b)
Information
Literacy

(CULG 4)
Commitment
to Ethical
Practice and
Service

(CULG 4)
Commitment
to Ethical
Practice and
Service

(CULG 5)
Diverse and
Global
Perspectives

(CULG 5)
Diverse and
Global
Perspectives

Comprehensive
Exam

Strategic Plan

Create a strategic plan for an
organizational initiative.

Developing Future
Leaders Action
Plan

Evaluate a complex organization and its
ability to use global and diverse
perspectives to serve a variety of
stakeholders.

Evaluate a complex organization and its
ability to use global and diverse
perspectives to serve a variety of
stakeholders.
Prepare an action plan for strategically
developing future leaders

Evaluation and
Recommendations
for Increasing
Organizational CQ
Comprehensive
Exam I

Comprehensive
Exam

Develop the ethical leaders of the future
who can incorporate social and
environmental responsibility into
organizational strategies.
Evaluate opportunities and strategies to
promote diversity in organizations

Ethical Decision
Making Synthesis
Paper

Comprehensive
Exam

Develop the ethical leaders of the future
who can incorporate social and
environmental responsibility into
organizational strategies.
Develop ethical leadership frameworks for
organizational stakeholders to apply to
everyday decisions

Social and
Environmental
Reporting

Comprehensive
Exam

Critically analyze information and assess
the current state of an organization.
Expand the level of social and
environmental responsibility that is
incorporated into an organization's
strategy

Comprehensive
Exam
Leadership
Analysis Paper

Critically analyze information and assess
the current state of an organization.
Analyze leadership practice and
application

LDRD 640: Strategic
Thinking

LDRD 646: Developing
Leaders of the Future (Ed
Lead students have 607
waived. This course will
provide CULG 5 for them)
LDRD 682: Comp Exam

LDRD 682: Comp Exam

LDRD 607: Cultural
Competence in a Diverse
Society

LDRD 682: Comp Exam

LDRD 630: Ethical
Organizational Leadership

LDRD 682: Comp Exam

LDRD 613: Socially and
Environmentally
Responsible Leadership

LDRD 682: Comp Exam

LDRD 606 Leadership
Theory and Analysis

LDRD 682: Comp Exam
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Introduce

Mastery

Introduce

Mastery

Introduce

Mastery

Introduce

Mastery

Introduce

Mastery

Introduce

Mastery
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(CULG 6)
Lifelong
Learning

(PO 7) Utilize a project-oriented approach to lead
organizations through innovative and visionary
leadership.

Utilize a project-oriented approach to lead
organizations through innovative and
visionary leadership.

Comprehensive
Exam

LDRD 682: Comp Exam
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Mastery

APAR 4

SCHOOL OF APPLIED LEADERSHIP Ed.D.
PEER ASSESSMENT RUBRIC
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Reviewer Notes

Joel Domingo

Comments: his was Joel's initial APAR for the program. All aspects of the report were clearly defined with all data points included. Reflection on the data points were carefully reviewed. Part B,
section 2 is an area of concern, due to a maturing program that is being assessed by students, both Educational and Organization. The challenge is that the program is trying to serve two student
populations and because of this the current student population may not be the ambassadors we need them to become. With the advent of a possible new doctoral program that would serve the
organization leadership group, the Current Ed.D would then serve the population currently being served by the educators in the program. The Secondary Rubric are being applied to the
program and there is strong measurement. It appears that the program is well served and hits the mark for the students. Part C has excellent improvement objectives in place. Well done!

CULG and PLO actions are included.

actions are not identified.

Data sources are missing for the
program, in addition to no CULG
or PLO data provided.

Below Standard
No recommended actions from
previous reviews have been taken.

Problem areas are accurately
Problem areas are not accurately
identified in Part C. PLO and CULG identified in Part C.

Problem areas are accurately
identified in Part C, with specific
data points (e.g., EOCE #8)
identified for tracking purposes.
CULG and PLO actions are
included and proposed actions are
specifically detailed.
Recommendations for
improvement are accompanied by
action plans with clear timelines
and expected outcomes.

Part C. Proposed
Actions To Be
Taken

Problem areas are accurately
identified in Part C, with specific
data points (e.g., EOCE #8)
identified for tracking purposes.

All data sources are reported fully All data sources are reported for All data sources are reported for
for the program, including
the program, with some CULG & the program, with the exception
CULGs & PLOs.
PLO data provided.
of CULG or PLO data.

Approaching Standard
Some, but not all, recommended
actions from previous reviews
have been taken; or Data is
missing for goals/ modifications
or substantiating improvement.

Part B.
Interpretation of
Data.

At Standard
All recommended actions from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data are
provided, though improvement is
not occurring yet.

Exceeds Standard
All recommendations from
previous reviews have been acted
upon. Specific data points (e.g.,
EOCE #8) are being tracked and
compared year-to-year. Data
indicates that improvement is
occurring.

Date: Oct. 18, 2017

Categories
Part A. Review of
Previous Year’s
Revisions and
Assessments

Name of Program: Ed.D

Annual Program Assessment Rubric

CITYU BASIC
INSTITUTIONAL DATA
FORM FOR NWCCU
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Basic Institutional Data
Institutional Information
Name of Institution:
Institution: City University of Seattle (CityU)
Address: 521 Wall Street, Suite 100
City, State, ZIP: Seattle, WA 98121
Main Phone Number: 888.422.4898
Country: USA
Chief Executive Officer:
Title: Mr.
First Name: Randy
Last Name: Frisch
Position: President
Phone: 206.239.4805
Email: rfrisch@cityu.edu
Accreditation Liaison Office:
Title: Dr.
First Name: Kurt
Last Name: Kirstein
Position: Provost and Vice President of Academics
Phone: 206.239.4806
Email: kdkurstein@cityu.edu
Chief Financial Officer (Interim):
Title: Mr.
First Name: Christopher
Last Name: Bryan
Position: Director of Finance
Phone: 206.239.4915
Email: cbryan@cityu.edu

NWCCU Year Seven Report

City University of Seattle

1
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Institutional Demographics
Institutional Type:
Native/Tribal

Degree Levels:

Comprehensive

Specialized

Health-centered

Religious-based

Other (specify)

Doctorate

Masters

Baccalaureate

Associate

Other

If part of a multi-institution system, name of system: The National University System

Calendar Plan:

Quarter

Institutional Control:

Semester

Public

Private/Independent (

City

Trimester

County

Non-profit

4-1-4

State

Continuous Term

Federal

Tribal

For Profit)

Other (specify)

Students
Full-Time Equivalent (FTE) Enrollment (Formula used to compute FTE: IPEDS)
Official Fall 2017 (most recent year) FTE Student Enrollments
Classification
Undergraduate
Graduate
Professional
Unclassified
Total all levels

Current Year
Dates: 2015-2016
1433.5
1602
203.25
3238.75

One Year Prior
Dates: 2014-2015
1555
1424.25

Two Years Prior
Dates: 2013-2014
1931
1957

179.25
3158.5

80
3968

Full-Time Unduplicated Headcount Enrollment. (Count of students enrolled in credit courses only.)
Official Fall 2017 (most recent year) Student Headcount Enrollments
Classification
Undergraduate
Graduate
Professional
Unclassified
Total all levels

Current Year
Dates: 2016-2017
3053
2934

NWCCU Year Seven Report
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831
6756

One Year Prior
Dates: 2015-2016
3128
2906
685
6637

City University of Seattle

Two Years Prior
Dates: 2014-2015
3100
2811
509
6344

2

Faculty
Numbers of Full-Time and Part-Time Instructional and Research Faculty & Staff and Numbers of Full-Time (only)
Instructional and Research Faculty & Staff by Highest Degree Earned. Include only professional personnel who are
primarily assigned to instruction or research.
Number of Full Time (only) Faculty and Staff by Highest Degree Earned
Full
Part
Less than
Rank
Associate
Time
Time
Associate
Academic Program
Director
18
3
0
0
Associate Program
Director
20
11
0
0
Department Chairs
3
0
0
0
Associate Deans
3
0
0
0

Bachelor

Masters

Specialist

Doctorate

0

8

0

13

0
0
0

9
0
1

0
0
0

22
3
2

Mean Salaries and Mean Years of Service of Full-Time Instructional and Research Faculty and Staff. Include only
full-time personnel with professional status who are primarily assigned to instruction or research.
Rank
Academic Program Director
Associate Program Director
Department Chairs

Mean Salary

Associate Deans

NWCCU Year Seven Report

City University of Seattle

Mean Years of Service
$85,065
$73,881
$75,744

6
5
4

$95,732

5

3
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Institutional Finances
Fiscal year of the institution:
FY 15 – FY 17
Reporting of income:
Accrual Basis
Reporting of expenses: Accrual Basis

Accrual Basis
Accrual Basis

BALANCE SHEET DATA
ASSETS
CURRENT FUNDS
Unrestricted
Cash
Investments
Accounts receivable gross
Less allowance for bad debts
Inventories
Prepaid expenses and deferred charges
Other (identify)
Due from
Total Unrestricted
Restricted
Cash
Investments
Other (identify)
Due from
Total Restricted
TOTAL CURRENT FUNDS
ENDOWMENT AND SIMILAR FUNDS
Cash
Investments
Other (identify)
Due from
TOTAL ENDOWMENT AND SIMILAR FUNDS
PLANT FUND
Unexpended
Cash
Investments
Other (identify)
Total unexpended
Investment in Plant
Land
Land improvements
Buildings
Equipment
Library resources
Other (identify)
Total investments in plant
Due from
Other plant funds (identify)
TOTAL PLANT FUNDS
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Last Completed
FY
Dates: 6/30/17

One Year Prior to
Last Completed FY
Dates: 6/30/16

18,967,936
18,333,479
0
854,784
(220,327)
0
730,920
0
0
19,698,856
0
0
3,934,416
0
0
3,934,416
23,633,272

9,427,244
8,954,356
0
1,030,088
(557,200)
0
690,408
0
0
10,117,652
0
0
0
0
0
0
10,117,652

11,781,122
9,903,577
1,422,593
862,801
(407,849)
0
955,992
0
0
12,737,114
0
0
0
0
0
0
12,737,114

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

0
0
0
2,174,506
0
5,229,701
7,404,207
0
0
0

0
0
0
2,049,381
0
5,879,716
7,929,097
0
0
0

364,525
0
2,798,292
2,438,536
0
6,187,190
11,788,543

City University of Seattle

Two Years Prior to
Last Completed FY
Dates: 6/30/15

0
0

4

OTHER ASSETS (IDENTIFY)
TOTAL OTHER ASSETS
TOTAL ASSETS

1,981,798
1,981,798
33,019,277

LIABILITIES
CURRENT FUNDS
Unrestricted
Accounts payable
Accrued liabilities
Students’ deposits
Deferred credits
Other liabilities (identify)
Due to
Fund balance
Total Unrestricted
Restricted
Accounts payable
Other (identify)
Due to
Fund balance
Total Restricted
TOTAL CURRENT FUNDS
ENDOWMENT AND SIMILAR FUNDS
Restricted
Quasi-endowed
Due to
Fund balance
TOTAL ENDOWMENT AND SIMILAR FUNDS
PLANT FUND
Unexpended
Accounts payable
Notes payable
Bonds payable
Other liabilities (identify)
Due to
Fund balance
Total unexpended
Investment in Plant
Notes payable
Bonds payable
Mortgage payable
Other liabilities (identify)
Due to
Other plant fund liabilities (identify)
TOTAL INVESTMENTS IN PLANT FUND
OTHER LIABILITIES (IDENTIFY)
TOTAL OTHER LIABILITIES
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Last Completed
FY
Dates: 6/30/17

2,094,837
2,094,837
20,141,586

One Year Prior to
Last Completed FY
Dates: 6/30/16

878,126
878,126
25,403,783

Two Years Prior to
Last Completed FY
Dates: 6/30/15

434,589
1,739,078
2,509,215
0
391,278
2,048,311
0
7,122,471
0
0
0
0
0
0
7,122,471

379,170
2,404,815
1,751,963
0
646,220
705,503
0
5,887,671
0
0
0
0
0
0
5,887,671

793,085
2,877,412
2,987,646
0
521,500
47,050
0
7,226,693
0
0
0
0
0
0
7,226,693

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
0

0
0
0
0
0
0
0
12,711,381
12,711,381

0
0
0
0
0
0
0
6,789,453
6,789,453

0
0
0
0
0
0
0
7,309,026
7,309,026

City University of Seattle
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TOTAL LIABILITIES
FUND BALANCE

19,833,852
13,185,425

Other Liabilities
Notes payable, excluding current portion
Deferred Revenue
Deferred Rent
Financed leasehold improvement payable

12,677,124
7,464,462

14,535,719
10,868,064

FY17
FY16
FY15
6,080,360
110,096
375,498
348,642
374,948
403,038
2,329,577
1,962,420
1,297,296
3,952,802
4,341,989
5,233,194
$ 12,711,381 $ 6,789,453 $ 7,309,026

CURRENT FUNDS, REVENUES, EXPENDITURES, AND OTHER CHANGES

REVENUES

Last Completed FY
Dates: 7/1/16 – 6/30/17

Tuition and fees
Federal appropriations
State appropriations
Local appropriations
Grants and contracts
Endowment income
Auxiliary enterprises
Other (identify)

37,311,775
0
0
0
4,386,636
0
38,462
380,794

One Year Prior to
Last Completed FY
Dates: 7/1/15 –
6/30/16
37,725,200
0
0
0
697,717
0
168,201
1,078,445

14,951,477
0
0
2,657,928
8,807,511
10,021,659
0

15,259,448
0
0
4,012,912
9,004,982
12,237,910
0

15,885,726
0
0
4,231,671
7,627,443
13,436,684
0

0
0

0
0

0
0

0
0
0
0
36,438,575

0
0
0
0
40,515,252

0
0
0
0
41,181,521

0
0
0
0
0

0
0
0
0
0

0
0
0
0
0

EXPENDITURE & MANDATORY TRANSFERS
Educational and General
Instruction
Research
Public services
Academic support
Student services
Institutional support
Operation and maintenance of
plant
Scholarships and fellowships
Other (identify)
Mandatory transfers for:
Principal and interest
Renewal and replacements
Loan fund matching grants
Other (identify)
Total Educational and General
Auxiliary Enterprises
Expenditures
Mandatory transfers for:
Principal and interest
Renewals and replacements

NWCCU Year Seven Report
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City University of Seattle

Two Years Prior to
Last Completed FY
Dates: 7/1/14 –
6/30/15
36,487,685
0
0
0
5,985,478
0
84,548
841,316

6

Total Auxiliary Enterprises
TOTAL EXPENDITURE & MANDATORY
TRANSFERS
OTHER TRANSFERS AND
ADDITIONS/DELETIONS
(identify)
EXCESS [deficiency of revenues over
expenditures and mandatory
transfers (net change in fund
balances)]

0
0

0
0

0
0

41,871

(2,557,913)

(1,841,475)

5,720,963

(3,403,602)

376,031

One Year Prior to
Last Completed FY
Dates: 6/30/2016
516,623
0

Two Years Prior to
Last Completed FY
Dates: 6/30/2015
740,644
0

INSTITUTIONAL INDEBTEDNESS
TOTAL DEBT TO OUTSIDE PARTIES
For Capital Outlay
For Operations

NWCCU Year Seven Report

Last Completed FY
Dates: 6/30/17
6,141,446
0

City University of Seattle

7
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New Degree/Certificate Programs
Substantive Changes
Substantive changes including degree or certificate programs planned for 2016-2017 approved by the institution’s
governing body. If NONE, so indicate.
Substantive Change
None for 2016-2017

NWCCU Year Seven Report
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Certificate/Degree Level

Program Name

City University of Seattle

Discipline or Program Area

8

Distance Education
Degree and Certificate Programs of 30 semester or 45 quarter credits or more where at least 50% or more of the
curriculum is offered by Distance Education, including ITV, online, and competency-based education. Adjust entries
to category listings below as appropriate.
Location of Site
Name
City, State, ZIP
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121

Student
Headcount

On-Site Staff

Associate of Science in Business

10

Yes

Associate of Science in General Studies

43

Yes

Bachelor of Arts in Applied Psychology

158

Yes

Bachelor of Arts in Education

71

Yes

Bachelor of Arts in Human Services

62

Yes

Bachelor of Arts in Management

789

Yes

Bachelor of Science in Accounting

47

Yes

1114

Yes

Bachelor of Science in Criminal Justice

42

Yes

Bachelor of Science in Cybersecurity and
Information Assurance

16

Yes

Bachelor of Science in General Studies

49

Yes

Bachelor of Science in Applied Computing

78

Yes

Bachelor of Science in Healthcare
Administration

61

Yes

Bachelor of Science in Information Systems

29

Yes

Degree/Certificate Programs

Bachelor of Science in Business
Administration

NWCCU Year Seven Report
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CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121
CityU Everett
521 Wall Street
Seattle, WA 98121

Bachelor of Science in Information
Technology

35

Yes

Bachelor of Science in Project Management

80

Yes

Doctor of Business Administration

30

Yes

Doctor of Education

229

Yes

Master of Science in Computer Science

30

Yes

Master of Science in Information Security

39

Yes

Master of Education in Education
Leadership

9

Yes

Master of Arts in Leadership

71

Yes

Master of Healthcare Administration

27

Yes

Master of Business Administration

897

Yes

Master of Education Adult Education

57

Yes

NWCCU Year Seven Report
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City University of Seattle

10

Domestic Off-Campus Degree Programs and Academic Credit Sites
Report information for off-campus sites within the United States where degree programs and academic
coursework is offered. (Add additional pages if necessary.)
Degree Programs – list the names of degree programs that can be completed at the site.
Academic Credit Courses – report the total number of academic credit courses offered at the site.
Student Headcount – report the total number (unduplicated headcount) of students currently enrolled in programs
at the site.
Faculty Headcount – report the total number (unduplicated headcount) of faculty (full-time and part-time) teaching
at the site.
PROGRAMS AND ACADEMIC CREDIT OFFERED AT OFF-CAMPUS SITES WITHIN THE UNITED STATES (FY 17)
Location of Site
Name
City, State, ZIP
CityU Everett
1000 SE Everett Mall
Way Suite 101
Everett, WA 98208

CityU Renton
555 S Renton Village
Place, Suite 300
Renton, WA 98057
CityU Tacoma
1145 Broadway, Suite
600
Tacoma, WA 98402
JBLM
6242 Colorado Avenue,
Suite A202
JBLM, WA 98433
CityU Vancouver
12500 SE 2nd Circle,
Suite 200 Vancouver,
WA 98684

Academic
Credit
Courses

Student
Headcount

Faculty
Headcount

130

352

Full-Time: 1.5 FTE
Associate: 28

128

359

Full-Time: 0 FTE
Associate: 45

59

125

Full-Time: 3 FTE
Associate: 14

Bachelor of Arts in Human Services; Bachelor
of Science in Healthcare Administration;
Master of Healthcare Administration

0

0

Full-Time: 0 FTE
Associate: 0

Bachelor of Arts in Education; Master in
Teaching; Master of Education in Guidance
and Counseling; Master of Education in
Educational Leadership

59

82

Full-Time: 2.5 FTE
Associate: 17

Degree Programs
Bachelor of Arts in Education; Bachelor of
Arts in Management; Bachelor of Science in
General Studies; Master in Teaching; Master
of Business Administration; Master of
Education in Guidance and Counseling;
Master of Education in Educational
Leadership
Bachelor of Arts in Management; Bachelor
of Science in Business Administration;
Bachelor of Science in General Studies;
Master of Business Administration; Master
of Science in Project Management
Bachelor of Arts in Education; Master in
Teaching; Master of Business
Administration; Master of Education in
Guidance and Counseling; Master of
Education in Educational Leadership
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Programs and Academic Courses Offered at Sites Outside the United States
Report information for sites outside the United States where degree programs and academic credit courses are
offered, including study abroad programs and educational operations on military bases. (Add additional pages if
necessary.)
Degree Programs – list the names of degree programs that can be completed at the site.
Academic Credit Courses – report the total number of academic credit courses offered at the site.
Student Headcount – report the total number (unduplicated headcount) of students currently enrolled in programs
at the site.
Faculty Headcount – report the total number (unduplicated headcount) of faculty (full-time and part-time) teaching
at the site.
PROGRAMS AND ACADEMIC CREDIT COURSES OFFERED AT SITES OUTSIDE THE UNITED STATES
Location of Site
Name
City, State, ZIP
CityU Vancouver
789 W. Pender Street, Suite
310
Vancouver, B.C. V6C 1H2
CityU Victoria
305 877 Goldstream Ave.
Langford, B.C. V9B 2X8
CityU Calgary
1040 7th Ave SW Suite 120
Calgary, AB T2P 3G9
CityU Edmonton
100 – 10010 106 St NW
Edmonton AB T5J 1G1
CityU Alberta
100 College Blvd, Red Deer AB
T4N 5H5
Mexicali, B.C. Mexico
Partnership with CETYS
Universidad
Col. Rivera, Mexicali
B.C. Mexico C.P. 21259
Tijuana, B.C. Mexico
Partnership with CETYS
Universidad
Av. CETYS Universidad No. 4
Fracc .El Lago, B.C.
Mexico, C.P. 22210

NWCCU Year Seven Report
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Degree Programs
Bachelor of Arts in
Management; Master of
Education in Education
Leadership; Master of
Education in School
Counselling; Master of
Counselling
Master of Education in
School Counselling;
Master of Counselling
Master of Education in
Education Leadership;
Master of Counselling
Master of Counselling
Master of Counselling;
Master of Education in
Education Leadership
Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration
Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration

Academic
Credit
Courses

Student
Headcount

Faculty Headcount

311

450

Full-Time: 7.5 FTE
Associate: 39

64

70

Full-Time: .5 FTE
Associate: 16

62

70

Full-Time: 3 FTE
Associate: 13

42

73

Full-Time: 1 FTE
Associate: 17

19

18

Full-Time: 0 FTE
Associate: 5

35

105

Full-Time: 0 FTE
Associate: 18

52

125

Full-Time: 0 FTE
Associate: 24

City University of Seattle

12

Ensenada, B.C., Mexico
Partnership with CETYS
Universidad
Km. 1 camino a Microonada
Trinidad, s/n Ensenada, B.C.
Mexico 22860
Monterrey, Mexico
Partnership with UNAL
Avenida Universitaria s/n San
Nicolas de los Garza, Nuevo
Leon, 66451
Puebla, Mexico
Partnership with UPAEP
21 sur 1103 Barrio Santiago
C.P. 72410, Puebla Mexico
Universidad Autonoma de San
Luis Potosi (UASLP) 21 Sur
#1103, Barrio de Santiago,
Puebla, Puebla, 72410
University of International
Business and Economics (UIBE)
'Room 206 Boyayuan MBA
Office, Huixin Dongjie,
Chaoyang District, Beijing,
China
Shenzhen Polytechnic
2190 Liuxian Ave, Nanshan
District, Shenzhen, China
518055
Banking Academy of Vietnam
Hoc Vien Ngan Hang No 12
Chua Boc St, Dong Da District,
Hanoi, Vietnam
Vysoka Skola Manazmentu
(VSM, Bratislava) Panonska
cesta 17 851 04 Bratislava,
Slovakia
Vysoka Skola Manazmentu
(VSM, Trencin) Bezucova 64
911 01 Trencin, Slovakia
Vysoka Skola Financni a Spravni
Estonska 500, 101 00 Prague
10, Czech Republic

NWCCU Year Seven Report

Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration

6

33

Full-Time: 0 FTE
Associate: 3

56

99

Full-Time: 0 FTE
Associate: 14

39

25

Full-time: 0 FTE
Associate: 5

49

98

Full-time: 0 FTE
Associate: 10

Master of Business
Administration

32

175

Full-time: 0 FTE
Associate: 10

Undergraduate Certificate:
General Studies and
Management in
Information Systems;
Undergraduate Certificate:
General Studies and
Management in
International Logistics

18

161

Full-time: 0 FTE
Associate:11

Bachelor of Science in
Business Administration

41

180

Full-Time: 0 FTE
Associate: 15

64

230

Full-Time: 0 FTE
Associate: 24

46

101

88

163

Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration;
Master of Business
Administration
Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration
Bachelor of Arts in Applied
Psychology; Bachelor of
Arts in Management;
Bachelor of Science in
Business Administration

Bachelor of Science in
Business Administration;
Master of Business
Administration
Bachelor of Science in
Business Administration;
Master of Business
Administration
Bachelor of Science
Business Administration;

City University of Seattle

Full-Time: 0 FTE
Associate: 13
Full-Time: 0 FTE
Associate: 21

13
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Business and Hotel
Management School
Baselstrasse 57, CH-6003
Lucerne, Switzerland

NWCCU Year Seven Report
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Master of Business
Administration
Master of Business
Administration

49

City University of Seattle

94

Full-Time: 0 FTE
Part-time: 15

14
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2015-2017 Student
Satisfaction Surveys
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• More detailed results are available

– Overall Satisfaction, ROI, Satisfied with Experience,
Recommend CityU
– Instructional Quality
– Studies and Methods
– Advising

• Partial student satisfaction survey results
• Includes high-level satisfaction results for:

Student Satisfaction Survey Overview

Overall Satisfaction - Institution
238
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Average Satisfaction - Schools
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ROI, Recommend City U to Others, Satisfied with
Experience - Institution

Return on Investment - Schools
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Satisfied with Experience - Schools

Recommend CityU - Schools
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Instructional Quality - Questions
244
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Instructional Quality - Institution

CI T Y U N I V E R SI T Y O F S E AT T L E

245

Instructional Quality - Schools
246
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Studies Quality - Questions
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Studies Quality - Institution
248
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Studies Quality - Schools
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Advising - Questions
250
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Advising - Institution
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Advising - Schools
252
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1

2014 & 2016 Alumni
& Graduate Surveys

CI T Y U N I V E R SI T Y O F S E AT T L E

255

– Graduates within 2 years contacted

• Graduates – 91 responses (2016)

– 4.2% of Alumni contacted

• Alumni – 1,118 responses (2014)

Surveys Overview

2

256
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3

Overall Satisfaction – Alumni & Graduates

CI T Y U N I V E R SI T Y O F S E AT T L E
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4

Alumni & Grads: CityU ROI, CityU Experience, Recommend CityU

258
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5

Alumni & Grads: Employment & Salaries
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6

Alumni & Grads: Choose CityU for Further Education

260
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7

Alumni & Grads: Further Education Detail

Alumni: Reasons for Attending CityU

8
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553
407
388
263
209
139
70

Program options
Adult Learning Environment
Affordability
Quality
Recommendation
Other
Global focus
Multiple response question, percent total exceeds 100.

820

Number of
Responses

Convenience

Reasons Influencing Choice of CityU

6.3

12.4

18.7

23.5

34.7

36.4

49.5

73.3

% of
Respondents

Alumni Survey Detail: Reasons Influencing Choice of
CityU
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72.6
14.5
5.7
4.5
1.6
1.0

Employed full time in a field that is related to my CityU degree
Employed full time in a field that is not related to my CityU degree
Employed part time in a field that is related to my CityU degree
Seeking employment in a field that is related to my CityU degree
Employed part time in a field that is not related to my CityU degree
Seeking employment in a field that is not related to my CityU degree

% of
Respondents

18.8% of alumni responding to the survey are retired and another 2.8% are full
time students or intentionally unemployed. Of those employed, 78.3% are
employed in a field related to their CityU degree.

Alumni Survey Detail: Employment Status

264
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Grad Survey Detail: Employment Status
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7.6
35.7
17.2
15.9
7.1
5.3
11.3

Over $150,000
$150,000 to $80,000
$80,000 to $60,000
$60,000 to $40,000
$40,000 to $25,000
Less than $25,000
I choose not to disclose my salary

% of
Respondents

CityU alumni are employed across the globe and throughout 40 states in America. 66.9% of CityU alumni
are employed within the state of Washington, and 43.3% of alumni make in excess of $80,000 per year.
Furthermore, of those respondents employed, 46.4% work for a company that offers tuition reimbursement.

Alumni Survey Detail: Employment Earnings

266
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.

Grad Survey Detail: Employment Earnings
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310
284
277
272
198

104
94

Earning a promotion
Getting a new job
Helping me change careers
Helping me complete a professional certification
It did not directly contribute to my professional advancement

Helping me obtain a professional license
Other

Multiple response question, percent total exceeds 100.

481

Increasing my income

Number of
Responses

8.4

9.3

17.7

24.3

24.8

25.4

27.7

43.0

% of
Respondents

CityU alumni were asked how their CityU education directly contributed to their professional
advancement and 70.7% indicated it lead to a promotion or salary increase.

Alumni Survey Detail: Professional Advancement

268

NWCCU -Year S eve n R e p o r t
Multiple response question, percent total exceeds 100.

Grad Survey Detail: Professional Advancement
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n represents the average number of survey respondents in each year
% = “Strongly Agree” and “Agree”
*Score redistributed from 5 point to 4 point Likert scale

My studies improved my ability to work with others in a collaborative manner.

My studies give me the tools and motivation to continue learning after I complete
my academic goals.

My studies improve my ability to work in international and/or diverse cultural
environments.

My studies develop my ability to apply ethical principles to real-life personal and
professional situations.

My studies improve my ability to find, evaluate, and use relevant information.

My studies improve my ability to think critically about information and problems.

My studies improve my written and verbal communication skills.

My studies help me develop professional competency in my field.

Experience Related to CULGs
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average
%
Average

Alumni
(n=1072)
92.8%
3.30
89.7%
3.25
91.3%
3.27
92.7%
3.28
83.7%
3.10
74.7%
2.93
86.3%
3.17
85.9%
3.15

Students
(n=780)
94%
3.33
92%
3.33
92%
3.35
93%
3.34
89%
3.24
84%
3.13
87%
3.23
87%
3.22

Alumni Survey Detail: CityU Learning Goal
Comparison
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n represents the average number of survey respondents in each year
% = “Strongly Agree” and “Agree”
*Score redistributed from 5 point to 4 point Likert scale

My studies improved my ability to work with others in a collaborative
manner.

My studies give me the tools and motivation to continue learning after
I complete my academic goals.

My studies improve my ability to work in international and/or diverse
cultural environments.

My studies develop my ability to apply ethical principles to real-life
personal and professional situations.

My studies improve my ability to find, evaluate, and use relevant
information.

My studies improve my ability to think critically about information and
problems.

My studies improve my written and verbal communication skills.

My studies help me develop professional competency in my field.

2.95
87.6%
3.18
85.5%
3.14

Average
%
Average
%
Average

3.08
75.5%

%

84.2%

%
Average

3.30

Average

94.1%

%

3.32

3.30

Average

94.7%

92.8%

%

%

3.29

Average

Average

92.8%

%

SOM
(n=679)

86.7%
3.16

3.13

83.9%

2.84

71.0%

3.07

80.7%

3.21

88.9%

3.10

83.4%

3.08

82.2%

3.38

93.3%

ASOE
(n=224)

86.4%
3.14

3.16

84.0%

2.96

76.3%

3.21

85.8%

3.28

89.9%

3.28

90.5%

3.23

87.6%

3.25

92.3%

DAS
(n=169)

Alumni Survey Detail: CityU Learning Goals by School

Grad Survey Detail: CityU Learning Goals
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Academic Model
Based on its mission statement, City University of Seattle offers high quality, student-centered, results-oriented educational
opportunities that are accessible, affordable, and relevant. In order to achieve this overarching goal, City University of
Seattle has articulated the assumptions, values, and expectations that constitute the core of its Academic Model and that
shape the institution's approach to serving the needs and aspirations of its learners. This model is meant to provide an
operational framework for implementing City University of Seattle's mission across all of its programs and locations at
consistently high levels of quality.

Components of the City University of Seattle Academic Model
A Fo cu s o n St u d e n t Le a r n i n g
City University of Seattle learning experiences are designed to support clearly articulated outcomes at the course, program,
and institutional levels. Educational experiences are carefully designed by faculty to encourage self-directed learning within
an appropriately defined structure of expectations. With the focus on applying theory to practical experience, learning
activities form explicit links among the crucial abilities of an educated professional: critical thinking, self-exploration, and
ethical practice. Multiple paths to demonstrating competency are available to learners when appropriate. Students are
actively encouraged to define and take responsibility for their own contributions to the learning process, with the
understanding that their engagement is critical for substantive learning to take place.

Re f l e ct i v e Pr a ct i t i o n e r Fa cu l t y
City University of Seattle faculty are highly regarded practitioners who bring real-life experience to the learning environment.
They consider students to be collaborative partners in the creation of learning opportunities. To support practitioner faculty in
their teaching roles, the institution provides orientation, training, mentoring, and coaching, all designed to foster a respectful
and empowering learning environment. Faculty are rewarded for quality teaching and encouraged to continue their
development as facilitators of learning.

Re l e v a n ce t o t h e W o r k p l a ce
A City University of Seattle education is founded on carefully selected goals that are intended to provide graduates with upto-date knowledge and practical skills required in the workplace, as well as a framework for continued development.
Institution-wide learning goals that emphasize personal and professional growth are embedded in all programs offered at the
University. The institution's current goals include professional competence and technical expertise, communication and
interpersonal skills, critical thinking, ethical practice and community involvement, development of a diverse and global
perspective, and lifelong learning. The overarching goals of a City University of Seattle education enhance the professional
skills and knowledge of individuals who in turn add value to their organizations.

Se r v i ce t o St u d e n t s
City University of Seattle strives to provide a respectful atmosphere in which all students are valued for their contribution and
individual needs are honored. A diverse and international student body requires a variety of services to support the learning
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endeavor. The University strives to be sensitive to students and their needs, to respond in a timely and professional manner
to student questions or concerns, and to uphold high standards.

A cce ssi b i l i t y a n d Re sp o n si v e n e ss
The University is committed to making high-quality learning opportunities as accessible and responsive to the needs of our
diverse student population as possible. This includes maintaining affordability, removing unnecessary barriers to entry,
providing support for students with differing levels of educational background and preparation, and offering a variety of class
schedules and modes of delivery.

City University of Seattle Learning Goals
Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s e x h i b i t p r o f e ssi o n a l co m p e t e n cy a n d a se n se o f
p r o f e ssi o n a l i d e n t i t y .
Our graduates bring to the workplace the knowledge and skills intrinsic to success in their professions. They understand the
basic values and mission of the fields in which they are working. They are able to use technology to facilitate their work.
They have an understanding of basic technical concepts and are able to demonstrate understanding through practical
application.

Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s h a v e st r o n g co m m u n i ca t i o n a n d i n t e r p e r so n a l sk i l l s .
City University of Seattle graduates are able to communicate effectively both orally and in writing. They are able to interact
and work with others in a collaborative manner as well as to negotiate difficult interpersonal situations to bring about
solutions to problems that benefit all involved.

Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s d e m o n s t r a t e cr i t i ca l t h i n k i n g a n d i n f o r m a t i o n l i t e r a cy .
City University of Seattle graduates are able to think critically and creatively, and to reflect upon their own work and the
larger context in which it takes place. They are able to find, access, evaluate, and use information in order to solve problems.
They consider the complex implications of actions they take and decisions they make.

Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s d e m o n s t r a t e a st r o n g co m m i t m e n t t o e t h i ca l p r a ct i ce a n d
se r v i ce i n t h e i r p r o f e s si o n s a n d co m m u n i t i e s.
City University of Seattle graduates take responsibility for their own actions and exhibit high standards of conduct in their
professional lives. They are aware of the ethical expectations of their profession and hold themselves accountable to those
standards. City University of Seattle graduates are also active contributors to their professional communities and
associations. They are informed and socially responsible citizens of their communities, as well as of the world.

Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s d e m o n s t r a t e d i v e r se a n d g l o b a l p e r sp e ct i v e s.
City University of Seattle graduates embrace the opportunity to work collaboratively with individuals from a variety of
backgrounds, and to learn from the beliefs, values, and cultures of others. They realize that varied viewpoints bring strength
and richness to the workplace. City University of Seattle graduates demonstrate an awareness of the interrelation of diverse
components of a project or situation.

Ci t y Un i v e r si t y o f Se a t t l e g r a d u a t e s a r e l i f e l o n g l e a r n e r s.

In a world where knowledge and skills must be constantly updated, City University of Seattle graduates are self-directed and
information literate in seeking out ways to continue their learning throughout their lifetimes.
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Appendix – Academic Assessment Committee, APAR, 5-Year Review Processes

The Purpose of Program Assessment
Program Directors report annually to the Academic Assessment Committee (AAC) on how
common data informs program changes. This ensures that all programs are utilizing
institutional data to improve the quality of academic programs to help Program Directors
measure, assess, and analyze the health of their program. The interaction with Program
Directors also provides the opportunity to disseminate University strategic goals. This is akin to
a coaching platform that supports the ‘why’ associated with doing the Annual Program
Assessment Report (APAR). Program directors compare current years’ data to previous years’
data and assess the achievement of goals set year to year within the program. The summative
data within the report allows for this future corrective course of action for their program.
Parts of Annual Review Process
The Program Director will report to the AAC data from the previous four (4) quarters. The data
is analyzed, then qualitative comments are written as a reflective process. The APAR is broken
down into three primary categories:
Part A – Review of Previous Year’s Goals and Modifications with a discussion on
results.
Part B – Analysis of Program Data:
• Metrics of Instructional Quality for School and Program. Data comes from the
End of Course Evaluations;
• Metrics of Academic Experience for School and Program. Data comes from
Student Satisfaction Survey;
• Headcount, Retention, Graduation, and FT/PT Metrics over four years;
• Metrics of Student Learning. Rubrics from student artifacts measured at
beginning of program (Introductory), middle of program (Practice) and end of
program (Mastery).
• Actual Financial Metric data.
Part C – Proposed Actions to be Taken that include changes to course descriptions,
outcomes, objectives, curriculum, instructional methodologies, modes of instruction,
timelines to completion, coaching of faculty, inter-rater reliability, and alignment to
program design guides: course learning outcomes (CLO), program learning outcomes
(PLO), and City U learning outcomes (CULG).
What the University does with this information
Through this vertically oriented process, the Office of Institutional Effectiveness (OIE) collects
data from all programs and the aggregate data collected supports institutional direction. The
collected data works for University at both the macro and micro levels allowing for future
corrective courses of action both at the corporate level and at the tactical level.
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2016/2017
Fast Facts
About City University of Seattle

City University of Seattle is a private nonprofit university accredited through the doctoral level. It is
dedicated to serving the working adult and transfer student and is ranked by U.S. News & World Report
among the Top 50 in the country for its online bachelor‘s degree programs. CityU is among the top
producers of MBAs and teachers in the state of Washington.
According to the Chronicle of Higher Education, CityU’s Completion Rate is more than twice the
national average.
CityU offers flexible online, onsite, and performance-based programs throughout North America,
Asia and Europe and is headquartered in Seattle. CityU’s curriculum is informed and taught by
professionals who are leaders in their industry and can prepare students for their big meeting
tomorrow or their next big career move.

Mission and Values

Change lives for good by offering high quality and relevant lifelong education to anyone with the
desire to learn.
• Flexibility: design and deliver programs and services to be convenient to students
• Accessibility: provide educational opportunities to anyone, anywhere
• Innovation: continually create new educational opportunities
• Relevance: teach what can be applied today and tomorrow
• Global: act local and think global

60+ FLEXIBLE PROGRAMS

Leadership, Management, Computer and Information Systems, Education,
Project Management, Health and Human Services

Accreditation

CityU is accredited by the Northwest Commission on Colleges and Universities, a regional accrediting
body approved by the U.S. Department of Education. Regional accreditation serves as the most important
means of assuring the quality of higher education through rigorous peer-review and evaluation.
Some programs and Schools at CityU hold special accreditations, which demonstrate the programs’
quality and relevance in the marketplace. These accreditations include: The Project Management
Institute®, PESB, CACREP, DQAB, CQAC, ACBSP and ABET.

Student Population by Location

Student Population
Total Headcount

% of Students

6,755

Full Time

21%

United States

64%

3/4 Time

13%

Canada

12%

1/2 Time or less

66%

Europe

10%

Mexico

7%

Asia

7%

Undergraduate

45%

Graduate

39%

Doctorate

4%

Non-degree Seeking

12%

ONLINE. IN PERSON. NONPROFIT.
CityU.edu • 888.422.4898
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Percentage of Students
by Delivery Mode

Student Demographics
6,755 Total Students
56% Female / 44% Male (U.S. ratio)
Average Age

Performance
Based

Hybrid
16%

8.0%

In Person
32%

Online
31%

Other
13%*

United States

35

Canada

36

Europe

25

Mexico

21

Asia

25

Number of States represented

43

Number of Countries represented

11
Number of
Students

*Internships and practica

U.S. International Students

629 (9% of student

Veterans & Military

468 (7% of student

population)

population)

Student Borrowing Trends

2014

% of Undergrad
Students Borrowing

Average Undergrad
Loan Amount

38.3%

$6,831

3-Year Cohort Default Rates
CityU
National Average
5.0%

11.5%

Total Grant Funds disbursed in 2016-17:

$823,881

Total number of students receiving these funds:

304

Total Institutional Scholarship dollars disbursed in 2016-17:

$293,269

Total number of students receiving these funds:

273

Low cohort default rates are related to student employability and prudent financial aid counseling. CityU’s 3-year cohort default
rate of 5.0% is well below the Washington state average of 10.4% and the national average of 11.5%. The national average for private
not-for-profit is 7.4%.

Student Success Information
Undergraduate year-to-year retention

67%

52,288 Total Alumni

Graduate year-to-year rentention

85%

Bachelor’s degree graduation rate

49%

U.S.: 40,044
30,427 are from Washington State

Master’s degree graduation rate

59%

SP5836
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E. Lee Rice
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Jeanne Connelly,
Secretary

Kim Folsom

Robert Freelen

Michael McGill

Carlos Rodriguez

Richard Chisholm,
Treasurer

Joanne Pastula

Jay Stone

Michael Cunningham (Ex Officio)
Chancellor

Ruthann Heinrich

Dan Pittard

Rebecca A. Henderson

Hiep Quach

Thomas Topuzes
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Chairs & Officers: Three, 2-year terms
Trustees: 3-year terms
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Welcome to City University of Seattle
About this Handbook
This handbook is designed to present an overview of the University’s human resources policies
and procedures. It is not intended to be comprehensive or to address all possible applications of
or exceptions to policies and procedures. Policies and procedures change, and the most recent
information is on the University Staff Portal Page. This handbook supersedes all previous
employer statements, including any previous handbooks, manuals, memoranda and oral or
written statements pertaining to policies described here.
This handbook is not intended to create, and shall not be construed to create, an employment
contract, nor to guarantee that employment will last for any particular period of time or require
any particular cause for termination. In order to retain necessary flexibility in the administration
of the University’s policies and procedures, the University reserves the right to interpret the
language of this handbook and its policies and to change, supplement, suspend, or rescind any of
the provisions of this handbook, as well as any of the University’s other human resources
policies and procedures from time to time as the University deems appropriate in the
university’s sole and absolute discretion without prior notice or consent. This handbook may be
updated as necessary with or without notice to any member of the university community.
Employees are encouraged to discuss any questions they may have with their supervisors or the
Human Resources Department.
Employment is voluntarily entered into and employees are free to resign for any reason at any
time, without having cause. Similarly, The University is free to conclude employment
relationships with an employee for any reason at any time, without having cause. The
employment relationship is one of voluntary employment, with no definite duration. No
supervisor or manager has authority to alter this voluntary, indefinite duration employment
relationship. The University’s right to terminate employment at any time for any reason can be
altered only by a specific writing signed by the President.
Violation of any policy or procedure is grounds for disciplinary action, up to and including
termination of employment.
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SECTION 1: INTRODUCTION
1-1 HISTORY
Founded in 1973 in Seattle, Washington, City University of Seattle is a private, not-for-profit
university with over 50,000 alumni worldwide. City University of Seattle's goal is to change
lives for good by offering high quality and relevant online and in-class education options to any
person in the world with a desire to learn. The University is comprised of: The School of
Management, The Albright School of Education with the School of Arts and Sciences, the
School of Applied Leadership, The Technology Institute, and the WA Academy of Languages.
Headquartered in the Pacific Northwest, City University of Seattle offers classes at locations
throughout Washington, Canada, and in conjunction with our partner Universities in Mexico,
Slovakia, Switzerland, the Czech Republic, Vietnam, and China.
City University of Seattle’s strengths include a relevant curriculum, instruction delivered by
professional practitioners, a student- focused emphasis on service, a commitment to technology,
innovation and flexibility, linkages to educational partners and the wider community, and an
emphasis on quality of curriculum and instruction. Its mission of providing access to underserved
populations remains relevant and is the driving force behind everything that it does.
First located in downtown Seattle, the University added teaching locations throughout the Puget
Sound region and Western Canada. In addition, the University has a number of international
partnerships in Europe, North America, and Asia. The University is fully accredited by the
Northwest Commission on Colleges and Universities.
In pursuit of its mission, the University developed evening and weekend courses, located in
geographically-dispersed University sites, school district facilities and students’ places of
employment, as well as through distance learning, hybrid, and online methods to provide greater
student access.
1-2

MISSION, VISION, VALUES STATEMENTS, and CORE THEMES

MISSION:
To change lives for good by offering high quality and relevant lifelong education to anyone with
the desire to learn.
VISION:
Education access worldwide (a network of partners and programs on-site and/or on-line)
VALUES:
• Flexibility: we design and deliver programs and services to be convenient to students
• Accessibility: we provide educational opportunities to anyone, anywhere
• Innovation: we continually create new educational opportunities
• Relevance: what we teach today can be applied tomorrow
• Global: we act locally, but think globally
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CORE THEMES:
• Deliver High Quality, Relevant Education
• Ensure Students Access & Success
• Strengthen Global Connections
• Foster Life-long Learning
1-3 EMPLOYEES
Employees who work at City University of Seattle are a key part of what makes CityU so
special. The University strives to provide a rewarding and supportive work environment for the
University’s employees. All have the opportunity to reach their greatest potential and
contribution.
The reputation of an organization can hinge on many things: the popularity of its products, its
advertising or its policies. Very often, the opinion of an organization is based on an experience
with a single employee. Likewise, many people will get their first and most lasting impression
of City University of Seattle through its employees. Depending on the amount of public contact
in each job, employees represent the organization to dozens and perhaps hundreds of people.
Personal qualities such as customer and results focus, flexibility, helpfulness, knowledge and
competence influence the public’s attitude towards City University of Seattle and its employees.
Summary of at-will employment:
• Canada: Employment at CityU is voluntarily entered into and employees are free to resign
for any reason at any time, without having cause. Similarly, CityU may end the
employment relationship with an employee for any reason at any time by providing notice
or pay in lieu of notice under the relevant provincial employment standards legislation.
The provision of notice or pay in lieu of notice is in full and final satisfaction of any and all
claims, under statute or common law that an employee may have regarding the termination
of employment. The employment relationship is one of voluntary employment, with no
definite duration. No supervisor or manager has authority to alter this voluntary, indefinite
duration employment relationship. CityU’s right to discontinue employment at any time for
any reason can be altered only by a specific writing signed by the President.
• United States: Employment is voluntarily entered into and employees are free to resign for
any reason at any time, without having cause. Similarly, CityU is free to conclude the
employment relationship with an employee for any reason at any time, without having
cause. The employment relationship is one of voluntary employment, with no definite
duration. No supervisor or manager has authority to alter this voluntary, indefinite duration
employment relationship. CityU’s right to terminate employment at any time for any
reason can be altered only by a specific writing signed by the President
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SECTION 2: EQUAL OPPORTUNITY
2-1 VALUING DIVERSITY
The University believes that in diversity there is strength. Only by fostering the development of a
“culture of inclusion” at every level can the University provide quality education for the
University’s students and a desirable and supportive workplace for the University’s staff and
faculty. The University promotes campus values that reflect a fundamental respect for one
another because of our differences, not in spite of them.
The University is committed to creating an equitable and safe setting where all are given the
opportunity to reach their potential both personally and professionally.
2-2 EQUAL OPPORTUNITY AND NON-DISCRIMINATION POLICY
The University subscribes to the principles and laws of the State of Washington, the federal
government, and the Canadian federal and provincial government including applicable Executive
Orders, pertaining to civil rights, discrimination, harassment and non-retaliation, equal
opportunity and affirmative action, Family Medical Leave Act (FMLA) and Washington Law
against Discrimination (WLAD).
The University’s policy prohibits discrimination on the basis of race, sex, religion, age, color,
creed, national or ethnic origin, physical, mental or sensory disability, marital status, genetic
information, sexual orientation or status as a disabled veteran, recently separated veteran, other
protected veteran, or Armed Forces service medal veteran in the recruitment and admission of
students, the recruitment, employment and retention of faculty and staff, and the operation of all
University programs and services.
This policy applies to all employment actions, including but not limited to recruitment, hiring,
upgrading, promotion, transfer, demotion, layoff, termination, all forms of compensation,
selection for training, education or tuition assistance, or leave of absence.
The University’s greatest resource is the individuals who make up the institution. The
University supports all employees and encourage them to use all educational means, both within
and outside of City University of Seattle that will aid their advancement. It is every employee’s
responsibility, in turn, to indicate that they are interested and willing to take full advantage of
available opportunities.
Questions regarding Equal Opportunity should be directed to the Human Resources Department.
2-2.1 Individuals with Disabilities and Veterans
The University does not discriminate against any applicant or employee because of physical or
mental disability or military service, concerning any position for which the applicant or
employee is qualified.
2-2.2

Reporting Need for Accommodation
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You have an obligation to inform us of any physical or mental impairment that may require a
reasonable accommodation. Without notice, the University cannot assist you. The University
commits to working with employees to make reasonable accommodations for physical and
mental limitations of qualified disabled individuals and disabled veterans, unless such
accommodation poses an undue hardship on the conduct of the business or endangers safe
performance on the job. In determining the extent of its obligation, City University of Seattle
will consider business necessity and financial costs, among other factors.
2-3 ANTI-HARASSMENT POLICY
The University is committed to maintaining an educational and work environment that is free of
any harassment. Unlawful harassment based on race, sex, religion, age, color, creed, national or
ethnic origin, physical, mental or sensory disability, marital status, sexual orientation, status as a
disabled veteran, recently separated veteran, other protected veteran, or Armed Forces service
medal veteran or any other protected status is prohibited by Title VII of the Civil Rights Act of
1964, the Age Discrimination in Employment Act of 1967, (ADEA), and the Americans with
Disabilities Act of 1990, (ADA) and is not tolerated. As an educational institution, it is the
University’s responsibility to cultivate mutual respect and to recognize the value and potential of
every individual.
2-3.1 Reporting Discrimination or Harassment
Individuals who believe that they have been harassed or discriminated against because of their
race, gender, religion, age, color, creed, national or ethnic origin, physical, mental or sensory
disability, orientation, marital status or any other protected status should immediately contact
their manager, or any manager including a representative of City University of Seattle’s Human
Resources Department without fear of reprisal or retaliation. All claims are taken seriously and
investigated to the extent necessary. You will suffer no adverse action because you reported in
good faith any inappropriate conduct.
Harassment is unwelcome conduct based on race, color, religion, sex (including pregnancy),
national origin, age (40 or older), disability or genetic information. Harassment becomes
unlawful where 1) enduring the offensive conduct becomes a condition of continued
employment, or 2) the conduct is severe or pervasive enough to create a work environment that a
reasonable person would consider intimidating, hostile, or abusive.
2-3.2 Sexual Harassment
Sexual Harassment is a form of unlawful discrimination. There are two types of sexual
harassment “Quid Pro Quo” and “Hostile Environment.” City University of Seattle prohibits
both forms of discrimination.
“Quid Pro Quo” harassment includes unwelcome sexual advances, requests for sexual favors,
and other physical conduct of a sexual nature when:
• submission to such conduct is made, either explicitly or implicitly, a term or condition of
an individual’s academic success or employment; or,
• submission to or rejection of such conduct by an individual is used as the basis for
academic or employment decisions affecting the individual.
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Examples of “Quid Pro Quo” sexual harassment include and are not limited to:
• any uninvited or unwelcome physical contact, including touching, petting, pinching,
persistent brushing up against another individual’s body, etc.;
• any suggestion to an individual that sexual favors or relationships will result in a favorable
grade, promotion, or other academic or employment opportunity; or,
• any suggestion or implication to an individual that his/her refusal to provide sexual favors
or relationships will result in a poor grade, demotion, discipline, discharge, or will have an
adverse impact on the individual’s continued instruction or employment.
A hostile environment is a form of harassment. It is demonstrated by such severe and pervasive
conduct that permeates the environment and interferes with an employee's ability to perform his
or her job.
“Hostile Environment” sexual harassment occurs when an individual engages in extreme and
outrageous conduct that has the effect of creating an intimidating, hostile, or offensive academic
or working environment based on his/her sex. This type of discrimination also applies to
extreme and outrageous conduct based on an individual’s race, national origin, creed, disability
and age.
Examples of “Hostile Environment” sexual harassment include:
• sexual innuendos, sexually suggestive comments, offensive language, sexually oriented
kidding or teasing, gestures, practical jokes, etc.;
• displays of sexually suggestive pictures, magazines, or other objects; or,
• any other conduct that ridicules or humiliates an individual because of his/her gender
Examples of non-sexual “Hostile Environment” harassment may include:
• decisions made for transfer, demotion, or termination of employees;
• interference in or denial of opportunities for educational success;
• unwelcome, offensive, or demeaning comments, slurs, language, jokes, or gestures;
• the presence of books, magazines, pictures, or other objects that may be reasonably
construed as offensive or demeaning; or,
• creating or contributing to an intimidating, hostile, or offensive working environment.
2-3.3 Workplace Bullying
City University of Seattle prohibits all forms of workplace bullying. Bullying differs from
harassment as it addresses psychological intimidation and aggression that is not based on a protected
characteristic. Workplace bullying refers to repeated, unreasonable verbal or non-verbal actions
directed toward another with the purpose of physical or psychological intimidation, degradation,
humiliation, or intent to cause harm. Bullying behaviors include those that have an adverse effect on
an employee’s psychological or physical well-being, and which can create a risk to health and/or
safety of the individual(s).
Examples of bullying may include manipulation; verbal abuse; threats; conduct intending to
intimidate, humiliate or socially isolate another; treating one person differently than others; or issuing
unwarranted or invalid criticism.
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2-3.4 Retaliation
Retaliation against any individual for filing a harassment or discrimination complaint or for
assisting or participating in the investigation of such a complaint is illegal and will not be
tolerated.
2-3.5 Employee Responsibility
Employees play a vital role, because the University’s equal opportunity policy can remain
successful only with the support of all employees. That support relies on an atmosphere of easy
communication and candid discussion.
For example:
• Avoid jokes that stereotype or ridicule racial, religious, different sexually oriented
lifestyles, or age groups.
• Use the same criteria for evaluating all persons. Apply the same standards of judgment to
all, regardless of age, race, religion, sex, or national origin. No group has a monopoly on
ability or deficiency.
• Practice speaking as if members of all groups were present at all times.
2-4 SUBSTANCE ABUSE AND DRUG-FREE WORKPLACE
City University of Seattle is committed to protecting the safety, health and well-being of all
employees and other individuals in the University’s workplace. The University recognizes that
alcohol abuse and drug use pose a significant threat to the University’s goals. The University has
established a drug-free workplace program that balances the University’s respect for individuals
with the need to maintain an alcohol and drug-free environment.
SECTION 3: EMPLOYMENT
3-1 EMPLOYMENT POLICY
City University of Seattle’s employment policy reflects its dedication to employ the highest
quality candidates in order to ensure the continued growth and success of the University. It is the
policy of City University of Seattle to consider the most qualified individuals for position
openings without regard to race, color, religion, gender, sexual orientation, age, national origin,
disability, genetic information, veteran’s status, or political ideology. The University’s policy is
designed to ensure that CityU employment procedures comply with federal, provincial and state
employment laws.
3-2

HIRING OF EMPLOYEES

3-2.1 Posting of Openings
When there is a job opening (exempt and non-exempt), an open position announcement will be
posted on the University’s website and portal. The announcement will be open for a minimum
of five business days. If the hiring manager desires, positions can be open only to current
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employees or students. When a broader candidate pool is needed, positions will be open to all
candidates, both internal and external.
3-2.2 Employee Eligibility for Transfer or Promotion
Employees may be eligible to participate in internal placement, if the:
• employee meets the minimum qualifications of the job opening;
• employee has been in current position for at least *one (1) year;
• employee is not on an improvement plan;
• employee’s last performance evaluation rating was satisfactory or better.
*Hiring manager may seek exemption from the rule with Presidential approval.

3-2.3 Employee Application for Transfer or Promotion Process
When a position announcement is posted for which an employee would like to apply, and
providing the above eligibility requirements are met, the process is as follows:
• the employee submits a complete application packet via the online application process,
detailing all of his/her qualifications for the position;
• The Human Resources Department ensures that either the hiring manager or designee
advises employees of their status in the interviewing process.
3-2.4 Selection Process
Selection of a person to fill a job opening, in either an initial hire situation or a promotion
situation, is based on all factors considered relevant to filling the position. In addition, all offers
of employment made to applicants will be conditional based upon successful completion of preemployment requirements that may include:
• Background Checks: An outside background screening agency will verify the information
given on the application for employment. The social security number, education,
employment and criminal history will be verified on each applicant.
• Education/Credentials Check: The University uses the National Student Clearinghouse to
verify education background. The Clearinghouse is used to verify high school, degree and
certification credentials and protects against the “official transcripts” sent by diploma mills.
• Credit Checks and Driving Records: A consumer credit report and Department of Motor
Vehicles review may be conducted for relevant positions.
3-2.5 Verification of Employment Eligibility
In the US, Federal law requires that each employee complete Section 1 of Form I-9 on his/her
first day of employment and present acceptable documentation to establish identity and
employment eligibility. Failure to comply with relevant laws may result in termination of
employment.
3-2.6 Employment of Minors
Washington State allows the employment of minors (children ages 14-17). However, City
University of Seattle does not employ individuals younger than 18 years of age.
3-2.7 Initial Hire Period (IHP)
All full-time and part-time regular employees who are hired, transferred or promoted must
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complete an initial hire period of 90 days. It is designed to provide adequate time and training
for an effective adjustment to his/her position, and to observe the employee’s work performance.
At or near the end of the 90-day initial hire period, the employee’s supervisor will complete and
submit to the Human Resources Department an evaluation of the person’s performance during
the initial hire period. The report should include a recommendation on whether to retain the
employee.
Eligible employees may participate in University benefits programs only after successful
completion of the initial 90-day hire period. During the initial hire period, new employees may
not make use of paid time off or the tuition program.
Eligible employee’s ability to participate in the Medical benefits will become effective on the
first of the month following the hire date. This is the only exception made by the University
regarding benefits available to employees prior to the expiration of the initial hire period.
3-2.8 Employment of Relatives
The University believes that it is in the best interests of the University and the University’s
employees to keep business and professional relationships separate from personal and family
relationships.
For the purposes of this policy, “relative” includes but is not limited to; spouses, siblings,
parents, children, stepchildren, in-laws, grandchildren, nieces, nephews, and people living in the
same household in a relationship that is equivalent to marriage.
The University reserves the right not to employ close relatives, spouses, or two individuals
involved in or living together in a relationship that is essentially equivalent to marriage, except
under circumstances where:
• neither employee will supervise, appoint, remove, or discipline the other;
• neither party will evaluate the work or performance of the other;
• neither party has salary or incentive decision making over the other;
• the working relationship will not create a real or apparent conflict of interest or the
appearance of favoritism in the opinion of management.
If, after they have become employed, two employees who work in the same department or
supervise each other develop a spousal relationship or begin living together or become engaged
in a close relationship that may create a real or apparent conflict of interest or the appearance of
favoritism, one of the two may be transferred. If no suitable position is available, one of them
may be discharged. In that case, the decision as to which employee will be terminated if transfer
is impossible will be left to the employees involved, unless business necessity requires us to
make the decision.
3-2.9 Internships
City University of Seattle provides the opportunity for actively enrolled graduate and
undergraduate students from any accredited institution to pursue paid or unpaid campus-based
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Internships. Internship positions must directly relate to the student’s declared degree program
i.e. computer systems, human resources, marketing, etc.
3-2.10 Credentials of Academic Faculty and Staff
City University of Seattle supports the NWCCU accreditation standards which state, in part “The
selection, development, and retention of a competent faculty is of paramount importance to the
institution. . . .Teaching faculty are qualified by academic background, degree(s),
and/or professional experience to carry out their teaching assignment and/or other
prescribed duties and responsibilities in accord with the mission and goals of the institution.”
Guidelines include:
•

Doctoral level program: must have a doctoral degree in the appropriate field from an
accredited institution to teach in the program.

•

Master’s level or bachelor’s level program faculty: must have a master’s degree in the
appropriate field from an accredited institution. Curriculum Development Specialists or
Field Supervisors: must have a master’s degree in the appropriate field from an
accredited institution.

Exceptions: When necessary, the Dean can approve an individual to teach or develop curricula
who has a bachelor’s degree from an accredited institution. Necessity includes the inability to
recruit master’s level candidates, and/or the outstanding credentials of an individual with a
bachelor’s degree. Documentation of the exception must be included in the individual’s
personnel file.
Employing Current Student as Faculty
On rare occasions, the Dean can approve the hiring of a teaching faculty member who is a City
University of Seattle student. Under no circumstances can an individual teach in the same
program in which he/she is earning a degree. Documentation of the need to employ a student
must be included in the individual’s personnel file.
Post-graduation Professional Credentials
Faculty members typically receive their education at other institutions. In the event that a
candidate has attended City University of Seattle, he/she typically will have at least 3-5 years of
work experience subsequent to earning the degree.
Exceptions: When necessary, the Dean can approve an individual to teach who has received a
City University of Seattle degree within the past 3 years. Necessity includes the inability to
recruit other qualified candidates and/or the outstanding credentials for a recent graduate.
Documentation of the exception must be included in the individual’s personnel file.
3-3 COMPENSATION AND CLASSIFICATION
The University complies with the Fair Labor Standards Act (FLSA) and other applicable
wage/hour laws. The details of the Act are set out in the statute and regulations. It requires
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employers to pay covered employees who are not otherwise exempt at least the federal minimum
wage and overtime pay of one-and-one-half-times the regular rate of pay.
3-3.1 Job Classification
The University classifies employees as “Exempt” or “Non-Exempt”. As a rule, employees
designated as exempt will be in positions involving supervision of employees or are involved in
general business operations and exercise independent judgment and/or discretion. Employees
designated as non-exempt, generally, will be in positions in which those features are not present.
3-3.2 Employment Status
Employment status for each new employee will be determined at the time of hire and
documented in the employee’s personnel and payroll records. There are four classifications of
Employment Status: Regular full-time, Regular part-time, Temporary full-time and Temporary
part-time.
In conjunction with Human Resources, the immediate supervisor is responsible for ensuring that
each employee is appropriately classified and that notice is processed promptly to the Human
Resources Department to record any change in status.
Regular Full-time
Regular full-time employees work a regular workweek for an indefinite period. The
University’s regular workweek begins on Monday and ends on Sunday. A regular workweek is
40 hours per week.
Benefit Eligibility: Regular full-time employees are eligible for all benefits upon completion of
the initial hire period.
Regular Part-time
Regular part-time employees work a minimum of 20 hours but less than 40 hours per week, for
an indefinite period. Regular part-time employees should have a fixed schedule determined at
time of hire or at time of change from full-time to part-time status. That fixed schedule may
change later depending on particular job requirements.
Benefit Eligibility: Regular part-time employees are required to work a minimum of 20 hours
per workweek. Regular part-time employees hired prior to 7/1/16 accrue leave benefits on a prorata basis based on hours worked. Regular part-time employees hired after 6/30/16 are not
eligible for benefits.
Part-Time Leave Benefits: (Leave Benefits vary depending on hire date)
Regular part-time employees, hired prior to 7/1/16, whose scheduled work hours vary but work a
minimum of 20 hours per week will be compensated for holidays based on an average of their
hours worked per day for a period of 30 calendar days preceding the holiday. Leave benefits will
be accrued on a pro-rata basis, and based on hours worked.
Regular part-time employees hired after 6/30/16 working 20 hrs. a week or less are ineligible to
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receive leave benefits.
Temporary
Temporary employees are hired on either a full-time or a part-time basis, for a specific project,
job or assignment, with an understanding that employment will end within a specified time.
Benefit Eligibility: Temporary employees are not eligible for any paid benefits and will not
participate in annual and semi-annual wage reviews. If a Temporary employee becomes regular,
benefits will begin to accrue from the date of status change from Temporary to Regular.
Occasionally a temporary position may be categorized as “on-call.” In most cases, on-call
employees are guaranteed at least five hours of work in each two-week pay period and may be
on call for more hours. On-call employees are not eligible for any paid benefits.
3-3.3 Payroll Categories
The University also divides jobs into two payroll categories for accounting and legal purposes:
• Non Exempt/Exception Hourly are jobs primarily associated with, clerical and technical
fields;
• Salaried jobs are management, professional or high-level administrative roles.
The determination of the proper job classification and payroll category is the responsibility of the
Human Resources Department and is based on evaluating the content of the job as described and
observed under the exemption criteria of the Fair Labor Standards Act and applicable state
statute.
3-3.4 Paydays
Staff employees are paid on a bi-weekly pay cycle; on the Friday following the work period
during which services were performed. Employee contributions, such as federal, provincial,
and/or state required withholdings, are deducted from paychecks.
Faculty are paid on a monthly cycle; typically, the first Friday of the month of the quarter
worked.
3-3.5 Overtime
Each position is given a designation of exempt (exempt from overtime) or non-exempt which is
noted on the job description. The employee filling that position is then either exempt or nonexempt for purposes of state and federal minimum wage and overtime laws.
Exempt employees are expected to work the number of hours necessary to fully perform the job,
and are not entitled to extra compensation for overtime hours. Exempt employees do not accrue
“comp hours” or “comp days” when working in excess of 40 hours/week. However, they may
work an alternate schedule with approval and in accordance with the established policy.
Hours worked by a non-exempt employee in excess of 40 hours within a particular workweek
will be considered overtime. Overtime is allowed only if the employee has the express
authorization of his/her supervisor prior to actually performing overtime work. Non-exempt
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employees must report on a weekly basis any hours that they claim are overtime hours.
Authorized overtime hours worked by non-exempt employees will be paid at the rate of one-anda half times the employee’s normal hourly rate.
3-3.6 Time Records
Each employee is responsible for approving and submitting his/her electronic timesheet to the
supervisor by the dates listed in the published payroll schedule. Supervisors shall review time
records to verify hours, and will sign approval electronically. Approved time records are
processed by the payroll office according to the published schedule.
3-3.7 Automatic Deposits
Employees residing in Washington State are required to have their paychecks automatically
deposited into their checking or savings accounts. The University encourages employees
residing outside of Washington State to utilize this program for their own convenience. Forms
for setting up automatic deposit are available in the Staff Portal forms library.
3-3.8 Outside Pay Received for Services
Any employee who is compensated outside the University for Teaching Activities or services
rendered during normal working hours shall turn those payments over to the University. Failure
to adhere to this process may result in disciplinary action up to and including termination. Pay
for services earned while the employee is on his/her time, including approved paid time off, is
not subject to this requirement.
3-3.9 Performance Management and Salary Adjustment
In addition to the initial performance evaluation performed at or near the end of the first 90 days
of employment in a new position, the supervisor will evaluate job performance on an annual
basis.
3-4 EMPLOYMENT VERIFICATIONS AND TESTIMONIALS
It is the policy of City University of Seattle to verify employment and respond to requests from
outside organizations, such as employers, financial institutions, government officials, law
enforcement agencies, etc., concerning current and former employees, including faculty, for
credit or employment purposes.
Requests received by immediate supervisors and other University individuals to provide
references and/or information to prospective employers regarding an individual's performance of
duties should discuss these requests with the Human Resources Department.
Any individual who was involved in the decision to involuntarily terminate an employee may not
provide a reference in any format for the employee. Reference requests such as these should be
forwarded to the Human Resources Department.
The Human Resources Department has a standard procedure of only verifying dates of
employment, compensation, and job title. This pertains to all inquiries except those required by
law or by governmental agencies or rulings. Requests for employment verification should be
forwarded to the Human Resources Department.
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Administrative faculty are responsible for ensuring that any faculty member, who has been asked
by a student to provide a student reference, makes it clear that the reference is on behalf of
student academic performance and does not pertain to any job performance level or employment
status the student may have with CityU.
3-5 RESIGNATION NOTICE PERIOD
In the event that a non-exempt employee decides to resign his/her employment, professional
expectations dictate a minimum of two weeks’ written notification of the resignation. In the
event an exempt employee decides to resign his/her employment, professional expectations
dictate a minimum of four weeks’ written notification. Any unused Personal Time Off (PTO)
will not be paid when an employee resigns.
Under the Canadian Employment Standards Act (ESA), Canadian employees are entitled to a
PTO pro-rata pay out based on years of service.

SECTION 4: BENEFITS
4-1 INSURANCE BENEFITS
City University of Seattle is dedicated to supporting and rewarding employees through a
complete compensation program including health benefits, a retirement plan and additional
benefits such as a tuition waiver program. City University of Seattle is part of the National
University System self-insured health benefits program enabling us to provide a cost-effective
yet comprehensive program for benefit-eligible full-time and for part-time employees hired
before July 1, 2016. Part time employees hired after 7/1/16 are not entitled to benefits.
Insurance will become effective on the first of the month following the employee’s hire date.
The Human Resources Department will provide information on the details of coverage during
the new employee orientation meeting and through informational handouts.
Benefit Components:
• Health Benefits
o
Medical/Prescriptions
o
Dental/Vision
• Basic Life Insurance & Accidental Death/Dismemberment
• Short and Long Term Disability
• Retirement Plans
Additional Benefits:
• Tuition Waiver Program
• Employee Assistance Program
• Personal Time Off
• Catastrophic Leave Plan
• Flexible Spending Accounts
• Health Savings Accounts
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Supplemental/Voluntary Life
Insurance
• Commute Trip Reduction Program
Benefits
• Wellness Program

Detailed information about City University of Seattle employee benefits is available from
Human Resources on the HR SharePoint page.
4-2 PAID LEAVE
After the completion of the 90-day Initial Hire Period all regular full-time employees (40 regular
working hours per week) are eligible for personal time off based on hours worked. Regular parttime employees hired before July 1, 2016 are eligible for personal time off on a pro-rate basis
after the completion of the 90-day Initial Hire Period.
Regular part-time employees working in the US, hired after June 30, 2016 are not eligible for
personal time off.
Regular part-time employees working in Canada, hired after June 30, 2016 are entitled to two
weeks of PTO time after the 12 month-period that started with his or her date of hire, and after
each future 12-month period.
The procedure, which provides guidance about how City University of Seattle administers
compensated and uncompensated time away from work, can be found in the Policies link located
in the Staff Portal.
4-2.1 Paid Holidays
Employees must work the regularly scheduled workday preceding and the regularly scheduled
workday following the holiday in order to qualify to receive holiday pay, unless the absence is
approved by the immediate supervisor (i.e., approved Personal Time Off, mandatory court
appearance, etc.).
When a holiday falls on a Saturday, the preceding Friday will be observed as the holiday; when
the holiday falls on a Sunday, the following Monday will be observed as the holiday.
An employee may observe religious holidays that are required observances during regular
working time if they are first approved by the supervisor.
An employee who is on an unpaid leave of absence will not be paid for intervening holidays.
Holidays that occur during approved leave will not be charged against Personal Time Off.
Regular part-time employees hired prior to 7/1/2016 are entitled to holidays that fall on their
normally scheduled workdays unless the University deems it necessary to change the employee’s
schedule to meet a business need.
Regular part-time employees hired after 6/30/2016, with a .6 FTE or greater are entitled to
holidays that fall on their normally scheduled workdays; pro-rated accordingly.
Regular part-time employees hired after 6/30/2016, with a .5 FTE or less are not entitled to
holiday pay.
For employees not working a Monday through Friday work schedule, holidays can be discussed
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and approved by the supervisor or designee.
4-2.2 Personal Time Off (PTO)
All regular full-time employees (40 regular working hours per week) are eligible for personal
time off based on hours worked after the completion of the 90-day Initial Hire Period.
Regular part-time employees hired before July 1, 2016 are eligible for personal time off on a pro-rate
basis after the completion of the 90-day Initial Hire Period. Regular part-time employees working in
the US, hired after June 30, 2016 are not eligible for personal time off.
Regular part-time employees working in Canada, hired after June 30, 2016 are entitled to two
weeks of PTO after the 12 month-period that started with his or her date of hire, and after each
future 12-month period.
To properly staff all areas at all times, time off must be scheduled and approved by the
supervisor and/or designee in advance. Time off cannot normally be scheduled during the first
week of registration, the last week of registration, or the first week of the quarter, unless
authorized as an exception by the supervisor or designee.
PTO Hours Carry Over
There is no carryover of unused PTO. Any time not used by the end of the fiscal year, June 30
will be removed from the employee’s PTO balance.
Misuse of PTO Benefits
The University reserves the right to institute disciplinary action, up to and including termination,
when there is evidence that an employee has falsified a claim of illness, is engaging in activities
while on personal time off that are detrimental to a speedy recovery, or is engaging in other
“remunerative work” while drawing personal time off benefits.
4-2.3 Seattle Paid Sick and Safe Time and the Tacoma Paid Leave Act
As of September 1, 2012, Seattle employers are required to provide paid sick and safe time to
their employees who work within Seattle city limits. CityU adheres to this requirement through
the CityU PTO program described in section 4-2.2.
The Tacoma Paid Leave Act took effect February 1, 2016. The ordinance requires employers to
provide up to 24 hours of paid sick leave annually to employees working within Tacoma. The
leave can only be used for temporary time off work for health, safety, or family care needs. Other
uses include work or school closures ordered by public officials or for bereavement. CityU
adheres to this requirement through the CityU PTO program described in section 4-2.2.
4-2.4 Paid Funeral/Bereavement Leave
The University provides paid funeral leave to regular employees for bereavement and funeral of
the death of a member of the employee’s immediate family. Paid funeral leave normally will be
three (3) days; two (2) additional days may be granted where round trip travel in excess of 500
miles is required, or at the discretion of the employee’s supervisor. Funeral announcement or
obituary notice must be forwarded to HR.
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“Immediate Family” means spouse, domestic partner, child, parent, grandparent, brother, sister,
niece, nephew and spouse’s child, parent, grandparent, brother, sister, niece, nephew or one who
stands in place of a parent or “Immediate Family” member.
4-2.5 Paid Jury Duty Leave
The University provides regular pay for a regular employee duly summoned for jury duty. A
regular employee called for jury duty should submit to the Human Resources Department a copy
of the summons as soon as possible. The University will continue to pay that employee his/her
regular rate of pay for the duration of the jury duty, up to 30 days. In addition, the employee will
normally be granted a leave of absence for the duration of the jury duty during which the
employee will not lose non-wage benefits or position.
Employees are expected to report to work during the portion of the day they are released from
jury duty or whenever it is practical to do so.
4-2.6 Paid Leave for Catastrophic Situations
City University of Seattle provides employees with the opportunity to contribute accrued
personal time off (PTO) hours toward a Catastrophic Leave Fund. The purpose of this fund is to
provide an opportunity for employees to support co-workers who are facing a catastrophic and/or
debilitating illness or injury, whether their own or that of an immediate family member. It is
designed to provide some income protection when all other forms of paid leave have been
exhausted.
To be eligible to use the fund, the employee or employee’s immediate family member must be
suffering from a catastrophic health condition or injury as defined in the policy, which
necessitates the employee’s prolonged absence from work.
4-3 Leave of Absence Without Pay
At its own discretion, the University may, grant unpaid leaves of absence to regular full-time and
eligible part-time employees. The Director of Human Resources reviews requests for Leaves of
Absence. The HR director, in consultation with the President, may authorize a leave of absence
without pay. The request should first have the support of the employee’s direct supervisor and
state an expected return date. If the employee does not return to work on the agreed upon date,
he/she will be considered to have resigned.
If a leave of absence without pay is approved, the employee should confer promptly with the
Office of Human Resources to make special arrangements for insurance and retirement
payments.
An employee on leave of absence without pay is not paid for University holidays.
4-3.1 Unpaid Military Leave
Leaves for those who enter active military service will extend for the period the law provides.
Members of the National Guard or an Armed Forces Reserve component may use this leave for
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annual scheduled training duty or in case of civil emergency.
In addition, the University provides military leave under the Family Medical Leave Act when an
employee has a qualifying need for military family leave.
4-3.2 Unpaid Family Medical Leave
In accordance with federal, state and provincial guidelines, City University of Seattle provides
leave for specific family and medical reasons under the provisions of the Federal Family Medical
Leave Act (FMLA), WA State Family Leave Act, the BC Employment Standards Act and the
Alberta Employment Standards Code.
This policy applies to all regular full-time and part-time University employees who meet the
eligibility requirements.
An employee who is utilizing FMLA leave because of the employee's own serious health
condition or the serious health condition of a family member will be required to use available
paid personal time off prior to being eligible for unpaid leave.
The Family Medical Leave Act is complex. Procedures for taking FMLA leave are detailed in
Human Resources Procedure 4300.05.01.
4-3.3 Unpaid Pregnancy/Childbirth Leave
Pregnancy is considered a medical disability and, in accordance with federal, state and provincial
laws, is subject to the same consideration as any other type of disability. Maternity leave is
unpaid except for time charged to PTO or short/long-term disability insurance (for covered
employees) and is intended for use during periods of physical disability associated with the
pregnancy or childbirth at the request of the employee. At the conclusion of the leave period, the
employee normally will be allowed to return to her previous position without loss of benefits.
Reference Section 4-3.2, Family and Medical Leave Act for additional leave information.
4-3.4 Unpaid Parental Leave
In accordance with state and provincial laws and administrative policies, unpaid parental leave is
provided to eligible employees. For eligible U.S. employees, up to 60 working days is provided
to regular employees who have newly born infants, or adopted children up to age 6. Employees
are expected to give their supervisors 30 days advance written notice of the expected date of
delivery, or in the case of an adoption, the expected date of custody, if known. Child care leave
can also be taken by an employee to care for their terminally ill child under the age of 18 years.
Employees may use accrued PTO during the leave period. However, PTO used does not extend
the length of the leave. The employee’s medical and dental coverage may be continued through
the use of FMLA and/or COBRA legislation regulations. At the conclusion of the leave period,
the employee normally is entitled to the same position held when the leave commenced or a
position with equivalent benefits and pay at a work site within 20 miles of the original
workplace. Reference Section 4-3.2, Family and Medical Leave Act for additional leave
information. For eligible employees in Canada, parental leave will follow the B.C. Employment
Standards or Alberta Employment Standard Code.
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4-3.5 Request For Additional Leave
Employees who are unable to return from a leave of absence within the time required must
contact their supervisor before the expiration date to determine if subject to workforce need and
probable return time.
4-3.6 Unauthorized Leave
If an employee takes an unauthorized leave of absence because the employee was not eligible or
a leave was denied, regardless of the number of days taken the leave is considered job
abandonment and is treated as a voluntary termination without notice.
4-3.7 Restrictions during Leave
An employee who, without prior approval, accepts outside employment while on leave of
absence, or who falsifies the reasons for obtaining leave, is subject to immediate termination
without notice.
4-4 COBRA AVAILABLE UPON SEPARATION
An employee who ceases employment may be entitled under the federal COBRA law to continue
medical coverage at the group rate by paying the premiums on his/her own. Employees who
cease employment will be provided information on the possibility of COBRA coverage and its
requirements.
4-5 TUITION BENEFIT
City University of Seattle provides up to two (2) tuition waived courses per quarter for regular
full-time employees and members of the Board of Trustees (BOT), provided they register on a
space available basis and meet all eligibility requirements. Employees and BOT member spouse
and dependent children are also eligible for the tuition exemption program. The maximum of
two (2) tuition-waived courses per quarter may be used by the employee, BOT member and/or
eligible family member. Unused benefits are not available in subsequent quarters.
Employees are eligible for the tuition-waiver after completing their 90-day initial hire period.
Part-time employees hired prior to 7/1/16, and Associate Faculty may be eligible for up to one
(1) tuition-waived course per quarter. See University procedure 4300.11 for eligibility.
The family members become eligible for tuition waiver when the employee becomes eligible.
The waiver(s) for family members include all the requirements outlined in the procedure, as if
the employee was registering for class. In addition, the employee must register eligible family
members with the Human Resource Department prior to registration for classes.
Staff members who also instruct courses as a member of the University’s teaching faculty are not
allowed to also utilize the teaching faculty tuition waived course benefit. The benefit is not
applicable to continuing education instructors.
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SECTION 5: WORKING CONDITIONS
5-1 WORK HOURS
The basic workweek for regular staff members is 40 hours for full-time employees. However,
additional hours may be required during peak work periods as allowed by local law. The normal
business hours are 8:00 AM through 5:00 PM, Monday through Friday (40 hours per week). Site
Operations personnel hours are established on an individual basis, to meet the needs of the
University, but in no case shall be less than 40 hours a week for full time, non-exempt
employees. Work hours, including rest periods and meal breaks, are based on locally applicable
federal, state and provincial law.
5-1.1 Attendance
Regular attendance is an essential condition of employment. During the 90-day initial hire
period, being absent for more than two separate incidents is considered a serious violation of the
University’s attendance standards and could result in disciplinary action up to and including
termination of employment.
5-1.2 Absence Reporting
Employees are expected to report absences to their supervisor or designee before the start of their
regularly scheduled workday and, in no instance other than an emergency, no later than two
hours after the start of their regularly scheduled workday. Failure to report within this period
may result in these hours being designated as leave without pay. A period of three (3)
continuous days of unreported absence will be considered automatic voluntary termination
without notice (job abandonment).
5-1.3 Tardiness
Employees are expected to report to work promptly at their scheduled start time. Employees
who are tardy on a regular basis may be subject to disciplinary action up to and including
termination of employment.
5-1.4 Breaks
Full-time employees will receive two paid breaks of 15 minutes each, one in the morning and
one in the afternoon, to be scheduled by the supervisor. Part-time employees will receive one
paid 15-minute break for each four hours worked. Breaks are separate from meal periods and
cannot be attached to meal periods, the beginning or the end of the work shift.
5-1.5 Meal/Rest Period
Employees who work a shift of at least 5 hours in duration must take an unpaid meal/rest period
lasting between 30 and 60 minutes. The meal/rest period should be scheduled in the middle of
the work shift and is not taken at either the beginning or the end of the shift. You are not
expected to perform any job duties during the meal/rest period; the meal/rest period is not paid.
5-1.6 Compressed Work Week (Exempt employees only)
City University of Seattle supports the use of compressed workweeks in circumstances where
they meet the operating needs of a specific location or department. Unlike other flexible work
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arrangements, approval of a compressed workweek rests entirely on the needs of students, the
demands of class schedules, and the flexibility necessary for effective internal operations at the
University.
For the purposes of this policy, a compressed workweek is an arrangement that requires an
alternative work schedule for a full time employee to work their 40 hours in less than five days
and consequently more than 8 hours in a single day. Part-time employees are eligible to
participate.
5-1.7 Flextime (Exempt employees only)
Employees may arrange a flexible schedule that typically requires a consistent, fixed daily
schedule with individualized starting and stopping times that are typically the same throughout
the workweek and are outside the location’s or department’s normal business hours. Certain
positions and site locations may require that starting and stopping times vary during the week,
depending on class schedules and student needs.
All full-time and part-time employees working in the United States and Canada may be eligible
to participate in these programs, depending on the nature of their duties. However, flextime is
not appropriate for everyone. Flextime must be approved by the department or location
manager.
5-2 Work from Alternate Location (Exempt employees only)
City University of Seattle supports alternate work locations for employees by allowing managers
to implement and to install practices that permit their employees to regularly, on a part time basis
work from alternate locations.
Participation requires the support of the employee’s immediate manager, countersigned by the
department director or dean. Final approval rests with the Dir. Of Human Resources and if
applicable, the President
Occasionally working from home refers to situations where an employee is faced with
unscheduled or scheduled demands at home that require his/her presence during the normal
workday. This too requires managerial approval.
For further detail on compressed, flex or alternative work, reference the Alternative Work
Arrangement Procedure: 4300.13.
5.3

PERSONNEL RECORDS

5-3.1 Personnel Files
The Human Resources Department maintains a personnel file for each employee. The employee,
the employee’s supervisor, Human Resources Department personnel, the President and others on
a need-to-know basis, may access the employee’s personnel file. No information normally will
be released from the personnel file to other individuals without written permission from the
employee, except to verify basic employment information such as date of hire, job title, and full-
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time versus part-time status except as required by law. Any employee may review his/her
employee file during regularly scheduled work hours with appropriate notice. The original file
cannot be removed from the Human Resources Department.
5-3.2 Updated Personnel Data
It is the responsibility of each employee to keep the Human Resources Department advised
concerning his/her marital status, number of dependents as it relates to benefits, and his/her
correct address, telephone number, tax status and changes in immigration status.
5-3.3 Building Access Cards/Badges
It is the responsibility of each employee issued a building access card to maintain the security of
the card at all times. The access card (also called a key card or badge) is the equivalent of a
building key. If the card is lost or stolen, the employee must notify Facilities or Human
Resources immediately. There will be a 3-day waiting period* before a new access badge is
issued to the employee; there is no charge for a first-time replacement card. Subsequent lost or
stolen access cards/badges will have a replacement fee of $25 to be paid by the employee; the
employee can pay the card replacement fee through the Seattle location Business Office.
Damaged access cards will be replaced free of charge unless it is determined that the employee is
negligent in the safeguarding of the access card. The employee should discuss special
circumstances and garage access with Facilities as needed when faced with a lost or stolen card.
Requests for adding or changing card access need to be made through the Service Request
System by the employee’s supervisor, manager or higher-level department leadership. Requests
made by the employee the card is for will not be approved.
*If the card is broken or damaged, the employee should turn it in to Facilities so that a new one can be issued in a
timely fashion.

5-3.4 Employee Photographs
Pictures or videos taken at work or CityU functions are the property of City University of
Seattle. Unless you opt out, employees authorize the use of their name, photograph or image in a
video for use in internal publications, websites and promotions. Unless you contact the
Marketing Department to opt out, you are waiving the right of approval, and release City
University of Seattle and/or their designee from all claims that you may have on account of use
or publication of such use for any purpose.
5-4 UNIVERSITY VEHICLES
University vehicles are to be driven by authorized employees only. Only the following persons,
if they hold a valid driver’s license, may drive University-owned vehicles:
• Employees who are expected to drive a University vehicle as a regular part of their job
(such employees are approved without a Travel Authorization Form)
• Members of the Board of Trustees (without a Travel Authorization Form)
• The President and Vice Presidents (without a Travel Authorization Form)
• Other employees and staff members with an approved Travel Authorization Form
Only the following are eligible to ride in University vehicles:
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Members of the Board of Trustees
Employees of the University
Business-related guests of the University
Spouses of employees of the University in connection with events at which the spouse’s
presence is desirable.
• Students who are on field trips in connection with a regular University class or activity that
has been approved in advance by an appropriate Vice President

•
•
•
•

5-4.1 Obtaining Authorization to Drive a CityU Vehicle
CityU employees (with the exception of the Facilities department) who need to use a CityU
vehicle must first acquire authorization. The following steps are required before using a CityU
vehicle:
• Need for vehicle is approved by manager
• Copy of Driver’s License is provided to the Vice President of Finance
• Authorization is granted or denied
• Request to schedule use of vehicle is submitted to Vice President of Enrollment
Management
5-4.2 Driver’s License and Liability Insurance
Each employee required or permitted to drive a City University of Seattle vehicle shall possess a
valid state driver’s license. Any staff member who is required to use his/her automobile in the
performance of University business must be able to demonstrate compliance with state laws
requiring liability insurance or other financial responsibility.
5-4.3 Accidents Involving a University-owned Vehicle
In case of an accident involving a University-owned vehicle:
• Call the local police (911 in the United States) or the U.S. Embassy at once
• Give notice to the University Business Office within 24 hours of the accident (telephone
206.239.4500 or 1.800.426.5596)
• Do not move the vehicle until the accident has been investigated
• File an accident report in accordance with applicable laws, and send a copy of the report to
the Business Office
• Notify the driver’s immediate supervisor as soon as possible
5-5 WORK ACCIDENTS
In the case of an accident in the course of business involving personnel or property of the
University, the names of any witnesses and all other available facts are to be reported to the
Human Resources Department as soon as possible. All work-related injuries or illnesses arising
from an accident must be reported to the Human Resources Department immediately by the
individual employee and the witness(es), regardless of whether or not medical treatment is
necessary. The Accident Report Form is on the Staff Portal in the forms library.
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5-6 DRESS CODE
City University of Seattle is a school by and for professionals. All employees represent not only
themselves, but the University through their work attire. Business casual attire is considered the
minimum level of appropriate professional dress. Individual departments have the authority to
define appropriate professional dress standards for their employees. Inappropriate dress may
include, but is not limited to: informal clothing such as denim blue jeans, clothing that is overly
revealing, shoes that are normally worn for recreation and other items as determined by the
supervisor, Vice President, or the President.
Casual Fridays: City University of Seattle has adopted an optional casual dress code for Fridays.
On Fridays only, employees are allowed to wear casual attire to the office. Employees who are
hosting or attending business meetings with clients, vendors or employees from another
company should wear appropriate clothing, which may include business attire. Employees who
prefer to dress in formal or traditional business attire are free to do so.
The following guidelines define acceptable and unacceptable casual attire: apparel must be neat
in appearance, without tears or holes, tasteful, and must project a positive image of City
University of Seattle. Attire unacceptable for casual Fridays includes, but is not limited to Tshirts with offensive slogans or pictures, torn clothing, flip-flops, sweat suits or excessively
revealing attire.
Employees requiring additional information about the professional dress code for their
department or about acceptable attire for casual Fridays should consult with their immediate
supervisors.
Violation of the University dress code may require that the employee be directed by his or her
immediate supervisor or designee to return home to change into appropriate clothing. The time
involved to accomplish this change of attire would be unpaid. Continued violations may result in
disciplinary action up to and including termination.
Employees must abide by the safety policies and procedures of their department and wear
protective clothing or safety equipment when required. Unique scheduled work activities may
necessitate an exception to the Dress Code which will require approval of the supervisor and/or
appropriate vice president. Accommodations for religious dress may be considered.
5-7 INCLEMENT WEATHER
Employees are expected to arrive for scheduled work periods during inclement weather. Failure
to do so shall result in a deduction for time missed from either the employee’s PTO balance or
the non-exempt employee will not be paid for that time. However, should the University
officially close, employees are expected to stay home and regular employees can expect to
receive normal pay for those days. Notification of site closures or delayed starts will be posted
by 6 AM on the employee info line (206.239.4739), sent via the notice alerts system for those
who enroll, posted on the Student and Teaching Faculty Portal (type in “my.cityu.edu”), as well
as radio and TV announcements for Puget Sound locations. Closures for sites will be handled on
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a case-by-case basis.
5-8

PERSONAL AND BUSINESS CONDUCT

5-8.1 Confidential Nature of Work
In the course of one’s work, one may have access to information about City University of
Seattle, employees, faculty and students that is strictly confidential. This information must not
be revealed to anyone not specifically authorized by the University to have it. All full-time, parttime and contract employees are required to be aware of and follow FERPA and other applicable
privacy rules when accessing student information.
5-8.2 Code of Ethics
The University is committed to the highest standards of educational quality, including the highest
standards of legal and ethical conduct in its business practices. All members of the University
community are responsible to ensure that their behavior and activity is consistent with the Code
of Ethics, as well as University policies and procedures, and applicable federal, state, provincial,
and local laws, and regulations for the employee’s work location.
Any questions regarding the University’s Code of Ethics, including questions concerning the
interpretation or application of the Code, should be directed to the Director of Human Resources.
This Code of Ethics shall be posted and available to all members of the University community.
You may access this policy via the University’s Staff Portal, website, President’s Office, or
Human Resources.
For confidential reporting of ethical concerns, you may use the online reporting tool at
www.nu.ethicspoint.com or toll-free at 1.855.582.3769.
(Source: Code of Ethics http://www.cityu.edu/about/profile/ethics_policy.aspx)
5-8.3 Falsification of Records
The falsification of any record, entry, transaction, account, or document of City University of
Seattle, including, without limitation, time sheets, medical/dental/vision claims, business expense
claims, student records, will subject whoever is involved to discipline up to and including
termination of employment.
5-8.4 Outside Employment
Before accepting any outside employment, employees must have approval from their supervisor
or designee. No outside activities are permitted that are physically overtaxing, interfere with the
ability to perform duties properly, or conflict with the interest of the University. In addition,
employees must confine those outside activities to non-working times and non-working areas.
Employees should also be aware that the University’s supplies and equipment may not be used
for any non-City University of Seattle business or activity.
5-8.5 Non-Fraternization
All employees (staff and faculty) must refrain from fraternizing with students, male or female.
No action or communication may ensue between employees and students that in any way
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manifests (or suggests to manifest) favoritism and/or preferential treatment. No employee may
entertain or date a City University of Seattle student while that employee is in the University’s
employ.
It must be consistently apparent to employees and students that every student has equal
opportunity to learn and succeed in the classroom at City University of Seattle. No action on the
part of any employee that impedes this objective will be tolerated.
5-8.6 Work Environment
The University’s employees are asked to contribute to a favorable work environment. The
University does not tolerate any actions which could be disturbing to other employees, including
but not limited to: harassment of any nature; display of lethal weapons; use of alcohol or
possession, use, sale, or trafficking illegal drugs or controlled substances; oral or written threats
against fellow employees, students or supervisors; or disregard of the University Equal
Employment Opportunity policy.
5-8.7 Use of CityU Letterhead for Personal Mail
Personal letters or testimonials written on City University of Seattle letterhead are not allowed.
Neither official stationery nor City University of Seattle addresses may be used for personal
correspondence or for personal testimonials.
5-8.8 Internal Mail
Internal mail services will be used only for official business.
5-8.9 Personal Phone Calls/Internet Use
Personal telephone and/or Internet use is permitted within reason, provided that it does not
interfere with City University of Seattle business and does not incur costs beyond a reasonable
nature which may be defined by the employee’s supervisor or the executive management. At all
times, employees will be held accountable for the use of employer-provided phone and internet
services. Employees may be required to reimburse part or all charges incurred that relate to
personal use.
5-8.10 Friends/Family/Children in the Workplace
The University discourages employees from being accompanied by friends, family or children
while working, including leaving children on campus or office areas while they are at work.
Anything other than short visits is not permitted and poses a potential harm for children and
liability for the University.
The workplace is not the appropriate place for childcare. Even during short, periodic visits,
children should not be left unattended. If you are faced with unusual circumstances regarding
visitors at work, please speak with your immediate supervisor or designee. The University does
not tolerate any actions that could be disturbing to other staff, faculty or students.
5-8.11 Animals/Pets at Work
A pet is a domestic animal that is owned by, resides with, and is cared for by an employee. This
will include but is not limited to; dogs, cats, fish, reptiles, insects, birds, rabbits, iguanas, ferrets,
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etc.
In consideration of personal safety as well as sanitation, no person may bring an animal or pet
onto the University campus, except for:
• Service animals for the disabled. A “service animal” for the purposes for this policy is any
guide dog, signal dog, or other animal individually trained to provide assistance to an
individual with a disability.
• Animals that are brought on campus for a purpose specifically approved and under
conditions required by the Disability Resource Office.
Persons who bring animals/pets onto campus in violation of the policy will be required to leave
campus with the animal/pet immediately. The time involved to accomplish this would be unpaid.
Stray or unattended animals/pets may be impounded by the local Animal Control Shelter.
5-9 WEAPONS AND VIOLENCE IN THE WORKPLACE
City University of Seattle is committed to maintaining a safe and secure environment for all of
its students, faculty and staff. The University aims to reduce the risk of injury or death
associated with the intentional or accidental use of weapons.
All members of the University community, including staff, faculty and students, are prohibited
from possessing firearms, explosives or weapons on the premises of the University without the
explicit authorization of the University, whether or not a federal or state license to possess the
same has been issued.
Anyone possessing a weapon will be asked to remove it from the campus immediately. Any
student, faculty of staff member violating this policy will be subject to arrest or disciplinary
action up to and including termination of employment.
Additionally, possession of unlicensed firearms or weapons may lead to criminal prosecution by
the appropriate jurisdiction.
5-9.1 Specific Types of Unacceptable Conduct:
It is a long-standing commitment of the University to promote a safe and secure academic and
work environment that is free from violence or threats of violence. City University of Seattle
does not tolerate behavior, whether direct or indirect, that:
• Is violent or threatens violence;
• Hinders an individual’s legal right to movement or expression;
• Harasses or intimidates others;
• Disrupts the workplace and the academic environment.
Violent or threatening behavior may include, but is not limited to, physical assault, property
damage, threatening behavior or verbal abuse, harassing email messages or telephone calls,
gestures, expressions and behaviors.
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Individuals who engage in violent behavior may be removed from the premises, and may be
subject to disciplinary action up to and including termination, arrest or criminal persecution.
An employee who believes that he or she has been a target of workplace violence should report
this to the appropriate supervisor or manager, or to the Human Resources Department. In the
event of an emergency or an urgent threat, the employee is encouraged to call 911.
It is management’s responsibility, when notified, to respond in a prompt and effective manner.
Effective response includes a full and prompt investigation, disciplinary action as appropriate
and follow-up with victims and any affected staff. Management is responsible for providing to
the Human Resources Department written documentation of all findings and actions.
All employees are encouraged to be alert to the possibility of violence on the part of employees,
former employees, clients and strangers. Any report of violence will be handled in a confidential
manner, with information released only on a need-to-know basis.
Employees who act in good faith by reporting real or implied violent behavior or violations of
this policy will not be retaliated against or subjected to harassment.
Deliberately false or misleading reports of violence under this policy will be handled as incidents
of unacceptable personal conduct and the employee making such false or misleading reports will
be subject to disciplinary action.
5-10 CRISIS COMMUNICATIONS
The purpose of the Crisis Communications Plan is to prescribe how external and internal
communications will be managed in the event of an emergency, crisis or perceived crisis at any
CityU location warranting an institutional-level response. This plan is coordinated by the
Marketing Department and approved by the Office of the President.
5-11 TRAVEL AND BUSINESS EXPENSE REIMBURSEMENT
Officers and employees of the University shall be reimbursed for actual, necessary expenses
incurred in the performance of official business. Expenses must be submitted no later than 15
calendar days from when the travel is completed. Refer to the Travel Policy for complete details
and instructions.
5-12 SOLICITATION AND DISTRIBUTION
Solicitation by one employee to another employee for gifts, flowers or other purposes is
prohibited while either is on working time. Working time is defined as all the time an employee
is required to be engaged in work tasks. It does not include an employee’s own time, i.e., meal
periods, rest periods, or time before or after assigned work hours.
Distribution of advertising materials, handbills, printed or written literature of any kind, in
working areas or in public areas of University premises where business is transacted with
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customers, is also prohibited at all times. Distribution through the use of any City University of
Seattle information distribution systems is prohibited.
5-13 SMOKING
The University is committed to a safe and healthful work environment for all employees, staff,
faculty, and students. The University does not allow smoking in any of its facilities or in areas
within 25 feet of doors and ventilation openings.
5-14 SAFETY PLAN
The Facilities and Human Resources Departments have developed a Campus Safety Plan to
assist members of the campus community and deal with emergencies appropriately. While it is
impossible to produce a document that is all inclusive, it addresses the most common
emergencies and those that are most likely to occur in the future. Preparation is critical to be
effective in emergencies. All University personnel should become familiar with the plan’s
contents. If you are unsure of what you need to do at your facility or have any questions, contact
your respective site manager or the Human Resources or Facilities Department.
5-15 HAZARDOUS CHEMICALS COMMUNICATION PROGRAM
To ensure that information about the dangers of any hazardous chemicals used by City
University of Seattle are known to all affected employees, a hazardous chemical communication
program has been established in accordance with the Right to Know Law, WAC 296-62-054 WAC 296-62-05427. The Director of Facilities maintains copies of Material Safety Data Sheets
(MSDS).
Employees who are directly involved in the use of hazardous chemicals will attend a health and
safety orientation provided by their supervisor.

SECTION 6: TECHNOLOGY USE
6-1

ELECTRONIC DATA INFORMATION SECURITY POLICY

Policy Statement: All City University of Seattle (CityU) information security policies,
standards, guidelines and practices shall be coordinated through the Office of the Chief Financial
Officer (CFO) and shall be consistent with a university-wide approach in developing,
implementing and managing information systems security.
University faculty, staff, students, volunteers, or vendors who have access to CityU information
described in this policy are expected to exercise discretion, common sense and reasonable
judgment in connection with their use of information created, stored, transmitted or disposed in
the course of their job duties, regardless of the medium in which that information is maintained.
This includes:
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•
•
•

Personal information collected from and about students, faculty, staff, donors, business
partners and others affiliated with the University;
Information relating to the core business practices of the university, including certain
financial, legal and operational information;
Other information relating to CityU operations that may be of a sensitive nature.

City University of Seattle follows all government regulations (FERPA, etc.) in protecting the
privacy of students, faculty and staff information.
Scope: The data covered by this policy includes, but is not limited to, all electronic information
found in e-mail, databases, applications and other media; paper information, such as hard copies
of electronic data, employee files, internal memos, etc. This policy applies to all information
residing on university servers, desktops, laptops, and storage devices.

6-2 PERSONAL USE OF COMPUTER EQUIPMENT AND OTHER
TECHNOLOGY RESOURCES
Except where prior approval has been given, employees are prohibited from using City
University’s computer resources for their own personal use.
The University’s technology resources may be used for the employee’s learning related work, if
such work is approved by the employee’s supervisor or designee. The learning-related work shall
be done during non-working hours, unless expressly permitted in writing by the departmental
manager to which the employee’s supervisor reports. The respective manager and/or supervisor
may restrict these privileges if he/she deems it appropriate. An employee may not use any
technology to engage in inappropriate conduct such as gambling, threatening or harassing
communications or perusing of inappropriate web sites.
Any unauthorized use of the University’s technology resources will result in disciplinary action,
up to and including termination.
The University conducts regularly scheduled inventory checks of the University’s technology
resources. All technology resources assigned to the University’s employees must be made
available to Technology Services and/or Service Response Center personnel upon request so that
the inventory check may be completed.
In the event that a technology resource assigned to an employee is lost or stolen, it must be
reported immediately to the employee’s supervisor or designee and the Service Response Center.
If the technology resource was lost or stolen while in the possession of the employee outside of
the workplace, then the employee is personally responsible for replacing the item.
Transferring an assigned technology resource to another employee must be approved in writing,
prior to the transfer, by the employee’s supervisor and Technology Services.
Employee owned technology resources (e.g. wireless phone sets, wireless network equipment)
may not be brought into the University’s facilities or connected to the University’s technology
resources without prior written approval from the employee’s supervisor and Technology
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Services.
It is each individual employee’s personal responsibility to provide reasonable care of all
technology resources (cleaning, care, etc.); all employees assigned a technology resource are
expected to maintain the resource by keeping hardware clean and to be careful not to damage the
resource through careless handling. Any damage to a technology resource assigned to an
employee must be reported immediately to the employee’s supervisor and the Service Response
Center.
6-2.1 INFORMATION SECURITY
The University is committed to protecting the security and privacy of technology and
information resources. Employees are prohibited from creating, possessing, transferring, and/or
using any unauthorized software on the University’s computers. Software and documentation
developed by City University is the exclusive property of City University and shall not be used
for any purpose other than for the benefit of the University.
Hardware or software additions to the University’s computers, other than vendor updates to the
operating system and virus protection software, must be approved by the appropriate manager
and Technology Services prior to installation.
The University adheres to and enforce copyright laws. All the University’s employees and/or
individuals using the University’s technology resources are expressly prohibited from making or
distributing copyrighted materials, without the express written consent and authorization from
the copyright holder. This may include, but is not limited to, music files, video clips, books, etc.
Employees and students need to make provision for Fair Use situations.
Technology resources includes, but is not limited to, all City University computer equipment,
computer network, communication equipment, electronic data, software, documentation,
supplies, and facilities.
Technology Services security policies and procedures have been developed to protect City
University’s resources. All employees are responsible for complying with the security policies,
procedures, and any of its affiliates.
Unless employees have received prior written authorization from their supervisor,
employees must NOT:
• Distribute or disseminate any data concerning City University’s students or employees;
• Disclose or cause to be disclosed any password or method of access to any of City
University’s technology resources;
• Possess or use any other employee’s password or physical identification issued by the
University;
• Release any physical identification issued to the employee by the University;
• Enter or attempt to enter any rooms or areas for which they do not have authorization;
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• Attempt to access any data belonging to organizations serviced by the University for which
they do not have authorization;
• Use any of City University’s computer resources for any unauthorized purpose, including,
without limitation, personal business or entertainment;
• Store the only source of a student work on a non-City University owned technology
resource.
Employees who fail to comply with the University’s security policies and procedures will be
subject to disciplinary action which may include termination without notice.
6-2.2 ELECTRONIC MAIL
It is the responsibility of all employees to understand and follow the policies and guidelines
concerning electronic mail (email).
City University owns the computers, monitors, software, and email programs on the computer
provided to employees at the University. Employees should have no expectation of privacy when
using University electronic mail.
Electronic mail is a business tool for improving the flow of business information with City
University and with appropriate external individuals and organizations.
Electronic mail correspondence should be prepared with the same professionalism as other
written or oral communications.
Electronic mail content must adhere to the institution’s policies and standards prohibiting
harassment and discrimination. Content that interferes with operations, discredits the institution,
or is offensive to students, faculty, or staff will not be tolerated.
The distribution of electronic mail messages must be consistent with all efforts to maintain the
confidentiality of the institutional information. Using email or the Internet to exchange
confidential or sensitive information is prohibited without the proper security measures in place.
The University cannot guarantee that electronic mail messages will be private. The University
reserves the right, at its discretion, to view, capture, and use material in any message or
attachment. This is most likely to occur in connection to activities with students or to investigate
allegations of abuse, criminal activity, or a security issue.
All employees are responsible for safeguarding passwords. Distribution of passwords to others is
strictly prohibited. City University’s network and email account passwords will, at times, be
required to change for security reasons. All employees having an assigned network and email
account are expected to change their passwords when requested by Technology Services.
Senders of electronic mail should remember that the messages represent City University when
email is sent to external agencies and individuals. Even internal messages between employees,
faculty, and students become historic record when saved. Email messages can be used as
evidence in court proceedings in certain circumstances. This makes the responsibility of
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communicating in responsible and thoughtful ways even more important and applicable to all
employees.
6-2.3 REMOTE CONNECTIONS
It is the responsibility of all employees to understand and follow the policies and guidelines
concerning remote connections to City University’s technology resources. A remote login
connection is any communications connection from a technology resource outside of City
University’s facilities connecting to a City University owned information technology resource,
regardless of its location.
Remote login connections into City University’s information technology resources are provided
on an as-needed basis, and may be provided with varying security restrictions for the variety of
resources, depending upon the role of the employee.
When remotely logging onto City University’s systems (file servers, Student Information
systems, HR systems, Financial systems, or network systems) through a third party Internet
Service Provider (ISP) or modem technology or wireless networking technology, the employee is
expected to use a Virtual Private Network (VPN) client before the employee will be allowed to
have access to protected data (e.g. student records, financial information, employee information,
and other identified information that is protected). An employee must have written approval from
their supervisor and Technology Services before they are provided a VPN client.
Additional security software clients and/or hardware devices may be required by City University
in the future and all employees performing remote login connections are responsible for
complying with these requirements.
Web-based connectivity to City University information technology; access to the portal and web
Outlook email require a valid user account and password, but do not require VPN clients.

SECTION 7: DISCIPLINE AND PROBLEM RESOLUTION
7-1 GENERAL APPROACH
Violation of University policy and rules may warrant disciplinary action. Forms of discipline
that the University may elect to use include verbal counseling conversation, oral warning, written
warning (Performance Improvement Plan), and/or termination. The system is not formal, and the
University may, at it’s sole and absolute discretion, deviate from any order of disciplinary
actions and utilize whatever form of discipline deemed appropriate under the circumstances, up
to and including immediate termination of employment. The University’s policy for discipline in
no way limits or alters the at-will employment relationship. You are not entitled to any
particular cause or process before termination.
Employees who have been terminated from CityU may not pass beyond the front desk of any
campus unless enrolled as a student with approval or accompanied by a current employee.
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7-2 SPECIFIC TYPES OF UNACCEPTABLE CONDUCT
Various types of conduct, including but not limited to the following, may result in discipline up
to and including immediate discharge without any prior suspension, written warning, or verbal
meeting:
• Inefficient or careless performance of duties and failure to meet standards;
• Excessive tardiness and/or absenteeism;
• Unauthorized use of telephones, mail, computer or other University property;
• Unauthorized departure from work station, department or University premises;
• Outside employment which creates an apparent conflict of interest between the interests of
the employee and the university;
• Failure to follow safety rules and procedures including harmful or dangerous horseplay;
• Posting or removal of notices, signs, or writing in any form on bulletin boards or
University property at any time without approval of management;
• Willfully distracting or disturbing the work of others;
• Conflicts of an interpersonal nature which impair the operation of the University (i.e., have
a negative effect on employee(s) work performance, performance of the work group(s),
department(s), etc.);
• Engaging in personal work on University time;
• Refusal or failure to report for overtime work without a good reason after being scheduled
to work according to overtime policy;
• Gambling on University premises;
• Loitering or sleeping on the job;
• Unauthorized solicitation of funds or distribution of literature on company premises;
• Disorderly conduct including fighting with, threatening or insulting others
• Involvement in initiation, authorship or transmittal of threatening or defamatory
communications either written or oral, concerning the University, its services, programs,
staff, faculty or students;
• Use, sale or possession of narcotics, drugs, alcohol or controlled substances;
• Insubordination or refusal to follow supervisory direction;
• Use of University facilities, equipment, supplies or information developed at the
University’s expense for private gain or advantage or personal use without prior approval
of your supervisor;
• Speeding or reckless driving on University premises;
• Theft, willful, or reckless damage of University or fellow employees’ personal property;
• Falsifying or altering University records or making untruthful statements or omitting to
disclose material information in university records;
• Failure to protect University proprietary or confidential information;
• Three consecutive days of unreported absences, which is considered job abandonment;
• Unauthorized possession of explosives, firearms or weapons of any kind on University
premises;
• Dishonesty;
• Harassment, including harassment based on protected class status;
• Failure to observe University policy against discrimination;
• Failure to adhere to student policies when enrolled as a student taking classes from City
University of Seattle.
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Please keep in mind that the University reserves the right to terminate the employment of any
employee at any time for any reason in accordance with the statement at the beginning of this
handbook “About this Handbook.” These examples were meant to provide an illustration of
some of the conduct that may result in discipline or termination
7-3 RESOLVING PROBLEMS
The University encourages all employees to bring to the University’s attention any and all
problems, questions, suggestions, complaints, and other concerns over any aspect of
employment. The University will promptly investigate the situation and give the employee a
response. The University has an “open door” approach, and encourage each employee to bring
any such inquiry to the attention of:
• His/her supervisor or department head;
• The Human Resources Department.
The purpose is to provide employees with every opportunity to raise concerns early before
problems arise or become too serious. The University wishes to work with you and make your
employment experience positive and rewarding. To achieve that goal, your participation is
required and expected.
In situations where an individual wishes to remain anonymous but still report an ethical
violation, they may use the EthicsPoint Program outlined in the Staff Portal.

******
Employees are responsible for reading and following all City University of Seattle policies and
procedures. Policies and procedures are located on the Staff Portal SharePoint site:
https://home.cityu.edu/PresidentsOffice/PagesPublic/HomePage.aspx
This handbook may be updated as necessary with or without notice to any member of the
University community. Employees are encouraged to discuss any questions they may have with
their supervisors or the Human Resources Department.

Revised January 2018.
Approved by the Director of Human Resources, based on policies and procedures approved by the President’s
Executive Team.
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Enrollment 1191 compared to 1181 Steve Brown/Bryan
Carter and Team

Albright School of Education Growth of 5% in graduate student enrollment.

Deliver High Quality Relevant

eLearning

eLearning

eLearning

eLearning

Establish quality standards for all curriculum design,
development, and review from curriculum design system
through Blackboard shell development and delivery by
instructors.
Use established curriculum and course shell standards to
develop/improve programs.
Drive the development of a comprehensive approach to
offering and supporting performance‐based programs at
CityU.
Orient new faculty to teaching in various modalities (include
performance‐based) at CityU.

Increase faculty completion of NFO Ekaterina Stoops

Whitney Boswell &
Brian Munn
Craig Schieber & Brian
Munn

Erin Thornbury

Written standards and process
documentation

5 programs meet exemplary
standards
Documentation of guiding principles
and development standards

Bryan Carter/Steve
Brown and Team

1181‐1184 EOCEs

No

No

30‐Jun‐18 Yes

30‐Jun‐18 Yes

No

No

No

30‐Jun‐18 Yes

30‐Jun‐18 Yes

6/30/2018 Yes

No

12/1/2017 Yes

Albright School of Education Improve EOCEs for BA and Alt Route programs to 4.0.

No

6/30/2018 Yes

Yes

Yes

Bryan Carter
Albright School of Education Continue to utilize the Edthena platform focusing on strength‐ 60% overall strength‐based
based feedback.
comments in Edthena by field
supervisors
1182 shells updated by September 1 Bryan Carter and Team
Albright School of Education Revise BA and Alt Route courses to ensure better program
quality (i.e. updating shells, course materials, verifying most for instructors, 1183 and 1184
updated by December 1
up‐to‐date information, etc.).

6/30/2018 No

Steve Brown/Bryan
Carter and Team

Yes

No

Yes

No

6/30/2018 No

6/30/2018 Yes

Steve Brown and Team

6/30/2018 Yes

11/30/2017 No

6/30/2018 Yes

Due By

Grow Enrollments

At least 10 students enrolled in 1191 Bryan Carter and Team
from LCC in BA/Alt Route 1 program

Albright School of Education Build Collaborative Clinical Practice Model at
LCC/Longview/Kelso.

Albright School of Education Improvement in edTPA scores for ASOE finishers from 44 to edTPA scores reported by Pearson
45.
Albright School of Education Retain high enrollments in Alt Route programs (including new Enrollment in 1191 compared with
Masters option and potential Seattle site opening).
average three previous years

Enrollment of 12 students by 1191

Albright School of Education Design sustainable Alt. Route Masters course of study.

Steve Brown and Team

Lead
Steve Brown and Team

Measurement
Approval by AAC

Goal

Albright School of Education Streamline ASOE Masters program plans/course offerings,
including MIT, PB MIT, MEd, and potential Masters for Alt
Routes.

Unit

Operational Goals
Differentiated Graduate Programs
No

No

No

No

No

No

No

No

No

No

No

No

No

Ensure Student Access
No

No

No

No

Yes

Yes

Yes

Yes

Yes

No

No

Yes

Yes

Increase International Student Base
No

No

No

No

No

No

No

No

No

No

No

No

No

Strengthen Global Connections
No

No

No

No

No

No

No

No

No

No

No

No

No

Improve Operational Efficiency
Yes

Yes

No

Yes

Yes

Yes

Yes

No

No

No

No

No

Yes

Foster Lifelong Learning
No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

Increase Collaboration with NUS
1
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Improve and enhance the HR home page (SharePoint) to
site usage count; site survey
provide easy access to HR related programs, documents, and
processes. Work with IT to update site; provide operating
links to relevant documentation such as:
• updated employee handbook
• approved policies & procedures
• current job descriptions
Test access with select group of users. Modify as needed.

Human Resources

Harkamal Singh

2/1/2018 No

Janet O'Leary

Redistribute updated Employee Handbook & CityU Approved
policies & procedures • Review/edit & update policies &
employee handbook by 12/1/17
• Secure President’s approval by 12/15/17
• Roll out to PET/Directors 1/31/18

30‐Jun‐18 No

Erin Thornbury

Accurate and efficient reporting

Human Resources

eLearning

2/1/2018 No

30‐Jun‐18 Yes

Ekaterina Stoops

Increased use of tools and
alternative teaching strategies

Improve the quality of instruction at CityU through a variety
of administrative and associate faculty development
opportunities that address the needs of the faculty and the
institution.
Engage in a process of continuous quality improvement
through improved documentation, tracking, and use of
available data such as Blackboard's open DB. To include
accreditation reporting, program assessment processes, and
end of course evaluation processes, results, and reports.

eLearning

Due By

Lead

Deliver High Quality Relevant

Measurement

Goal

Unit

Operational Goals

Grow Enrollments
No

No

No

No

Differentiated Graduate Programs
No

No

No

No

Ensure Student Access
No

No

No

No

Increase International Student Base
No

No

No

No

Strengthen Global Connections
No

No

No

No

Improve Operational Efficiency
No

No

Yes

No

No

Foster Lifelong Learning
Yes

Yes

Yes

No

No

No

No

Increase Collaboration with NUS
2
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Improve the on‐boarding experience of new employees by
HR, department and site managers.

Human Resources

Approved plan by PET and President Antonio Esqueda
Antonio Esqueda
Antonio Esqueda

Completed Reports
Mexico 3%; Vietnam and Europe
flat; China 3%;

2. Align all international partnerships to U.S. policies and
procedures, where allowed.
3. Expand integrated study abroad offerings.

4. Increased strategic institutional partnerships

5. Developed and implement an agreed upon metric to
evaluate international partnerships
6. Increase enrollment at each international partnership

International Programs and
Operations
International Programs and
Operations
International Programs and
Operations
International Programs and
Operations
International Programs and
Operations

Antonio Esqueda

Signed agreements

1. Recruit students and set‐up for the International College
with a start of Fall quarter 2018.

International Programs and
Operations

6/30/2017 No

4/27/2018 No

6/20/2018 No

2/1/2018 No

6/30/2018 No

5/31/2018 No

Operational Plan Detail:
• Work with NU on roll out plan (July/September 2017)
• Announcement to Staff & Faculty November
• Monthly participation reports; 90 day % completion = 70%
for New Hires; 50% for existing employees
Operational Plan Detail:
• Work with NU on roll out plan (July/September 2017)
• Announcement to Staff & Faculty November
• Monthly participation reports; 90 day % completion = 70%
for New Hires; 50% for existing employees

Antonio Esqueda
Process 12 new applications for
1192 with a projection of 8 students
starting
Complete country summaries
Daniel Zamudio

3/31/2017 No

11/15/2017 No

Yolanda Sierra

90 day new employee survey

Due By

Deliver High Quality Relevant

Participation Reports from LawRoom Harkamal Singh

Lead

Measurement

Human Resources

• Assure access to needed resources (workstation, computer,
etc.)
• Provide position clarity on job expectations
Operational Plan Detail:
Form a Cross‐Departmental Onboarding Team to restructure
process to include ways to:
• Provide necessary information prior to day one
• Make their first day memorable
• Communicate the Culture
• Set Expectations
• Provide a realistic/tightly structured training schedule
• Deliver opportunity for New Hires to give feedback

Goal

Unit

Operational Goals

Grow Enrollments
Yes

No

Yes

Yes

No

Yes

No

No

Differentiated Graduate Programs
No

No

No

No

No

No

No

No

Ensure Student Access
Yes

No

Yes

No

No

Yes

No

No

Increase International Student Base
Yes

No

No

No

No

Yes

No

No

Strengthen Global Connections
Yes

Yes

Yes

Yes

Yes

No

No

No

Improve Operational Efficiency
No

Yes

No

No

Yes

No

Yes

Yes

Foster Lifelong Learning
No

No

No

No

No

No

No

No

No

No

No

Yes

No

No

No

No

Increase Collaboration with NUS
3
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Design and deliver instruction to support student
achievement of CULG 3B (information literacy)

Support the use of academic technology and multimedia in
the physical and online classroom.

Plan for Renton classroom upgrade
is completed; Ebrary migration is
completed.
Reduce cost of course resources for students and faculty.
Savings to students increased 2%
OPY through library resource
adoption
Curate an academic resource collection accessible to students Migration to Alma is completed; 2%
and faculty worldwide.
increase in Canadian student
satisfaction OPY.
Engage in professional development activities
75% of library staff complete 1
professional development activity.

Generate sufficient organic interest in CityU's programs to
allow enrollment team to achieve the desired number of
applications and starts in order to reach budgeted credit
hours goals.
In support of above lead target, work with media partners to
develop media plan that reaches desired target market
segments and that comes under budget.
Increase correct awareness of CityU's brand by ensuring that
all marketing messages tie directly to brand platform.

Generate at least three new content assets per month that
showcase university programs, community members or
noteworthy accomplishments.
Evaluate alternative email platforms. If superior alternative is
identified, begin using new email platform.

Library and Learning
Resource Center

Library and Learning
Resource Center

Marketing and
Communications

Marketing and
Communications

Marketing and
Communications

Marketing and
Communications

Marketing and
Communications

Library and Learning
Resource Center

Library and Learning
Resource Center

Library and Learning
Resource Center

Utilize data to continually improve the library's contribution
to a high quality, relevant education.

Library and Learning
Resource Center

6/30/2018 No

6/30/2018 No

Matthew Lechner

Carolyne Begin; Kelly
Spangler

Courtney Wendel‐
Stevenson

Increase the total number of blog
stories by 15%

Complete evaluation process by Jan Bill Hayes
31

Bill Hayes

Measure brand awareness using
survey or search metrics

30‐Jun No

30‐Jun No

31‐Mar No

1‐Aug No

Bill Hayes

Submit media plan for approval by
August 1

6/30/2018 No

30‐Jun No

Mary Mara

No

6/30/2018 Yes

Carolyne Begin

Jason Leppaluoto

6/30/2018 Yes

Due By

Mary Mara

Lead

Deliver High Quality Relevant

Generate 10,282 organic leads in FY Bill Hayes
17/18

Library Analysis Dashboard is
completed; 2% increase in library
users.
CULG3B alignment with library
instruction is updated; Level 3
instruction is added to 3 programs.

Goal

Unit
Measurement

Operational Goals

Grow Enrollments
Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

Differentiated Graduate Programs
No

No

Yes

No

No

No

No

No

No

No

No

Ensure Student Access
Yes

Yes

Yes

Yes

Yes

No

Yes

Yes

Yes

No

No

Increase International Student Base
No

No

No

No

No

No

Yes

No

No

No

No

Strengthen Global Connections
No

No

No

No

No

No

No

No

No

No

No

Improve Operational Efficiency
Yes

No

No

No

No

Yes

No

Yes

No

Yes

Yes

Foster Lifelong Learning
Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

Increase Collaboration with NUS
4
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Improve the university website by coordinating
implementation of the new design template and SEO
recommendations, optimizing on‐page content and updating
the homepage monthly.
Redesign all print materials to connect with new brand
creative.
Assume co‐management (with EA team) of online application
in order to improve applicant experience

1. Undergraduate Program ‐ Revision

2. Continue with DocRecords project ‐ Phase 2 and 3 to
reduce our footprint and insure long term data archive
storage.
Phase 2 ‐ opening to multiple departments for archiving
Phase 3 ‐ scanning and archiving historical records related to
Con Ed, WAL, Closed Sites, etc.

3. Complete Greece Teachout and Closure

Marketing and
Communications

Marketing and
Communications
Marketing and
Communications

Registrar's Office

Registrar's Office

Registrar's Office

School of Applied Leadership Ed.D. Growth ‐ Partnerships and Community: 1) SAL
sponsored CTC Leadership Development Association; 2)
Regional Masters level institutions; 3) SIP

Improve funnel conversion rates through continuous cross‐
Improve lead‐to‐app conversion
functional (Marketing/EA team) improvement of contact
rates by 5%
tactics, lead nurturing, enrollment advisor model and training.

Marketing and
Communications
Bill Hayes/Jenn Caton

Courtney Wendel‐
Stevenson

Lead

Kathleen Yackey

Joel Domingo

15% overall growth in enrolled
students.

6/30/2018 No

8/31/2018 Yes

Yes

No

No

2/28/2019 No

Completion of all remaining
students via conferral or
discontinuation‐ 0% outstanding
students

No

6/30/2017 No

Yes

Yes

Yes

Yes

Kathleen Yackey
Students will have 20% less
questions about program plan total
credits
Dani DiPinto/Kathleen
increase access to information
Yackey
needed by advisors by 20% which
also increases customer service by
20%; decrease duplication work for
RO staff by 20%.

31‐Jan No

November 30‐Ju No

30‐Jun No

Yes

6/30/2017 No

Bill Hayes

Deliver High Quality Relevant

30‐Jun No

Due By

Grow Enrollments

Become primary contact for online (Shared) Jenn
app, then implement improvements Caton/Bill Hayes

Update all print materials

Complete web update and achieve 5‐ Courtney Wendel‐
10% increase in engagement rates Stevenson

Increase total combined followers
Continue to grow CityU’s social media presence for the
purpose of building reputation and brand awareness among by 10%
prospective students by increasing total combined followers
by 10% and increasing engagement rates as measured by
applause, conversation, amplification and conversion metrics
per platform.

Marketing and
Communications

Measurement

Goal

Unit

Operational Goals
Differentiated Graduate Programs
No

No

No

No

No

No

No

No

No

Ensure Student Access
No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Increase International Student Base
No

No

No

No

No

No

No

No

No

Strengthen Global Connections
Yes

No

No

No

No

No

No

No

No

Improve Operational Efficiency
No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

Foster Lifelong Learning
No

No

No

No

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

No

No

Increase Collaboration with NUS
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Goal

Deliver High Quality Relevant

Complete review of BAAP core
courses by end of AY 2017/2018;
Complete outstanding CFEs of all
SAS instructors by December 2017

Ellen Carruth, Anna
Cholewinska, Liz
Stevens, Karen Toler

No

Strengthen quality of existing programs and courses within
SAS.

6/30/2018 Yes

School of Arts and Sciences

Yes

Yes

No

1/1/2018 Yes

6/30/2018 Yes

Program Directors:
Jan, Pressley, Joel

Yes

No

6/30/2018 Yes

Cindy Singleton

Yes

6/30/2018 Yes

6/30/2018 Yes

Jan Luedert

No

Greg Price
School of Applied Leadership SAL ‐ Academic Excellence: Secondary Rubrics ‐ Ensure all SAL 100% use of secondary rubrics
programs are in alignment. From PDG to CDS to course shells.
Conduct faculty training to ensure usage understanding and
grading alignment.
Marge Chow
School of Applied Leadership PESB Program Approval/Accreditation.
Educational Leadership programs
will achieve re‐approval by the State
of Washington.

6/30/2018 Yes

Pressley Rankin

Yes

Yes

6/30/2018 No

6/30/2018 No

Pressley Rankin

6/30/2018 No

Due By

Grow Enrollments

Greg Price
School of Applied Leadership SAL ‐ Growth and Student Outreach: 1) E‐newsletter; 2) Blogs; Each faculty member does 1 blog
3) Doctoral Research; 4) Outreach to Stopped‐Out students; per month and 4 webinars per year.
5) ILA communications of opportunities; 6) Webinars; 7 SABEY Quarterly outreach to students.

School of Applied Leadership MAL Growth and Sustainability: 1) Alignment with enrollment
team; 2) Alignment with Business Development; 4)
Community development
School of Applied Leadership MAL Academic Excellence: Program re‐development. 6‐credit
blocks with emphasis options.

Lead

One new partnership before the end Joel Domingo
of the school year.

Measurement

Achieve a total number of 63
students (~9% growth in FY 2017‐
18).
Program approved and at least 2
new classes fully designed in
Blackboard.
School of Applied Leadership MEDAE ‐ Instructional Excellence and Growth: Integrate
Maintain enrollment levels with
technology and instructional activities through a consistently growth that matches graduation
rates ‐ 1 new partnership
delivered format. Grow the program through increased
partnerships with community colleges and with TESOL
programs.
Reduce drop rates to 10%. All
School of Applied Leadership GEN ED Sustainability and Academic Excellence: 1) Train
faculty to communicate potentially challenged students to PD. course shells in BB with show
exemplary standards
2) Survey students who drop. 3) Redesign course shells into
exemplary Bb standards.
School of Applied Leadership SAL ‐ Academic Excellence: All students in SAL receive a clear All SAL Students will have long term
path to finishing their degree through Long Term Scheduling. schedules.

School of Applied Leadership Ed.D Sustainability: 1) Alignment with enrollment team; 2)
Alignment with Business Development; 3) Inroads with NU
leadership; 4) Inroads with Community Colleges

Unit

Operational Goals
Differentiated Graduate Programs
No

No

No

No

No

No

No

Yes

No

No

Ensure Student Access
Yes

Yes

No

Yes

Yes

Yes

No

Yes

Yes

Yes

Increase International Student Base
No

No

No

No

No

No

No

No

No

No

Strengthen Global Connections
No

No

No

No

No

No

No

No

No

No

Improve Operational Efficiency
No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Foster Lifelong Learning
No

No

No

Yes

No

No

Yes

No

No

No

No

No

No

No

No

No

No

No

No

Yes

Increase Collaboration with NUS
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School of Arts and Sciences

School of Management

Complete shell revision in all business courses in accordance
with template.

Continue to focus on support and retention of current SAS
students.

School of Arts and Sciences

School of Management

Expand SAS Continuing Education offerings.

School of Arts and Sciences

Achieve re/accreditation for PM, ACBSP, NWCCU.
Create comprehensive faculty database that serves faculty
needs.
Design and launch new BSBA.

Provide support for administrative faculty, associate faculty,
and administrative staff in SAS.

School of Arts and Sciences

School of Management
School of Management

Develop new program offerings in SAS.

School of Arts and Sciences

Achieve 4% (budgeted) revenue growth in SOM.
Spend less than budgeted for expenses.

Expand outreach and marketing of SAS programs to
community colleges, human service agencies, and consortia.

School of Arts and Sciences

School of Management
School of Management

Goal

Grow enrollments in SAS programs.

Unit

Implement process for mid‐quarter
faculty evaluations by December
2017; Maintain compliance with
NFO and CFE processes by
December 2017;
Develop proposal for administrative
support for SAS CE program by
December 2017; Complete
feasibility studies for play therapy
and creative arts therapy by April
2018;
Create long‐term schedules for
programs by December 2017;
conduct quarterly outreach to
advisors; develop advising strategies
to target retention in BA programs
by April 2018
4% growth
Compare projected with actual
expenses
As above.
Survey users at year end for
usefulness.
Program ready for students summer
2018
Completion

No

Yes

No

6/30/2018 No

6/30/2018 No

Yes

Ellen Carruth, Anna
Cholewinska, Liz
Stevens, Karen Toler

Ellen Carruth, Anna
Cholewinska, Liz
Stevens, Karen Toler

Tom Cary

Tom Cary

Tom Cary
Tom Cary

Tom Cary
Tom Cary

30‐Jun‐18 Yes

30‐Jun‐18 Yes

30‐Jun‐18 Yes
30‐Jun‐18 Yes

Yes

Yes

No
No

No
No

No

6/30/2018 Yes

30‐Jun‐18 No
30‐Jun‐18 No

Yes

6/30/2018 No

Deliver High Quality Relevant
Yes

Due By

Grow Enrollments

6/30/2018 No

Lead

Increase BAAP enrollments by 10% Ellen Carruth, Anna
in 2017/18 academic year; Increase Cholewinska, Liz
Stevens, Karen Toler
BAHS enrollments by 15% in
2017/18 academic year; Increase
MAC enrollments to CACREP
maximum for Fall 2018
Conduct monthly outreach visits/presEllen Carruth, Anna
Cholewinska, Liz
Stevens, Karen Toler
Ellen Carruth, Anna
Propose school counseling/MAC
Cholewinska, Liz
merger, doctoral program, and
addiction counseling specialization Stevens, Karen Toler
in September 2017;

Measurement

Operational Goals
Differentiated Graduate Programs
No

No

No
No

No
No

No

No

No

Yes

No

No

Ensure Student Access
No

No

No
No

Yes
No

Yes

No

No

No

Yes

Yes

Increase International Student Base
No

No

No
No

No
No

No

No

No

No

No

No

Strengthen Global Connections
No

No

No
No

No
No

No

No

No

No

No

No

Improve Operational Efficiency
No

No

No
Yes

No
Yes

Yes

No

Yes

Yes

No

No

Foster Lifelong Learning
No

No

No
No

No
No

Yes

Yes

No

No

No

No

No

No

No
No

No
No

No

No

No

No

No

No

Increase Collaboration with NUS
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Kevin Brown
Continue the development of more sophisticated dashboard o Measure – Complete retention
reporting resulting in better forecasting, higher retention, and dashboard, assist OIE to complete
dashboard for program directors,
better targeting of prospective students
update revenue to more accurately
reflect actual vs. gross revenue

1. 4 synchronous online custom
programs in English during FY
2017/18
2. 5 group custom contracts during
FY 2017/18
3. 300% enrollment increase over FY
2017/18
4. 2nd course purchases by first
time enrollees increase 20% FY 2017
to FY 2018
5 C
l t
d
d f
Align foreign language programs with ACTFL Proficiency
All classes complete and through
Model.
SCC.
All assisted ELP curriculum reviewed and updated for FY 2019 ELP 80, 21, 85, and 89 curriculum
offering.
review complete.
Student Administration: Complete Phase II portal work
All pages updated and complete.
(carryover 2016‐17).

Technology Services

Washington Academy of
Languages

Student Services Division

Washington Academy of
Languages
Washington Academy of
Languages
Student Services Division

30‐Jun‐18 No

Implement an upgrade or replacement of the Course
Development System (CDS)

Technology Services

Student Administration: Review and update help documents
and general orientation.

Increase WAL annual revenue by 3%
1. Develop expansion programming in world languages
2. Increase number of group custom programming
3. Increase TESOL enrollment
4. Increase percentage of world language 2nd class purchases
by 20%
5. Develop ELP 90 Foundations of Doctoral Writing
6. Assess expansion for foreign language offering to Everett
and Tacoma
7. Establish one new agent Japan, South Korea and Vietnam

30‐Jun‐18 No

Support Business Office in the implementation of a new
system‐wide budget system

Technology Services

1/30/2017 No

31‐Dec‐17 No

Melissa Mecham

Orientation reviewed and updated asMelissa Mecham

30‐Jun‐18 Yes

Hongying Douglas

Yes

30‐Jun‐18 Yes

TBD

1‐Jan‐18 No

No

Adam McGarity

Melissa Mecham

Complete according to project plan Ben Phair
within 20% of time and budget

IT will manage CityU assigned tasks Joel Dannis
and agreed upon time frames,
documented within the project plan
to within 20% of time and budget

TBD

Collaborate with NU IT in implementing the migration to the
PeopleSoft Student Administration system, including face to
face meetings when necessary

30‐Jun‐18 No

Technology Services

Program ready for students summer Tom Cary
2018
IT will manage CityU assigned tasks Barbara Counts
and agreed upon time frames,
documented within the project plan
to within 20% of time and budget

Design and launch one cooperative program with NU

Due By

School of Management

Lead

Goal

Deliver High Quality Relevant

Unit
Measurement

Operational Goals

Grow Enrollments
No

No

No

Yes

Yes

Yes

No

No

No

No

Differentiated Graduate Programs
No

No

No

No

No

No

No

No

No

No

Ensure Student Access
No

No

No

No

Yes

No

No

No

Yes

Yes

Increase International Student Base
No

No

No

No

No

No

No

No

No

No

Strengthen Global Connections
No

No

No

No

No

No

No

No

No

No

Improve Operational Efficiency
Yes

Yes

No

No

No

No

No

Yes

Yes

No

Foster Lifelong Learning
No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

Yes

Yes

Yes

Increase Collaboration with NUS
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Measurement

Lead
Mele Aho

Bailey Craft

Winter 2018

Winter 2018

Internal marketing buy‐in, decreased Self / Bill / Courtney
Demonstrate continued improvement in the enrollment &
marketing student experience that focuses on processes and
procedures that promote "finishing".

Informational meetings, partnershipsSelf / Biz Dev Team
Strategize and execute approved growth initiatives, which
include continued focus and growth from the biz dev team to
secure partnerships that increase student interest and grow
CityU.

Enrollment & Marketing

Enrollment & Marketing

Enrollment & Marketing

No

Yes

Apr‐18 No
Fall 2017 / April Yes
2018
April 2018 & befo No

6/30/2018 No

6/30/2018 No

Grow U.S. Domestic Enrollment by 5% or more
Enrollment vs PY
Self / Jenn & Liz
Canada ‐ Grow programs (ie: BAM) while organizing process Launch of BAM, and grow current proSelf / Maika
and efficiencies to align with U.S.
ISO ‐ increase retention and accept to start conversion, which Conversions over PY, enrollment vs P Sabine / Self
will promote credit hour enrollment growth. In addition,
enhance the team's ability to support and grow with our
International Partners.

Increase of 10 % in international alumBailey Craft

Strengthening of connections.

6/30/2018 No

Reduction in student clarification queSabine Saway

4/30/2018 No
6/30/2018 No

Melissa Mecham

6/30/2018 No

5/15/2018 No

3/31/2018 No

30‐Jun‐18 No

6/30/2018 No

6/30/2018 No

Due By

Deliver High Quality Relevant

Increase of 7 % in conversion betweeSabine Saway

SARA member.

150% increase enrollment/revenue F Melissa Mecham

85% occupancy rate and 90% positiveAshley Wegner

Metrics identified, data collection im Melissa Mecham

FY 2018 money disbursed and report Darcy Keller

Workflow implemented.

Five students engaged in internships Karen Langer

Enrollment & Marketing
Enrollment & Marketing

International Student Office

International Student Office

International Student Office

International Student Office

Student Services Division

Student Services Division

Student Services Division

Student Services Division

Student Services Division

Housing and Residence Life: Residence Life Programming
Phase II implemented.
Continuing Education: Increase revenue by 150% FY
2018/2017.
Compliance: Join SARA upon completion of FY 2017 EZ Audit
composite score verification.
Continue to improve conversion rate between accepted and
starting international students.
Improve the international marketing, acceptance and pre‐
departure/pre‐arrival materials to make them more student
centered.
Improve the information resources for agents and partner
institutions.
Increase the engagement of international alumni.

Career Services: Expand career services to include internship
options for international business students.
Operations: Implement automated work flow for curriculum
development process.
Financial Aid: Implement WA State Need Grant Program FY
2018.
Financial Aid: Establish dashboard metrics and reporting.

Student Services Division

Student Services Division

Goal

Unit

Operational Goals

Grow Enrollments
Yes

Yes

Yes

Yes
Yes

No

No

No

No

Yes

Yes

No

No

Yes

No

No

Differentiated Graduate Programs
No

Yes

No

No
No

No

No

No

No

No

No

No

No

No

No

No

Ensure Student Access
Yes

Yes

Yes

Yes
No

No

Yes

Yes

No

Yes

No

No

No

Yes

No

No

Increase International Student Base
No

No

Yes

No
No

Yes

Yes

Yes

Yes

No

No

No

No

No

No

No

Strengthen Global Connections
Yes

No

Yes

No
No

Yes

No

No

Yes

No

No

No

No

No

No

No

Improve Operational Efficiency
No

Yes

No

No
Yes

No

No

No

No

Yes

No

Yes

Yes

No

Yes

No

Foster Lifelong Learning
Yes

No

No

No
No

No

No

No

No

No

Yes

No

No

No

No

Yes

Yes

No

No

No
No

No

No

No

No

No

No

No

No

No

No

No

Increase Collaboration with NUS
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Steve Conway and
Arden Henley

Involving staff, faculty and students design renovations of the Complete Design with Costs
current site that address the administrative needs of staff and
provide a dynamic learning and social environment for
students, while respecting the brand parameters of the
university as a whole.

DQAB Submissions
Develop a doctoral program in community counselling and
submit to relevant university curriculum councils, Academic
Affairs Committee and the DQAB. Consult with CityU and JFK
Counselling Programs.

Develop and implement a cost/benefit model to address the
continued expansion of the MED program.

Revise and implement the New Faculty Orientation for the
Canadian Programs.
Strategic Planning to Operational Planning
Establish SP/Core Theme/Accreditation Committee ‐ move
from task force to regular meeting
Establish yearly review of core themes to strategic goals

Shorten compliance reporting and internal/external
processing time to free OIE resources to expand roles

Move data warehouse/data mart from proof of concept
stage to robust reporting and analysis system

Expand dashboard/reporting system

CityU Programs in Canada

CityU Programs in Canada

CityU Programs in Canada

CityU Programs in Canada

Office of Institutional
Effectiveness

Office of Institutional
Effectiveness

Office of Institutional
Effectiveness

Office of Institutional
Effectiveness

Arden Henley and
Gerry Zipursky

Base 2018/19 Budget on a Canadian Programs Business Plan
conjointly developed and agreed on by the Leadership Team
in Canada and City University of Seattle, President, Provost
and Vice President of Marketing and Enrollment

Lead

CityU Programs in Canada

Measurement
Due By

6/30/2018 Off

6/30/2018 Off

12/31/2018 Off
12/31/2018 Off

Reduced implementation time for ea Chris Johnson

Completed validation, data dictionarySherri Sullivan
completed and validated dashboards Chris Johnson

9/15/2018 No

6/30/2018 Yes

30‐Sep‐18 Yes

15‐Feb‐18 Yes

15‐Mar‐18 Yes

Winter 2018 & A Yes

Deliver High Quality Relevant

Completed gap analysis, committee
establishment, first iteration of
planning alignment
Chris Johnson

80% completion and an average ratinArden Henley

Apply cost/benefit model to any and Jill Taggart and Gerry
Zipursky

Complete Business Plan and Budget Arden Henley

Lead flow vs PY, Lead to App & App toSelf / Matt / Jenn /
Amy / Bill

Goal

Improved metrics: Obtain the right leads, increase
conversions, improve the application to enrollment process,
and continually increase first‐time course takers beyond the
first quarter of attendance and increase overall continuing
student retention.

Unit

Enrollment & Marketing

Operational Goals

Grow Enrollments
Off

Off

Off

Off

No

Yes

Yes

Yes

Yes

Yes

Differentiated Graduate Programs
Off

Off

Off

Off

No

Yes

Yes

No

Yes

Yes

Ensure Student Access
Off

Off

Off

Off

No

Yes

Yes

Yes

No

Yes

Increase International Student Base
Off

Off

Off

Off

No

No

Yes

No

Yes

No

Strengthen Global Connections
Off

Off

Off

Off

No

No

No

No

Yes

No

Improve Operational Efficiency
On

On

On

On

No

Yes

No

Yes

Yes

Yes

Foster Lifelong Learning
Off

Off

Off

Off

No

No

Yes

No

No

No

Off

Off

Off

Off

No

No

Yes

No

No

No

Increase Collaboration with NUS
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City University of Seattle

Hazardous Waste Plan

Fiscal Year
2015
378

NWCCU -Year S eve n R e p o r t

City University of Seattle
Hazardous Waste Plan
(last update January 2015)

Policy
Federal and State regulations have very strict rules in place regarding how hazardous wastes must be
classified, accumulated and disposed. The penalties for non-compliance are severe, and the
environmental consequences of improper waste management are significant. City University of Seattle
is committed to fully comply with all Federal and State regulations.
No hazardous materials are to be kept or stored at any University facility. City University of Seattle
academic programs currently offered do not require the use of any laboratories, biology labs, chemistry
labs, nursing labs or medical facilities which may use and or result in the production of hazardous waste.
Therefore there are no stored or generated hazardous materials at any of the University campuses. All
new programs are reviewed to ensure that no hazardous waste results from the addition of a new
academic program.
General cleaning supplies are maintained at each site and are kept in locked closets or cabinets. Only
hired janitorial companies have access to these supplies and are responsible for their safe disposal
(generally the landlord is responsible for all janitorial services). MD disposals are the responsibility of the
landlord for all waste products.
Communication
City University of Seattle is committed to the prevention of exposures that result in injury and/or illness;
and to comply with all applicable state health and safety rules. To make sure that all employees know
about information concerning the dangers of any hazardous chemicals which may be used by City
University of Seattle, a hazardous waste communication program has been established. All work units of
City University of Seattle will participate in the hazard waste communication program. This written
program is available on City University of Seattle’s staff portal for review by employees. For the
purposes of this policy and in compliance with current WISHA regulations, the following definitions
apply:
•

Hazardous chemical waste- Any chemical or byproduct that is a physical or health hazard.

•

Health hazard - A chemical, mixture, biological agent, or physical agent that may cause health
effects in short- or long-term exposed employees based on statistically significant evidence from
any study conducted using established scientific principles. Health hazards include:
o Carcinogens
o Toxic or highly toxic agents
o Reproductive toxins
o Irritants
o Corrosives
o Sensitizers
o Hepatotoxins (liver toxins)
o Nephrotoxins (kidney toxins)

Page 1
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City University of Seattle
Hazardous Waste Plan
(last update January 2015)

o
o
o
o

Neurotoxins (nervous system toxins)
Substances that act on the hematopoietic system (blood or blood-forming system)
Substances that can damage the lungs, skin, eyes, or mucous membranes
Hot or cold conditions.

•

Physical hazard - As used in Employer Chemical Hazard Communication, WAC 296-800-170.
Physical hazard means a chemical that has scientifically valid evidence to show it is one of the
following:
o Combustible liquid
o Compressed gas
o Explosive
o Flammable
o Organic peroxide
o Oxidizer
o Pyrophoric
o Unstable (reactive)
o Water reactive.

•

Certain products, chemicals, or items are exempt from this rule. Below is a summarized list of
these exemptions.
o
o
o
o
o
o

•

Any hazardous waste or substance
Tobacco or tobacco products
Wood or wood products that are not chemically treated and will not be processed, for
example, by sawing and sanding
Food or alcoholic beverages
Some drugs, such as retail or prescription medications
Any consumer product or hazardous substance when workplace exposure is the same as
that of a consumer

Retail products used in offices in the same manner and frequency as used by consumers can be
termed “consumer products.” Consumer products include things such as: correction fluid, glass
cleaner, and dishwashing liquid.

Container Labeling
•

The Property & Facilities Director, is responsible for container labeling procedures, reviewing,
and updating. The labeling system used at City University of Seattle follows State of Washington
guidelines:
The Washington Industrial Safety and Health Act requires that all hazardous chemicals be
properly labeled. Hazardous chemical means an element, compound, or mixture of elements or
compounds that is a physical or health hazard.

Page 2
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o

Original (primary) container labels must be maintained. The supervisor of every
University work area where containers of hazardous chemicals may become present is
responsible for assuring that the manufacturer or supplier’s label is not removed or
defaced, unless it is illegible or inaccurate. If re-labeling is required, the label must
include, at a minimum, the following information found on the materials MSDS; name of
the chemical, the pertinent physical and health hazards, including the organs that would
be affected, and the manufacturer’s name and address. (Note: normally, the original
manufacturer’s label, if in good condition, will satisfy this requirement.)

o

Secondary containers must also be labeled: When a chemical is transferred from its
original container into another container for other than immediate use, it is called a
secondary container. The supervisor of every University work area is responsible for
assuring that all secondary containers are labeled with at least: the name of the
chemical as it appears on the MSDS, the appropriate hazard warnings, the name of the
person responsible for it, and the date it was filled.

o

Limited exceptions to labeling requirement: A container may be unlabeled if it is a
portable container intended for the immediate use of the student/employee who
transferred the chemical from a properly labeled container. There are no other
exceptions.

o

Reviewing and updating label warnings: During monthly safety inspections at each site,
the floor/site captains will inspect all hazardous chemicals that are present to ensure
proper labeling per program requirements. It is the responsibility of the Property &
Facilities Director to ensure that these inspection procedures are followed and that all
labels are reviewed and updated as required.

It is the policy of City University of Seattle that no container will be released for use until the above
procedures are followed.

Material Safety Data Sheets (MSDS)
•

The Property & Facilities Director is responsible to establish and monitor the university’s MSDS
program. This person will make sure procedures are developed to obtain the necessary MSDSs
and will review incoming MSDSs for new or significant health and safety information. This
person will see that any new information is passed on to affected employees.

•

The procedures to obtain MSDSs and review incoming MSDSs for new or significant health and
safety information are as follows:
o

The Property & Facilities Director will maintain a current list of hazardous materials in
use at all CityU locations, and the applicable MSDSs. Each CityU location will also have a
list of those materials used at their site and a copy of the applicable MSDSs. This
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o

o

information will also be housed on the CityU website for electronic access. On a
quarterly basis, the Property & Facilities Director will research and ensure that all MSDS
are current. Current copies will be placed at each site, and the website will be updated
accordingly.
All new employees will be provided information regarding any hazardous materials in
use at their assigned location upon their first day of work. The location(s) of local MSDS
will be provided to all new employees.
Copies of MSDSs for all hazardous chemicals in use will be kept in the office of the
Property & Facilities Director. MSDSs will be available to all employees during each
work shift and at each location. If an MSDS is not available or a new chemical in use
does not have an MSDS, immediately contact: The Property & Facilities Director (206239-4956).

Employee Information and Training
•

The Director, Human Resources is responsible for the employee training program. The
procedures for how employees will be informed and trained are as follows:

•

On the employees’ first day of work, he/she will be notified through the Human Resources
Department of any hazardous materials or chemicals in use at the new employee’s assigned
location. Employees working with hazardous materials will be provided training specific to the
chemical in use by the immediate supervisor at the assigned work location prior to beginning
work. Each location will have a list of the hazardous materials or chemicals in use at the site, and
current MSDS. New employees will be shown where this information is kept on their first day of
work at the assigned site.

•

Each Site Coordinator at CityU will make sure that before starting work, each new employee of
City University of Seattle attends a health and safety orientation that includes information and
training on the following:
o
o
o
o
o
o
o
o
o
o

An overview of the requirements contained in the Hazard Communication Standard.
Hazardous chemicals present at his or her work places.
Physical and health risks of the hazardous materials or chemical.
The symptoms of overexposure.
How to determine the presence or release of materials or hazardous chemicals in his or
her work area.
How to reduce or prevent exposure to hazardous chemicals through use of control
procedures, work practices, and personal protective equipment.
Steps the employer has taken to reduce or prevent exposure to hazardous chemicals.
Procedures to follow if employees are overexposed to hazardous chemicals.
How to read labels and review MSDS to obtain hazard information.
Location of the MSDS file and written hazard communication program.
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o
•

An overview of the requirements contained in the Hazard Communication Standard.

Before introducing a new chemical hazard into any site, each employee at that site will be given
information and training as outlined above for the new chemical.

Hazardous non-routine tasks
•

Employees will not be required to perform hazardous non-routine tasks. (Some examples of
non-routine tasks are confined space entry, tank cleaning, and painting reactor vessels.)

Multi-employer work places
•

It is the responsibility of the Property & Facilities Director to provide employers of any other
employees at the work site with the following information:
o

o
o

•

Copies of MSDS for the CityU sites (or make them available at a central location) for any
hazardous materials or chemicals that the other employer(s)’ employee may be exposed
to while working.
Inform other employers of any precautionary measures that need to be taken to protect
their employees during normal operating conditions or in foreseeable emergencies.
Provide other employers with an explanation of the labeling system that is used at the
work site.

It is also the responsibility of the Property & Facilities Director to identify and obtain all MSDS
lists for the chemicals any outside contractor is bringing into the work place.

As a general precaution and to ensure as safe of an environment as possible at the institution within the
University Campus Safety Plan there are specific documented actions staff should follow should there
ever be a hazardous material spill or release on any campus.
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EXECUTIVE SUMMARY
CITYU 2020

City University of Seattle’s mission is “to change lives for the better by offering access to specialized,
high-quality and relevant lifelong education.” Its vision is “CityU will be the destination of choice for
career-focused education in the Pacific Northwest.” Established in 1973, CityU earned accreditation
from the Northwest Commission on Colleges and Universities in 1978 and today is one of the largest
private, non-profit universities in the Pacific Northwest. It offers programs in management, technology,
education, psychology, counseling, and leadership at teaching locations in nine countries around the
world and via online learning.
CityU is an affiliate of the National University System (NUS) and is committed to supporting and pursuing
the strategic goals and values of the system. Much of this strategic plan has been based on the NUS High
Touch, High Tech, High Choice framework. At the same time, CityU has a number of unique attributes
that it contributes to the system including a strong international presence, an integrated language
school, competency-based programs and a growing number of premier graduate programs. Being an
affiliate offers CityU a number of advantages including economies of scale for both administrative and
academic initiatives.
In the most recent academic year, CityU served approximately 6,800 students worldwide, almost onethird of them outside the United States. Over 700 full- and part-time faculty members brought
substantial professional expertise and currency to the CityU teaching and learning experience. In 2015,
the University awarded 655 master’s degrees, 483 undergraduate degrees, and 1 doctoral degree and
now recognizes over 50,000 alumni around the world.

THE STRATEGIC PLANNING PROCESS

CityU’s Strategic Planning Committee was formally convened by President Richard Carter in November
2014. The 19 members appointed to the committee collectively represent the schools and departments
within the University. Committee members were explicitly asked to serve as representatives and
conduits for the perspectives and views of the departments and schools they represent. The committee
was charged with completing an environmental scan, SWOT analysis, and an appreciative inquiry
exercise to generate a draft of the five-year strategic plan for review by the President’s Executive Team
(PET). The strategic priorities are intended to align with the University’s core themes and imperatives
articulated by President Carter, as represented in the following table.
Core Themes
#1 High quality, relevant
education
#2 Ensure student access
#3 Strengthen global connections
#4 Foster life-long learning

Planning Imperatives

• Exceed student expectations
• Integrate technology that is engaging, adaptive, and effective
• Align programs with economic growth categories and workforce
needs
• Achieve position of leadership in core markets
(adult/military/community college/corporate partner students).
• Develop new pathways for international students to study in
Seattle
• Support international partners
• Increase continuing education offerings
• Foster employee development and performance
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Strategic Planning Committee meetings were held between November 2014 and August 2015, with
input from these meetings informing the details of the strategic plan. NUS provided significant structure
and support throughout the process.
The final draft will be reviewed by the CityU President’s Executive Team (PET) and modified as needed
prior to review and approval by the NUS Chancellor and the City University of Seattle Board of Trustees.
Upon approval of this strategic plan, each unit within CityU will be responsible for drafting its
operational plans in support of the strategic options and recommended strategy. These operational
plans will drive the work of the University. By ensuring that all of the units’ operational plans align with
the strategic plan, we can ensure that all units are working toward the same long-term goals.

MISSION, VISION, CORE VALUES AND THEMES
CityU’s mission: Change lives for the better by offering access to specialized, high quality and relevant
lifelong education.
CityU’s vision: CityU will be the destination of choice for career-focused education in the Pacific
Northwest.
CityU is:
• Flexible - designing and delivering programs and services convenient to students;
• Accessible - providing educational opportunities to anyone, anywhere;
• Innovative - creating new opportunities and using “best practices”;
• Relevant - teaching today what can be applied tomorrow; and
• Global - acting locally but thinking globally.
The University’s core themes are derived from and tied to the mission of CityU and, as part of the
Northwest Commission on Colleges and University (NWCCU) accreditation standard cycle, may not be
modified prior to 2017. They inform the University’s strategic and operational activities, including the
determination of annual goals and objectives for performance. They are aligned with and complement
NUS strategic values of Quality, Innovation, Collaboration, Diversity and Access.
Each of CityU’s core themes is well-aligned with one or more of the NUS priorities as demonstrated
below:
Core Theme
Deliver High Quality, Relevant Education
Ensure Student Access
Strengthen Global Connection
Foster Life-long Learning

NUS Priorities
Growth, Academic Excellence
Growth, Sustainability
Growth, Partnership and Community
Academic Excellence, Professional Development

IMPLEMENTATION

This plan is organized around four proposed strategic options, including:
1. Status quo: The University will operate similar to the way it has since FY2014, pursuing
consistent growth by focusing on the Pacific Northwest while providing support to current
international partners.
5
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2. Differentiated graduate degrees: The University will add new graduate degrees which are
aligned to specific job growth categories. The University may also pursue undergraduate
degrees that align with specific job categories that lead into differentiated graduate degrees.
3. Expanded affiliate collaboration: The University will collaborate with other National University
System affiliates to share students, programs and faculty. It will expand its current collaborative
efforts in other support functions as well.
4. Increase international student populations: The University will increase the number of
international students who choose to come to study in Seattle.
Each of these options is described in more detail in the section that covers Strategic Options and
Appendix D.

RECOMMENDED STRATEGY

The University is recommending a set of strategic actions that are derived from each of its four strategic
options. These options are not mutually exclusive. In many ways they overlap and support one another.
The primary focus will be on growing enrollment in the Pacific Northwest with accompanying quality and
cost efficiencies achieved through a well-disciplined quality improvement model. To do this, the
University will grow its current programs, adding bachelor’s programs only if there is a clear reason to
do so and there is alignment that will allow the bachelor’s program to lead into graduate programs. The
University will add one new graduate program each year in a discipline that is aligned with the job
trends of the Pacific Northwest. The University will strive to increase cross-affiliate collaboration by
implementing processes to share students and academic content. Lastly, as a key part of domestic
enrollment growth in the Pacific Northwest, the University will pursue several steps to increase the
number of international students that come to study at CityU in Seattle. This increase will be achieved
through an expanded agent network, increased University direct recruitment effort and by creating
pathways for an increased number of transfer students from international partners.

6
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INTRODUCTION
The CityU 2020 plan represents the next stage in the University’s evolution as it grows and changes to
meet rapid economic developments in the Pacific Northwest. Home to a number of internationally
famous companies, Seattle has one of the most dynamic and competitive job markets in the United
States. CityU, being located in this region, is poised to provide career-related education that meets the
specific needs of the employers in the area. Whether it is leadership for the aerospace industry,
technology for ecommerce, or education for a growing population of K-12 students, CityU plans to align
with needs of the citizens in both the Pacific Northwest and around the world.
The CityU 2020 strategic plan describes how the University intends to grow, primarily by addressing the
educational needs of its key populations in its core market of the Pacific Northwest. The first section
describes CityU’s current student populations. This is followed by environmental and organizational
scans along with a competitive analysis. The remainder of the plan describes four strategic options and
implementation plans that the University will take to achieve its mission.

CITYU’S STUDENT POPULATIONS
CityU serves five distinct student populations:
•

•

•

•

Domestic working adults, predominantly from the U.S. Pacific Northwest and Southwestern
Canada (66.5% of annual revenues): The average age of adult learners at CityU is 34, with 34% of
the population being first generation degree seekers. Women comprise 60% of this student
population, with all students appreciating flexible and accessible learning options. At the
undergraduate level students are seeking degree completion for career change, while at the
graduate level they are seeking career advancement. The typical CityU student has unique qualities
that include: interest in non-traditional academic environments; high quality of service expectations;
a practical, goal-driven, outcome orientation; interest in a collaborative relationship with faculty
who facilitate their learning; a wish to have their life and work experiences honored and used as a
key part of the learning process; a need for degrees that are aligned with local workforce needs; and
a need to grow their career by completing a degree.
International students in the U.S. (18% of annual revenues): The average age of these students is
26 with time-to-completion averaging two years. Most students are in graduate programs and were
recruited through agents or direct referrals with internship opportunities and Optional Practical
Training serving as major draws. International students require housing and prefer the Seattle
campus location. Many take advantage of English Language Programs leading to conditional
admission, and require additional student support and career services. The per-student contribution
to revenue is higher than domestic students.
International students outside the U.S. and Canada (13% of annual revenues): CityU students
studying outside the U.S. are younger with more traditional college experience expectations than
adult learners. While the demand for post-secondary education by U.S. students is flattening, the
demand for a U.S. education is increasing in the developing markets of Asia and Latin America.
Ensuring CityU quality standards at international partner sites is challenging and required.
Language learners (2% of annual revenues): Many language learners in the Washington Academy of
Languages (WAL) are non-degree seeking, yet a good number of them complete English Language
Programs (about 50%) to prepare them for CityU’s academic programs. Many non-degree-seeking
7
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•

English students come to WAL because they like learning English in a university setting. WAL’s
English programs bring increased value beyond their financial contribution; they make it possible for
CityU’s international students to enroll in American academic programs and they provide English
support for the first three quarters. This is a key differentiator for CityU within this market.
Continuing education (.5% of annual revenues): These students are primarily seeking job skills for
immediate application rather than degrees. Offerings focus on customized leadership, project
management, and related business skill topics, with plans for additional courses in technology via a
partnership with Bellevue College.

GEOGRAPHIC ANALYSIS OF LOCATIONS
The following table provides an analysis of the utilization and growth of CityU’s locations in Washington
State and Canada. It is important to note that through mid-FY2013, the Bellevue location was CityU’s
headquarters and, as such, was responsible for most of the University’s expenses. This shifted to Seattle
in January of that year. The expenses represent the costs of occupancy and location staffing.
2013

2014

2015

734
$1,800,882
$467,660
74%

332
$852,526
$425,475
50%

225
$205,020
$55,818
73%

97
$134,640
$33,235
75%

1,198
$1,605,027
$955,919
40%

1,400
$2,110,369
$1,198,481
43%

124
$109,480
$35,682
67%

78
$102,000
$33,573
67%

1,032
$1,551,670
$724,953
53%

1,028
$1,828,419
$730,295
60%

4,850
$16,290,401

5,967
$19,791,695

United States Locations

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

2,789
$3,401,090
$7,365,543
(117%)

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

78
$78,080
$57,902
26%

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

1,383
$1,265,336
$880,615
30%

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

124
$126,940
$62,566
51%

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

864
$1,392,793
$584,716
58%

Enrollment Headcount
Net Revenue

1,660
$14,214,548

Bellevue

Centralia

Everett

Peninsula

Renton

Seattle

8
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Expenses
Direct Margin

$12,973,234
9%

$26,803,592
(65%)

$28,523,708
(44%)

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

1,337
707
$1,724,805
$1,047,076
$1,254,870
$911,590
27%
13%
Vancouver, WA
1,025
668
$1,073,971
$956,572
$691,254
$702,784
36%
27%

789
$1,101,789
$866,329
21%

Enrollment Headcount
Net Revenue
Expenses
Direct Margin

Tacoma

2013

2014

Canadian Locations

Enrollment Headcount
Net Revenue
Expenses
Direct Margin
Enrollment Headcount
Net Revenue
Expenses
Direct Margin
Enrollment Headcount
Net Revenue
Expenses
Direct Margin
Enrollment Headcount
Net Revenue
Expenses
Direct Margin

Calgary, Alberta
348
375
$569,686
$641,133
$494,619
$572,904
13%
11%
Edmonton, Alberta
415
486
$699,000
$827,793
$500,666
$533,920
28%
36%
Vancouver, British Columbia
1,958
2,004
$2,718,396
$2,800,930
$1,973,397
$2,235,908
27%
20%
Vancouver Island, British Columbia
386
475
$558,420
$684,855
$272,109
$307,256
49%
55%

497
$753,855
$638,593
15%

2015

576
$900,502
$724,876
20%
460
$802,176
$534,404
33%
2,337
$3,239,975
$2,330,673
28%
401
$607,557
$307,256
49%

ENVIRONMENTAL SCAN SUMMARY
The Strategic Planning Committee organized its environmental scan of the national and state-level
higher education industry using the PEST (Political, Environment/Competition, Social/Demographic, and
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Technology) model. Much of this analysis focuses on factors that are specific to the Pacific Northwest
and its rapidly evolving employment market. This information is drawn from a number of sources and is
presented in the following tables. Political and economic factors are presented in the first table
followed by Social/Demographic and Technology factors. The detailed PEST analysis can be found in
Appendix A.
Finding 1

Implication

Finding 2

Implication

Finding 3

Implication

Political
Public funding: In past years, public
funding for higher education has
declined. However, in Washington
State, this trend was reversed in 2015
with the legislature passing a biennial
budget that included a 5% and 15%
tuition reduction for FY16 and FY17
without any decrease in funding.
Legislative action to reduce tuition is
making the public institutions
increasingly attractive options when
compared with the private
institutions.
Teacher Shortage: The State of
Washington is currently experiencing
its largest teacher shortage in over 10
years. Universities across the state
are working to attract candidates into
their teacher certification programs.
The increased demand for teachers
will lead to increased demand for
teacher certification. Through the
inclusion of Sanford curriculum in its
teacher certification programs, CityU
has a unique opportunity to compete
in this market.
Federal Legislation: Universities now
must show employment eligibility for
non-degree programs to have them
funded for financial aid.

The 2015 Gainful Employment law
impacts non-degree offerings
including certificates and micro10
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Economic
Differentiation in crowded market: Many
national and local schools offer degrees
that are similar to CityU for nontraditional learners and they are flooding
the Pacific Northwest market with
advertisements.
An increasingly crowded market for
providers that are focused on the adult
student is shrinking market share for CityU
in common disciplines such as business,
technology and education. This is
particularly true at the bachelor’s level.
Tuition: Tuition rates have been declining
for many Washington State universities as
mandated and funded by the state
legislature. A number of local private
institutions are offering lower tuition rates
especially at the undergraduate level.
CityU cannot compete solely on price and
must rely on product differentiation.

Workforce needs: The Bureau of Labor
Statistics projects that into 2022,
occupations that typically require
postsecondary education for entry are
expected, on average, to grow faster than
occupations that require a high school
diploma or less.
CityU should continue to focus on those
job categories that are in high demand in
the Pacific Northwest. Currently, the

badging programs that need to be
funded for financial aid. This may
impact academic offerings that the
University may want to pursue.

Finding 1

Implication

Social / Demographic
Declining enrollments in U.S.
colleges: In the past three years,
enrollments in U.S. colleges and
universities have dropped
consistently.

Technology
Student expectations for technology and
systems support: The evolving use of
technology tools has increased the
expectations that students have for
seamless and easy interactions that are
technically driven. Students will expect
integrated tools to be accessible using
mobile technologies.
Increased competition and declining
The University needs to understand
student enrollments will require
student expectations relative to
innovative approaches to recruitment technology and needs to ensure that its
and academics.
integration and use of technology matches
the expectations of its students.

Finding 2

Students in Seattle with Bachelor’s
degrees: According to the U.S.
Census, 57.4% of Seattle residents
over the age of 25 have at least a
bachelor’s degree.

Implication

There is clearly a market for graduate
degree programs in the Pacific
Northwest but the influx of other
providers of bachelor’s programs
presents a significant threat in this
part of the market.
International students: An American
education continues to be attractive
to international students. American
degrees remain the #1 choice for
international students.

Finding 3

Implication

University offers degree programs in
technology, business, and healthcare
administration.

CityU has opportunities to grow its
international student population and
expand the number of programs
available to these students. The
ability to offer award winning
housing in an urban setting is a key
differentiator for these students.

Delivery models and options: Enrollments
in online, competency, and mixed-mode
formats continue to signal receptivity and
sustainability of innovative delivery
options, with the majority of students
preferring mixed-mode.
The University will need to examine its
delivery modes and adapt to evolving
demands through additional mixed mode
and web-supported live-mode classes.
Student analytics: Use of big data,
learning analytics, and adaptive learning
are relatively new in higher education, but
will continue to be of strategic importance
in retaining students, attracting capital
investments and foundation funding.
Given the nature of many adult domestic
students, who have not recently attended
university, adaptive learning can be a
strong support tool leading to student
success and retention. The University
needs to expand its use of this tool to
enhance student retention and drive
down cost of delivery.

11
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ORGANIZATIONAL SCAN SUMMARY

As part of the strategic planning process, a SWOT exercise was conducted. A summary of this SWOT
can be found in the table that follows. The detailed SWOT can be found in Appendix B. The table below
provides information regarding CityU’s operations and distribution of enrollments.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Strengths
Image in the community
Improved brand recognition
Partnerships with region’s #1 employer and
largest military base
Innovative graduate and focused
undergraduate programs
Student support; housing, activities, clubs, etc
National rankings and premier accreditations
Quality Improvement Model (QIM) in place
International students, partners and
experience
Education programs and Sanford center
Opportunities
Closer program and industry alignment
Enrollment growth through partnerships
Increased excellence in teaching and learning
Expansion of terminal degree pathways
Create additional student support services
Cross-affiliate course and program sharing
International partner pathways for students to
study in Seattle
Use QIM to improve efficiency, reduce cost

•
•
•
•
•
•

•
•
•
•
•
•

Weaknesses
Better align programs with economic growth
Diluted differentiation
Clarify student needs and experience
Need for better cross-functional collaboration
Lack of general education courses needed by
students in bachelor degree programs
Narrow operating margins

Threats
Changing perceptions of education
Declining numbers of domestic students
across the US higher education market
Market saturation for adult education
providers
Competition for top talent in PNW
Changing state and federal regulations
Declining competitive tuition rates

The following table provides some key characteristics for CityU.
Characteristic
Undergraduate / Graduate Tuition per Credit
Average Tuition per Credit
Cost per Credit
% Adjunct
Undergrad / Grad (worldwide)
Undergrad / Grad (US / Canada)
SIC Worldwide (2013, 2014, 2015)
SIC North America and Partners (2013, 2014, 2015)
% Domestic Enrollment School of Education
% Domestic Enrollment School of Management / Tech
% Domestic Enrollment Division of Arts and Sciences
% Domestic Enrollment School of Applied Leadership

12
396

NWCCU -Year S eve n R e p o r t

CityU
$425 / $665
$439
$432
93.6
55% / 45%
32% / 68%
41,928 / 42,351 / 41,566
20,558 / 21,724 / 23,295
35%
46%
13%
6%

COMPETITIVE ANALYSIS SUMMARY
A detailed competitive analysis can be found in Appendix C. It is summarized here.
The biggest competitive factor for CityU is the increasing number of competitors. In the past five years,
the number of institutions offering degrees in the Pacific Northwest has grown substantially. Key points
discovered in the competitive analysis include:
•
•

•

•

•

•

The 34 Washington State Community colleges are now offering limited bachelor’s degrees. They
are priced far below CityU’s tuition.
The six state universities offer bachelor’s and master’s degrees across the state, often
partnering with a community college to offer bachelor’s degrees in locations where they would
not normally be an option. At the bachelor’s level, these degrees from the state universities also
undercut the cost of CityU’s tuition. The Washington State Legislature approved a 15% decrease
in tuition for 2015-16 and a 20% decrease for 2016-17.
There are a number of “national brands” with high awareness levels moving into the Pacific
Northwest who are aggressively focused on the undergraduate market. These include Arizona
State University and Colorado State University who are aggressively marketing in the Northwest.
These programs also have lower tuition costs, but the differences in tuition are not as great as
the state institutions.
CityU is more price competitive at the graduate level. While there are a number of providers,
many of them have tuition rates that are comparable or higher than CityU’s. Even some of
Washington State’s public institutions offer graduate degrees that cost more than CityU.
Many providers have more limited offerings at the graduate level than they do at the
undergraduate level. Most have degree programs similar to CityU’s. The exception is Computer
Science which is not as common at the undergraduate or graduate levels.
At the doctoral level, CityU is price competitive and is generally less expensive than its
competitors.

COMPETITIVE ANALYSIS

There are two classes of schools that CityU competes with for its students. There are online schools
focused largely on the adult student and public schools that focus on bachelor’s and transfer students.
Both classes of schools have a number of bachelor’s degree offerings and most of these are less
expensive than CityU. The online schools have a number of master’s and even doctoral offerings but the
price points are generally higher than CityU. In fact, even some of the graduate degrees at the
University of Washington are far more expensive than those at CityU.
Given that the price differential is lower for most bachelor’s degree competitors, CityU cannot compete
on price at the bachelor’s level. We are more price competitive at the graduate level but this may have
a limited impact on enrollment. Thus, the primary method of competition is going to have to be
differentiation which can include the following:
•

Access – No entrance exam requirements (not different from Kaplan, Phoenix, WGU, Brandman,
or Capella)
13
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•
•
•

•

•

•

Flexibility – Multiple modalities help students plan their lives around school (none of the online
can offer mixed mode or on-site classes in the local area).
Time to graduation – May differentiate CityU from state schools but not the online privates.
Degree design – The DBA, EdD, MA Leadership, and now the M.Ed. in Adult Education have
innovative designs where students can see their way to degree completion faster. This also
keeps the price down.
Quality, rank and reputation – CityU’s reputation and academic quality have improved
substantially over the past five years resulting in more satisfied students, national rankings, and
discipline-specific accreditations.
English Language Programs – International students are able to combine English language
training and academic coursework. This is a big advantage over other schools who do not offer
this option.
Student housing availability for international students.

CityU has recently seen success by re-designing its programs to be student-centric through an
alternative program design that gives the student the option of progressing faster to completion at a
lower cost to CityU. This can be done without impacting the student’s learning experience or impression
of quality of the programs. This may be a key differentiating strategy going forward.
Given that a large number of CityU students are adults who are intrinsically motivated to learn and
complete a degree as quickly as possible at a lower cost, a key point of differentiation may be to build
programs that allow them to do this. Shorter classes, six-credit blocks, project-based learning, stacked
certifications, or competency options all can be key points of differentiation that should be investigated
going forward, especially for those disciplines where the University has so many competitors.
In those disciplines where competition is lower, such as computer science, program quality, accessibility
and flexibility can still be key differentiating points but these areas, too, will need to find ways to
differentiate themselves from an ever-increasing number of competitors.

STRATEGIC OPTIONS
The CityU 2020 plan considers four strategic options to help guide the future of the University over the
next five years. Each is described briefly below with details provided in Appendix D.
Option #1 - Status Quo: The University will continue to operate much like it does now but do so more
efficiently and at current growth rate, trended forward. Through this option, the University will
capitalize on its accomplishments over the past three years and will continue to pursue similar goals
with steady growth and improvements in operational performance. Under the status quo option, the
university will grow by expanding current programs, competency-based programs, the number of
international students who study in Seattle, corporate partnerships and military student populations.
The University will improve its sustainability by decreasing the cost per unit taught beyond the most
recent reductions of 3.58% worldwide / 6.28% in the U.S. and Canada.
Option #2 - Differentiated Graduate Programs: Given the economic growth of the Pacific Northwest,
the fact that 57.4% of Seattle residents over the age of 25 have at least a bachelor’s degree and the
price competitive nature of its graduate programs, the direction for CityU’s future programs seems
14
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clear. There is a greater opportunity for graduate programs in the Pacific Northwest. Furthermore,
there are a number of key job growth categories in the Seattle area where CityU could expand its
offerings at the graduate level. As part of option #2, the University will develop one new graduate
program each year that is focused on a key job growth category in the region. The University will
maintain and expand its set of complementary bachelor’s programs if they lead students into the
graduate programs.
Option #3 - Expansion of Affiliate Collaboration: The University will pursue expanded collaboration with
other system affiliates in the areas of academics, business operations, business support, marketing, and
student support. Specifically, the University will work to share courses, students and adjunct faculty with
the goal of developing articulation processes that allow students to easily take courses from multiple
affiliates. As a second part of the effort to expand collaboration, the University will take part in a
system-wide program development process that will create programs that every affiliate in the system
can use.
Option #4 – Increased International Student Population: CityU has had success recruiting international
students who want to come to the U.S. to earn an American degree. The University has attracted these
students through three sources: (1) agents, (2) direct recruitment, and (3) pathways opened through
CityU’s international partnerships. Under option #4, the University will expand its network of agents,
increase its direct recruitment through targeted marketing, and attract more students to come to the
U.S. from its international partner locations by creating pathways for student transfer. Future
consideration for maintaining university partner status must include development of pathways for
students to attend part or all of their academic program in Seattle. This applies particularly to CityU’s
partner institutions in Mexico and Vietnam. The University will also look at expanding its international
partner pathway pipeline by pursuing one new partnership in China. This partnership will be structured
to resemble a successful partnership model already running in that region that is currently sending
students to Seattle. It will be closely managed academically and financially with the goal to ensure that it
provides acceptable returns through enrollment growth and cost containment.

RECOMMENDED STRATEGY
CityU recommends that it integrate its four strategic options into a single strategic direction and that it
use these options to drive the following actions:
•
•
•
•
•
•

Place a primary focus on growing enrollments in the Pacific Northwest and Canada.
Continue to offer existing degrees that are focused on high growth areas such as technology,
security, health care administration, and business.
Develop new bachelor’s degree programs that align with industry needs as well as lead to
differentiated graduate degrees.
Continue to support enrollment growth by maintaining the high level of academic quality that
earned CityU high national rankings and prestigious accreditations.
Continue to utilize the University’s Quality Improvement Model (QIM) to improve efficiency and
reduce costs in an effort to improve student satisfaction and program sustainability.
Enrollment increase targets for existing programs set at 2.5% annually.

15
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•
•
•
•

•

Develop one new differentiated graduate program annually in a discipline that is aligned with
the job demands of the Pacific Northwest.
Establish inter-affiliate partnerships enabling students to seamlessly take courses at any affiliate
and transfer them back to their home institution.
Create a NUS-wide program development process that creates academic offerings that all
affiliates in the system can use.
Increase international student enrollment in Seattle through an expanded network of agents,
increased direct recruitment, and the development of pathways for student transfers from
international partners.
Create one new international pathway partnership to serve as a pipeline for international
student transfers to Seattle.

16
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CITYU PLAN ALIGNMENT
The table that follows shows how CityU’s Implementation Steps, derived from the recommended
strategy, align with the six Priority Goals of the National University System plan. This helps ensure that
CityU’s plan supports the priorities of NUS. Items in progress are listed in green.

Actions and Strategies
NUS Priority Goals
GROWTH

SUSTAINABILITY

ACADEMIC EXCELLENCE
TECHNOLOGY

PARTNERSHIP & COMMUNITY

PROFESSIONAL DEVELOPMENT

Implementation Steps

1. Launch premier differentiated master’s and doctoral programs
2. Increase military students with on-base degree programs at
JBLM
3. Increase international students in Seattle – direct, agents and
partner pathways
4. Affiliate collaboration to increase recruitment reach
5. Organic growth through quality improvement in Marketing
and Enrollment Management
1. Achieve efficiency gains in international partner programs
delivery and administration
2. Review academic programs for performance and sustainability
3. Implement quality improvement in administrative functions
1. Practice strict academic oversite of international partnerships
2. Maintain prestigious accreditations and national rankings
3. Achieve a high level of quality for current and new programs
1. Use technology to improve cost efficiency for academic
delivery in international partnerships
2. Use of mobile technologies in academic programs
3. Expanded use of technology in all strategic scenarios
4. Achieve technology alignment among affiliates
1. Add one new international pathway partnership for student
transfer to Seattle
2. Affiliate collaboration to develop academic programs,
exchange faculty and provide student access to courses
3. Additional corporate partnership in Pacific Northwest
4. Support Sanford initiatives
1. CityU faculty development to improve student experience
2. Clear succession planning
3. Operational plans that include professional development

METRICS AND GOALS
The following table, adapted from the NUS metrics, shows how the progress of the University will be
tracked. There are a number of these metrics for which baselines have yet to be established and steps
will be taken to begin tracking these metrics in the first part of 2016.
17
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City University Of Seattle – Metrics and Measures
Priority

Metric/Indicator

Goal

2020 Goal

Growth

1. FTE Enrollments
2. Net Revenue – SQ
Diff. Grad. Progs.
Int. Students
3. Admissions
(a) New Student Starts
(b) Admissions

+2.5%/year
+4% / year
5 programs
+8% / year

7,962
45,967,165
1,686,799
1,274,820

+5% / year
+5% / year

1,326
3,292

1,039
2,579

1. Net Operations / Revenues
2. Expenses / Revenues

2.4% / year
-2.4% /year

8%
92%

75
75

75
75

-4%
104%
Excludes NU
Grants

50
+0.048 /
year
75%
68%

50
4.5

4.26

75%
68%

74%
54.8

85%
85%
85%

85%
85%
85%

1.

Sustainability

3. Employee Engagement:
(a) Staff Satisfaction
(b) Faculty Satisfaction
(c) Adjunct Engagement
4. Net Promoter Score
Academic
1. Average EOCE Scores
Excellence
2. Retention
3. Completion
4. Salary Difference 2 years after
graduation
Technology
1. Staff Technology Satisfaction
2. Faculty Technology Satisfaction
3. Student Technology
Satisfaction
Partnership and
1. Alumni Satisfaction:
Community
Your overall educational
experience at City University
2. Partnership Admissions
3. # Partnership agreements and
renewals
Professional
1. Professional Development: (a)
Development
Satisfaction
(b) Opportunity to develop my
skills
(c) Understand requirements
to advance
1. Surveys scheduled for early 2016
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2015 Actual
or 3-year
average
6,868
$37,685,564

1.

1.
90%

90%

80%

80%

1.

APPENDIX A: PEST ANALYSIS
The Strategic Planning Committee organized its environmental scan of the national and state-level
higher education industry using the PEST (Political, Environment/Competition, Social/Demographic, and
Technology) model.
Politics:
• Shifting state regulations and tuition: The State of Washington has allowed its community
colleges to enter the bachelor’s degree market and many of the 34 institutions are aggressively
pursuing this market. Community colleges are able to offer a BAS degree at about half the cost
of a CityU bachelor’s degree; it will become increasingly difficult to compete for bachelor degree
students.
• Teacher Shortage: The State of Washington is currently experiencing its largest teacher shortage
in over 10 years. As a result, universities across the state are working to attract candidates into
their teacher certification programs with the assumption that the increased demand for
teachers will lead to increased demand for teacher certification. Through the inclusion of
Sanford curriculum in its teacher certification programs, CityU has a unique opportunity to
compete in this market.
• Funding: Public funding for higher education in the U.S. has declined overall in recent years,
resulting in double-digit tuition increases. However, in Washington State, this trend was
reversed in 2015 with the legislature passing a biennial budget that included a 5% and 15%
tuition reduction, without a decrease in funding. In addition, the availability of veterans’
education benefits has increased substantially in recent years.
• Federal and State Legislation: The U.S. Department of Education recently passed legislation that
could impact program offerings; some programs must now show employability statistics in order
to be funded by federal financial aid. This can impact choices regarding academic offerings such
as certificate programs and micro-credential programs.
• Accountability and transparency: There is a national call for accountability, with transparent
metrics to show that students are achieving competency in learning outcomes and are
progressing academically toward degree completion.
• Alternative delivery models: National discussion on the accreditation of and funding for
alternative delivery models, such as competency-based education (CBE), is underway and the
outcome may have significant impact on program availability and attractiveness to students.
Nine CBE institutions report 140,000 undergraduates and 57,000 graduates with demographics
tending towards older, place-bound, vocationally minded students with significant work
experience and some prior college. Central Washington University (CWU) has entered the CBE
field, while CWU and Washington State University are also offering 100% online degree
programs. Maximizing options, such as part-time degree programs, year-round options, microdegrees, and accelerated, convenient, and innovative programs are increasingly important.
Environment / Competition:
•

Declining enrollments in U.S. colleges: In the past three years, enrollments in U.S. colleges and
universities have dropped consistently. According to Bloomberg Business, in 2014, there was a
2.3% decline representing a drop of 463,000. According to the National Student Clearing House,
the 2015 drop was 1.9%, representing a decline of 400,000. The community colleges are seeing
even bigger declines of 3.9% and the for-profits are seeing declines of 4.9%. This leave a smaller
number of students for a similar number of providers.
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•

•

•

•

•

•

Differentiation in crowded market: Many national and local schools offer degrees that are
similar to CityU for non-traditional learners and they are flooding the market with
advertisements. Clear and strong definitions of brand, identity, and added values that are in
alignment with student needs and expectations are essential for growth. At the same time, the
awareness of schools in precarious financial situations, the downward enrollment trends in forprofit schools, and the 158 private colleges that failed to achieve a passing score on the
Department of Education’s financial responsibility test, present opportunities for growth.
Marketing: Much of the marketing messaging today is homogenous, allowing innovative
communicators an opportunity to stand out from the crowd. Public and for-profit school
spending on marketing is high. A clear understanding of the typical, successful student can
support more effective marketing strategies and program development. Efficient procedures for
following up on leads and applications are essential for enrollment growth as is the use of
technology to pursue ROI-based marketing strategies.
Community colleges: Washington State community colleges are increasingly transitioning to
colleges that offer 4-year degree completion in disciplines aligned with workforce needs such as
business and technology.
Tuition: Tuition rates have been declining for many Washington State universities as mandated
and funded by the state legislature. In 2015/16, the state institutions lowered their tuition by
5%. These levels will drop an additional 15% next year. Additionally a number of local private
institutions are offering lower tuition rates especially at the undergraduate level.
Non-traditional learning: In some cases, degree programs that come with high price tags are
less attractive than specialized experiences and learning pathways that allow students to
demonstrate evidence of success in high demand workplace skills.
Workforce needs: The Bureau of Labor Statistics projects that into 2022, occupations that
typically require postsecondary education for entry are expected, on average, to grow faster
than occupations that require a high school diploma or less. The Georgetown Center on
Education and Workforce finds unemployment rates lowest for recent graduates in the fields of
agriculture and national resources (4.5%), physical sciences, (5%), and education (5.1%).
According to CareerCast, the top job categories in the Seattle area in the coming years will be:
technology, healthcare, engineering and business.

Social / Demographic:
•

•

Seattle residents with a bachelor’s degree: According to the U.S. Census, 57.4% of Seattle
residents over the age of 25 have at least a bachelor’s degree. This creates a great opportunity
for a graduate degree programs. The Washington Student Achievement Council has found there
to be a gap between available graduate programs and demand, with demand exceeding
availability in key areas that correspond to the highest job categories.
Increasing U.S. diversity: The largest growth in the general population for most states over the
next 5-10 years is in the adult and minority populations, with the adult student market (25+)
continuing as the fastest growing sector in higher education for the foreseeable future.
According to the Seattle Times, Hispanic and Asian students comprise the fastest growing
populations in higher education, nationally and in Washington State. The U.S. Census notes that
all workforce growth through 2030 will come, in order, from Hispanics, Asian-Americans, and
African-Americans. CityU’s experience serving non-traditional learners is a potential advantage
in this environment. Funding in the form of grants may be available to support increased
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•

•

enrollments in key communities. Support services that are tailored to the unique needs of
ethnically diverse students are likely critical for those students’ retention and academic success.
International students: An American education continues to be attractive to international
students, but this is impacted by students’ inability to afford to come to the U.S. to study.
According to Inside Higher Ed, the largest deterrents to U.S. study are costs, visa availability,
work/family commitments, and governmental policies.
High value placed on U.S. degrees: Project Atlas data shows 900,000 international students
traveled to the U.S. to study in 2013-14, primarily from China (31%), India (11.6%), South Korea
(7.7%), Saudi Arabia (6.1%), and Canada (3.2%). This represents an 8% increase fueled mostly by
Chinese undergraduate students. American degrees remain the clear favorite surpassing UK
degrees two-fold.

Technology:
•
•

•
•
•

Systems to support growth: To provide students with an easy and fluid pathway from
application through graduation and to scale the experience with growth in enrollments, it is
essential that systems and procedures across the University are aligned.
Delivery models: Enrollments in online, competency, and mixed-mode formats continue to
signal receptivity and sustainability of innovative delivery options, with the majority of students
preferring mixed-mode (SRI International 2014). Student retention in online courses is more
challenging than in face-to-face settings (SRI 2014). Large public universities such as Arizona
State University, the University of Florida, and the University System of Maryland, will remain in
the forefront of online delivery in a crowded market, leveraging brand recognition and pricing
power.
Student engagement and retention: Accessible and engaging content, including integration of
media; Customer Resource Management (CRM) data impacts how universities engage with,
nurture, and retain prospective and current students.
Mobile learning: Importance and use of mobile devices are increasing and will influence student
expectations for interacting with universities for business and learning activities. Mobile access
must be taken into account in marketing, recruiting, and retention initiatives.
Learning analytics: Use of big data, learning analytics, and adaptive learning are relatively new
in higher education, but will continue to be of strategic importance in attracting capital
investments and foundation funding. Learning analytics and adaptive learning technologies will
likely become increasingly connected to academic outcomes, shaping the way in which
universities design support for, and engage with, their students.
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APPENDIX B: SWOT ANALYSIS
Strengths:
•

•

•

•

•

•

•

•

Improved image within our community: At the central Seattle location, consistently high
academic rankings, program expansion including premier doctoral programs, and strong
outreach efforts have had a notable and positive impact on the University’s image within its
community. The University enjoys a strong reputation as a quality provider of relevant
education for working adults in the Pacific Northwest region.
Brand recognition: CityU has built its brand as a Seattle-based organization with a long history
of serving its community. The fact that the University has “Seattle” as part of its name allows it
to draw from and contribute to the “Seattle ethos” that makes the Northwest region unique.
Partnerships with the region’s #1 employer and largest military base: CityU has enjoyed a
decades-long partnership with the Boeing Company, the state’s largest employer with 76,000
employees in Washington State. Not only does the University serve a very large number of
Boeing employees in its academic programs but it has also been asked to create customized
programs in management, project management and adult education for Boeing units led by
Boeing leaders who had prior relationships with CityU. CityU also has a growing relationship
with the state’s military population and has recently been awarded an MOU to deliver three
academic programs at Joint Base Lewis McChord beginning in April, 2016
Innovative graduate and focused undergraduate programs: CityU’s has developed a culture of
innovation. It was an early provider of distance and online learning and was further
distinguished by its international education model. In recent years CityU has progressed
forward as a pioneer in competency based programs and has developed focused undergraduate
programs like BS Criminal justice/cyber forensic investigation/corporate security investigation
and innovative graduate programs like the Doctorate in Leadership or MS Computer Systems
with a CPA exam block. The common denominator with all of these programs is their alignment
with job demand in the PNW.
Student support: CityU is committed to student satisfaction and engagement. The University
continues to improve the quality of curriculum and instruction, library support services,
technology integration, enrollment, advising, and student support. In addition, international
students studying in Seattle also enjoy the benefits of award winning student housing, a student
activity calendar, student clubs and the Washington Academy of languages, which supports the
language needs of its students who have English as a second language.
National rankings and premier accreditations: CityU’s programs and delivery modes have been
recognized by several prestigious specialty accreditors (ABET CACREP) and ranking providers (US
News and World Report, Graduate Programs .com, etc.). Several programs have also achieved
distinctions in their fields, and the university has been recognized as an early adopter of
competency-based program options.
Quality Improvement Model (QIM) is in practice: CityU has shown a persistent commitment to
continuous improvement in its student services, academic affairs, enrollment services, business
processes, and library support services. It is committed to improving communication,
collaboration, strategic planning, and data-based decision making. A quality improvement
model designed as a training and improvement model for external corporate clients has been
adopted by the university as an internal process improvement and cost reduction model.
International students, partners and experience: CityU has been in Asia for 20 years and in
Mexico for 10 years. It has built strong relationships with important partners that have earned
22

406

NWCCU -Year S eve n R e p o r t

•

it the trust and credibility that is important in these relationship-oriented cultures. An
international pathways partnership model has been developed that represents a future conduit
for new international student transfers to Seattle. The international student population in
Seattle is the University’s fastest growing student segment.
Education programs and Sanford Center: The Albright School of Education is the third leading
educator of new teachers in the State of Washington. The addition of the Sanford Center for
Education at CityU has represented a competitive advantage as it is the only institution in the
state to have an inspired teacher component as part of its curriculum. The Harmony Program
has also provided a positive tool for introduction of the university to Principals and Teachers
around the state for their introduction to the benefits of Harmony and to CityU’s capability to
deliver Masters Degrees in education and teaching.

Weaknesses:
•

•

•

•

•
•

Better align programs with economic growth: There is a continuing need for academic
programs that are better aligned with economic growth and job demand trends in the Pacific
Northwest.
Diluted differentiation: CityU can better differentiate itself from its competition. The University
can better capitalize on academic quality, program offerings, service to students, its non-profit
status and its unique approach to adult education to clarify its place in the market.
Clarity on student needs and experiences: CityU needs to extend its understanding of who its
students are, why they attend CityU, or even why they leave. Better understanding of these
attributes will benefit the University as we strive to serve and meet the needs of the students
with the limited resources that we have. Clarity on student attributes and needs will improve
how our programs are able to meet them and will help us know what is most important to our
students in terms of student experience.
Better cross-functional approach in pursuit of goals: CityU is organized by functional discipline.
The organization, overall, would benefit from a shift toward a more cross-functional approach
that utilizes combined strengths to solve problems and increase operational efficiency. This will
help the University better capitalize on the resources and knowledge that exist within the
University and the system.
Lack of general education courses: Because of accreditation requirements, some programs have
general education requirements that CityU does not offer. Currently, students who need these
courses are being sent to complete them at other local colleges.
Narrow operating margins: Consistent enrollment decline between 2005 and 2013,

increased price competition in the PNW for Bachelor’s Degrees and the addition of a
new location in downtown Seattle have all contributed to reduction in operating
margins. While the university is now growing revenue, the margins remain thin.
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Opportunities:
•

•

•

•

•

•
•
•

Closer program and industry alignment: CityU is aligning programs and alternative offerings
with industry needs, employer expectations, and student preferences. Existing data reports and
research on feasibility ideally would inform efforts, and these efforts would be strategically
aligned and adequately resourced.
Increased Enrollment growth through partnerships: CityU is expanding its partnerships with the
military, community colleges, businesses, and international university partners to build
enrollment. Current opportunities with Boeing, Amazon, Joint Base Lewis McChord, Washington
State Community Colleges and Asian international pathway partners can be expanded to
represent solid long term strategic growth
Excellence in teaching and learning: CityU has improved its excellence in teaching and learning
in the last few years, and will always have opportunities for development in this area.
Curriculum design and development, instructional excellence, faculty development, and
technology integration efforts ideally would improve student satisfaction, faculty engagement,
and overall program quality.
Expand terminal degree pathways: Expand the number of post-master’s and doctoral options
as a means of creating differentiation from non-traditional institutions. Become a “premier nontraditional” that provides expanded opportunities for students to achieve mastery levels of
relevant skills set and competencies.
Expansion of student support services: CityU can expand the number and type of services it
offers to better support its two key student demographics, adult students and the international
student that chooses to study in the U.S. These support services could include academic
support including; support for writing and math; support for internships and internationalstudent employment; discipline-specific tutoring; and professional development for instructors
to expand their student-centered focus.
Cross-affiliate collaboration: CityU can draw from the resources and academic offerings of
other affiliates to offer additional courses and programs to its students.
International partner pathways for students to study in Seattle: CityU can leverage a
partnership model created three years ago in Shenzhen China to create a pathway for
international undergraduate and graduate students to transfer to Seattle.
Expand use of the quality improvement model to reduce cost: The University is in the process
of institutionalizing a quality improvement model in order to improve processes, reduce errors,
increase student satisfaction and reduce cost.

Threats:
•

•

•

Changing perceptions of education: The perceived value of traditional education is changing.
Employers are increasingly looking for evidence of specific skill sets and competencies, rather
than just a degree. Given the rising costs of education, some degrees will become obsolete, as
employers accept certifications and portfolios to fill high demand jobs.
Declining numbers of domestic students: In the past three years, enrollments in U.S. colleges
and universities has dropped consistently. According to Bloomberg business, in 2014, there was
a 2.3% decline representing a drop of 463,000. According to the National Student Clearing
House, the 2015 drop was 1.9% representing a decline of 400,000. The community colleges are
seeing even bigger declines of 3.9% and the for-profits are seeing declines of 4.9%.
Market saturation for adult education providers: As online education becomes the norm with
branded universities, community colleges scale up the delivery of baccalaureates, state
24
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•

•

•

universities increase their distributed campus models and for-profits become non-profits, CityU
will struggle to differentiate itself in these saturated markets.
Difficulty attracting and retaining top talent: Job cuts, salary freezes and employee furloughs
precipitated by the years of enrollment decline has created market compensation disparity at
the University. Coupled with a near full employment condition in the PNW and a growing
economy and job outlook, action will be required to prevent the loss of committed, hardworking full-time employees and instructors and it will be increasingly difficult to attract top
talent to replace them.
Changing state and federal regulations: CityU needs to remain responsive to accreditation
requirements, changing governmental regulations (both domestically and internationally), and
other regulatory requirements that impact the University, and impact its students.
Declining tuition rates: Tuition rates have been declining for many Washington State
universities as mandated and funded by the state legislature. In 2015/16, the state institutions
lowered their tuition by 5%. These levels will drop an additional 15% next year. Additionally, a
number of local private institutions are offering lower tuition rates especially at the
undergraduate level.
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APPENDIX C: COMPETITIVE ANALYSIS
CityU’s Competitors
While national enrollment trends for domestic students have been declining by an average of 2% per
year over the last three years, Washington State enrollment trends for domestic students are now
increasing, particularly among minority populations. Hispanic and Asian populations comprise the
fastest growing populations in higher education, nationally and in Washington State. Enrollments for
adult populations (35+) are projected to increase 12.5% between 2016 and 2022 nationally, and
estimates project this number higher in the Greater Seattle area, where 57% of residents over the age of
25 have at least a bachelor’s degree. Many adult learners are returning to school for additional
credentials to remain competitive in the Pacific Northwest’s saturated technology, healthcare,
engineering, and business industries.
There seems to be a correlation between increasing enrollment trends, the state-mandated decreases in
tuition costs among public universities and community colleges and the expansion of bachelor degree
granting public institutions in Washington State. A competitive analysis of our tuition rates by course
reveals that we are priced higher than average for undergraduate programs, slightly below average for
graduate programs, and lower than average for doctoral programs. An analysis of CityU’s competition
reveals that its nonprofit status; local presence; tuition rates at the graduate and doctoral levels; focus
on academic quality and instructional excellence; and agility in terms of delivery options provide distinct
advantages over other competing institutions. Competitors who have well-funded marketing and
student support structures; lower costs and time-to-completion; and a more diverse array of program
offerings have historically cut into our target markets.
Undergraduate Programs
Institution

Common Degrees / Subjects

Univ. of Phoenix

Business, Technology,
Education, Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$1,975

Grand Canyon University

Business, Technology,
Education, Psychology,
Theology, Performing Arts,
Medical Studies and Athletic
Sciences, Criminal, Political and
Social Science

$1,880
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Kaplan

Business, Technology,
Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$1,855

CityU

Business, Technology,
Education, Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin

$1,700 - 2,125

Capella

Business, Technology,
Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$1,685

Brandman University

Business, Technology,
Organizational Leadership, Early
Childhood, Nursing,
Communications, Criminal
Justice

$1,500

Arizona State University

Business, Technology,
Education, Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin, and
several more

$1,470 - $1,659

Colorado State University

Agri-business, Anthropology,
Economics, Fire and Emergency
Services, Human Services and
Family, Liberal Arts, Psychology

$1,257

UW Bothell

Business, Technology,
Education, Accounting, Human
Resources Management,
Marketing, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing, Sciences

$1,256
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UW

Business, Technology,
Education, Accounting, Human
Resources Management,
Marketing, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$1,256

CWU @ Lynnwood

Business, Technology, English,
Accounting, Marketing, Social
Sciences, Law and Justice

$1,030

EWU @ South Seattle

Applied Technology

$1,030

North Seattle College

BAS International Business

$703 -$1,172

Western Governors

Business, Technology,
Education, Accounting, Human
Resources Management,
Marketing, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$642

Graduate Programs
Institution

Degrees / Subjects

UW

Business, Accounting,
Education, Technology,
Leadership, Engineering, and
many more

$5,279

UW Bothell

Business, Accounting,
Education, Technology,
Leadership, Engineering

$4,488

Western Governors

Business, Technology, Health
Care Management, Leadership,
Accounting, Technology,
Nursing

$3,200 / six months
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Kaplan

Business, Technology,
Education, Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin,
Nursing

$2,271

Grand Canyon University

Business, Technology,
Education, Psychology, Medical
Studies and Athletic Sciences,
Criminal, Political and Social
Science

$2,240

Univ. of Phoenix

Business, Criminal Justice,
Health Care Admin, Education,
Psychology

$2,220

Capella

Business, Counseling, Criminal
Justice, Education, Health
Sciences, Human Services,
Technology, Nursing,
Psychology, Public Admin, Social
Work

$2,160

CityU

Business, Technology,
Education, Project
Management, Counseling
Psychology, Criminal Justice,
Health Care Admin, Leadership,
Adult Learning

$1,995

Brandman University

Business, Organizational
Leadership, Public
Administration, Human
Resources, Education, Special
Education, Nursing, Psychology

$1,830

Colorado State University

Business, Technology,
Education, Engineering, Project
Management, Counseling
Psychology, Criminal Justice,
Health Care Admin, Leadership,
Adult Learning

$1,590 – $2,985 (Bus and tech)
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Arizona State University

Business, Technology,
Education, Accounting, Project
Management, Human Services,
Applied Psychology, Criminal
Justice, Health Care Admin, and
several more

$1,476 - $2,556

CWU Lynnwood

Professional Accountancy

$1,391

WWU @ NSC

Education

$1,352

Doctoral Programs
Kaplan

Doctor of Nursing Practice

$3,500

Brandman University

Nursing, Education

$2,850 – $3,210

Colorado State University

Higher Education Leadership,
Organizational Learning
Performance and Change,
Systems Engineering

$2,520 - $2, 985

Capella

Business, Counseling, Criminal
Justice, Education, Health
Sciences, Human Services,
Technology, Nursing,
Psychology, Public Admin, Social
Work

$2,520 - $2,912

University of Phoenix

Business, Education,
Management, Health Admin

$2,430

CityU

Education / Leadership,
Business Admin

$2,085

Grand Canyon University

Business, Education,
Psychology, Nursing

$1,920

STRENGTHS AND WEAKNESSES OF COMPETITORS

The table below shows where CityU stacks up against the competitors listed above including the
advantages and disadvantages that CityU has when compared with the other schools.
School
University of Phoenix

Advantages CityU Has
Less expensive at the graduate
level; CityU is non-profit; CityU
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Advantages Competitor Has
Cheaper at the undergraduate
levels; Well-funded marketing
and academic efforts; very

has a better reputation for
quality.
Kaplan

Less expensive at the graduate
level; CityU is non-profit; CityU
may have an advantage of being
a local institution.

Capella

Less expensive at the graduate
level; CityU is non-profit; CityU
may have an advantage of being
a local institution.

Western Governors

CityU’s course-based programs
are easier for students to
understand; competency-based
programs are not for everyone;
There have been concerns with
time to completion and quality
of instruction.
CityU is an open enrollment
school so access is open without
selectivity at the bachelor’s and
master’s; CityU’s time to
completion is lower as students
have an easier time getting into
the classes they want.
CityU is an open enrollment
school so access is open without
selectivity at the bachelor’s and
master’s; CityU’s time to
completion is lower as students
have an easier time getting into
the classes they want.
CityU has far more bachelor’s
programs and can support the
transition into graduate work.
CityU has far more bachelor’s
programs and can support the
transition into graduate work.
Limited offerings; Limited
programs at the bachelor’s level
only.

UW Bothell

UW

CWU @ Lynnwood
EWU @ South Seattle
North Seattle College

complete portfolio of programs
at bachelor’s, master’s, and
doctoral levels.
Cheaper at the undergraduate
levels; Well-funded marketing
and academic efforts; very
complete portfolio of programs
at bachelor’s and master’s
levels.
Cheaper at the undergraduate
levels; Well-funded marketing
and academic efforts; very
complete portfolio of programs
at bachelor’s, master’s, and
doctoral levels.
Offer programs in many more
areas; Costs and time to
completion for motivated
students can be far lower;
students don’t have to TAKE
classes in subject that they
already know.
Far cheaper; traditional coursebased approach; state schools
enjoy a better reputation than
privates; more appeal to
transfer and younger students.
Far cheaper; traditional coursebased approach; state schools
enjoy a better reputation than
privates; more appeal to
transfer and younger students.
Far cheaper; State school
reputation.
Far cheaper; State school
reputation.
Far cheaper; student can
articulate from lower division to
upper division without leaving
schools.
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Arizona State University
Colorado State University

Brandman University

Grand Canyon University

CityU may have an advantage of
being a local institution
Limited bachelor’s degree
offerings; CityU may have an
advantage of being a local
institution
CityU is cheaper at the doctoral
level; CityU may have an
advantage of being a local
institution
CityU may have an advantage of
being a local institution; GCU
church affiliation may not
appear to all students
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Cheaper; Program offerings are
far greater than CityU.
Much cheaper; Good collection
of graduate programs.
Far more program offerings;
Cheaper at the bachelor’s and
master’s level.
Far more program offerings;
Cheaper at the bachelor’s and
master’s level.

APPENDIX D: STRATEGIC OPTIONS
STRATEGIC OPTION #1: STATUS QUO
A key part of the CityU 2020 plan will be to expand its enrollments in the Pacific Northwest including
Canada. A focus on enrollment growth in this region will be the primary focus of CityU. Under the
status quo option, the University will continue its operations under its current organization and will
employ its current vision, mission and management approach but will seek ways to expand and operate
more efficiently using the Quality Improvement Model (QIM). The University will be able to capitalize
on its consistently high national rankings and its numerous prestigious specialized accreditations to
enhance its marketing message for enrollment expansion.
To gain a better understanding of the status quo option, it is useful to consider some of the University’s
key accomplishments over the past five years. During this time, the University has created 11 new
programs. At the bachelors level we have added computer science, applied computing, information
technology, criminal justice, human services and healthcare administration. At the master’s level, the
University has added programs in project management, information security, computer science and
health care administration. At the doctoral level, the University now offers two doctoral programs; one
in leadership and the other in business administration.
Through its outreach efforts the University has established partnerships with a number of organizations,
including Boeing, Cobalt/CDK, Starbucks, Korn/Ferry, Amazon, Pacific Mountain, and KEXP radio.
Through these partnerships, CityU was able to provide customized programs focused on leadership,
technology skills, and professional development. The University has also capitalized on intensive
outreach efforts which have resulted in partnerships at locations such as Shoreline Community College
and Joint Base Lewis-McChord.
Another important accomplishment has been international student growth at the Seattle campus. The
University’s International Student Office has expanded its network of agents and there is also a new
partner pathway institution in China that has begun to transfer students to CityU. Contributing to
CityU’s attraction is its downtown Seattle location and the availability of student housing in a new,
award winning student housing facility. The international student segment in Seattle now generates
18% of total university tuition revenue, up 25% over the past two years.
Additionally, the University has made important structural changes and has built productive connections
between Academics and Enrollment Services to support student satisfaction. It has also integrated
Marketing into Enrollment Services to help align recruitment efforts.
The University has been able to reduce its cost per unit taught by 3.58% worldwide and by 6.28% in the
U.S. and Canada in the first half of the current fiscal year.
This collection of significant accomplishments is indicative of the type of innovation that currently is, and
will continue to be, a part of a status quo option.
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FORWARD STRATEGY

A key part of the growth projections will be to focus on programs that are well aligned with job
projections in the Pacific Northwest. The business programs (BSBA and MBA) continue to be CityU’s
largest programs, accounting for over 10% of the University’s revenue. Given the economic expansion
of Seattle, which, according to Forbes, is the fifth fastest growing economy in the nation, there is likely
to be continued demand for business programs. CityU recently added a Doctor of Business
Administration program to its suite of business programs, giving it a stronger position and marketing
message for business education.
Other areas where the University can realize growth are technology, security, and health care
administration. CityU has new programs, at both the bachelor’s and master’s levels, in computer
science and health care administration. Lastly, Washington State is currently experiencing a significant
teacher shortage. It is estimated that over 1,000 teaching jobs are open across the state. As more new
teacher candidates are drawn toward education, the University can be a key provider of education
degrees in the state using its existing programs in the School of Education, although optimism on this
opportunity is moderated by the reality of issues with significant price competition.
This fall, the University hopes to add a Masters of Professional Accounting and a BS in Cyber Security
and Information Assurance. As part of a status quo option, the University will continue to investigate
new programs that align with job demands in the Pacific Northwest. While an emphasis will be placed
on differentiated and aligned graduate degrees, there may be efforts to add undergraduate programs
where the emphasis will be placed on programs that lead to graduate degrees.

COMPETENCY-BASED PROGRAMS

Currently the University has three options for students who want to pursue competency-based
education: M.Ed., MIT, and BA Management. Given the adult market that the University serves, there is
an opportunity to expand this to other disciplines. The most likely discipline would be technology where
students often come to CityU already having learned a great deal of the program’s content through job
training. Health care administration can be another discipline appropriate for competency based
programming. Students in these, and other areas, are often seeking a degree to supplement and
validate their current knowledge. Expansion of competency-based options can be used to expand
enrollments as long as careful considerations are made regarding price points and competition.

INTERNATIONAL PARTNERS

While the primary focus of CityU will be on domestic enrollment growth, it is important to note that
international programs are a part of the University’s current operations and represent 13% of total
university tuition revenue. Over the past five years, the University has seen enrollment decline at the
European partners but has achieved significant growth in its programs in Asia and Latin America. While
tuition is discounted to meet market requirements, the delivery models also enjoy a significant
reduction in cost per student, yielding contribution margins that meet the university target of 15% in
China, Vietnam and the Czech Republic. Additional work needs to be done in Switzerland and Mexico to
increase CityU’s share of revenue and reduce expenses in order to meet this criteria. Slovakia is
currently under consideration for restructure and the partnership in Greece will be terminated. As part
of its status quo option, the University will continue to support international programs that can be
assured to be financially viable and meet the strict criteria of CityU’s academic guidelines. This will
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include initiatives to improve partner share percentages for CityU, reduce expenses and improve margin
contribution.

INTERNATIONAL STUDENTS IN SEATTLE

The University will continue to grow its population of international students who choose to come to
Seattle. This is addressed more fully in strategic option #4.
The significant growth of the international student population in Seattle is due to increases in direct
recruitment of students, an increased number of agents and, to a smaller but growing degree, the
number of transfer students from a CityU international partner pathway university.
Also, the University is expanding the options for international students. Until FY15, these students only
had business programs to choose from but the University is now beginning to open up technology
programs for international students. This fall the university welcomed its first group of student into the
MS in Computer Science.

MILITARY POPULATIONS

The University has expanded its focus on military students and made many of its programs more military
friendly in the way that they are delivered. We have also created credit and non-credit certificate
programs targeted at military students that will help them gain skills they can use to transition out of
the military and into jobs at local employers. CityU has recently been selected to offer three academic
programs at Joint Base Lewis-McChord beginning in April of this fiscal year.

Quality Improvement Model
In addition to its projected growth, the University will continue to find ways to operate in a more
sustainable manner by lowering costs and improving efficiencies. This will largely be done through the
University’s Quality Improvement Model (QIM). The goal of the QIM process is to improve efficiency and
lower costs and, in the coming years, QIM will be applied to many parts of the University.

REVENUE GROWTH PROJECTIONS

In FY15, the University grew 4.0%. The projected growth for FY16 is 4.0%. Over the next five years, the
University expects this growth pattern to continue at a rate of 4% annually with 1.5% of this growth
from inflation and the other 2.5% from enrollment growth. That is the likely scenario, given historical
trends. The best case scenario would be 9% growth achieved through 2% inflation and 7% enrollment
growth. The worst case scenario would be 2.5% growth, realized as 2% inflation and .5% enrollment
growth.

Revenues
SICs
Expenses
Margins

2013

2014

Likely Scenario – 4% Annual Growth
2015
2016
2017
2018

2019

2020

36,220,040

36,131,481

37,685,564

39,292,925

40,864,642

42,499,228

44,199,197

45,967,165

30,079

31,345

32,880

34,525

35,388

36,273

37,180

38,109

36,137,695

39,075,672

39,078,672

38,878,287

40,044,636

41,245,975

42,483,354

43,757,855

0%

-8%

-4%

1%

2%

3%

4%

5%
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Revenues
SICs
Expenses
Margins

Revenues
SICs
Expenses
Margins

2013

Best Case Scenario – 9% Annual Growth
2014
2015
2016
2017
2018

2019

2020

36,220,020

36,131,481

37,685,564

39,292,925

42,829,288

46,683,924

50,885,477

55,465,170

30,079

31,345

32,880

34,525

36,942

39,528

42,295

45,255

36,137,695

39,075,672

39,078,672

38,787,287

40,726,651

42,762,984

44,901,133

47,146,190

0%

-8%

-4%

1%

5%

8%

12%

15%

2013
36,220,040

Worst Case Scenario – 2.5% Annual Growth
2014
2015
2016
2017
2018
36,131,481

37,685,564

39,292,925

40,275,248

41,282,129

2019
42,314,183

2020
43,372,037

30,079

31,345

32,880

34,525

34,698

34,871

35,045

35,221

36,137,695

39,075,672

39,078,672

38,787,287

39,563,033

40,354,293

41,161,379

41,984,607

-8%

-4%

1%

2%

2%

3%

3%

0%

STRATEGIC OPTION #2: DIFFERENTIATED GRADUATE PROGRAMS
The Pacific Northwest, particularly the Seattle region, is currently experiencing substantial growth in
employment. King County and the Seattle area is considered to be at “full employment” as of
November 2015 (4.0% unemployment). Projected job growth categories include: construction, business
and professional services, technology, information security, health care, manufacturing and retail.
There is also a significant teacher shortage throughout the state. Nationwide, the fastest growing job
category is information security.
CityU has programs in some of these areas but there are opportunities for growth in others. The
University currently does not directly serve the largest growing job category which is construction. It
also does not directly address opportunities in manufacturing or retail, both of which are set to grow
significantly in the next five years. While the University has technology programs, there are likely going
to be shifts in this market that will require rapid changes to the technology offerings. To respond to
these shifts in the job market, CityU could create innovative and differentiated educational offerings at
the graduate level to address these growth areas in ways that are feasible and sustainable.
Over the last five years, CityU has drawn more graduate students domestically than undergraduate
students. Its largest program is its MBA which has consistently been stronger than its undergraduate
counterpart. The same is true of other graduate programs. The University currently has an even number
of undergraduate and graduate programs yet, over the past five years, graduate programs have
accounted for 68% of enrollments in the U.S. and Canada.

FORWARD STRATEGY

As part of the option to create differentiated graduate programs, the University can plan to roll out one
new program a year that addresses a growing segment of the domestic market. Such programs would
offer additional revenue above what is planned in the status quo option. Given historical patterns, the
University will conservatively plan for additional revenues as shown in the likely scenario table below by
forecasting one cohort per year at 10 students per cohort.
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This past year, the University rolled out its DBA. This program went through an improved planning and
feasibility process and had more time to recruit students. Thus, we were able to recruit 14 students in
the fall, and another group will start in the spring. The DBA is an example of a program that was
designed using a new approach to program design. The academics departments at CityU are
implementing program planning and feasibility processes to ensure that the right programs are planned
with adequate lead time to recruit cohorts of students. CityU is beginning to see the positive impact on
enrollments in new programs but this will have to be proven over time. The objective is to launch new
programs that are able to support two cohorts per year of at least 12 students as shown in the best case
scenario table below.
Should new programs not draw the kind of enrollments that are projected, the institution would limit
the new program starts to three over the next five years, with one cohort per year each and give each
new program more time for marketing and recruitment. This would limit the number of program starts
over the next five years as well as their impact on projected revenue. These numbers are shown in the
worst case table below.

Likely Scenario – New Graduate Programs
One program per year – One cohort per program
Revenue
Expenses
Margins

2017
$199,899
157,170
21%

2018
$619,687
367,058
41%

2019
$1,080,861
620,615
43%

2020
$1,686,799
988,861
42%

Best Case Scenario – New Graduate Programs
One program per year – Two cohorts per program
Revenue
Expenses
Margins

2017
$266,532
207,170
22%

2018
$726,250
427,057
42%

2019
$1,441,272
920,615
36%

2020
$2,115,732
1,288,861
39%

Worst Case Scenario – New Graduate Programs
One program ever other year – One cohort per program
Revenue
Expenses
Margins

2017
$113,266
127,170
-12%

2018
$413,124
267,057
35%

2019
$720,635
420,615
42%

2020
$1,057,865
588,861
44%
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STRATEGIC OPTION #3: EXPANDED COLLABORATION WITH
SYSTEM AFFILIATES
In recent years, CityU has collaborated with the National University System for operational issues such
as back office support and technology platforms. Plans are underway to consider integration of HR and
Business processes. However, there are a number of other areas for which integration still needs to be
examined. Under option #3, the University would expand its collaboration with the system affiliates to
include academics, student services, marketing and enrollment support. Among these, the area that is
likely to have the largest impact on the quality of the student experience at CityU will be to expand
collaboration on academic offerings.
In an effort to expand the scope of academic offerings to CityU students, efforts will be made to allow
students to transfer seamlessly between the different institutions in the National University System.
Doing this allows CityU students to take courses, concentrations, minors, etc. that CityU does not offer
and it substantially expands the number of academic offerings that the University can recruit students
for. Currently, differences in academic policies and student information systems between universities
make cross-affiliate student sharing difficult, but work has begun to homogenize policies and simplify
articulations between affiliates. Additional work needs to be done to discuss application, admission and
revenue sharing processes between the affiliates. CityU has already had students ask for the
opportunity to take courses at NU.
Another method of academic collaboration that could support enrollment growth is cross-affiliate
program development. Through collaborative efforts, new programs could be developed for the entire
system. Multiple affiliates can come together to develop a single program that all affiliates in the
system can use, thus reducing the costs of each affiliate having to develop its own program. This type of
collaboration would begin at the conceptual state where new program ideas are developed. This could
shift to be an affiliate-wide process. Program feasibility and development become shared processes
across the system. Once the program is completed and rolled out, instruction and assessment can be
shared across the system as well.

FORWARD STRATEGY

CityU can pursue two actions to expand its ability to collaborate with other system affiliates.
1. Cross-affiliate articulations: CityU will push forward with establishing processes and articulation
procedures to allow students to seamlessly pursue courses, specializations, or even programs at
another affiliate. Enabling student exchange will allow expanded student service both at the
general education and degree specialization levels.
2. Cross-affiliate program development: CityU can be part of a collaborative process to investigate
the marketability and design of programs that can be utilized by all universities in the system.
Beyond successfully implementing cross-affiliate student sharing and program development, this option
is difficult to quantify at this time. There are currently no metrics in the selected NUS metrics that
measure the success of cross-affiliate collaboration.
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STRATEGIC OPTION #4: INTERNATIONAL STUDENTS IN SEATTLE
A key part of CityU’s student population in Seattle is made up of international students who come to
Seattle to study. This student segment now represent 18% of total university tuition and represents a
potential for additional growth at much faster rates than that of the domestic student population. CityU
has an International Student Office (ISO) that recruits, advises and supports its large number of
international students.
International students come from three sources: agent recruited (48.1%), direct recruitment (48.4%),
and a recently developed source, an international partner pathway institution (3.5%). The ISO maintains
a network of 35 agents who are paid 15-20% of the student’s tuition for the first three quarters when
they refer a student to CityU. Direct recruitment students come from prospects who find CityU through
the web site and referrals and are recruited through CityU’s International Student Office. CityU also has
one international partner pathway institution in Shenzhen, China that has a transfer option built into its
model. In order for students to complete their CityU bachelor degrees they must transfer to CityU in
Seattle to do so. This was an experiment that was initiated in FY 2013 and has just begun to bear fruit.
This is the first fiscal year that the partnership has developed students eligible for transfer and 30% of
the first cohort have done so. These students are also prime prospects for recruitment into CityU’s MBA
program in Seattle.

ENGLISH LANGUAGE SUPPORT THROUGH THE WASHINGTON ACADEMY OF
LANGUAGES (WAL)

A unique and differentiating factor that CityU can offer to its international transfer students is the ability
to study English through the Washington Academy of Languages (WAL). WAL offers a number of
services to these transfer students depending on their needs. Newly transferred students, who have not
studied in a CityU program before must provide proof of English proficiency to be admitted to their
program. Often, students take an approved test of English in their home countries before arriving at
CityU. If they do not, The University tests them when they arrive. Those with insufficient English skills
are placed at an appropriate level in WAL’s English Language Programs (ELP). Students proceed through
ELP until they graduate at the end of level 6 or until they test out by retaking and passing an approved
test of English. Upon graduation or successfully retesting, they will be ready for their academic
programs.
MBA students whose English skills are close to being sufficient have the option of taking their academic
program with English support. This is known as the Assisted MBA. Students enroll in their academic
courses and also take one English support class each quarter, for three quarters or until they are able to
test out of the Assisted option.
Transfer students who have completed part of their program at one of our international partner
locations have already had to prove their English language proficiency. It is important that international
students be English proficient, even before they have the option to transfer to the U.S., as all courses,
materials, assignments, and exams are developed and delivered in English, even for classes taught incountry.
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WAL (CityU) has also been selected as a destination university for the Kingdom of Saudi Arabia’s
scholarships for English language training. Saudi students receive full tuition and housing scholarships
to receive English language training at City University of Seattle.

DISTRIBUTION OF INTERNATIONAL STUDENTS

The table below shows the distribution of international students during the fall quarter only for the past
three years. The majority of these students come to study graduate business but there is also some
growth in undergraduate student numbers as well. Many students come to CityU and are placed in ELP
before they begin their academic programs. A sizable population of international students come to CityU
only for English.

International Student Enrollment - Fall Quarter Comparison
Graduate
Undergraduate
Academically Bound
ELP only/WAL
Total

FL 13/14
146
51
55
64
316

FL 14/15
207
66
46
84
403

FL 15/16
215
58
66
91
430

Comment
Business and Tech Students
Business Students
Preprogram English study
Applied for ELP program only

International students pay full CityU tuition plus 20%. In the last year, many of these students have
been staying in the new campus housing which is a draw for international students and a source of
revenue for the University. ELP/WAL classes are priced at levels below those for academic credit.
A financial comparison for the last three years is shown in the table below. These numbers show
revenue for international students set against direct costs for the ISO and the fees paid to the agents for
recruitment.

International Student Revenue
Est. Tuition Revenue
Expenses
Agent fees
Total
Margins
SIC

FY 12/13
$5,433,006
682,292
308,627
4,442,088
82%
2,877

FY 13/14
$6,503,667
719,800
455,962
5,327,905
82%
3,611

FY 14/15
$6,786,402
756,000
472,500
5,557,902
82%
3,966

FORWARD STRATEGY

Under option 4, CityU would take steps to expand the number of international students that come to
Seattle. This can be done through a few key strategies:
•

The International Student Office (ISO) will expand its current number of offshore agents and
broaden the scope of countries in which it actively recruits. The current force is made up of 35
active agents from the countries of China, Vietnam, Taiwan, Thailand, Singapore, India,
40
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•

•

•

•
•

Mongolia and Korea. These agents are managed directly by the ISO through telephone,
electronic and semi-annual in-country visits. This agent group will be expanded to a total of 50
agencies to achieve additional coverage in existing markets while expanding the geographic
reach into new markets in Asia, Latin America and Europe.
Expand and improve student support activities specifically tailored for international student
populations – student and alumni referrals have been a strong source of international students.
The university has already begun the improvement of its international student support activities
by making an award winning student housing location available that is within walking distance
to the Seattle campus. This availability of student housing in a world class environment is an
attraction but capacity is limited. As capacity is filled in FY 2017 new housing options must be
developed.
Improve “admission to start” conversion rates. The use of CRM systems in international
advising coupled with increased contact and support for admitted students are some of the key
strategies to be initiated in pursuit of this objective.
Expand the list of programs that can receive international students. Currently only the business
programs and one graduate technology program can intake international students. The
institution will also make the “language assisted” option available to programs beyond the MBA.
Capitalize on the English language support services that the Washington Academy of Languages
provides as a key differentiator to attract international students to Seattle.
Develop and promote one additional international partner pathway institution for student
transfer to Seattle.

ADDITIONAL INTERNATIONAL PARTNER PATHWAY INSTITUTION

The partnership model created for Shenzhen Polytechnic in China provides for students to achieve a
“certificate of completion” through their three year course of study in Shenzhen and transfer to CityU in
the fourth year in order to complete the requirements for a bachelor’s degree. This degree is in high
demand in China and it is very difficult, if not impossible, for a student to transfer to a Chinese
baccalaureate level University for degree completion. The most available and attractive option for these
students is to transfer to CityU in Seattle for bachelor degree completion. One third of the students
from the first Shenzhen cohort transferred to Seattle in fall, FY 2016 representing $261,000 in revenue
to the University. Additional revenue comes from these students who are all living in the new campus
housing facility.
For FY17, the University again expects one third of the regular Shenzhen cohort to transfer to Seattle.
This group will number over 20 students, as the Chinese cohorts are growing and the word of the Seattle
experience is being relayed home to Shenzhen. Furthermore, of the students that transfer to Seattle to
complete their bachelor’s degrees, roughly 30% have indicated an intent to stay at CityU to earn their
MBAs.
As a positive by-product of this partnership, Shenzhen is also sending a group of 18 short-term study
students who will arrive in March to study English academic courses for four months. This group will pay
full university tuition and represent an additional $170,000 in revenue to the University. The short-term
study was possible only through the on-site programs we have established with Shenzhen.
As part of the forward strategy for International Students, CityU would grow its current international
pathway partnership at Shenzhen and add one additional pathway partnership in China as a longer-term
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strategic pathway to expand the number of international students. This new program would be
structured very much like the existing partnership with results to be expected in the same range of
student transfer percentages.

INTERNATIONAL STUDENT GROWTH PROJECTIONS

A realistic, long-term sustainable growth objective is likely to be a smaller increase. With proper action
on the points listed above, it is reasonable to expect that annual increases of 8% would be sustainable
for the next five years. Under a best case scenario, this annual sustainable increase could be as high as
15%. Under a worst case, they may fall as low as 5%.

Revenues
SICs
Expenses
Margins

Revenues
SICs
Expenses
Margins

Revenues
SICs
Expenses
Margins

International Students - Likely Scenario – 8% Annual Growth
2013
2014
2015
2016
2017
2018
2019

2020

$5,433,006

$6,503,667

$6,786,402

$7,072,727

$7,638,545

$8,249,629

$8,909,599

$9,622,367

2,877

3,611

3,966

4,164

4,414

4,679

4,959

5,257

990,919

1,175,762

1,228,500

1,277,640

1,388,157

1,507,847

1,637,457

1,777,796

82%

82%

82%

82%

82%

82%

82%

82%

International Students – Best Case Scenario – 15% Annual Growth
2013
2014
2015
2016
2017
2018
2019
$5,433,006

$6,503,667

$6,786,402

$7,072,727

$8,133,636

$9,353,681

$10,756,734

2020

$12,370,244

2,877

3,611

3,966

4,164

4,705

5,317

6,008

6,789

990,919

1,175,762

1,228,500

1,277,640

1,428,562

1,599,679

1,793,873

2,014,451

82%

82%

82%

82%

82%

83%

83%

84%

International Students – Worst Case Scenario – 5% Annual Growth
2013
2014
2015
2016
2017
2018
2019
$5,433,006

$6,503,667

$6,786,402

$7,072,727

$7,426,363

$7,797,682

$8,187,566

2020
$8,596,944

2,877

3,611

3,966

4,164

4,289

4,418

4,550

4,687

990,919

1,175,762

1,228,500

1,277,640

1,346,713

1,419,369

1,495,791

1,576,171

82%

82%

82%

82%

82%

82%

82%

82%

These tables represent growth only for students who are attending CityU in the U.S. They do not include
financials for in-country instruction at partner institutions.
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FINANCIAL IMPLICATIONS OF THE OPTIONS
Should CityU pursue a combination of is strategic options, it stands to realize a combined financial
benefit from options 1, 2, and 4. The benefits of option 3 are not yet quantifiable as metrics for
collaboration have not yet been identified.
By pursuing growth through the status quo option, the addition of new programs, and increased
international student populations, the University will be able to expand its revenues according to the
figures displayed in the tables below. Note that options 2 and 4 would earn revenue beginning in FY 17.
Expenses in these tables are projected estimates based largely on past performance.
The figures for increasing international student populations combine revenue from all three
international student pipelines including agents, internal referrals, and international partnership
transfers. Both the revenue and expense numbers for new graduate programs and increased
international student populations are additive and represent amounts that will be earned or spent
above the current levels accounted for in status quo.
Likely Revenue Through the Pursuit of Combined Options

Status Quo +
4%
New
Differentiated
Graduate
Programs
Increase
International
Student
Populations
Total
Status Quo
+3%
New
Differentiated
Graduate
Programs
Increase
International
Student
Populations
Total
Margins

2016
39,292,925

2017

Revenues

2018

2019

2020

40,864,642

42,499,228

44,199,197

45,967,165

199,899

619,687

1,080,955

1,686,799

282,909

588,451

918,436

1,274,820

39,292,925

41,347,450

43,707,366

46,198,588

48,928,784

38,878,287

40,044,636

41,245,975

42,483,354

43,757,855

157,170

367,058

620,615

988,861

110,517

227,831

352,404

484,730

40,312,323
3%

41,840,864
4%

43,456,373
6%

45,231,446
8%

38,878,287
1%

Expenses
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Best Case Revenue Through the Pursuit of Combined Options
2016

Status Quo + 9%

39,292,925

New Differentiated
Graduate Programs
Increase International
Student Populations
Total

39,292,925

Status Quo +5%

38,787,287

New Differentiated
Graduate Programs
Increase International
Student Populations
Total
Margins

38,787,287
1%

Revenue
2017

2018

2019

42,829,288

46,683,924

50,885,477

55,465,170

266,532

726,250

1,441,272

2,115,732

353,636

760,318

1,228,002

1,765,839

43,449,457

48,170,492

53,554,751

59,346,741

40,726,651

42,762,984

44,901,133

47,146,190

207,170

427,057

920,615

1,288,861

150,922

317,583

501,930

706,177

41,084,743
5%

43,507,624
10%

46,323,678
14%

49,141,228
17%

Expenses

2020

Worst Case Revenue Through the Pursuit of Combined Options

Status Quo + 2.5%

2016
39,292,925

New Differentiated
Graduate Programs
Increase International
Student Populations
Total

39,292,925

Status Quo +5%

38,787,287

New Differentiated
Graduate Programs

Revenue
2017

2018

2019

2020

40,275,248

41,282,129

42,314,183

43,372,037

113,266

413,124

720,635

1,057,865

176,818

362,477

557,419

762,108

40,565,332

42,057,730

43,592,237

45,192,010

39,563,033

40,354,293

41,161,379

41,984,607

127,170

267,057

420,615

588,861

Expenses
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Increase International
Student Populations
Total
Margins

38,787,287
1%

56,696

115,428

176,278

262,421

39,746,899
2%

40,736,778
3%

41,758,272
4%

42,835,889
5%
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The “City University of Seattle, Campus
Emergency, Safety, and Accident
Prevention Plan “ is provided to assist
members of the campus community before
and during emergencies. This publication
addresses the most common emergencies
and those that are most likely to occur in
the future.

EMERGENCY RESPONSES AND CRISIS
SITUATIONS

1
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The “City University of Seattle Campus Emergency, Safety, and Accident Prevention Plan “ is prepared
by the Human Resources and Facilities Departments to assist members of the campus community
before and during emergencies. While it is impossible to produce a document that is all inclusive, this
publication addresses the most common emergencies and those that are most likely to occur in the
future. Preparation is critical to be effective in emergencies. All university personnel should become
familiar with the plan’s contents. If you are unsure of what you need to do at your facility or have any
questions, contact your respective site manager or one of the following departments:
Non‐Emergency Phone Numbers:
Facilities Department (425) 681‐9666
Human Resources Department (206) 239‐4944
What is an Emergency?
An emergency is any unplanned event that can cause deaths or significant injuries to employees,
students, and visitors. An emergency is any immediate threat to life and/or property that requires
immediate response from police, fire or ambulance personnel. Emergencies can shut down entire
campuses or facilities, disrupt operations, cause physical or environmental damage, and threaten the
University’s financial standing and public image. Your judgment often determines whether an incident is
an emergency. If you find your safety in any doubt then it is an emergency situation and the procedures
in this booklet should be followed. Always error on the side of caution!


Numerous events can be considered “emergencies,” including:
o Natural Disasters: flood, earthquake
o Technological Incidents: power outage, system failure, viruses
o Fires or Haz‐Mats: building fire, explosion, airborne contaminant
o Violence or Civil Disorder: workplace violence, bomb threat, shooting
o Pandemic influenza outbreaks or outbreaks of uncommon infectious diseases

WHEN TO CALL (9) 9‐1‐1: You should call in ALL emergencies
When reporting and emergency:





Stay on line with the dispatcher.
Provide the address, location and a description of the emergency.
Provide the phone number at your location.
Provide a thorough description of the incident to ensure that appropriate resources are
dispatched.
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How to Use the City University of Seattle “Campus Emergency, Safety, and Accident Prevention Plan”
This document serves as a recommendation for general guidelines and procedures to follow in the event
of an emergency. Courses of action should always take the context of the situation into consideration.
Adjustments should be made on an as needed basis. A printed version of this should be maintained in a
safety binder at each university location.
Emergency guidelines will be reviewed and updated on an annual basis to reflect changes in City
University of Seattle policies or to respond to new emergency situations. At each university site, a
designated employee will be appointed as the CityU safety committee representative/floor captain and
is responsible for communicating safety process changes to local staff, and to maintain and update
emergency contact information.
Emergency situations are not predictable, and staff are responsible for knowing basic safety procedures
prior to an emergency. This guide provides both a general overview for emergency situations, as well as
a more detailed response plan broken up into sections based on specific situations.

7
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Emergency Responses
SHELTER‐IN‐PLACE

You may be required to Shelter‐In‐Place for events such as severe weather, major earthquake, or
Hazardous Materials release.


When notified, you should:
o
o
o
o
o



How will I be notified?
o
o
o



You are informed through radio or television public service announcements.
You observe or sense dangerous air conditions.
You receive notification from the emergency alert system

Additional actions:
o
o
o
o



Seek immediate shelter inside a building (preferably in a room with no windows).
Additionally, if you are “sheltering” due to a hazardous materials (HAZMAT) accidental
release of toxic chemicals, the air quality may be threatened and sheltering in‐place
keeps you inside an area offering more protection.
Seek inside shelter if outside.
Seal off openings to your room if possible (HAZMAT event).
Remain in place until you are told that it is safe to leave.

Close all doors and windows to the outside.
Do not use elevators as they may pump air into or out of the building (HAZMAT).
If possible, close and/or seal vents & ducts (HAZMAT event).
Do not go outside or attempt to drive unless you are specifically instructed to evacuate.

Information sources:
o

Tune to the Emergency Alert System station on your radio or television for further
information. The following are radio stations that you can tune to for emergency
broadcasts:
 Seattle Metro area ‐ KIRO AM 710, KOMO AM 1000 and KING FM 98.1

Remain in place until Police, Fire, or other Emergency Response officials tell you it is safe to leave or
until information is announced through radio or television broadcasts alerting you that it is safe to
leave.

8
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CAMPUS LOCKDOWN
City University will use explicit communication in order to identify any threat or perceived threat to
the university community or the physical facility.
Initiation of lockdown procedure
Whenever possible, the determination to declare and lockdown will be at the discretion of the
President of City University or designee(s).
Declarations of lockdowns may be made in respect to and in conjunction with local law
enforcement activities, public health situations, first responder’s activations, civil unrest, and
emergency related events.
In the event of an immediate threatening emergency where initiation of a lockdown is
necessary, site security personnel and other selected personnel at the site are authorized to
initiate a lockdown.





Electronic lockdown operation (5TH AND Wall – Seattle location)








CityU in Seattle has the capability to electronically shut down elevators and restrict access to
the building.
o One (1) roll up garage door
o Four (4) access doors
This system is accessed via a swipe card system, on any of the CityU facilities exterior swipe
card points.
These cards are kept at the Receptionist desk, the Director of Facilities’ desk, and a
representative in the Library area.
Building Engineer / Property Management also have the ability to lock the facility down
manually via the computer system.
The system will be tested on a semi‐annual basis to ensure its operability.
Three levels of lockdown will be utilized to protect the employees, students, faculty, students,
and visitors from threats.
o

LEVEL GREEN: There is a NO THREAT level to the facility or occupants.
 Normal day to day operations

o

LEVEL YELLOW: There is a threat in the area or information is presented that a local
event could potentially affect City University. This level is designed to keep
unauthorized personnel out of the facility.




Examples include: an event occurs in immediate local area, a fugitive is thought
to be in the area, threatening protests/demonstrations, above average reports
of theft & break‐ins, multiple arrests at adjacent facilities, etc.
CityU will utilize the Yellow card to:
 Lock ALL exterior doors
 Post a guard at main entrance

9
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Place signs at entrances to notify personnel to utilize the main
entrance
 Make announcements to all employees
Employees can still utilize their badges to access the facility – all hours. (if they
have that level of access under normal conditions). Note: Do not allow
tailgaters to follow you into the building – confront and report. Exiting the
building should be avoided during these times
Office activity will remain normal
Supervisors should account for personnel at all times
Screening of individuals will be conducted for people entering and exiting the
facility
All personnel will be screened to ensure they are authorized to enter
No deliveries will be accepted. Delivery operators will be instructed to
redeliver the following day
All supplies entering and exiting the facility will be checked










o

LEVEL RED: There is a direct threat to City University or its employees, faculty,
students, and/or visitors








Examples Include: an active shooter, hostage situation, direct knowledge of
planned threatening event, etc.
Level RED Lockdown is a Life Saving Safety measure – there will be no
screening unless accomplished by Law enforcement officials.
Elevators will automatically lock down to prevent access from lower levels.
Stop Office Activity
CityU will inform everyone in the building of the threat ‐ loud speaker, email,
alert system, and verbally.

Changing of Lock down status
o The determination to remove or change the status to a less secure level will only be
executed by the Director of Facilities, Security or Building management under the
approval / direction from the President or designee(s) which include the, Provost, VP of
Student Services, or HR Director of City University; and the Director of Security (or
designee) for SABEY Corporation . This would include going from a Red status to a
Yellow status, a Yellow status to a Green status or a Red status to a Green status.
o CityU will inform everyone in the building of the change in lockdown status ‐ loud
speaker, email, alert system, and verbally.
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BUILDING EVACUATION
Building evacuations will occur when an alarm sounds continuously and/or upon notification by
emergency personnel. If necessary, or if directed to do so by a designated emergency official (Floor
Captain), activate the building alarm as you exit the building. Be aware of people with disabilities in
your area who might require assistance in an emergency evacuation. Be prepared to render assistance
if necessary. Floor Captains are aware of those that may need assistance during an evacuation.
Emergency Actions:




When the alarm sounds, be prepared to leave the building immediately
Alert others to the emergency and ask if they need help in evacuating
Do not use elevators unless instructed to do so by emergency personnel

NOTE: It is suggested that people with disabilities prepare for emergencies by learning the locations of
exit corridors and enclosed stairwells and by informing their Floor Captain, faculty member and/or
classmates of the best methods of assistance during an emergency.
If evacuation is ordered, follow these procedures:









Stay calm, do not rush, and do not panic
Safely stop your work
Gather your personal belongings if it is safe to do so. Take prescription medications out with you
if at all possible; it may be hours before you are allowed back into the building
Before opening any door, feel the door. If is HOT, do not open it; if it is not hot, brace yourself
against the door, open it slightly, and if heat or heavy smoke are present, close the door and
stay in the your room.
o If you cannot leave the room,
 Open the window and hang a light‐color object out of the window to attract the
attention of emergency personnel and then close the window.
 If there if a phone in the room, call (9) 9 – 1 – 1 and report that you are trapped.
 Stuff towels, coats, or similar materials under all doors leading into the
corridors. Stay close to the floor if smoke enters the room.
o If safe, close your office door and window, but do not lock them (leave the overhead
light ON)
 Walk directly to the nearest exit, leave the building and proceed to the pre‐
designated assembly area where a head count can be taken and any missing
individuals can be noted.
 DO NOT use the elevator. If hallways and/or exit stairwells are not accessible
because of heavy smoke, return to your room, close the door and follow the
instructions give above.
 Hold handrails when you are walking on stairs
 Move to the right if you encounter emergency personnel on stairs
Assist any co‐workers or visitors who may not be familiar with the emergency evacuation
procedures.
Wait for any instructions from emergency responders
DO NOT re‐enter the building or work area until you have been instructed to do so by the
emergency responders

11
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A power outage does not necessarily call for evacuation of a building. The overall safety of the building
must first be evaluated, including lighting, hazardous materials, ventilation systems, and other
hazardous operations. If the building can be safely occupied, evacuation is not necessary.
NOTE: It is suggested that people with special needs prepare for emergencies by learning the locations
of exit corridors and enclosed stairwells and by informing their Floor Captain, co‐workers, instructors,
and/or classmates of the best methods of assistance during an emergency. If you wish to have
assistance in preplanning, please contact the Floor Captain or Safety Committee representative.

Shelter in place in lieu of evacuation
During certain emergency situations, particularly chemical releases, and some weather emergencies,
you may be advised to “Shelter in Place” rather than evacuate the building.
In the case of biological event:










Go to or stay inside the building.
Do not use elevators.
Shut and lock all windows and doors.
Turn off the heat, air conditioning or ventilation system, if you have local controls for these
systems. Most University buildings have ventilation systems controlled centrally by Facilities or
the landlord.
Quickly locate supplies you may need, e.g., food, water, radio, etc. Each CityU site has an
inventory of emergency supplies.
If possible, go to a room or corridor where there are no windows. In the event of a chemical
release, go to an above‐ground level of the building, since some chemicals are heavier than air
and may seep into basements even if the windows are closed.
If possible, monitor for additional information via the main University web page, radio or
television for further instructions.
Do not call (9) 9‐1‐1 unless you are reporting a life‐threatening situation.

In case of an active shooter event:





If you cannot escape. Stay inside or get indoors and stay in that location until emergency
responders informs you that it is safe to exit your location
Lock all entrances to your location if possible.
If you are unable to lock entrances, barricade all entrances with furniture, desks, or anything
available.
Stay low to the ground and hide if possible until the situation has ended.

Additional steps to be taken if materials are available:



In the event of a chemical, biological or radioactive material release requiring Shelter‐in‐Place,
try to seal doors and windows with duct tape or plastic sheeting (if available).
Cover cracks under doors with damp towels, coats, and similar materials.

When the “all clear” is announced



Open windows and doors.
Turn on heating, air conditioning or ventilation system.

12
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Go outside to evacuation assembly area and wait until the building has been vented. And you
receive the “all clear” to re‐enter.

13
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EMERGENCY GUIDELINES FOR DISABLED PERSONS
Evacuation of persons with physical disabilities:
This section provides a general guideline of evacuation procedures for persons with disabilities during
fire and other building emergencies. Individuals with disabilities must identify their primary and
secondary evacuation routes, and seek out colleagues (Floor Captains) who are willing to serve as
evacuation assistants, or ensure that assistance is available. Other faculty and staff members can help by
becoming aware of others who may need assistance in an evacuation
Building emergency response staff (Floor Captains) should assess the needs of any building occupants
with special needs within their zone prior to an emergency. Ask if there are staff or faculty members
who will need assistance in the event of an evacuation, and arrange for nearby individuals to serve as
evacuation assistants.
Evacuating a disabled or injured person yourself is the last resort. Consider your options and the risks of
injuring yourself and others in an evacuation attempt. Do not make an emergency situation worse.
Evacuation is difficult and uncomfortable for both the rescuers and people being assisted. Some people
have conditions that can aggravate or trigger problems if they are moved incorrectly. Remember that
environmental conditions (smoke, debris, loss of electricity) will complicate evacuation efforts.
The following guidelines have been adopted by City University of Seattle to assist in planning for the
evacuation of people with physical disabilities.
In all emergencies, after an evacuation has been ordered:
 Evacuate if possible
 DO NOT use elevators, unless authorized to do so by emergency services personnel.
 Check on people with special needs during an evacuation. A “buddy system,” where people with
disabilities arrange for volunteers (co‐workers) to alert them and assist them in an emergency, is
recommended
 Only attempt an emergency evacuation if you have had emergency assistance training or the
person is in immediate danger and cannot wait for emergency services personnel
 Always ask someone with a disability how you can help before attempting any emergency
evacuation assistance. Ask how he/she can best be assisted or moved, and whether there are
any special considerations or items that need to come with the person
If you have a physical disability and are unable to use stairways:




Stay calm, and take steps to protect yourself
If there is a working phone, call (9)9‐1‐1 and tell the police dispatcher where you are located
If you must move, we recommend the following:
o Move to an enclosed exit stairway, while taking care not to block the exit of
building personnel
o Request persons exiting by way of the stairway to notify the Fire Department of your
location
o Wait for emergency responders

14
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Power Outages:




If an outage occurs during the day and people with disabilities choose to wait in the building for
electricity to be restored, they can move near a window where there is natural light and access
to a working telephone. During regular business hours, floor captains should be notified so they
can advise emergency personnel
If people would like to leave and an evacuation has been ordered, or if the outage occurs at
night, call (9)9‐1‐1 and request evacuation assistance

The following guidelines are general and may not apply in every circumstance.





Occupants should be invited to volunteer ahead of time to assist people with disabilities in an
emergency. If a volunteer is not available, the Floor Captain will designate someone to assist
who is willing to accept the responsibility
Two or more trained volunteers, if available, should conduct the evacuation
Try to avoid evacuating people who use wheelchairs while they are still in their wheelchairs. This
is standard practice to ensure the safety of people with disabilities and volunteers. Wheelchairs
will be evacuated later if possible.
Proper lifting techniques (e.g. bending the knees, keeping the back straight, holding the person
close before lifting, and using leg muscles to lift) should be used to avoid injury to rescuer’s
backs. Certain lifts may need to be modified, depending on the disabilities of the people.
Volunteers can obtain more emergency evacuation information regarding lifting techniques
from the Human Resources Department.

Tips to remember when interacting with people with specific disabilities.


Visual Impairment
o

Provide verbal instructions to advise of the safest route or direction using simple
directions, estimated distances and directional terms.
o DO NOT grasp a visually impaired person’s arm. Ask if he or she would like to hold onto
your arm as you exit, especially if there is debris or a crowd.
o Give other verbal instructions or information (i.e. elevators cannot be used).


Hearing Impairment
o

o


Get the attention of a person with a hearing impairment by establishing eye contact. If
the person’s back is toward you, tap him/her on the shoulder to get his/her attention.
Clearly state the problem. Gestures and pointing are helpful, but be prepared to write a
brief statement if the person does not seem to understand.
Offer visual instructions that advise of the safest route or direction by pointing toward
exits or evacuation maps.

Mobility Impairment
o

It may be necessary to help clear the exit route of debris (if possible).

15
CI T Y U N I V E R SI T Y O F S E AT T L E

445

o
o
o
o

If people with mobility impairments cannot exit, they should move to a safer area, (e.g.,
enclosed stairwells, an office with the door shut which is a good distance from the
hazard and away from falling debris in the case of earthquakes).
Call 9‐1‐1 or notify police or fire personnel immediately about any people remaining in
the building and their locations.
Police or fire personnel will decide whether people are safe where they are, and will
evacuate them as necessary. The Fire Department may determine that it is safe to
override the rule against using elevators.
If people are in immediate danger and cannot be moved to a safer area to wait for
assistance, it may be necessary to evacuate them using an evacuation chair or a carry
technique.

16
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Emergency Situations
ACTIVE/GUN THREAT AND/OR WORKPLACE VIOLENCE/SHOOTING INCIDENT
Incidents involving violence in the workplace occur without warning and many times without a specific
victim in mind. All people onsite are at risk, and although workplace violence/shootings are a rare
occurrence, the ability for them to happen anywhere at any time makes being prepared a crucial
component of any public safety program.
The following recommendations should be used as guidelines. Always use common sense and keep in
mind that while the following steps can help keep you safe, they are only to be taken as
recommendations for action, not verbatim guidelines.
In all cases involving a weapon or a threat of violence:


Emergency personnel are the best equipped to handle the situation.

Notify police (9) 9‐1‐1 as soon as possible and give them the following information:






Nature of the incident
Location of the incident
Any injuries and if medical assistance is needed
Description of the person(s) involved
Description of the property involved

In case of an immediate life‐threatening event, each individual should take whatever actions are
necessary to protect his or her own life.
Do not sound the fire alarm unless there is a fire.



Fire alarms alert people to evacuate a building
Evacuation during an active threat could place people in harm’s way.

Do not approach emergency responders, let them come to you.


Raise both your hands over your head when approached or confronted by emergency
responders
o This is the universal surrender signal. Otherwise, emergency responders may not know
the difference between you and the threat/shooter.

Do not attempt to rescue injured people.


Moving them may cause further injury.
o Take note of their location and notify emergency personnel where they are as soon as
possible.

Do not drive away from the scene until you are instructed to do so. It may be unsafe.

17
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Perpetrator(s)/Shooter Outside the Building






CityU may be instructed to initiate lockdown by the local police department. Also specific
people within the facility have authority and access to immediately lock down access to the
building in the event of an outside threat.
Quickly proceed to a room that can be locked from the inside.
o Close and lock all doors and windows.
o Turn off the lights.
o Get everyone to lie down on the floor or to hide somewhere where they are not visible
from the outside.
Stay in your hiding place until a trusted official or police officer gives the all clear.
o Do not respond to unfamiliar voices. Remain hiding if you are uncertain.
Observe and make notes of the following if this can be done safely:
o Descriptions of the people involved in the act
o Vehicle(s) description
o Types and number of weapons
o Statements and other pertinent information

Perpetrator(s)/shooter Inside the Building:



Above all, attempt to escape from the building if possible, and look for an area to provide
protection/concealment.
If you cannot immediately escape, and if the room that you are in can be locked, follow the
same procedures listed above.
o If not, determine whether:
 Another room can be reached safely that is able to be locked from the inside.
 You can safely exit the building; keeping in mind an evacuation plan.
o If you cannot reach a safer location, barricade yourself in the room by placing heavy
furniture or other items in front of the door.
o If you decide to move from your current location, call (9) 9‐1‐1 if possible and safe to do
so. Do not place yourself at risk. Cell phones can alert an intruder to your location.
 Give your name and location.
 If you cannot speak leave the line open but only if it is safe to do so so law
enforcement can listen to what is taking place.
o Keep your hands free and visible at all times to aid emergency forces in identifying you
as a victim and not the shooter.

Perpetrator/shooter enters your area or classroom





As always, try and remain calm.
If possible, dial (9) 9‐1‐1 using a landline phone and alert the dispatch to the shooter’s location.
o If it is unsafe to speak, keep the landline open so that dispatchers can hear what is going
on and attempt to pinpoint your position. The location can often be determined without
having to speak if a landline is used. A cell phone is also useful for helping authorities
find out what is going on.
If you cannot escape, make every attempt to conceal yourself and/or take cover behind the
most solid object you can find (e.g., desk, cabinet or row of seats/chairs)

18
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Attempting to overpower the shooter should only be considered an absolute last resort if all
other options have been exhausted and your life is in danger.
If the shooter leaves the area, proceed immediately to a safe area.
o A safe area will be one that has been marked by emergency services, a public area away
from the site of the shooting, or somewhere you can separate yourself from the danger
(a lockable building offsite, for example).
o Attempt to not disturb any objects or items that were in the vicinity of the shooter, as
they may be important to investigators later.

Once out of the building,







Do as officers tell you.
If officers are not present, then find a place that can provide protection, concealment, and
cover.
If you know where the perpetrator/shooter is, notify officers when they arrive.
Keep in mind that the entire area is a crime scene and police will generally not allow anyone to
leave until they are able to question witnesses and the situation is fully under control.
Remain near the facility but do not go to your designated evacuation assembly area.
Wait until authorities provide instructions on how to proceed.

General Procedures Emergency Services Take during an Active Threat/Shooting Situation





A shooting is a frightening event, and although they are a rare occurrence, being familiar with
how these situations are generally handled by emergency personnel can help you remain calm
during an actual event.
Police officers responding to an emergency situation involving an active shooter make it their
goal to apprehend the perpetrator before assisting the injured. Cooperate with officers entering
the scene and follow any instructions they give you.
Keep your hands visible at all times and put down anything you are carrying.
The first officers onsite will not aid injured people. Rescue teams including emergency medical
staff will follow the officers to treat and remove injured parties. If you are injured, remain calm
and try to move yourself to a safer area if you are able.
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CRIME AND VIOLENT BEHAVIOR, and PSYCHOLOGICAL CRISIS
Reporting of Crimes in Progress (for more information see Appendix C ‐ “Violence in the Workplace”)


If you are a victim or a witness to any in‐progress criminal offense, report the incident as soon as
possible by dialing (9)9‐1‐1. You should attempt to provide as much of the following information
as possible:
o
o
o
o
o
o



Nature of the incident. MAKE SURE the dispatcher understands that the incident is in
progress!
Location of the incident.
Description of suspects involved.
Injuries that have occurred.
Description of any weapons involved.
Description of property involved.

Stay on the line with the dispatcher until help arrives. Keep the dispatcher updated on any
changes so responding units can be updated. Even if you cannot communicate, and if safe to do
so, keep the line open. The dispatcher may be able to learn more about what is happening.

Reporting of Crimes NOT in Progress


If you have become a victim of a crime and it is not an emergency or life‐threatening situation,
telephone the local Police Department (9)9‐1‐1; be prepared to provide at least the following
information:
o
o
o
o
o

Your name.
Your address.
Your telephone number.
A brief synopsis of what occurred.
Your exact location at the time of the call.

Psychological crisis





A psychological crisis exists when an individual is threatening harm to himself/herself, or is
agitated and disruptive
If a psychological crisis occurs:
o Contact Security (206‐714‐5707)

o Call (9)9‐1‐1 if the situation becomes violent or life threatening
In an unusual or potentially dangerous situation, remember the following:
o Never try to handle a situation that you feel might be dangerous

20
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CIVIL DISTURBANCES AND DEMONSTRATIONS
Most demonstrations are peaceful and people who are not involved should attempt to carry on business
as usual.
In case of a civil disturbance or demonstration:






Immediately notify the manager/supervisor
Do not get involved or become a spectator.
o Leave the area to avoid injury
Avoid provoking or obstructing demonstrators
o Do not argue or debate with any of the participants
If potential for personal harm or property damage exists, notify the manager/supervisor and/or
police by calling (9) 9 – 1 – 1
If the incident is outside:
o CityU will go on lockdown and may be instructed by local authorities to do so. Also
specific personnel have the authority to initiate a lockdown if the threat is imminent..
o Lock all doors and windows
o Close blinds to prevent flying glass

If necessary, CityU may decide to cease work operations. If evacuation is necessary, follow direction
from officials. If evacuation occurs, meet at the assigned assembly area and wait for additional
instructions and information.
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SUSPICIOUS BEHAVIOR AND PERSONAL SAFETY
The University is considered to be a safe campus. However, since the campus and our buildings are open
to the public, please lock all office doors and ground floor windows, and windows that may open onto
balconies, whenever you leave a room unattended.
If you work in an open cubicle, keep valuables (purses, backpacks) in a locked drawer. Secure laptops
with a security cable and place in a locked drawer when unattended for long periods of time.
Assist in making the worksite a safe place by being aware of your surroundings and promptly reporting
suspicious situations or persons to the proper authorities.
Victim of a crime:
If you are the victim of , are involved in, or witness to an individual behaving in an unusual or suspicious
manger or an individual is disorderly, intoxicated, committing vandalism, or other destructive act such as
assault, robbery, theft, overt sexual behavior, etc., proceed as follows:















Do not take any unnecessary risk. Cooperate. Give the person exactly what he/she ask for,
nothing more.
Keep a safe distance from the person. Watch him/her only if it is safe to do so.
o Be prepared to seek protection in a nearby room or evacuate (if it is safe to do so) if the
intruder/suspicious person approaches and is visibly armed with a weapon.
Do not attempt to talk with or remove the individual yourself
Notify police (9) 9‐1‐1 as soon as possible as give them the following information:
o Nature of the incident
o Location of the incident
o Any injuries and if medical assistance is needed
o Description of the person(s) involved
o Use the Suspect Description form
o Location of the person(s) involved
o Description of the property involved
o Direction of travel after the confrontation.
Get a good description of the suspicious person if personal safety allows.
o Note height, weight, sex, color, approximate age, clothing, method and
o Direction of travel, and name if known.
o This provides vital information to investigating police officers.
Should a suspicious person attempt to leave the scene in a vehicle, bicycle, etc… note the make
and model, license number (if possible), color, outstanding characteristics, etc.
Remain where you are until a police officer arrives
o If possible, write down all details you can remember as soon as possible to help you
remember them later.
Do not to tamper with the crime scene by removing evidence or cleaning up the site.
o Await instructions from emergency personnel before entering a crime scene.
Do not interfere with:
o Persons committing the crime/creating the disturbance
o Wait for Law enforcement authorities to arrive on the scene
Supervisors should be made aware of any crimes that take place onsite.
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Workplace Risks:
The following situations or activities are considered to be potential workplace risks:







Working alone at night and during the early morning hours
Exchange of money
Presence of valuable items such as money or jewelry
Availability of prescription drugs
Working with patients, clients, customers or students known or suspected to have a history of
violence
Employees or former employees with a history of assaults or who exhibit belligerent,
intimidating or threatening behavior

Every site or department should perform an initial assessment to identify its particular workplace
security issues. If that assessment determines university employees are at significant risk, the
responsible manager or supervisor should contact the Facilities Department for additional information
and training.
Personal Safety Tips
















Be observant and aware of your surroundings at all times
Keep a list of emergency numbers with you
If you feel uneasy about a stranger or unusual noise, call police at (9) 9‐1‐1
Secure valuables (purse, wallets, backpacks, briefcase, PDAs, laptop computers, and cell phone,
etc.)
Lock your door and lock your filing cabinets, desk, etc., whenever you leave your office or
workspace
Always keep the door to your room locked when you are working alone
Do not let people into a locked building or office unless you work with them or they have been
properly identified. If the person gives you any problems, call the police.
If a suspicious person is seen roaming around, or suspicious calls are received, contact the police
immediately. Do not investigate a suspicious person or noise outside by yourself.
If you need to work late, you may want to move your car closer to your building.
Remember to always lock your car. Do not leave valuables in plain sight in your car; remove all
briefcases, computer cases, tote bags, gym bags, and all electronic accessories.
o Also, remove any mounting devices for the electronic equipment/ accessories from the
vehicle or conceal them so they are not visible to anyone looking into the vehicle. A
mounting device left in view may be an indicator to the thief that its associated
electronic device may still be hidden in the vehicle (glove compartment).
Walk with a co‐worker ‐ call Security for an escort.
Walk in an alert and confident manner, actively pay attention to your surroundings, and do not
wear earphones
Choose the best lit, most traveled paths when walking.
Take a self‐defense course
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VIOLENCE IN THE WORKPLACE
General Statement
City University of Seattle is committed to providing students, faculty, staff and visitors a safe and
healthful environment. Accordingly, the University prohibits acts of violence or threats of violence in the
campus community or the workplace. This prohibition extends to persons conducting business with or
visiting the University, even though such persons are not directly affiliated with the University.
II. Definitions
1. An act of violence is conduct that intentionally or recklessly causes bodily injury to another person or
damage to property.
2. A threat of violence includes any behavior that could be interpreted by a reasonable person as intent
to cause physical harm to another person or damage to property.
3. Employee means faculty, staff and/or student employees.
4. Workplace means all University facilities and other locations where an employee is engaged in
University business.
III. Reporting Requirements
1. Employee involvement is essential to preventing acts or threats of violence in the workplace. Each
employee is therefore responsible for immediately reporting to his or her supervisor or department
head and to the Human Resources Department any such act or threat.
2. The University will ensure that all reports of workplace violence are treated confidentially to the
maximum extent possible.
3. Anyone who experiences, observes, or otherwise knows of an imminent act or threat of violence
should immediately call Security and/or Human Resources Department.
IV. Investigations
The University will promptly and thoroughly investigate all threats or acts of violence in the workplace.
V. False Charges
Bringing a knowingly false charge under this statement is prohibited and may be illegal.
VI. Retaliation
Retaliation against anyone for reporting a violation of this statement or for cooperating in an
investigation under this statement is prohibited. Retaliation includes, but is not limited to, acts of
reprisal, interference, restraint, penalty, discrimination, intimidation or harassment against an individual
or group.

VII. Weapons
24
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The University will strictly enforce rules against possessing or storing firearms, explosives, dangerous
chemicals, substances, instruments or other weapons which can be used to inflict bodily harm on any
individual, or damage upon a building or grounds of the University, or at University sponsored or
supervised events.
Exception: law enforcement personnel.
VIII. Sanctions
Any employee who violates this statement will be subject to disciplinary action, up to and including
termination. Any student who violates this statement will be subject to disciplinary action, up to and
including expulsion. Further, the University will support criminal prosecution or other remedial action
against any person who violates this statement.
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EXPLOSION
In the event of an explosion in the building, take the following actions:



Immediately take cover under tables, desks, or other objects that will give projection against
flying glass and debris (in case there are secondary explosions)
After the effects of the explosion have subsided, call the police (9) 9‐1‐1. Use a cell phone if the
land line is down Give them the following information:
o Location.
o Area where explosion occurred.
o Cause of explosion, if known.
o Injuries.

BEFORE YOU HANG UP, MAKE SURE THE 9‐1‐1 DISPATCHER HAS ALL THE INFORMATION NEEDED.








Activate the building’s alarm system
Evacuate the area as soon as it is safe to do so, following established building evacuation
procedures (see BUILDING EVACUATION).
o Assist others in exiting the building and move to your designate assembly area or 150
feet upwind from the affected building
Exit using stairways; DO NOT use elevators
Once outside, do not attempt to rescue people who are inside a collapsed or compromised
building unless you have received specific training to do to.
Keep roads and walkways clear for emergency vehicles
Wait for further instructions from emergency personnel. Do not re‐enter the building until they
instruct you to do so
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FIRE
Evacuation is mandatory for all individuals when the fire alarm is sounding. Anyone who fails to
evacuate may face disciplinary action. While evacuating, remain attentive for dangerous or criminal
activity that may be associated with the evacuation notice. Fire alarms may be associated with incidents
other than fire. It is also possible that an individual has falsely activated the alarm system. If you observe
criminal or suspicious activity, report it immediately to Police – call (9) 9 – 1 – 1. Know the location of
fire exits and alarm systems in your area, and know how to use them.
If you discover smoke or fire in the building:





Remove anyone from immediate danger
Confine the fire by closing doors as you leave the area
Activate the nearest fire alarm, or shout an alarm
Notify the local Fire Department ‐ call (9) 9 – 1 – 1 from a safe location

If you hear and alarm or see a fire – EVACUATE following the established building evacuation
procedure




















Take your emergency supplies, car keys, purse, and/or wallet and other personal items if it is
safe to do so
Do not attempt to save possessions at the risk of personal injury
While exiting, note other hazards and any remaining personnel
Proceed to safest exit/stairwell
o DO NOT USE THE ELEVATOR
o Do not block/wedge exit doors in an open position.
o The doors must remain closed to keep smoke and keep stairwells safe for evacuation
and fire personnel
If you are the last to leave, close doors behind you to confine the fire, but do not lock them
If an area is smoky, stay low to the ground
o Crawl if necessary
Assume smoke and/or fumes are hazardous
Use a wet cloth, if possible, to cover your nose and mouth
Use the back of your hand to feel the upper, lower, and middle parts of closed doors
If the door is hot or smoke is visible, do not open the door. Look for another way out
If the door is cool, brace yourself against it and open slowly
If you see fire, confine it by closing doors and windows, if safe to do so
Check in at the designated Emergency Assembly area for your site and report any noted hazards
or remaining personnel. Find your Floor Captain.
o Help to account personnel and report to the emergency staff if any occupants are
unaccounted for and may be still in the building
Never go back into a burning building
Do not return to the building until instructed to do so
Wait for further instructions from the CityU Incident Commander or the Fire Department
If you are in a lab and hear the fire alarm, shut down any hazardous equipment or processes as
you exit, unless doing so presents a greater hazard

If trapped inside your office or area:
27
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Stay calm, and take steps to protect yourself.
If possible, move to a room with an outside window.
If there is a telephone, call (9)9‐1‐1 and tell the dispatcher where you are.
o Do this even if you can see fire department personnel from the window.
o Stay where rescuers can see you through the window, and wave a light‐colored item to
attract their attention.
o Provide your telephone number
o Describe the severity of the fire, and (if known) how it started
Stuff clothing, towels or paper around the cracks in the door to help keep smoke out of your
refuge.
Be patient; rescue of occupants within large structures will take time. NOTE: Do not hang up
until the dispatcher does
Close as many doors as possible between you and the fire
If windows are operable, and you must have air, open the window
o Break windows as a last resort
If necessary signal through the window to let the Fire Department know your location

Fight the fire ONLY if:





The fire is small (wastebasket size)
You are not alone
A safe escape route is present
If this is not true, simply close the door and evacuate.

Floor Captain(s) in conjunction with the Site Leader or Incident Commander:








Coordinate an orderly evacuation of personnel to ensure all employees have evacuated the
area/floor
Perform an accurate head count of personnel reported to the designated area
Execute a search (sweep) to locate missing personnel
May provide the Fire Department personnel with the necessary information about the facility
Perform assessment and coordinate office emergency closing procedures
Report any problems to the Incident Commander at the assembly area
Provide for assistance to those that are physically challenged in emergency evacuation

Fire Life and Safety Equipment






Sprinkler systems and water flow detection devices are present in all buildings. Water flow in
these devices is monitored by an emergency dispatch center and automatically triggers a
response.
Smoke detectors are also provided in all buildings.
Manually activated fire alarm pull stations are located at exit points in buildings.
If any sprinkler, heat detector, or pull station is activated, an alarm will sound throughout the
building. Some smoke detectors will also activate the building alarm.
Elevator Fire Control may cause the building elevators to come to a halt at the main floor upon
activation of the fire alarm system. The elevators can be accessed by emergency personnel using
a key override. DO NOT attempt to use the elevators to evacuate any building.
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Emergency pathway lighting is provided in some buildings. The lighting will activate
automatically in a power failure and last for a minimum of 20 minutes.
Illuminated exit signs are provided throughout the buildings.

KNOW THE LOCATIONS OF FIRE ALARMS.
KNOW WHERE THE FIRE EXITS ARE LOCATED AND ENSURE
THEY ARE FREE OF OBSTRUCTIONS
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HAZ‐MAT (Hazardous Material) SPILL OR RELEASE
For spills, releases or incidents requiring special training, procedures or personal protective equipment
(PPE) that is beyond the abilities of present personnel, take the following steps:
 Immediately notify affected personnel and evacuate the spill area.
 Pull the fire alarm if building evacuation is required.
In the event of a chemical spill, the individual(s) who caused the spill is responsible for prompt and
proper clean‐up. It is also the responsibility to have spill control and personal protective equipment
appropriate for the chemicals being handled readily available.
If you witness a hazardous material spill and believe it is life threatening:












Call Police at (9) 9‐1‐1 if you believe the spill may be life‐threatening. Give the operator the
following information:
o Your name, telephone number and location.
o Time and type of incident.
o Name and quantity of the material, if known.
o Extent of injuries or damage, if any
Notify Facilities at 426‐681‐9666
Secure the area. Evacuate the affected area at once and seal it off to prevent further
contamination of others until the arrival of emergency personnel.
Anyone who is contaminated by the spill should wash off the contamination; remain in the
vicinity, and give his/her name to the emergency personnel. If needed, first aid can be started
immediately.
No effort to contain or clean up spills and/or releases should be made unless you have been
trained in the proper methods to do so.
Take appropriate steps to make sure no one evacuates through the contaminated area.
If an alarm sounds, follow established building evacuation procedures (see BUILDING
EVACUATION).
A campus Emergency Operations Center may be set up near the emergency site. Keep clear of
the incident command area unless you have official business.
DO NOT re‐enter the area until directed by emergency personnel.

If you are a hazardous material user,
You should be trained by your supervisor on proper use and storage of hazardous materials. This
training should include hazard information, proper procedures for preventing spills, and emergency
procedures for when a spill occurs.
If you are a hazardous material user and if you can determine that the spill is not life‐threatening, use
the following procedures:
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Leave the area of the spill and proceed to a safe location.
o Determine whether you have the proper training and protective gear to clean up the
spill.
If you are able to clean up the spill, follow proper cleanup procedures and use proper personal
protection.
Consult your supervisor and post signs as necessary

Chemical and Solvent Spills




If spill involves personal injury, remove clothing and flush with warm tap water for no less than
15 minutes
If immediate hazard exists or medical assistance is required, call (9) 9‐1‐1
For small spills and/or those not involving immediate danger to life or property:
o Confine the spill.
o Evacuate and secure the immediate area; limit access to authorized personnel
o Notify area supervisor

Any spill that could POTENTIALLY cause injury to a person or property must be reported to the Facilities
Department immediately.
Toxic Fumes




If you smell gas or other toxic fumes or experience irritation, coughing, burning eyes and/or
difficulty breathing, evacuate the area immediately
If you smell gas in a dark room, do not turn on the lights; this action could ignite the gas. Do not
touch, activate, or deactivate any power switches, fire alarms, lights etc.
Evacuate immediately and notify the Facilities Department. Do not re‐enter the area until
advised to do so by emergency personnel

The University’s “Hazardous Chemical Communication Plan” is attached in Appendix F


Currently City University of Seattle has no chemicals at any sites that qualify as “hazardous”.
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SUSPICIOUS MAIL/PACKAGES
Since 2001, there have been a limited number of incidents involving agents of terror, including Anthrax
and Ricin, being sent through the mail. The following guidelines are intended to help identify suspicious
materials and to provide procedures to follow in the event of receiving suspicious mail.
DO NOT PANIC. – Anthrax is not spread from person to person. Note the Anthrax organisms must be
rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist to cause infections in the
skin, gastrointestinal system or lungs.
Disease can be prevented after exposure to the anthrax spores by early treatment with appropriate
antibiotics.
How to Identify Suspicious Envelopes or Packages
A suspicious envelope or package might include the following:















Excessive postage
Handwritten or poorly typed address
Incorrect title or title without name
Misspelling of common words
Oily stain, discoloration, or odor
No return address
Excessive weight
Lopsided or uneven envelope
Protruding wires or aluminum foil
Excessive security material such as masking tape, string, etc.
Visual distractions
Ticking sound
Restrictive endorsements, such as "personal" or "confidential"
City or state in the postmark that does not match the return address

Pranks and Hoaxes
Pranks or hoaxes involving false threats of agents of terror, including Anthrax or Ricin, disrupt lives;
create serious safety concerns, and tax valuable University and community resources. They create
illegitimate alarm in a time of legitimate concern. The University and law enforcement authorities take
all such actions very seriously. The University will aggressively investigate any such incidents. Any
individual found responsible for such acts will be subject to University disciplinary action, up to and
including separation from the University, and prosecution under State and Federal law.
For Suspicious Unopened Mail or Packages Marked with Threatening Messages:




Do not shake or empty the contents of any suspicious envelope or package.
Place any suspicious envelope or package in a sealable plastic bag, if possible, or other type of
container to prevent the contents from leaking.
If you do not have a container, cover the envelope or package with anything (e.g., clothing,
paper, trash can, etc.) and do not remove this cover.
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Leave the room and close the door or section off the area to prevent others from entering (i.e.,
keep others away).
Wash your hands with soap and flowing water for at least 20 seconds
o Not waterless antibacterial soap
Report the incident to Senior Manager (site leader), and notify an available supervisor.
If possible, list all people who were in the room or area when the envelope or package arrived.
Give this list to responding authorities.

For Mail or Packages That Have Been Opened and Contain Powder:









If there is spilled material, do not try to clean it up and do not smell, touch or taste the material.
o Cover any spilled contents immediately with anything (e.g., clothing, paper, trash can,
etc.) and do not remove this cover.
Leave the room and close the door or section off the area to prevent others from entering (i.e.,
keep others away).
Wash your hands with soap and flowing water for at least 20 seconds
o Not waterless antibacterial soap
Report the incident to Senior Manager (site leader), and notify an available supervisor.
Remove heavily contaminated clothing as soon as possible and place in a plastic bag or other
container that can be sealed. Give this clothing to responding emergency personnel.
Shower with soap and water as soon as possible.
o Do not use bleach or other type of disinfectant on your skin.
If possible, list all people who were in the room or area, especially those who had actual contact
with the powder. Give this list to responding authorities.
Follow the instructions of responding agency officials

If There Is Question of Room Contamination (e.g., a device is triggered or a warning is received that a
ventilation system is contaminated or that a biological agent has been released in a public space):






Turn off local fans and ventilation units in the area.
Leave the area immediately.
Close the door or section off the area to prevent others from entering (i.e., keep others away).
If possible, shut down the ventilation system in the building.
If possible, list all people who were in the room or area. Give this list to responding authorities.

If you receive a suspicious package or letter notify the Facilities Department or site‐ops staff
immediately. Do not open the letter or package.
Facilities: 425‐681‐9666
Security: 206‐714‐5707
Site Operations: 206‐239‐4545 or 4506
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HOSTAGE SITUATION
The University is considered a safe campus. However in the event of an individual holding people against
their will, it is important to be familiar with the following procedures to improve the likelihood of a
favorable resolution to the situation.
If you hear or see a hostage situation:



Immediately remove yourself from danger if possible
Call Police (9) 9‐1‐1 and provide the following information:
o Location of incident
o Number and description of hostage takers
o Number and description of hostages
o Your name, location and phone number

NOTE: Do note hang up until the dispatcher advises you to disconnect.
If you are taken hostage:











Remain calm, be polite and cooperate with your captors
Speak normally
Observe the captors and try to memorize their physical traits, clothing or other details that can
help provide a description.
Try to establish a relationship with your captors and get them to know you. You want the captor
to think of you as a person not as an object. Captors are less likely to harm you if they respect
you.
If forced to present terrorist demands to authorities, state clearly that the demands are from
your captors. Avoid making a plea on your own behalf.
Try to stay low to the ground or behind cover away from windows or doors
Do not attempt escape unless there is an extremely good chance of survival
Do not complain, avoid being belligerent and comply with instructions
Do not draw attention to yourself with sudden body movements, statements, comments or
hostile looks
If possible, dial (9) 9‐1‐1 and leave the connection open
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TELEPHONE THREAT
In all cases:








Stay calm
Do not let the caller know that he/she has upset you.
If possible, signal a colleague to phone (9) 9‐1‐1 for you (out of earshot of the caller), or call as
soon as the caller hangs up.
The 911 response staff will notify appropriate law enforcement and public safety agencies.
Alert your supervisor to the situation. Do not discuss the threat with others.
Follow instructions from the 911 dispatcher
DO NOT activate the building alarm system

Voice mail:



If the caller leaves a message on your voice mail, please do not delete the message
DO NOT activate the building alarm system

E‐mail



If you receive a threatening e‐mail, do not delete the e‐mail.
o Forward the e‐mail directly to your supervisor and facilities/security department
DO NOT activate the building alarm system

Incoming Telephone call:




Listen carefully and take notes
Be polite and show interest
o Do not interrupt the caller
o Try to keep the caller talking so that you can gather more information
During the call, take notes; ascertain as much information from the caller as possible.
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BOMB THREAT
All bomb threats must be treated as a serious matter. To ensure the safety of the faculty, staff, students,
and the general public, bomb threats must be considered real until proven otherwise. In most cases,
bomb threats are meant to disrupt normal activities. The procedures described below should be
implemented regardless of whether the bomb threat appears real or not.
In Any Bomb Threat Situation:






Check your work area for unfamiliar items.
o If you see a package or foreign object‐ DO NOT TOUCH
o Report them to call Senior Manager or site leader
Take personal belongings when you leave.
Leave doors and windows open; do not turn light switches on or off.
Use stairs only; do not use elevators.
Move well away from the building and follow instructions from emergency responders.

Upon discovery of a suspicious device anywhere in the building, restrict access to the area and notify
emergency authorities
Report any suspicious persons in the work area to management
Evacuate building/campus in the event of a threat
If you receive a bomb threat by phone: – use the Bomb Threat Checklist (Appendix B )
NOTE: If you get a bomb threat at your workplace, an evacuation plan should be activated
immediately. However evacuation plans should never involve 2‐way radios or cell phones because if
there really is a bomb, these could be programmed to trigger it.










STAY CALM.
DO NOT put the caller on hold.
DO NOT attempt to transfer the call.
DO NOT HANG UP THE PHONE THAT THE CALL CAME IN ON. If possible have someone else use
another phone to call (9) 9‐1‐1, and inform your supervisor of the bomb threat.
Pay particular attention to background noises, such as running motors, music or any other
noises that may indicate the location from which the call is being made.
Listen closely to the voice to determine voice quality, accents, speech impediments, sex or any
unusual characteristics.
Complete the BOMB THREAT CHECKLIST.
o It is highly recommended that all CityU personnel become familiar with the checklist. A
Bomb Threat Checklist should be immediately available…keep the checklist close to
the phone.
Follow established building evacuation procedures (see BUILDING EVACUATION).
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If You Receive a Bomb Threat (via E‐mail, Letter or Note):



If you receive a bomb threat via e‐mail, letter or note, call Senior Manager or site leader and
save notes as evidence to be turned in to Police.
DO NOT activate the building alarm system
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MEDICAL EMERGENCY
Medical emergencies could be an injury or illness, which occurs to someone in your office. Report any
emergencies or injuries to your manager/supervisor. Fire Department personnel are trained and
certified as Emergency Medical Technicians. They will respond to medical emergencies on campus. Any
injury occurring because of an existing hazardous condition should be reported to the Emergency (9) 9‐
1‐1 Dispatcher. While awaiting emergency personnel, contact a floor captain or security guard to render
first aid until emergency personnel arrive.
If the medical emergency requires immediate medical attention or is life threatening:








Dial (9) 9‐1‐1 from any campus phone and Emergency 9‐1‐1 from any cell or pay phone for any
major emergency
Remember in any medical emergency, remain calm, use common sense, and ensure your own
safety first before rendering any first aid or medical assistance. Take note of all aspects of the
situation so that you can provide dispatchers with as much information as possible. Dispatchers
will typically ask the following questions:
o What is the nature of the medical emergency?
o What is the current condition:
o Is the person conscious?
o Is the person breathing?
o Is the person bleeding?
What is the person’s gender and approximate age?
Any known medical history?
Location of the emergency
o Where is the person located? Be prepared to offer special directions if necessary
Your name and phone number from which you are calling from.

NOTE: DO NOT HANG UP UNTIL THE DISPATCHER ADVISES YOU TO DISCONNET
The dispatcher will be dispatching police, emergency medical teams, and the fire department at the
same time that they are speaking with you.
Remain with the person with the medical emergency.
If possible, send a second person to a location where they can easily contact arriving emergency
personnel and assist them in finding the patient’s location.






Do not attempt to move a person unless they are in immediate danger (i.e., fire, building
collapse, etc.)
Public Safety personnel will respond with first aid equipment and will render basic first aid as
necessary, and summon additional assistance as required (paramedics, etc.) They will arrange
for transportation if required
Avoid unnecessary conversation with, or about, the ill or injured person. You might add to the
person’s distress or fears, increasing the risk of medical shock. Limit your communication to
quiet reassurances
Do not discuss the possible cause of an accident or any conditions that may have contributed to
the cause
Do not discuss any insurance information
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Clear the area of any bystanders to give the person privacy
After the person has been given aid and the incident is over, remain available to help the
investigating Public Safety person with pertinent information for a medical report, or, if
applicable, a Workers’ Compensation report
An Incident/Accident Report form must be completed for all incidents of job related illness and
injury. Please call Human Resources for forms and assistance. They can also be found on the
Staff Portal.

Attempt first aid ONLY if trained and qualified.
If personnel trained in First Aid are not available refer to the following General Guidelines for First Aid.
If case of rendering assistance to an individual exposed to hazardous materials, consult the Material
Safety Data Sheet (MSDS) and wear the appropriate personal protective equipment (PPE).
General Guidelines for First Aid
The City University of Seattle has attempted to make sure that each site has at least one CPR/First Aid
certified employee onsite (Floor Captain). However, it may not be the case that they will be able to get
to the scene of a first aid incidence on time. Familiarizing yourself with some basic first aid procedures
could help in the event of an emergency. If possible, try to attend first aid training with an institute such
as the Red Cross. The following are meant to be used as general guidelines and may not always apply to
the situation. Use common sense when deciding upon a course of action.


If you provide first aid, consider the following:
o Is immediate action needed in order to save a life?
o Will I place myself in harm or jeopardy?

FIRST AID IS MINOR CARE ONLY . . . DO NOT JEOPARDIZE YOUR HEALTH OR THE HEALTH OF
THE PATIENT. WAIT FOR PROFESSIONAL HELP IF YOU ARE NOT ABLE TO PROVIDE FIRST AID
SAFELY OR ARE NOT TRAINED IN FIRST AID.
Severe Bleeding:





Call Emergency (9) 9‐1‐1
Apply pressure directly to the wound using sterile gauze, sanitary napkins, or clean
handkerchiefs (avoid contact with blood or other bodily fluids)
Maintain steady pressure for 5 to 15 minutes
If bleeding is from an arm or leg, elevate the limb until emergency personnel arrive

Burns, Chemical and Thermal:





Call Emergency (9) 9‐1‐1
Immerse burned area in cool water
Loosely cover burn with dry bandage
Keep victim comfortable until emergency personnel arrive
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Choking:






Call Emergency (9) 9‐1‐1
Do nothing if the victim is moving air by coughing or gasping
If no air movement, apply five back blows to try to clear the air way.
Attempt to locate a CPR certified individual to administer CPR, if necessary.
If no CPR certified individuals are available, thrusts can be administered by grabbing the victim
from behind with your hands over the “belly button” area and quickly squeezing in and upwards
to try to dislodge the obstruction.

Fainting and Shock:







Call Emergency (9) 9‐1‐1 if necessary
Have victim lie or sit down and rest (place victim on side if unconscious)
Do not give victim anything to eat or drink while they are recovering (in case of shock)
Keep victim comfortable
Ask or look for emergency medical I.D.
Treat other injuries as necessary until emergency personnel arrive

Fractures and Sprains:




Call Emergency (9) 9‐1‐1
Keep victim comfortable. Do not attempt to move them!
Keep injured area immobile until emergency personnel arrive

Poisoning and Overdose:






Call Emergency (9) 9‐1‐1
If choking, lower head
Determine what substance was involved and how it was taken
Call local Poison Control Center at 1‐800‐876‐4766 (24 hours)
Stay with victim and assist as necessary until emergency personnel arrive

Seizures:






Call Emergency (9) 9‐1‐1
Protect victim from self‐injury by removing nearby objects
Watch for vomiting. Make sure the victim’s airway is not obstructed and turn head to the side or
lower head
Ask bystanders not to crowd the person
Keep victim comfortable until emergency personnel arrive

Shock:



Call Emergency (9) 9‐1‐1
Keep victim warm and calm, with legs slightly elevated, until emergency personnel arrive

Unconscious/Unresponsive:


Call Emergency (9) 9‐1‐1
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If You Choose To Administer CPR


Check for breathing. If victim is not breathing, initiate chest compressions:
o Gently tilt head back to open the airway; watch chest and listen for air from mouth
o Administer chest compressions as required. If you don’t know CPR, continue with rescue
breathing. If possible, have a second person seek out someone with CPR training to
assist you

41
CI T Y U N I V E R SI T Y O F S E AT T L E

471

ELEVATOR MALFUNCTION
If you become trapped in an elevator, use the emergency telephone or activate the elevator emergency
bell within the elevator car. If you are not inside the elevator but hear an elevator bell, please take the
following action and call Facilities at (425) 681‐9666 or Site Operations at (206) 239‐4545.
Elevators have many safety features built into the design. On occasion there are problems when the
elevator stops and the doors do not open. Remain calm and follow the steps below.
In case of an elevator malfunction:








Activate on‐board emergency telephone or alarm.
Call Facilities at (425) 681‐9666 in Seattle or your site leader, if you hear an elevator alarm
Give building location
Tell where the car is stopped
Determine whether a medical emergency exists.
Elevators have mechanical safety brakes that will operate in all situations, even during power
failures.
Keep the occupants calm and wait for help to arrive.

Before you hang up, make sure the Facilities Department or Site Operations has all the information
they need.
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FLOODING AND WATER DAMAGE
Serious water damage can occur from many sources: burst pipes, fire sprinkler activation, clogged
drains, broken skylights and windows, construction projects, major rainstorms, water main breaks, or
loss of power to sump pumps.
If a water leak occurs:











Call Facilities at (425) 681‐9666 and give the following information:
o Your name
o Telephone number
o Location of the leak (building, floor, room number, etc.)
o Severity of the leak
o Indicate whether any people or equipment are involved or are in imminent danger
If you know the source of the water and are confident of your ability to stop it (unclog the drain,
turn off the water, etc.), do so cautiously
If there are electrical appliances or outlets near the leak, avoid contact
If there is any possible danger, evacuate the area
If you can do so safely:
o Secure vital equipment, records, and hazardous materials by moving them to higher,
safer ground
o Shut off all non‐essential electrical equipment
Locate those persons with special needs, and provide assistance if possible. Otherwise, provide
their location to emergency responders.
Consult the Evacuation Procedures section of this booklet for additional information
Do not return to the building until instructed to do so.
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POWER OUTAGE/UTILITY FAILURE
A major power outage may not in itself be destructive, but it can be very disruptive to the education
process and to information technology. Response to a power outage/utility failure will depend on the
circumstances. For non‐emergency repairs, or if you discover a major water leak, gas leak and/or other
major utility failure; call Facilities at (425) 681‐9666. Do not attempt to correct the problem on your
own. Facilities will notify the necessary maintenance personnel, clean up and insurance representatives.
If possible, information should be obtained from Facilities Management on the extent and likely
duration of the outage. However in many cases, the likely duration cannot be determined.



NEVER use matches/candles during a blackout or power outage due to extreme risk of fire.
o Use only flashlights for emergency lighting
Check elevators to determine if anyone is trapped inside. If so, immediately call for help; do not
attempt to force open doors and rescue them. Wait for a qualified elevator mechanic

Be aware that…


Many times the problem can be corrected quickly and class disruption or evacuation may not be
needed
o Await instructions concerning evacuation of the building

Power Outage:








Call Emergency (9) 9‐1‐1 if you are injured or require emergency assistance. At present, some
buildings may not be equipped with emergency lighting or the emergency lighting may not
provide sufficient illumination for safe exit. It is recommended that you consider keeping a
flashlight and a portable radio in your office/work area. Report to Facilities at (425) 681‐9666
the
o Nature of the utility problem
o Location of the utility problem
Help co‐workers in darkened areas move to safer locations
Secure current experimental work and keep refrigerators and freezers closed
Unplug personal computers, appliances and non‐essential electrical equipment
Open windows for additional light and ventilation
Follow the instructions given by the Facilities personnel and the Police/ Fire Department

Gas Leaks (Indoor):





Evacuate the area immediately. Call Emergency (9) 9‐1‐1
Call the Facilities at (425) 681‐9666 to report the problem
Do not switch on lights or any other electrical equipment. Do not smoke in the area.
Account for all building personnel once outside and wait for further instructions from the
Emergency Coordinator, Police and/or Fire Department

Gas Leaks (Outdoor):




Evacuate the area immediately. Call Emergency (9) 9‐1‐1
Do not attempt to shut off gas or manipulate valves
Call the Facilities (425) 681‐9666 to report the problem
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Prevent vehicular traffic and pedestrians from entering the area until the Police arrive to set up
a perimeter
Do not smoke in the area or move any vehicles that are parked near the broken gas line
Follow the instructions of the Emergency Coordinator, Police and/or Fire Department
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EARTHQUAKE
Major earthquakes are possible in Washington. Being prepared can prevent loss of life and property.
Unlike other emergencies, the procedures to deal with an earthquake are much less specific. Since
earthquake magnitude cannot be predetermined, everyone must initiate emergency precautions within
a few seconds after the initial tremor is felt, assuming the worst possible case. The best earthquake
instruction is to take precautions before the earthquake (e.g., secure or remove objects above you that
could fall during an earthquake).
You can survive an earthquake and minimize its damage simply by becoming aware of potential hazards
and taking some basic earthquake preparedness measures. Being prepared at home as well as the
workplace will help you to get back to your normal routine as quickly as possible.
Preparing for an Earthquake


















Know the safe spots in your office, such as under sturdy tables, desks or against walls.
o Recognize the danger spots: windows, mirrors, hanging objects, and tall unsecured
furniture
Learn where several exits are in your office area and the building.
o Practice using alternate routes out of the building to the nearest safe evacuation area
If you are on campus after hours, contact emergency services at (9) 9‐1‐1 if you need emergency
assistance
Learn where fire extinguishers are located and how to operate them.
o The Facilities Department will schedule training on fire extinguishers if necessary
Secure and anchor equipment and furniture, including bookshelves, cabinets, and computers
Attend discussions or workshops on disaster preparedness topics
Maintain emergency food, water, and other supplies, including flashlight, a portable battery
operated radio, extra batteries, medicines, first aid kit, and clothing. Keep similar supplies in
your vehicle.
Enroll in a First‐Aid/CPR Class
Become familiar with where your designated assembly area. Make sure the meeting point is in
an area free from fixtures that could fall in the event of an aftershock
Choose an out‐of‐state point person to contact can after the quake to report and exchange
information. Keep in mind that long distance telephone lines often remain in working condition,
while local lines become inoperative
Identify safe spots in each room, such as under sturdy tables, desks, or against inside walls. Be
aware of danger spots: Windows, mirrors, hanging objects, and unsecured furniture
Keep a list of emergency phone numbers somewhere you can get to them in an emergency. If
able, program them into your cell phone
Secure appliances that could move enough to rupture utility lines
Keep breakable and heavy objects on bottom shelves
Secure heavy, tall, furniture that can topple
Put latches on cabinet doors to keep them closed during shaking
Keep flammable or hazardous liquids in cabinets, or secured on shelves
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During the Earthquake:










If indoors:
o Stay there. Remember to DUCK (drop down on the floor) and COVER (take cover under a
sturdy desk, table or other furniture).
o Stay away from windows, hanging objects, mirrors, and outside walls
o Look overhead and avoid moving under or around glass ceilings, atriums, etc.
o If that is not possible, seek cover against an interior wall. Protect your head and neck
with your arms. If you take cover under a sturdy piece of furniture, hold on to it and be
prepared to move with it. Maintain this position until the ground stops shaking and it is
safe to move
o Do not use elevators
o Do not stand in doorways
If outdoors;
o Move away from the building
o Get into an open area away from trees, buildings, walls, and power lines
o Near the beach or coast, move to higher ground.
 An earthquake can cause a tsunami.
o Avoid downed power or utility lines as they may be energized. Do not attempt to enter
buildings until you are advised to do so by the proper authorities.
If you use a wheelchair, lock the wheels and cover your head.
If driving:
o Pull over to the side of the road and stop.
 Avoid stopping near or under buildings, trees, overpasses and power lines.
o Stay inside the vehicle until the shaking is over
If in a crowded place:
o Do not rush for the doors.
o Move away from display shelves containing objects that could fall
If you are in an elevator:
o You are probably better protected than most people ‐ nothing heavy can fall on you.
o If the power fails, the elevators will stop and lights will go off.
 The Facilities Department will respond as quickly as possible and can advise you
as to how rescue operations will proceed.

After the Earthquake:











Be prepared for aftershocks. Protect yourself at all times
Check the people around you for injuries. Apply first aid if necessary. Do not move seriously
injured individuals unless they are in immediate danger
Do not use the telephone immediately unless there is a serious injury, fire, or other emergency
Replace receivers that have fallen off the hook
Check for hazards. Watch for broken glass.
Do not use lanterns, torches, lit cigarettes, or open flames, since gas leaks could be present
Open windows, etc. to ventilate the building.
Do not use your vehicle unless there is an emergency. Keep the streets clear for emergency
vehicles
Be prepared for aftershocks
Stay calm and lend a hand to others
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If your building is evacuated, follow the instructions of officials or emergency personnel
o Evacuate in an orderly fashion. Many injuries occur when people run for the exits.
Assist disabled persons in your building
Assemble in the designated assembly areas and await instructions.
Turn on a battery‐powered radio, if you have one, for up‐to‐date information pertaining to your
local area

If you are trapped in debris




Do not light a match
Move as little as possible so they you do not kick up dust.
o Cover your nose and mouth with a handkerchief or clothing
Tap on a pipe or wall at regular intervals so that rescuers can hear where you are.
o Use a whistle if one is available
o Shout only as a last resort.
 Shouting can cause you to inhale dangerous amounts of dust
o If a window is available, place an article of clothing (shirt, coat, etc.) outside the window
as a marker for rescue crews
o Emergency personnel will check building immediately after a major quake

NOTE: DO NOT USE THE TELEPHONE UNLESS IT IS NECESSARY FOR EMERGENCIES. Heavy use of the
telephone will tie up the lines and prevent emergency calls from going out.
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HEAT WAVES AND HEAT‐RELATED ILLNESS
It is estimated that over 200 people die throughout the nation each year from heat‐related illnesses. It is
important for employees to be aware of the dangers of heat exposure and what to do in the case of an
air‐conditioning outage during this time. Though many of City University of Seattle’s employees work
indoors most of the day, lunch hours, travel, and any outside activity could put employees at risk during
a heat wave.
During a heat wave:






Avoid going outside between 10am and 3pm, when UV rays are strongest
Reduce physical activity and stay indoors
Avoid eating hearty, protein‐dense meals as it can raise your metabolic rate and cause you to
lose water more quickly
Drink plenty of fluids and avoid caffeine
Use sunscreen with at least SPF 15 when going outside

If an air‐conditioning outage occurs during a heat wave:




Contact Facilities (425) 681‐9666 immediately
If available, turn on fans to keep air circulating and block direct sunlight by turning down blinds
Await further instructions from Facilities if problem is not resolved
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EXTREME COLD
Useful to know guidelines
It is possible that City University of Seattle campuses may have to deal with extreme cold fronts. It is
useful to know guidelines should such an event occur.






Check walkways and parking lots for ice. If necessary, salt walkways to prevent slips
Make sure floor mats are put near entrances for wet conditions
Dress warmly when leaving buildings
Make sure temperatures inside buildings are kept as a comfortable level
Contact facilities for problems with indoor heating. Use layers if necessary
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INFECTIOUS AND CONTAGIOUS DISEASE
City University of Seattle has developed procedures specific to certain illnesses.
Pandemic Influenza, including H1N1
For information on response guidelines for Pandemic Influenza, please reference Appendix A, “City
University of Seattle Pandemic Influenza Response Plan.”
Other Contagious or Infectious Diseases
Actionable plans pertaining to an outbreak of an infectious disease at City University of Seattle will be
developed as the need arises. Because factors such as symptoms, treatments, and best response varies
according to the type of illness being dealt with, situations involving an uncommon illness among
employees or students will need to be handled on a case by case basis. Sick employees and students
should always be encouraged to stay home to avoid spreading the illness. Updates on procedures
addressing specific illnesses will be sent to a safety representative at your location via e‐mail from
Human Resources as they are created.
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PANDEMIC
What is a Pandemic?
A Pandemic Influenza refers to a worldwide epidemic due to a dramatically different strain of influenza
virus to which there is no immunity among humans. New virus strains may spread rapidly from person
to person and in severe cases, can result in high levels of disease and death around the world. It is
impossible to predict the exact timing and severity of the next pandemic and because of its
unprecedented nature, a vaccine may not be readily available. Unlike other natural disasters, where any
disruption to business service provision is likely to be infrastructure‐related, disruption to business
operations in the event of a pandemic will mainly affect personnel and could lead to high absenteeism in
the workforce. Additionally, a pandemic could last many months over a long period of time and affect
many areas throughout the world simultaneously. Other infection control strategies such as social
distancing, isolation, and quarantine may be used to control the spread of disease and could lead to
further disruption of normal work activities.
Purpose of City University of Seattle Response Plan
In April 2009, virus H1N1 (Swine Flu) was declared a pandemic by the World Health Organization. City
University of Seattle realizes the importance to preparing their students, staff, and faculty for an
outbreak of pandemic influenza in the local community. Seasonal influenza generally hits elderly and
infantile populations the hardest. Pandemic influenza, however, poses a threat to all segments of the
population and may lead to a high level of employee absenteeism and operation disruption if continuity
plans are not established prior to an outbreak.

Assumptions







A pandemic may come and go in waves lasting from six to eight weeks for up to nine months
Workplace absentee rates could be as high as 25% during a wave of pandemic influenza
Vulnerable populations include healthy individuals and all age categories
Risk of illness is higher in areas where people co‐mingle. Campus closures may be necessary to
prevent the spread of illness.
In areas where disease has not yet spread, but is a threat, employees and students may stay
home due to fear.
It is possible that City University of Seattle may be compelled to close campuses by local, state,
or federal health authorities regardless of its desire to remain open.

Concept of Operations
1. City University of Seattle will operate in accordance with state, federal, and county recommendations
for building closures and quarantines should the situation reach a critical level.
2. Employees and any groups included in the plan will be briefed on the entire plan. Training will be
provided to staff to assist them with their emergency responsibilities.
3. The City University of Seattle Pandemic Response Plan is based on a graduated response to a growing
emergency situation. Although it includes recommendations for action, plans may be adjusted on an as‐
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needed basis or as new developments arise that are not addressed in the original document. Ultimate
decisions on action plans rest with the Crisis Response Team.
4. A course of action for pandemic outbreaks will be decided by the Crisis Response Team. Emergency
training for employees will be the responsibility of Safety Committee Representatives or a designated
Floor Captain at each campus.
5. Emergency preparedness training and supplies to aid in preventing the spread of disease will be made
available.
6. The Pandemic Response Plan will be reviewed and updated on a yearly basis to ensure accuracy.
Communication
Content of communication will be determined by the Crisis Response Team and Senior Communications
Advisor.
E‐mail: Any information pertaining to emergencies that affect City University of Seattle staff, students,
or alumni should be sent out via e‐mail. Content of updates and recipients should be determined by
Crisis Response Team.
Internet: The City University of Seattle Pandemic Response Plan should be available online and linked to
the University’s home page to use for general public information. A webpage should include links to
other useful information. This site should be updated periodically to include information on outbreaks
affecting the City University of Seattle community as it becomes available.
Crisis Response Team
Crisis Response Team Will is composed as Follows:













Senior Member: President of City University of Seattle
Crisis Action Team Leader: TBD
Senior Academic Advisor: Provost
Senior Communications Advisor: Director, Public Relations and Communications
Senior Financial Advisor: Vice President and CFO
Senior Human Resources Advisor: Director, Human Resources
Senior Legal Consultant: University Retained Attorney
Administrative Support: Executive Assistants to the President and the Provost
Senior Information Technology Advisor: Director of Information Technology
Facilities Operations Advisor: Director of Facilities
Senior Student Services Advisor: Vice President of Student Services
Emergency Training: CityU Safety Committee Rep for Each Campus

Crisis Response Team Will Determine Action Items Including But Not Limited to:






Campus closures
Cancellation of any system‐sponsored events
Monitoring of health effected individuals
Communication plans and information
Programs for mental health and psychosocial needs
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LEVEL 0: Pre‐Event Planning
Response
Crisis Response Team needs to be notified of duties and role for
each level of emergency

TBD

Chain of command established for each campus within each
department

TBD

Seminars on flu prevention and hygiene conducted through
Wellness program

Wellness Committee, HR, and
Health Care Provider

Upload pandemic influenza plan with resources to website

Director, Public Relations and
Communications

LEVEL 1 (International/National): Pandemic
Declared
Response

Responsibility

Notify faculty, staff and students of current situation and
provide access to information from the CDC website

Director, Public Relations and
Communications

As pandemic level is updated provide e‐mail communication to
correspond with information provided by the CDC

Director, Public Relations and
Communications

Assemble Crisis Response Team to respond to any increases in
severity or spread of illness as they occur

President
Director, Human Resources

Send e‐mail to all site locations leadership to notify human
resources of any illness related to the pandemic by faculty, staff,
or students

President
Director, Human Resources

Provide students, faculty, and staff with resources they can use
to learn current information about the issue (ie CDC.gov,
pandemicflu.gov, WHO.int)

LEVEL 2 (Regional): Pandemic Outbreak in Local
Community – Non‐University Victims
Response

Crisis Response Team assembled
Activate emergency student notification system

LEVEL 3 (Local): Pandemic Outbreak among
faculty, staff, or students
Response
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Director, Public Relations and
Communications
Director, Public Relations and
Communications

Responsibility
President
Director, IT

Responsibility

Crisis Response Team assembled to determine the following:
1. Campus closures
2. Cancellation of any System sponsored events
3. Monitoring of health effected individuals
4. Communication plan
5. Mental health and psychosocial needs
6. Adoption of CDC recommendations as appropriate

President

LEVEL 4 (Critical): Death within City University of
Seattle
Response

Crisis Response Team assembled
Press Statement Assembled
Crisis Counseling made available
Emergency Situation Levels:

Responsibility
President

Director, Public Relations and
Communications
Director, HR

Level 0
Crisis Response Team should become familiar with procedures in the event of an emergency on each
level. Chain of command should be established within each department and updated as needed.
Information should be available online for concerned individuals to reference.
Level 1
Crisis Response Team (all or parts) determine content of informational update to student, staff, and
faculty that will include information about the Pandemic outbreak and how City University of Seattle will
address it if it worsens. Provide links to resources for crisis hotlines, government updates, etc. through
the website and e‐mail.
Levels 2 ‐ 3
All steps for Level 1. Host webinar or provide forum for concerned employees to post their questions
and get answers in a timely fashion.
Level 4
Follow similar procedure as in Level 2‐3. Crisis counseling made available to affected individuals.
Recommendations for Action Based on CDC Guidelines
Pre‐Outbreak Preparation
Training
Training for Pandemic Flu Prevention and evacuation procedures in the event of a campus closure will
be carried out by the Safety Committee Representatives (Floor Captains) at each campus. Training will
follow guidelines approved by Crisis Response Team and CDC recommended procedures.
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Crisis Response Team
The Crisis Response Team will assemble prior to an emergency to discuss roles and confirm emergency
procedures.
Web Development
A separate website will be developed for the City University of Seattle University website on Pandemic
Influenza and how the university is handling the developing situation. A PDF version of the Pandemic
Response Plan will be made available, as well as up‐to‐date information for students, staff, and faculty.
Links to resources for further information will also be posted on this site. Content will be approved by
Crisis Response Team.

Staffing Considerations in Event of a Campus Closure
In the event of a campus closure, only essential employees should be allowed access to carry out
fundamental operations. Essential employees should be designated in advance and approved for re‐
entry before entering closed campuses.
• Critical Response Team will determine if essential employees should be allowed to return to a
closed campus and under what circumstances.
• Each phase of a pandemic should be considered when determining essential employees and
critical operations. For example, staff may be essential at Level 2 but non‐essential at Level 3.
Employees must be notified of essential/non‐essential standing in advance and agree to carry
out functions if necessary.
• Essential positions must also establish a chain of command, listing at least two substitute
employees should the first be unable or unwilling to perform essential duties.

General Workplace Guidelines to Follow in Event of a Campus Closure
Checklists will need to be tailored appropriately according to department (i.e. IT and facilities) in the
event of a campus closure.
In the event of a campus closure, the following steps need to be taken before leaving the workplace:
• Change voicemails to inform callers of office closure, both individual and departmental. Inform
callers where they can get more information (web, hotline, etc.).
• Secure office equipment
• Deposit any cash or checks
• Submit and approve timesheets
• Lock building windows and secure facility
• Remove all food and other perishable items from break rooms and unplug each unit
• Remove live plants and any food kept in office
• Remind employees to take home any valuables or possessions with them
• Turn off lights
• Shut down computers and electronic equipment

Leave Policies
All staff, faculty, and students determined to have contracted pandemic influenza should remain home
until symptoms resolve and they are physically ready to return.
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Staff: Guidelines will vary based on department. Establish a chain of command in advance so that
substitutes can fill in for affected staff. Establish a chain of command for each department and for each
campus. Include information on staff from other departments who would be able to fill in if needed.
Home phones numbers and contact information should be available so that sick employees might be
reached for questions related to work procedures
Federal law does not require employers to provide paid leave to employees who are absent from work
because they are sick with pandemic flu, or have been exposed to someone with the flu. Employees
should be able to elect the substitution of PTO if infected.
Employees may be eligible for paid leave under the Family and Medical Leave Act (FMLA) to care for
family members with serious illness. Workers who have a family member with influenza should be urged
to stay home to minimize the spread of the pandemic.
The university should consider flexible leave policies for their employees during an outbreak of
pandemic flu to prevent spread in the workplace.
City University of Seattle might consider requiring medical documentation and periodic reports of the
employee’s status as to intent to return to work and progress on recovery in order to prevent abuse of
leave policies.
Student:
Actions pertaining to the spread of illness among students will be handled by Student Services.
Student Notification system needs to be ready to go in the event of an emergency. Notifications should
include resources for concerned students to find out more information and specific information about
which areas of City University of Seattle have been affected (ie campus locations).
Faculty:
Actions concerning how to handle a stalled course due to faculty illness will be determined by the
Division of Academic Affairs.
Military and Medical:
Service in the National Disaster Medical System (NDMS) in response to a public health emergency, as
well as authorized training to prepare for such service is considered “service in the uniformed services”
and is protected by the Uniformed Services Employment and Reemployment Rights Act (USERRA).
Employees leaving because of NDMS activation have rights for reemployment upon return.
Employees called to service for the National Guard in an emergency situation also have the right to
timely reemployment following completion of service.
Business Closure
In the case of a campus closure, workers laid off due to a shutdown caused by an influenza pandemic
would be eligible for unemployment benefits if the worker meets all other UI program requirements (i.e.
worker is available to work).
A plan should be activated to help employees relying on public transit to get to work should the public
transit system be halted or shut down during an outbreak. Telecommuting and carpools with other
employees might be good options to consider.
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FMLA Leave
Employees electing to use their FMLA coverage in the event of a pandemic flu outbreak cannot be
discriminated against for doing so (ie layoffs).
Refusal to Work
Leave taken by an employee for the purpose of avoiding exposure to the flu would not be protected
under the FMLA. Ill employees should be encouraged to stay home to prevent illness from spreading in
the workplace, but able‐bodied employees should come to work to ensure continuation of operations in
the event of a widespread absence.
The best way to keep employees from fearing coming to work is to keep them informed. Issue frequent
updates on what City University of Seattle is doing to prevent the spread of illness and notify them when
employees become ill. Seminars on wellness and prevention, as well as the latest updates in healthcare
for combating disease should be readily available. If employees refuse to come to work, it may be
necessary to consider termination or lay‐offs on a case‐by‐case basis.
Sending Employees Home
If a sick employee comes to work and it is later confirmed to have flu, it is important to inform your
workforce in case they start to become sick as well.
Some states do have laws that prohibit an employer from terminating an employee who is under order
of isolation or quarantine, or has been directed to enter isolation or quarantine and chooses to come to
work anyways, although current laws should be reviewed when making a decision as to a course of
action.
Encourage sick employees to stay home to avoid spreading illness among able‐bodied workers. Review
pay policies for absences and keep employee informed on the latest health information updates.
Employees exhibiting signs of illness should be sent home as soon as possible until they recover to avoid
spreading disease.
Employers have the right to mandate that employees who are known or suspected to have pandemic
influenza to stay home if their presence poses a direct threat to the rest of the workforce.
Pay Policies
Establish a plan with payroll to determine which departments would require overtime in the event of a
mass‐absence and how this would be handled.

Press Releases and Information Disbursal
Information released should be decided upon by the Crisis Response Team in a timely fashion and sent
to students, staff, and faculty as quickly as possible following a local outbreak.


Work with EAP to develop a crisis communication hotline for concerned individuals



Create a web‐based information source that students and staff can access for the latest updates
on the pandemic and how City University of Seattle is responding



Disburse information on sicknesses, campus closures, safety measures, etc., through e‐mail



Create forums for questions to be posted so that answers can be made available quickly

58
488

NWCCU -Year S eve n R e p o r t

Campus Closures, Social Distancing, and Work Restrictions
The decision to implement social distancing methods, such as a campus closure, ultimately rests with
the Senior Members of the Critical Response Team. Quarantine will do little to improve the situation due
to the nature of pandemic influenza, and campus closure may be deemed necessary in some cases to
protect students, staff, and/or faculty. Campus closure decisions should be based on the current stage of
pandemic, number of employees who are ill, other campus closures in the immediate area,
recommendations from local and federal government to close business, and rising mortality rates.
Social Distancing Recommendations
• Cancel all public gatherings or participation in community events (i.e. job fairs)
• Cancel all City University of Seattle‐related travel
• Cancel classes involving person‐to‐person contact and conduct only online classes
• Restrict access to campus except by essential staff
• Implement telecommuting procedures where possible
• Maintain an adequate amount of space between employees when possible
• Stagger shifts or institute flex‐work policies to prevent employees from coming into contact
with each other
• Close laboratories and research labs if necessary
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SEXUAL ASSAULT AND STALKING
City University of Seattle is an educational community bound by commons standards of conduct. The
University recognizes that in order to fulfill its mission it must provide an educational environment that
is free from discriminatory practices. City University of Seattle considers sex discrimination in all its
forms to be a serious offense. This policy refers to all forms of sex discrimination including but not
limited to: unfair treatment based on sex, sexual harassment, sexual assault, sexual misconduct, and
sexual violence by students, employees, or third parties.
In compliance with Title IX, the University provides:





A statement of expectations for behavior with regard to University standards;
Resources aimed at reducing the risk of sexual violence and sexual harassment, including
educational programs for staff, faculty and students;
Procedural interventions to offer support and information following a report of sexual violence
or sexual harassment; and
Student conduct and employee disciplinary procedures that address the needs of victims or
survivors and protect the rights of alleged assailants.

To ensure the safety of the University community, which includes all staff, faculty, students, interns,
volunteers, University‐affiliated board members and visitors, offenders of this policy may be subject to
appropriate campus adjudication processes through the appropriate City University of Seattle policy. All
reported instances of sexual discrimination will be investigated and appropriate disciplinary, criminal,
and/or legal action will be taken.
RESPONSIBILITIES FOR Investigation:






Investigation and resolution of allegations of sexual discrimination and harassment involving
university employees, and related information and assistance are available by contacting the
Director of Human Resources.
Investigation and resolution of allegations of sexual harassment involving university students,
and related information and assistance are available by contacting the Vice President of Student
Services or the Title IX Coordinator.
Investigation and resolution of allegations of regarding student conduct involving university
students, and related information and assistance related to student rights and responsibilities,
are available by contacting the VP of Student Services.

TRAINING:
Title IX Awareness Programs are offered on a continual basis to students through a link on Campus
Cruiser and in the student handbook. https://slate.workplaceanswers.com/cityuseattle_student
additionally, training on Title IX is a required element for staff and faculty during orientation.
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In addition to the training, information, referrals and confidential counseling is available through the
City University Counseling Center (206) 239‐4760 for the Puget Sound campus community. The City
University Counseling Center can help facilitate the connection to resources at other campuses.
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Appendix A:
City University of Seattle, Bomb Threat
or Other Violent Threat ‐ Checklist
STAY CALM
EXACT WORDS USED TO MAKE THE THREAT (if possible):

(ATTACH EMAIL, LETTER, OR MESSAGE IF AVAILABLE)

IF THIS IS A BOMB THREAT ‐ QUESTIONS TO ASK:
1. WHEN IS THE BOMB GOING TO EXPLODE?

2. WHERE IS THE BOMB LOCATED?

3. WHAT KIND OF BOMB IS IT?

4. WHAT WILL CAUSE THE BOMB TO EXPLODE?
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5. WHAT DOES THE BOMB LOOK LIKE?

6. WHO PLACED THE BOMB?

7. WHY WAS THE BOMB PLACED?

8. WHAT IS YOUR NAME?

9. WHERE ARE YOU CALLING FROM?

IN ALL THREATS OF A VIOLENT NATURE PROVIDE A DESCRIPTION OF
CALLER’S VOICE:
Caller’s name
Accent

Race

Time of call
CIRCLE THE APPROPRIATE DESCRIPTION:
MALE
OLD
LISP
STUTTER
DEEP
RASP
RAGGED
NASAL
WHISPERING

FEMALE
MIDDLE AGED
SOFT
CRYING
LAUGHING
SLURRED
NORMAL DEEP
DISGUISED
LOUD ACCENT

YOUNG
CALM
SLOW
EXCITED
DISTINCT
RAPID
BREATHING
ANGRY
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IF THE VOICE IS FAMILIAR, WHOM DID IT SOUND LIKE?
YOUR NAME
YOUR POSITION
YOUR TELEPHONE NUMBER
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Course
CJ211_01_ON: Criminal Investigation - USADL - Fall
CJ318_01_ON: Fundamentals of Criminology CJ333_01_ON: Planning and Policy Analysis CJ340_01_ON: Intro Forensic Criminalistics - USADL
CJ340_03_MM: Intro Forensic Criminalistics CJ350_01_ON: Globalization and Crime - USADL CJ360_01_ON: Cybercrime, Tech, and Soc Chng CO210_01_ON: Oral Comm For Mgrs - SLOVAKIADL
CO210_02_IN: Oral Comm For Mgrs - BRATISL COM497_01_IL: Practicum - SEATTLE - Fall 2017COUN501_01_MM: Intro to Counseling Practice COUN501_02_MM: Intro to Counseling Practice COUN503_01_MM: Human Growth/ Development COUN503_02_MM: Human Growth/ Development COUN512_01_MM: Syst Thry:Marriage,Cpl/ Fam Cou
COUN514_01_MM: Resrch Methods and Statistics COUN522_01_MM: Syst Thry: Crisis, Disast/ Trma COUN599_01_IL: Graduate Seminar-IS - SEATTLE COUN600_01_MM: Syst Thry:Child/ Adolescnt Cnsl COUN604_01_IL: Counseling Older Adults COUN606_01_MM: Syst Thry: Couples Counseling COUN609_01_IL: Spcl Top Indiv,Relatnl,Sexl Dv COUN621_01_MM: Practicum I - SEATTLE - Fall
COUN621_02_MM: Practicum I - SEATTLE - Fall
COUN622_01_MM: Practicum II - SEATTLE - Fall
COUN651_01_MM: Internship I - SEATTLE - Fall
COUN651_02_MM: Internship I - SEATTLE - Fall
COUN651_03_MM: Internship I - SEATTLE - Fall
CPC501_01_IN: Intro To Cnslg Psych Practice CPC501_02_MM: Intro To Cnslg Psych Practice CPC501_03_MM: Intro To Cnslg Psych Practice CPC501_04_IN: Intro To Cnslg Psych Practice CPC501_05_MM: Intro To Cnslg Psych Practice -

Instructor
Dennis Thornton
Josh Carmouche
Robert Tarwacki
Jessica Giner
Kevin Brannon
Debbie Mealy
John Byers
Bohumil Kern
Jaroslava Korpova
Daniel Graetzer
Thom Field
Joyce Mphande-Finn
Ellen Carruth
Ellen Carruth
Michael Theisen
Thom Field
Joyce Mphande-Finn
Michael Theisen
Mary Kannegaard
Renee Balodis-Cox
Amy Cummings-Garcia
Amy Cummings-Garcia
Michael Theisen
Michael Theisen
Michael Theisen
Amy Cummings-Garcia
Joyce Mphande-Finn
Eric Strom
Bruce Hardy
Larry Green
Brenda Adams
Monika Penner
Shaima Ahammed

End Of Course Evaluation Summaries

Enrolled
16
12
8
8
9
5
8
9
27
2
16
16
16
16
15
7
15
1
6
2
6
2
8
8
6
6
7
8
23
18
16
23
9

Responses
5
3
3
4
5
2
1
1
1
1
12
9
13
10
11
4
6
1
3
1
3
1
8
4
3
3
4
6
4
8
13
5
2

Response Rate Total
31.25%
25.00%
37.50%
50.00%
55.56%
40.00%
12.50%
11.11%
3.70%
50.00%
75.00%
56.25%
81.25%
62.50%
73.33%
57.14%
40.00%
100.00%
50.00%
50.00%
50.00%
50.00%
100.00%
50.00%
50.00%
50.00%
57.14%
75.00%
17.39%
44.44%
81.25%
21.74%
22.22%
4.40
4.71
4.33
4.66
3.23
4.81
2.63
3.88
4.00
1.88
4.81
4.10
4.87
4.64
4.53
4.66
3.54
5.00
4.33
5.00
4.71
5.00
4.53
4.50
4.54
4.75
4.44
4.69
4.53
4.83
4.83
4.10
4.56

Participation

Health
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CPC501_06_IN: Intro To Cnslg Psych Practice Rob Roughley
CPC501_07_IN: Intro To Cnslg Psych Practice Rob Roughley
CPC502_01_IN: Syst Thry: Divers-Cultrl Psych Yaya Maria De Andrade
CPC502_02_MM: Syst Thry: Divers-Cultrl Psych Bruce Hardy
CPC502_03_MM: Syst Thry: Divers-Cultrl Psych Lisa Gunderson
CPC502_04_IN: Syst Thry: Divers-Cultrl Psych Jacqui Linder
CPC502_05_MM: Syst Thry: Divers-Cultrl Psych Jacqui Linder
CPC502_06_IN: Syst Thry: Divers-Cultrl Psych Joanne Ginter
CPC514_01_IN: Research Mthds and Statistics Glen Grigg
CPC514_02_MM: Research Mthds and Statistics Glen Grigg
CPC514_03_MM: Research Mthds and Statistics Annette Przygoda
CPC514_04_IN: Research Mthds and Statistics Boris Lesar
CPC520_01_IN: Qualitative Resrch Mthds in CP Adenike Yesufu
CPC520_02_IN: Qualitative Resrch Mthds in CP Ivana Djuraskovic
CPC522_01_IN: Psych Trauma/ Interpsnl Violenc Ron Manley
CPC522_02_IN: Psych Trauma/ Interpsnl Violenc Scott McLean
CPC524_01_IN: Psychopathology/ Psychopharm Boris Lesar
CPC525_01_IN: Testing And Assessment Bruce Hardy
CPC527_01_IN: Group Counselling Psychology Christopher Kinman
CPC527_02_IN: Group Counselling Psychology Michelle Mann
CPC527_03_MM: Group Counselling Psychology Sarah Patrick
CPC527_04_MM: Group Counselling Psychology Sarah Patrick
CPC527_05_MM: Group Counselling Psychology Jette Midtgaard
CPC527_06_MM: Group Counselling Psychology Jette Midtgaard
CPC527_07_IN: Group Counselling Psychology Belinda Leighton
CPC527_08_IN: Group Counselling Psychology Rita Martino
CPC527_09_MM: Group Counselling Psychology Fern Ashton
CPC527_10_IN: Group Counselling Psychology Boris Lesar
CPC527_11_IN: Group Counselling Psychology Maria Bianco
CPC529_01_IN: Psych Of Addiction - EDMONTON - Sean Swaby
CPC529_02_MM: Psych Of Addiction - EDMONTON - Chantelle Bailey
CPC600_01_IN: Child and Adolescent Cnsllg Laleh Skrenes
CPC600_02_IN: Child and Adolescent Cnsllg Toupey Luft
CPC604_01_IN: Psychology of Aging - GRTRVANBC - Sarah Kim

End Of Course Evaluation Summaries

8
7
22
18
14
24
9
15
19
18
9
14
19
14
20
14
13
20
13
12
11
12
6
5
13
10
6
7
7
23
6
20
13
24

4
4
1
5
13
6
2
9
1
6
9
1
5
2
2
1
2
2
2
2
2
2
6
4
3
2
1
1
2
5
2
2
1
1

50.00%
57.14%
4.55%
27.78%
92.86%
25.00%
22.22%
60.00%
5.26%
33.33%
100.00%
7.14%
26.32%
14.29%
10.00%
7.14%
15.38%
10.00%
15.38%
16.67%
18.18%
16.67%
100.00%
80.00%
23.08%
20.00%
16.67%
14.29%
28.57%
21.74%
33.33%
10.00%
7.69%
4.17%

3.97
4.16
4.50
4.25
4.70
3.71
4.56
4.51
3.13
4.60
4.83
4.00
2.78
3.50
4.75
4.13
4.88
4.38
3.38
2.81
3.31
4.50
2.00
2.03
2.62
1.75
3.88
4.75
4.63
4.00
4.50
4.88
4.13
5.00
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CPC604_02_MM: Psychology of Aging Tom Foster
CPC604_03_MM: Psychology of Aging Jacqueline Walters
CPC606_01_IN: Couple's Counselg - GRTRVANBC - Jacqueline Mann
CPC610_01_IN: Clinical Supervision - GRTRVANBC - Christopher Kinman
CPC610_02_MM: Clinical Supervision - GRTRVANBC - Christopher Kinman
CPC610_03_MM: Clinical Supervision - VANCISLAND David Stewart
CPC651_07_MM: Practicum I - GRTRVANBC - Fall
Colin Sanders
CPC651_10_MM: Practicum I - VANCISLAND - Fall Shelley Dewar
CPC651_11_MM: Practicum I - VANCISLAND - Fall Theresa Gerritsen
CPC652_01_IN: Practicum II - GRTRVANBC - Fall
Maria Stella
CPC654_02_IN: Pract I:Case Concpt&Psy Trtmnt - Koreen Martfeld
CPC654_03_IN: Pract I:Case Concpt&Psy Trtmnt - Barbara van Ingen
CPC654_04_IN: Pract I:Case Concpt&Psy Trtmnt - Mary Lynne Gokiert
CPC654_05_IN: Pract I:Case Concpt&Psy Trtmnt - Marta Edgar
CPC654_07_IN: Pract I:Case Concpt&Psy Trtmnt - Ivana Djuraskovic
CPC696_02_IN: Counselling Psychology: Thesis Ivana Djuraskovic
ENG101_01_ON: English Composition I - USADL Carolyne Begin
ENG101_02_ON: English Composition I - USADL Geoff Pope
ENG102_02_ON: English Composition II - USADL - Geoff Pope
ENG102_03_ON: English Composition II - USADL - Steve Cave
ENG102_04_MM: English Composition II - EVERETT Joan Ready
ENG102_09_MM: English Composition II Alan Dykstra
ENG102_10_MM: English Composition II Alan Dykstra
ENG102_11_MM: English Composition II Oldrich Duty
ENG102_15_ON: English Composition II Larry Johnson
ENG102_D02_MM: English Composition II Jane Cater
ENG102_DLO1_ON: English Composition II Rachel Peterson
GS295_01_ON: AS Degree Capstone - USADL - Fall Cindy Singleton
GS495_01_DS: General Studies Deg Capstone Cindy Singleton
HSVC200_01_IN: Introduction to Human Services - Sophia Elsa-Gordon
HSVC250_01_ON: Ethics of Human Services Pract - Denise Serfas
HSVC355_01_DS: Princpls Soc Justice Human Srv - Courtney Miller
HSVC420_01_ON: Advocacy Diverse Communities - Melissa Jay
HUM105_01_ON: Intro to Critical Thinking - USADL - Geoff Pope

End Of Course Evaluation Summaries

12
13
20
23
11
12
5
4
4
3
5
6
5
5
5
3
29
9
9
11
7
16
20
19
11
25
18
8
1
7
6
5
7
16

2
3
4
1
1
3
1
1
2
1
2
1
1
2
2
2
9
5
4
7
7
1
7
3
3
19
6
2
1
3
1
2
3
8

16.67%
23.08%
20.00%
4.35%
9.09%
25.00%
20.00%
25.00%
50.00%
33.33%
40.00%
16.67%
20.00%
40.00%
40.00%
66.67%
31.03%
55.56%
44.44%
63.64%
100.00%
6.25%
35.00%
15.79%
27.27%
76.00%
33.33%
25.00%
100.00%
42.86%
16.67%
40.00%
42.86%
50.00%

2.63
4.75
3.28
5.00
4.63
3.79
4.00
5.00
4.63
2.63
4.13
5.00
4.88
3.81
4.81
3.94
4.22
4.68
4.81
4.46
4.55
4.63
3.87
4.62
3.92
4.30
4.69
4.63
5.00
5.00
4.88
5.00
4.54
4.47
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HUM210_01_ON: Justice and Ethics - USADL - Fall Jada Hector
HUM220_01_ON: Introduction To The Humanities - Daniel Graetzer
MATH107_01_ON: Math Reasoning and its Apps Garrin Ross
MATH107_D01_MM: Math Reasoning and its Apps - William Middleton
MATH138_01_ON: College Algebra - USADL - Fall
Jodey Lingg
MATH138_02_MM: College Algebra - SEATTLE - Fall Jodey Lingg
MATH138_04_IN: College Algebra - BRATISL - Fall Monika Schmidtova
MATH146_01_ON: Foundational Statistics - USADL - Garrin Ross
PSY201_01_ON: Introduction To Psychology Leela Bhuyan-Duncan
PSY201_02_IN: Introduction To Psychology Jozef Simuth
PSY202_01_ON: Undrstnd Human Dev - USADL Garrin Ross
PSY209_01_ON: Fund Resrch Mthds in Soc Sci Garrin Ross
PSY316_DLO1_ON: Psychology Of Difference Leela Bhuyan-Duncan
PSY322_01_MM: Forensic Psychology - EVERETT - Ashley MacLaren
PSY324_DLO1_ON: Intro Behavioral Pharmacology - Amy Cummings-Garcia
PSY411_02_ED: Organizational Behavior - CETYS - Karina Arzumanova
PSY411_DLO1_ON: Organizational Behavior Anna Cholewinska
SCI215_01_ON: Envirnmntl Science - USADL - Fall Daniel Graetzer
SCI306_01_ON: Health and Wellness - USADL - Fall Amy Reuter
SOC306_01_ON: Sociology Hlth, Illness, Med Anna Cholewinska
SOC319_DLO1_ON: Criminal Behavior - COMBINED - Karina Arzumanova
SSC204_D01_IN: Criminal Procedural Law Jessica Giner
SSC220_02_ON: Principles Of Microeconomics Peter Krocity
SSC221_01_IN: Principles Of Macroeconomics Peter Krocity

End Of Course Evaluation Summaries

7
14
23
4
24
5
27
7
14
30
10
13
22
6
7
19
20
20
25
17
12
19
6
20

3
5
5
3
8
2
1
5
8
2
3
8
7
2
3
3
8
4
14
10
3
3
1
1

42.86%
35.71%
21.74%
75.00%
33.33%
40.00%
3.70%
71.43%
57.14%
6.67%
30.00%
61.54%
31.82%
33.33%
42.86%
15.79%
40.00%
20.00%
56.00%
58.82%
25.00%
15.79%
16.67%
5.00%

3.96
4.60
4.75
4.37
4.39
5.00
4.25
4.20
4.80
4.63
4.87
4.75
4.29
2.88
4.17
3.62
4.61
3.50
4.51
4.11
4.50
4.58
5.00
4.88
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Instructor EOCE's

HSABS

SOBM

HSABS

ASOE

1182

1182

1182

1182

ASOE

ASOE

1182

1182

ASOE

1182

USA

USA

CAN

USA

USA

USA

USA

I n st r u ct o r
Nam e

Catherine
Kelly

8

8

2

10

9

7

7

8

9

1

10

9

6

Since I have taught this course through
the mixed-mode format, I was familiar
with the content and expectations.

A second thing that worked well was
having students meet in person. Having
that face to face truly was amaz

As for two things that went well, Susan
Gray and I work well together and her
support gave me the confidence to be the
best instructor I could. She offered quick
responses to questions I had pertaining to
situations that arose in connection to
navigating Blackboard, working with
individual students needs, grading
questions, attendance questions, etc. To
me this is something that went well and
contributed to a great course.

In response to the question concerning
content in the course, I put a 8 as there
were no modules or discussion boards
created. However, I was given the course
syllabus, and sat down with my
supervisor, Susan Gray, and we built the
course schedule together. I was
given direction and support in creating
the needed items and content for the
course. I never felt unsupported or left on
my own. Susan Gray was always ready to
support and offer input when needed.

Specified content would
improve things a bit.

Syllabus, resources, material
must reflect latest biz real
world practices.

I spent at least four hours on
this course and another four
hours on the ETC 593 course
shells; paying instructors for
their time would be
appreciated.

Careful with enrolling
folks. Over the past two
quarters, I've had too many
candidates not following the
procedures laid out in each
course. Late
assignments, candidates not
reading their emails or
evening going in and looking
in the course shells have
been very troubling. The lack
of respect is also alarming.

I feel that the online portion of The rubric needs to be
this course made it difficult to looked and and aligned with
the assignment.
really answer "real-time"
questions. Yes, I used email
and sent out answers for
questions students had in their
discussion posts, but it is a far
cry from really digging in and
having students bounce ideas
off each other. There was a
missed connection of
collaboration and problem
solving I felt could have been
alleviated had this course been
a face to face 100%

The syllabus is stupendously
outdated.

It's great to have "canned"
Nope
Announcements available that faculty can
finesse a bit for their own situation.
Students were very engaged and
disciplined.
Case analysis tailored to Chinese
companies and foreign companies in
China

Su g g e st i o n s f o r
I m pr ovem en t

Multiple submissions for
Improve clarity of
instructions, as per some of
reflective math journal and
my revised documents.
instructor determined
assignments. Each submission
needs an independent link.

W h at Did n ' t W or k

The cum file review was a good
For students struggling in their
assignment. The overall goals fit well
internship this course is
with what students need. The course was difficult to complete.
very practical

Full enrollment gave good DB
interactions.

Ov e r a l l Co u r s e W h a t W o r k e d W e l l
Qu a l i t y Re a d y

ETC606_01_E Teresa OShea 8
L: Sci, Tech,
Engineer/Mth
ConcptUSADL-Fall
2017-2018

ESP540_01_
ON: Teaming
and
TransitionsUSADL-Fall
2017-2018

MBA555_04_ Mariella
ED: Business Remund
StrategyUIBE-Fall
2017-2018
CPC695_01_I Scharie
N:
Tavcer
Counselling
Psych: Resrch
Proj-CALGARYFall 20172018

GS295_01_O Cindy
N: AS Degree Singleton
CapstoneUSADL-Fall
2017-2018

MAT252_01_ Billie Holubz
ON: Math for
Elementary
TeachersUSADL-Fall
2017 2018
EGC508_01_ Tracy Elwell
MM: Counslng
Testing and
AppraisalEVERETT-Fall
2017-2018

Te r m Sch o o l Ca m p u s Co u r se
Nam e

Please see answer to question 1. I
have stated that having that support
from the supervisor is crucial in making
the course and in providing the best
instruction through collaboration
and input. I would see this as the best
way to keep improving the course by
keeping open communication.

Keep offering relevant webinars.

You are a great team and very
supportive

Give access to Master Shell so
instructor could make permanent
revisions.

Su p p o r t N e e d e d
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SOBM

SOBM

ASOE

SOBM

SOBM

SOBM

SOBM

HSABS

1182

1182

1182

1182

1182

1182

1182

1182

CAN

USA

USA

USA

EUR

USA

USA

USA

Ed Strozyk

Karen Young
Thompson

6

CPC501_03_ Brenda
MM: Intro To Adams
Cnslg Psych
PracticeVANCISLANDFall 20172018

10

MBA545_D01 Paul Rossman 8
_IN: People
and Systems
in OrgsSEATTLE-Fall
2017-2018

MBA545_01_ Susan Turner 10
ON: People
and Systems
in OrgsUSADL-Fall
2017-2018

IS306_01_ON Shawn
: Data Mgmt Hannon
Commun and
Ntwrk-USADLFall 20172018

9

9

8

Tee Nearman 5

MBA540_03_ Katerina
MM: Strategic Kalinova
Financial
ManagementCZECHREPDLFall 20172018

BSC407_11_
ED: The
Effective
OrganizationUANL-Fall
2017 2018
BSC401_D01
_MM:
Interpretatn
of Fncl
StatemntsSEATTLE-Fall
2017 2018
EEA524_01_
ON: School
Law-USADLFall 20172018

8

8

7

5

5

7

7

5

Students reported that they really
benefited from in-class small group
practice interviews with reflecting teams.

I don't think so.

Nothing

Validate and update the
modules content and links
before the session starts

Corporate change plan . . .
teams submit . . . once
again, the students benefit
from learning how to work
and succeed as part of a
team effort

HR plan . . . individuals
submit . . . this is something
they can take with them to
any company and employ.

Assignment 2 case study . . .
teams submit . . . this helps
students understand and
make effective use of
diversity . . . in contrast to
individual effort

Assignment 1 case study . . .
individuals

Make the assignments
different, as follows:

Dr. Paul Rossman

Nothing, I am well supported

All is great in this area.

Support was great

I hate Seattle time zone in
more online courses
BB, I would appreciate
possibility to switch the time
zone to my reality, it
confuses me as well as
students

Make sure that the
Make sure that all staff are aware of
assignments are generic
the tools and resources available to
enough to fit the diversity of them.
the students and not too
specific to WA alone.

Prerequisites better language I would like more training on ultra
skills and basic accounting
collaborate and how to teach online
and how to use discussion board more
effectively

Re-write the course.

The amount of readings tend to There could be bit
more standardization in the
overwhelm the students.
shell once it becomes
available to the instructor.

A lot of the modules content
and links needed updating

Prague structure of the course
is different from Seattle (4
weeks online incl. one weekend
tutorial) and therefore the
structure must be different

Since the course
is 100% online and the
students are from all over the
state, country and sometimes
world. It is tough to fit a
"generic" syllabus to the entire
group and it takes a lot of
timely customization to make it
fit for the whole class.

Students who do not speak
very much English

Students who do not want to
be participants in class

The course content is not
appropriate for undergraduate
students and the rubrics did
not allowed for choices of
grade earned in all categories

The emphasis on embracing diversity was Consider using the Haier
very well received and effective.
company book in future
classes. This book (Reinventing
Giants: How Chinese global
competitor Haier has changed
the way big companies
transform. By Fischer, B, Lago,
U., and Liu, F.(2013)) goes
step by step through a thirty
year transformation taking
Haier from being somewhat old
and dying from a corporation
standpoint . . . to one of the
most dynamic, flexible, and
customer responsive
companies in the world. When
we talk about motivation,
hiring, and corporate change,
this book is by far the best I
have found.

The assignments are very thorough and
provide students he opportunity to apply
critical thinking skills in a variety of ways.

The material that is covered helps
students understand the complex,
adaptive nature of the 21st century
organization.

blackboard and course management
support

rubrics were very helpfull

Since the course is 100% online and the
students are from all over the state,
country and sometimes world. The
Discussion Board is a great way for the
students to interact with each other.

Homework

Excel assignments

Face to face sessions with in depth
discussions and activities for students.

CI T Y U N I V E R SI T Y O F S E AT T L E

505

ASOE

SOBM

SOBM

1182

1182

1182

ASOE

ASOE

1182

1182

ASOE

1182

USA

USA

USA

USA

USA

USA

10

7

8

Rene
Antonisse

9

8

Tee Nearman 10

Becky Selby

Kathy Purcell

ECU508_01_ Lois Baker
EL:
School/Comm
unity
EngagementUSADL-Fall
2017-2018

ETC593_01_E
L: Social
Sciences/Sust
ainabilityUSADL-Fall
2017 2018
MK388_03_O
N: Global
MarketingUSADL-Fall
2017-2018
HL580_01_O
N: Qlty
Assesmnt/Im
provmnt
Hlthcr-USADLFall 20172018

EEA519_01_
DS: School
Climate and
CultureUSADL-Fall
2017-2018

EDE439_01_ Deborah
ON: Content: Gribskov
Mathematics
II-USADL-Fall
2017-2018

9

10

10

10

8

8

No

The working relationship between the
instructor and Assessor was strong.

Sagence muddied the water for
students. most did not
undderstand the difference
between graded assignments,
requirements, and
supplementary enhancements.
Many struggled with navigating
the Sagence/City University
sites since they were expected
to bounce between the two in
order to complete course
obligations.

City responded to concerns
regarding Sagence. Certainly
Sagence had much to offer,
but it was not fully
compatible with City’s
platform.

Consider moving last paper
in the last week out of the
final week to Week 5 where
the topic is the patient
experience for a more clear
alignment.

Nothing

Perspective can be broader - "school-wide" and
"district" vision for SEL
influence on culture, consider
being more inclusive of
parents/families,
The course needs scrubbing for staff, broader community
the impact of SEL on schoolwide culture and the role of the
school or district administrator.

There are close to 30 links in
this course -- and some of
them don't work, and
sometimes I can't tell what the
intended resource is.

Not as timely with my
Be consistent across all
feedback as I should have been courses for the Lesson Plan
template that is to be used...
Confusion (on my part mostly) and have that template
uploaded to all courses.... so
about this term's calendar
students aren't seeing one
caused miscommunication
about face-to-face sessions on lesson plan template in one
course and a different one,
my time line.... fixed but
possibly newer OR older, in
required "last minute"
another course.
adjustments, assignment
rethinking, etc.
If there is a change in lesson
plan templates or unit plan
templates or ..... please
notify all teachers who might
be using those templates so
there is consistency.

1. Ability to personalize some areas of the Anonymous feedback by
students leaves faculty without
course including discussions
recourse or holding students
accountable for their vicious
2. Clear content
words and behavior.

No suggestions

There is plenty of material available in
this course.

The facilitators were very supportive to
my students and myself.

The students were wonderful committed, hard working, ....

Most of the material was there, already
organized.

Reconsider anonymous student
feedback within the course.

Nothing

My learning style is "big picture" then
"break down." So, I need to see
what's possible, then get spoon fed
piece by piece. Sometimes I need to
go back to the big picture to see where
what I am working on fits. At some
point, stuff "integrates" but it takes
longer for me than most -- so I
probably have to teach a course 2 or 3
times before I'm totally comfortable
with "what is" and can get on with
"what can be." And, then I'm ready for
incremental improvements in future
teaching. What's in the course shell is
not as important as whether I see how
all the pieces fit, or don't fit, together.

As for my personal - professional
capabilities development?..... Being
more aware of the many ways students
and other educators use the various
blackboard functions, online
communications, etc. .... just takes
time.

I need to think about alternative ways
to do the 3-lesson-segment
assignment.... waiting until the end of
the term makes it difficult for me to
give good feedback AND it makes for a
difficult scoring time frame.

I would love to design the course so
that I could visit each cohort at least
once during the term. This is difficult
to do because of schedules, etc, but
there is much to be gained by "face-toface" contact.

I totally appreciate the effort of the
facilitators to help my students with
their course.

I think communication is critical, and
when there are "surprises", it impacts
the quality of the instruction.
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SOBM

HSABS

HSABS

SOBM

SOBM

HSABS

SOBM

1182

1182

1182

1182

1182

1182

1182

USA

USA

USA

USA

USA

USA

USA

10

9

8

10

PSY498_01_I Garrin Ross
L: Senior
SeminarSEATTLE-Fall
2017-2018
DBA625_01_ John Elmer
ON: Industry
Analysis/Mark
et InnovUSADL-Fall
2017 2018
8

10

MK527_01_O Herman Kwik 7
N: Consumer
BehaviorUSADL-Fall
2017-2018

MBA540_D01 Jeremy
_IN: Strategic Chambers
Financial
ManagementSEATTLE-Fall
2017-2018

ENG102_01_ Rachel
ON: English
Peterson
Composition
II-USADL-Fall
2017-2018

MBA550_01_ William
ON: Business Middlebrook
OperationsUSADL-Fall
2017-2018
ENG102_03_ Steve Cave
ON: English
Composition
II-USADL-Fall
2017-2018

8

10

5

10

10

9

10

Works well to have students working on
their paper throughout the course.

The suggested discussion questions were
generally interesting and relevant to the
course topics at hand.

It seemed to go pretty smooth overall.

The new format was very student friendly
and flowed nicely from one module to
another. Students were engaged with the
course content.

Low investment from the two
students this time.

The assignments could use
more detailed instructions for
the student, to ensure the
learning objectives are met.
Especially the final team
project really needs to be
broken down into multiple
phases that are assigned
throughout the 10 weeks to
ensure that progress is made
along the way. (I
accommodated this need by
including these periodic
deliverables as DB
assignments. But it would be
better if it was formally
integrated into the grading
structure).

- The module appeared to be
created using a different text
book. Consequently, reading
assignments, discussion topics
didn't align with the assigned
textbook.

Not really.

Nothing.

See above.

Adding evaluations midquarter and end of quarter
to this course shell would
perhaps have helped me
diagnose this lack of
It’s fine.

Nothing to note.

Better "user testing" and quality
control of shells before each release.

i enjoy attending the faculty
conferences.

I would like to know what else I can
do, besides emailing the students
directly to see what they need, and
emailing their advisors when they still
don't participate, to assist students in
staying engaged and enrolled.

I have none. This course was There should be a Blackboard phone
prepared extremely well.
app.

There are no exams required The CityU support is always great and I
for this course and I believe have no suggestions for improvement.
it would be good to require
at least a final exam..

I would like to add more
It was difficult this quarter to
get students to review the
tutorial videos so that each
paper--not just the final paper-- Course Content each
week. They seemed to
has a video tutorial for the
engage in it only
students.
superficially, and many did
not review it at all before
assignments were due. I
had to remind them again
and again to review it by
email and through the DB
responses. This made
teaching the course quite
hard. Only several students
seemed engaged this
quarter, and that was
disappointing.

The discussion board activities flowed
No
perfectly into the writing assignments,
and prepared students well for what they
needed to do.

I have taught MBA550 many times and it No, it all worked very well.
is always a great course. The required
assignments are perfect for the course.
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SOBM

HSABS

ASOE

WAL

1182

1182

1182

1182

HSABS

HSABS

1182

1182

SOBM

1182

DDS

HSABS

1182

1182

SOBM

1182

CAN

USA

USA

CAN

USA

USA

CAN

USA

CAN

USA

Chantelle
Bailey

Scott
Buchanan

Mersiha
Kovacevic

Beverly
Ogilvie

CPC527_05_ Nick Ruedy
MM: Group
Counselling
PsychologyVANCISLANDFall 20172018

RESR694A_1 Craig
1_PT:
Schieber
Dissertation 1USADL-Fall
2017-2018

EGC607_05_I
N: Internship
IIGRTRVANBCFall 20172018
ELP81_D01_I
N: Language
StructureSEATTLE-Fall
2017-2018

ENG101_01_ Carolyne
ON: English
Begin
Composition IUSADL-Fall
2017-2018

IS423_01_DS John Chan
: Data
Structures/Al
gorithmsUSADL-Fall
2017-2018

ISEC660_01_
DS:
Computer
Science
CapstoneUSADL-Fall
2017 2018
CPC529_02_
MM: Psych Of
AddictionEDMONTONFall 20172018

IS470_01_ED John Chan
: IT Service
ManagementSHENZHENFall 20172018
CPC654_08_I Margaret
N: Pract
Taylor
I:Case
Concpt&Psy
TrtmntCALGARY-Fall
2017-2018

8

7

8

9

8

10

8

9

10

10

8

8

9

9

9

10

7

9

9

9

Supervisor available to consult with as
needed. Co instructor helpful to running
of the course.

I like the goals assignment to start out
the quarter.

It was good to have the freedom to
assign homework assignments and
online activities of my choice.

The Grammar & Writing Journal worked
extremely well. Most students used it for
correcting writing assignments based on
my feedback or for free writing.

The communication with MBA professors
was smooth, which enabled me to
connect the content of my course with the
content of their courses in various ways.

having more than 2 instructors which
enabled better supervision/feedback for
students

Overall, I think the course was well
developed. There were a lot of materials
for students and for me as an instructor
(almost too much). The discussion boards
and exercises were great practice.

Topics are well define. Students are
enthusiastic to learn and share.

Mixed mode format allows for the
students and instructor to begin building
rapport in person, which in turns allows
for a more humanizing experience when it
comes time to complete the remainder of
the course online. For this course
specifically, the cohort was smaller and
that helped me out as the instructor

Progress reports

Student interaction

It worked well to have the course shell all
ready, particularly after completing NFO
for weeks prior!! There was not much
time left to get this course ready!

Scope of the course content is well
define, and allows flexibility to meet the
latest new IT topics.

This is my own issue but will
mention for the record. I
tended to spend all my time
just checking in with
candidates on a weekly basis
by phone. We made great
headway, but that led me to
forget to even check the Bb
h ll
Not enough face time for
students.

The Vocabulary Journal didn't
work as well as I expected. I
was under the impression that
students were not entering the
words on a weekly basis. On
the last day of the course, they
admitted that they would make
all the entries the night before
the deadline or on the same
day.

No

The two outline assignments
were confusing for students
but that has been changed for
next quarter. Engagement is
always an issue so we need to
think of things to do as
instructors to keep students
participating in the class.

Seeing as mixed mode in this
course is new, and I am a
brand new instructor this
quarter, there were a few gaps
at the beginning in terms of
Syllabus revisions. I feel like
that was specific to this quarter
and will be easily worked out in
th
t
May be we can less focus on so
many sorting algorithms.

No

It is sometimes difficult to
"jump in" to a ready-made
course that this new instructor
does not know what the intent
exactly was on assignments.

No

N/A

Nothing really! The supervisor is
excellent, open to receiving questions
and bringing concerns to her attention
and she addresses them in a very
timely manner! Thank you,
Toupey Luft!

It would be great, if students
at Shenzhen can have
fast Internet assess
to CityU's websites.

More class time in
person, rather than online.

Rubrics for all assignments
should be linked to the
Grade Center to improve
grading transparency and
feedback.

Up to date videos of
counselling skills to show
students and enhance their
skill development

Current support from supervisor works
well, otherwise unsure.

I think there is plenty of support
available for instructors already. The
NFO course, mentoring, faculty
development conferences, and ongoing
support from my course manager were
extremely helpful to me as a new
instructor.

Technology workshops, e.g., how to
use group skype and zoom

I know this has been
My support was great as a first time
redesigned for next quarter instructor.
and I think the changes have
improved the course
tremendously. It is more
engaging and supportive to
new students.

One student asked if he can More student enrollment, ex.
summit his assignment at
5 students per course.
Github, instead via
Blackboard. This is a
reasonable request and good
idea. It would be great if BB
can accommodate this.

It may be helpful to review
I felt very supported the entire quarter
and update rubrics specific to and had every opportunity to ask
mixed mode assignments
questions!
seeing as they differ from
the other modalities.

N/A

Tighten up the expectations
of each course assignment
and provide marking rubrics
so that all instructors are
grading fairly and
consistently.

It would be great, if students
at Shenzhen can have fast
Internet assess to
CityU's websites.
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Corey
Johnson

EGC501_03_
MM: Intro to
School
CounselingTACOMA-Fall
2017-2018

Deborah
Walters

AC412_01_D John O'Brien
S: Business
Law for
AccountantsUSADL-Fall
2017-2018
ERL502_01_E Lois Baker
L: Lit
Assesmnt/Ana
lysis LearningUSADL-Fall
2017-2018

RESR621_01
_ON:
Qualitative
Research
MethodsUSADL-Fall
2017-2018

LDRD606_01 Kelly Flores
_ON:
Leadership
Theories/Anal
ysis-USADLFall 20172018

MBA501_09_I John Graham
N: Global
Business
Commun/Resr
ch-BRATISLFall 20172018
CPC502_01_I Yaya Maria
N: Syst Thry: De Andrade
Divers-Cultrl
PsychGRTRVANBCFall 20172018

10

8

8

9

9

8

8

10

8

10

10

9

6

7

far too many topics covered in
such short period of time

The book, the book, the book.
Patton is way outdated in
terms of his connectedness to
the qualitative research
community, though his book is
still super popular in
postpositivist traditions. I
honestly spent a lot of time
undoing some of his
"teachings," so that the
students could embrace other
more contemporary models.
However, the course designer
and I have already discussed
this change and I have
recommended a new text.

This course provides a thorough, handson review of the ACA Model and how
counselors can use it to provide best
practice for students.

Possible solutions: students
bring laptops and headphones

For the final exam, the
computer lab at the Tacoma
site is small. The door has to
be closed because of
distracting noises from the
hallway, so the room becomes
very room and
uncomfortable. Also, the
keyboard noises were so loud
that many students said they
could not concentrate. Since
there were no other rooms
available, the computer lab had
to be shared and when
students were not finished, we
had to move.

reduce the number of topics
to be covered - or create an
additional quarter of study of
this outstanding text

If I am teaching this course
again, I hope to update
some of the module content
with some new or additional
resources. I also wil try to be
a bit more engaged (online office hours/meetings),
but it was my first time
teaching on-line and for
CityU, in addition to my own
workload, so keeping up was
a challenge for me. Again,
changing the text will make
a radical difference. And the
rubrics need some revisiting
with the adjustment of the
course, teaching priorities,
etc.

as a few years before, to
allow the instructor to
compile relevant and up to
date articles and provide the
students with the material,
free of charge (or cheaper
than requesting textbook
that cost $ 200)
Some misalignment in
Move redundant information
out of announcement and in
descriptions. Doesn't reflect
changes that have been made. specific locations. Direct
students to these locations.
More distinct rubric for
Minimize confusion on
Synthesis is needed.
assignment requirements.

for a few students the textbook
- too price, and perhaps too
repetitive, although others
recognized its value.

like the textbook very much - clearly
written and understandable to wide range
of students
Communication between Assessor and
Sagence and Blackboard
students.
interface was awkward.

like the variety of skills developed by the
assignments

The SIA mini proposal and final projects
were amazing. It allowed the students to
demonstrate their knowledge and apply
that knowledge to a subject matter
different than their academic focus and
away from their content "comfort zones."
I also liked the "base line content"
populated in each module and the
flexibility to add supplemental material on
my own either in announcements or in
the module itself.

Scaffolding continues to work well.
Students appreciate rapid and ongoing
feedback.

the in class activities such as role plays,
and small group and dyads discussions
where the best in the students' view and
my own evaluation.

Change the Business
Intercultural assignment to
something more practical: a
business writing assignment
or a case study

Meetings that all attend either online or
face to face.

I felt really supported by the program
director and my instructional
supervisor/coach. Perhaps building
some socialization into the students
expectations around different sorts of
instructional styles and differing
expectations. I also didn't necessarily
understand some of the cultural items
(i.e. grading, not writing in first person,
etc.), but always sought advice and
received support immediately.

Keep providing the faculty
development webinars!

library to collect relevant materials on
diversity, cultural infused counseling,
and especially journals on the subject.

Support is fine
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LDRD609_01 Hampton
_ON: Leading Hopkins
Organizational
ChangeUSADL-Fall
2017-2018

EGC599_03_I Lee Gardner
L: ISGuidance &
CounsEVERETT-Fall
2017-2018
EGC501_01_ Adam Elder
MM: Intro to
School
CounselingEVERETT-Fall
2017-2018

HR407_01_O Vincent
N:
Butterfield
Employment
Law-USADLFall 20172018

HR405_02_E Vincent
D: Strategic
Butterfield
Management
Of Hr-UASLPFall 20172018

7

7

10

9

6

10

9

10

9

9

The textbook was well received and is a
classic text that should be on most
bookshelves. This was one of the better
textbooks we use. The discussion posts
were focused and allowed for the content
to be explored more deeply.

The flexibility to make adjustments while
still adhering to the goals and
assignments established for the course.

N/A

The material for this class is excellent.
The information for this course is both
general enough while at the same time
addressing in-depth important legal
issues such as discrimination in the
workplace, FMLA etc.

There was good overall exposure to the
basics of Human Resources

I find three written
assignments to be tedious and
often overlapping in content.
Students, particularly those
who are taking other classes
feel burdened by multiple
assignments due in the same
week. While this is a doctoral
program and I feel strongly
that it should be a heavy
workload, some consideration
could be considered. I think
two written assignments would
be sufficient, an early paper to
show understanding of the
content and a final paper to
demonstrate application. Some
suggestions for the third
assignment that I have used:
students create discussion
questions; quizzes, case
studies, interview with a
change expert, presentations,
book review, annotated
bibliography, journals, etc. I
would be happy to discuss and
participate in developing an
assignment different than
another paper.

Philosophically, I don't really
like the culminating exam
portion of the course. Students
become fixated on right
answers rather than learning. I
think there are other ways to
get at what is being tested.

N/A

The Midterm and Final Exams
continue to require exact
answers in the "Fill in the
Blank" section. One simple
example is "4" and "four."
Because of this situation, the
instructor needs to carefully
review the "Fill in the Blank"
section of these exams to
insure that the students
receive the credit they should
for these questions.

This class needs to be adapted
much more to students outside
of the US for this specific class.

Also, several concepts such as
unions and compensation don't
lend themselves well to
students who are not located in
the United States.

This class is a combination of
On-Line and meeting in
person. Because there are 24
hours of in-person instruction,
there needs to be more team
and group assignments.

One student made this
comment in the mid-course
feedback: "Many of my
classes have changed this
policy and had smaller DB
expectations with no replies
when the larger assignments
are due." I completely
disagree with this practice.
The discussions are the only
place where there is
academic discourse among
the students and it should be
expanded, not minimized.
This should be a point of
discussion among the
permanent faculty as to
strengthening the
discussions, not limiting
them.

The ASCA Accountability
assignment is also not
particularly instructive. This
could be more inquiry based
and allow students to
explore in greater depth
rather than checking off a
series of tasks.

Providing more varied
options for demonstrating
competence in the skills and
objectives of the course.

N/A

Do something to fix the
problem identified in
Question Four above. I have
taught this course a few
times and the problems with
the Midterm and Final Exams
persist.

I would recommend more
emphasis on global HR. This
course is very US focused.

Customize the content to
"fit" the audience for this
course.

I feel very supported and continue to
enjoy the program, the curriculum and
the students. This was my first time
teaching 609 and it was a pleasure.
But, 20 students is a lot for a course in
a doctoral program!

NA

N/A

One of the very best at City U. Thank
You.

I appreciate and and thankful for the
support always given by Greg Price. He
is enjoyable to work with.

I always receive excellent support from
Greg Price. I appreciate working with
him,
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Michele
Weber

7

8

8

10

10

10

10

9

9

7

ETC593_01_E Teresa OShea 8
L: Social
Sciences/Sust
ainabilityUSADL-Fall
2017-2018

MAL505_01_
ON:
Discovering
LeadershipUSADL-Fall
2017-2018

NAS331_D01 Moni Carlisle
_MM:
Biodiversity
and
ConservationSEATTLE-Fall
2017-2018

ECC601_05_I Shona Wood
N:
Counselling
Field
ExperienceGRTRVANBCFall 20172018
RESR617_01 Michele
_ON:
Weber
Research
FundamentalsUSADL-Fall
2017 2018
MATH146_01 Garrin Ross
_ON:
Foundational
StatisticsUSADL-Fall
2017-2018
CJ318_01_O Josh
N:
Carmouche
Fundamentals
of
CriminologyUSADL-Fall
2017 2018
CPC653_02_I Jacqueline
N: Practicum Mann
IIIGRTRVANBCFall 20172018
MATH107_01 Garrin Ross
_ON: Math
Reasoning
and its AppsUSADL-Fall
2017-2018

BSC403_05_ John O'Brien
ON: Legal
Issues In The
WorkplaceUSADL-Fall
2017-2018

ESL541_01_D Melissa Mak
S: Linguistics
for ELL
TeachersUSADL-Fall
2017-2018

7

7

5

9

10

10

10

10

9

10

3

Everything went fine for this
course, it is a great course!

no

some students may complain
that there is too many topics to
study in one quarter

Lots of material to cover in a 2
credit course. The assignment
didn't align to students when
they are not yet out in their
internships.

As this course was almost
entirely made of of Second
Language learners, the grading
system does not adequately
reflect the "adaptive" learning
and grading necessary for
course
completion. Example: Final
papers are only a grade on
final submission but in the
future would need to weigh this
out separately to give a partial
grade to the research paper
idea submission, detailed
outline and draft copies of
paper that all contributed to
final grade.
Some of the readings and
components of the course were
not updated and didn't match
so it needed to be fixed the
first few weeks of class. It
needs a good going over to be
sure everything is aligned.

Students had struggles with
certain features of the course.
The textbook contained
numerous errors.

Same

Having taught the mixed-mode version of mi wish the Module 2 rubric
this class, I was familiar with the
was aligned with the mixedexpectations for this course.
mode Module 2 rubric. The
mixed-mode rubric has more
components than the
online version

The assignments were good and the
organization of the content was good.

Discussion Board creation for group
assignments.

Frequent activities for learning math,
from the HW to the discussions.

Same feedback as for 652

Director-developed podcasts, discussion
activities

According to student feedback, it seems
Nothing noted.
that most everything works well for them.
This is consistent with past offereings, so
things seem pretty good.

The assignments are great, and students
really like the progression and rigor.

Experiential learning

think this is a strong course with excellent
text

like the range of assignments - each
approaches different skill set

There was some content in this course of
its readiness. Enjoyed the flexibility in
how instructors can teach the materials,
but there was lots of legwork needed to
prepare for the course.

Pay instructors for their
time when they are building
course shells.

This was a sort of beta test.
Switching textbooks will
help. Some features of the
course can be revised for
'error-proofing' them for
students. Other features
may not be

Nothing to note here.

Use more technology

Have a language level ability
prerequisite in English for content
courses such as this.

Nothing to add here.

Nothing.

I feel very supported by CityU

break this into a two quarter class

Ensure that the course
Readiness in course content in
assignments aligns with
blackboard.
students ability to complete
assignments, i.e. select ELL
students, when candidates
are not yet out in their fields.
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10
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EAD529_01_
ON: Curric
Devl/Instruct
nl DesignUSADL-Fall
2017-2018

Jan Lüdert

8

BAM495_01_ Tee Nearman 10
EL: Strat Bus
Mgt Degree
CapstoneEVERETT-Fall
2017 2018
EGC508_01_ Derek Tulluck 9
MM: Counslng
Testing and
AppraisalEVERETT-Fall
2017-2018

CPC527_09_ Fern Ashton
9
MM: Group
Counselling
PsychologyEDMONTONFall 20172018
ETC602_01_E Candis Eckert 7
L: Integrt
Instruct
Arts,Hlth/FitUSADL-Fall
2017-2018

MBA540_01_ Jeremy
MM: Strategic Chambers
Financial
ManagementEVERETT-Fall
2017-2018

BSC403_01_ John O'Brien
ON: Legal
Issues In The
WorkplaceUSADL-Fall
2017-2018

BC306_04_IN Tee Nearman 10
: Ethics and
LeadershipRENTON-Fall
2017-2018
LDRD668_01 Hampton
7
_DS:
Hopkins
Institutional
Assessmnt/Ev
al-USADL-Fall
2017-2018

10

9

10

9

10

10

10

10

10

Too many holidays disrupted
the flow of the course, but not
prevventable.

I might add a day to allow for
some processing of the
theoretical material before the
students have to present their
own group facilitation.

As written above, and curb
the amount of posts per
week on discussion board.

Schedule further out course
assignments and open the
shells a month in advance.

some students might complain consider expanding course
that there are too many topics into 2d quarter
to study in one quarter

Not really. It was good.

I thought the class was
excellent and the assignments
were very relevant. For some
students that are just
beginning there internship, it
can be a struggle to access
data and information needed
for assignments. On one hand,
this can be a challenge, but on
the other, it is in some ways a
positive because it requires
students to collaborate with
others in their internship to
access data and
information. Overall, the class
went very well.

Students not always reading
the announcements, which
results in unnecessary emails
being sent back and forth.

As program director, this course has
There were no major issues in
undergone significant change since I took instructing this course.
over the program in July. There are some
areas (e.g. assignments which I would to
streamline, adding relevant readings,
additional resources) that I would like to
further improve.

I loved be able to co-teach the course
with Tracy! It is great to have 2
instructors who can collaboratively
develop course activities to ensure a
really meaningful and multi-dimensional
learning experience for the students that
is highly engaging and practical.

The communication with students and
process in place through the personal
folder exchange file.

Nothing.

I would greatly appreciate if
CityU offered faculty the opportunity to
complete higher education credits for
free to earn a more advanced degree
to improve their skills and knowledge.
Personally, I would love to complete
my Ed.D. at CityU, but it is too
expensive for me to pursue at this
time.

diversify learning
I will continue using my expertise to
activities, update/strengthen further support CityU's efforts to
readings and add new
develop instructors capacity.
additional resources.

I thought the class was very
engaging, practical, and
provided an appropriate level
of rigor. Student suggestions
may lend another
perspective on ways to
improve the course.

Ask advisors for the students Nothing
to remind them to check
announcements regularly
during the quarter.

More professional development please!

I felt extremely supported by the
program director and she made herself
accessible and dropped in readily to
provide feedback throughout the
course.

I enjoy learning at the faculty
conferences.

I am satisfied with the support the
school provides me

This course runs well... but
None. I feel well supported.
maybe that's because I have
taught it so much.

Nothing.

I like the assignments and the rubrics set I wish I was able to both
See above.
up for the students. It allows them to
instruct and grade in this
truly dive deep into art integration.
course. While I enjoy the
company of my colleague, we
have had many
miscommunications this
quarter in terms of
expectations and grades which
has as a result impacted the
students we served.

Co-facilitation worked very well in this
course, as we were both new to teaching
but have vast differences in experience.
The blackboard forum discussions
appeared to be quite lengthy- and
perhaps should be modified a bit.

The project helps encapsulate learning
for students.

think this is a strong course with excellent
text

like the range of assignments - each
approaches different skill set

The discussion questions allowed for us to Three written papers contains
go in depth on the concepts being
too much overlap in the
presented. The class size was very
content... see my comments
effective.
for LDRD 609 regarding
alternative suggestions.

Discussion in class regarding the course
content.
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10

10

9

Robbin
Lawson

Lois Baker

Greg Price

Jacqueline
Brown

Amy Reuter

9

8

7

9

7

8

Mouhamadou 7
Sow

Lee Gardner

Jacqueline
Mann

HUM105_01_ Geoff Pope
ON: Intro to
Critical
ThinkingUSADL-Fall
2017-2018

SCI306_01_O
N: Health and
WellnessUSADL-Fall
2017-2018
EDU320A_01
_ON:
Content:
Instructnl
Strat P-12USADL-Fall
2017 2018
MAL594_01_
DS: Applied
Leadership
ProjectUSADL-Fall
2017 2018
ECU552_01_
EL:
Assessmnt for
Student
LearningUSADL-Fall
2017 2018
MBA535_D01
_IN:
Managerial
AccountingSEATTLE-Fall
2017-2018

CPC652_02_I
N: Practicum
IIGRTRVANBCFall 20172018
EGC514_03_
MM:
Counseling
PracticumTACOMA-Fall
2017-2018
HL511_01_O
N: Healthcare
LeadershipUSADL-Fall
2017-2018

MBA11_D01_ Robbin
MM: MBA
Lawson
Common Prof
ComponentsSEATTLE-Fall
2017-2018

9

10

8

9

4

9

8

10

10

10

N/A

Have fewer questions about
calculating depreciation
amounts and focus more on
just understanding the
definition or concept.

Create video that explains
this aspect about the Pre
idea for 594

Send me annually or biennially to the
International Conference on Critical
Thinking. The next conference is in
Rohnert Park, CA, July 16-20, 2018.
Theme: "Critical Thinking Throughout
Education and Across the Professions –
in Every Classroom, Every Boardroom,
Every Business, Every Government, in
Every Country Around the World."

Provide students more preparation on
writing papers and use of APA format
for references. before they get to my
class. Instructor development support
is already very good.

Department updates like a one-pager
(as we used to call
them). Basically, this consisted of brief
notes of guidance, changes, important
dates/events, etc.

2. Update the textbook from See
the 2012 edition or, better
http://www.criticalthinking.org/pages/
yet, replace that $65
38th-conference-main/1293
paperback to a current, less
costly or free e-book.

1. Change the due date of
the Article Analysis paper
from Week 10 to Week 8 or
9, when most students are
more likely to look closely
over their graded essays and
have an opportunity to
revise their work/thinking for
a slightly higher grade.

The rubrics need updating to
Revise the homework rubric
better reflect the assignment's to put some weight on effort
(as a learning aid as opposed
format, content and purpose.
to an assessment), update
the final exam rubric to
score more on % correct
answers and less by topic or
specific skill.

Thank you for for listening to
concerns about Sagence.

Need to find a way to ensure
students understand that this
is a pre course to 594.

I think the support from CityU has
been solid and allowed me to grow
each quarter

N/A

Add writing as a topic,
Support is already super!
including proper structure for
papers and use of APA
references. Combine other
topics or drop one (such as
Information Systems) to
make room (keep to just 10
topics).

I cannot think of anything that It would be helpful to
didn't go well with this course shorten the length of the 3
assignments and modify the
instructions for the
Application paper
Navigating the web site and
knowing what to do.

N/A

I have no comments about
anything that did not work well

Some questions could be
dropped or updated.
Inconsistent use of the terms
cost vs expense.

The 14 students engaged with each other Having the one paper assigned
extremely well, averaging about 100
in the course due the last day
posts weekly during the second half of
of the class.
the course.

Great text with useful support material.
Director supports instructor ideas.

Alignment with Outcomes

The quality of the student's work was
outstanding

The discussion questions facilitated in
depth posts and engaging conversations
via threads

N/A

Course is well structured and objectives
are clear as an instructor

Very good study material (eBooks and
videos) for each topic. Hybrid format
works well.
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CHE

7

9

BSM404_01_
ON:
International
BusinessSLOVAKIADLFall 20172018
BSC400_01_
ON: Decision
Modeling And
AnalysisUSADL-Fall
2017 2018

LDRD640_01
_ON:
Strategic
ThinkingUSADL-Fall
2017-2018
LDRD90_01_
ON: Doctoral
Academic
SupportUSADL-Fall
2017 2018
PM409_01_O
N: Leadership
and TeamsUSADL-Fall
2017-2018

William
Middlebrook

James
Caldwell

Dale Wilen

Pressley
Rankin IV

Pressley
Rankin IV

10

8

7

9

9

EGC607_02_I Beverly
9
N: Internship Ogilvie
IIGRTRVANBCFall 20172018
MK390_01_D Tee Nearman 10
S: Advertising
& Sales
PromotionUSADL-Fall
2017-2018

PM512_01_O Mehdi Toobaei 8
N: Apply
Advanced PM
Tools/MthdsUSADL-Fall
2017-2018

MBA501_11_I Davida
N: Global
Johnson
Business
Commun/Resr
ch-LUCERNEFall 20172018
EGC508_02_ Eric Crinklaw
MM: Counslng
Testing and
AppraisalSEATTLE-Fall
2017-2018

8

10

7

9

10

10

9

8

7

8

Possibly a rough draft
review of week 3 for the
Impact on student learning
paper.

case studies for in class work
( we are a face to face
course)

It was set up very well and the weekly
discussions, assignments, and all went
well.

Discussion Board

This class was newly designed and needs
more added to the end of it.

The strategic systems focus was great.

Team communication. Started out slow
and a bit rocky, but after the first
assignment when very well.

No, it was just fine.

Too much rework to set up
course.

No

I have no particular
suggestions for
improvement.

Get away from the canned
content in the modules and
gradebook. I end up deleting
much of the canned content
and inserting my own in both
places.

Nothing

Having sufficient staff to attend
Maybe use more variety in role having up to date videos of
individually to students during lab class is plays/case studies.
counselling skills
essential! And bringing in a guest
speaker was a nice addition

Due dates on assignments
should be spread out more.
Possibly a rough draft review of
week 3 for the Impact on
student learning paper.
Sample papers for our eyes so
we can talk to what the
expectations are for the final
AR papers would help also.

This is a very difficult course to
teach in 3 sessions.
Converting to an online process
2. timing for students- offered later in the to "makeup" a day seemed to
not work as well as planned.
internship year

1. Communication among instructors
prior to course start date.

Assignments were well grounded!

The CityU Support is great and I have
no suggestions for improvement.
Thank you for your great support.

Allow access to shells earlier.
Especially now in the upcoming
Christmas season, it forces instructors
to work through the holidays to get this
done.

Nothing

workshops on use of technology.

Sample papers for our eyes so we can
talk to what the expectations are for
the final AR papers would help.
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10
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5
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COUN651_02 Joyce
10
_MM:
Mphande-Finn
Internship ISEATTLE-Fall
2017-2018
BC306_02_O David Griffin 8
N: Ethics and
LeadershipUSADL-Fall
2017-2018

CPC522_01_I Ron Manley
N: Psych
Trauma/Inter
psnl ViolencGRTRVANBCFall 20172018
RESR694A_0 Michele
1_PT:
Weber
Dissertation 1USADL-Fall
2017-2018
ECC513_03_I Robert
N: Ethics/Law Watchorn
Schl-based
PracticeGRTRVANBCFall 20172018

ECE302_01_ Kathy A. Cox
ON: Cognitive
Devel/Brain
ResearchUSADL-Fall
2017-2018

TESOL590_01 Christine
_ON: Field
Knorr
Experience
InternshipUSADL-Fall
2017-2018
EGC514_04_ Kara Hecker
MM:
Counseling
PracticumVANWA-Fall
2017-2018

MBA500_08_ John Graham
MM:
Essentials of
Business
MgmntCZECHREPDLFall 20172018
EGC508_03_ Lee Gardner
MM: Counslng
Testing and
AppraisalTACOMA-Fall
2017-2018

AC532_01_D Amanda
S: CPA
Stephen
Review Auditing &
Attest-USADLFall 20172018

9

10

9

10

9

8

7

8

7

10

6

No.

no

This course needs to be a
5 credit course rather than
3, and needs a new textbook
to be completely up-to-date.

Nothing.

- Excellent library support

- Too much grading (instructor
almost died)

Continue to respond to whatever needs
may come up for this course.

the support from staff is
outstanding. Thanks

I feel that I have all of the support I
need at this time.

- One essay and three cases - Have someone grade for me
should be enough

The course is great as ir.

Should be a 5 credit course
and I could suggest a new
textbook. Title of course
would be better "Trauma and
Interpersonal
Neurobiology" to be really up
to date in this field

No suggestions at his
time. This is one of the best
laid-out courses I teach.

There just isn't enough time to I think a full day and two
cover everything in the period half days might fit things in
better.
of time. There are a lot of
things that I'd like to be able
to cover and review and there
just never is enough time to do
it all. The addition of
Discussion Board assignments
has cut into other activities.

All went well as this course is
flexible and individualized for
each learner.

N/A

The secondary rubrics need So far, the support has been great.
to be updated because they
appear to apply to a different
course. Also, there have
been some changes to the
Becker software and the
master should be changed to
reflect that. For example,
there are now 6 lectures
instead of 5 and no CD is
used. The instructions for
submitting homework,
quizzes and the final were
outdated.
Perhaps reduce the number Everything is fine.
of assignments.

More up to date references and N/A
assignments.

There are just a lot of
assignments for the 4-week
European format.

No.

- Content in general was very much
- Too many assignments
appreciated by the students (case studies (students gave feedback on
this in mid-term CATs)
were especially engaging)

Good assignments, and the rubrics
covered the class content well.

Assignments as learning tools

Great content, used multimedia.

Having a larger number of students
enrolled was conducive to much more
effective group work on collaborative
assignments.

Peer review of videos are always
rewarding

I am the course manager and the
instructor. I intend to make
improvements where needed.

Using the information and data available
on the OSPI Website.

There are some great resources for the
course already prepared, e.g. the videos.
Capsim takes a long time to set up and
monitor, but the students learned a lot
from it.

Giving the students a week or two at the
end of the quarter to catch up on
assignments, study, and complete the
final worked well.

CI T Y U N I V E R SI T Y O F S E AT T L E

515

SOBM
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HSABS

HSABS

1182

1182

1182

1182

HSABS

WAL

1182

1182

WAL

1182

SOBM

DDS

1182

1182

SOBM

1182

CAN

USA

CAN

CAN

USA

EUR

USA

CHE

USA

USA

9

Perlita Torres 8

Mehdi Toobaei 4

Luc De
Ceuster

9

9

9

8

MBA525_D01 Tee Nearman 10
_IN: Applied
MarketingSEATTLE-Fall
2017-2018
CPC654_05_I Marta Edgar
9
N: Pract
I:Case
Concpt&Psy
TrtmntCALGARY-Fall
2017-2018

CPC600_01_I Laleh Skrenes 8
N: Child and
Adolescent
CnsllgGRTRVANBCFall 20172018

BSM405_05_
MM:
Operations
ManagementCZECHREPDLFall 20172018
PM509_01_O
N: Business
Fundamentals
PM-USADLFall 20172018
CPC501_05_
MM: Intro To
Cnslg Psych
PracticeEDMONTONFall 20172018

PM415_01_O Mehdi Toobaei
N:
Agile/Scrum
MethodologiesUSADL-Fall
2017 2018
LDRD613_01 Greg Price
_ON:
Socially/Envir
on Respon
LdrshpUSADL-Fall
2017 2018
ELP89_02_IN Virginia
: Acad
Spantidea
Listening and
SpeakingLUCERNE-Fall
2017 2018
TESOL510_01 Gudrun
_ON: Princpls Scheffler
Lang Lrn and
TeachingUSADL-Fall
2017-2018

10

10

9

9

4

9

10

6

9

9

The cover letter needed more
time for the students, so it
needs to have an extended
deadline.

Peer grading

The small class size is excellent for the
purposes of this course, which includes a
lot of mutual feedback and discussion.

Having the librarian work with the
students during the first three weeks of
the course through the discussion board
on proper reference use.

One thing that worked well in this course
is its mixed-mode class--the students
were given the opportunity to attend
intensive class discussions and practice.
The instructors were able to get to know
the students, their competencies,
strengths, experiences, and insight that
they can share in the class. Students
learn from each other. The weekly
posting allow the students to read the
materials provided to them and to do
extra research and use critical thinking in
synthesizing what they read. The class
discussion enabled the students to ask
questions and respond to each other's
ideas.
The selection of the talented and
diverse students!

There is barely enough time to
cover the required
components, without flexibility
to add other useful elements
(e.g. updates on treatment). I
am not sure whether there is a
solution, since more class time
would also be difficult on the
students.

No

The technology was
unsupported. This caused lots
of stress for both the student
and the professor!

The size of the class was
large for a grad program (20
students)!

Not sure if the syllabus was
still based on the previous
textbook.

The weekly items were very well
not really
structured, easy to follow up the students
and to provide feedback

i

d IT!

Nothing

Faculty improvement on-line training
programs

NA

This type of course may be
I appreciate the library support and
better graded as Pass-Fail. It free webinars on current topics.
is difficult to express and
explain student's clinical
skills, quality of feedback
and insight through partial
grades, even when there is
written feedback included.

H
f ll t
Nothing

Divide the class to two:
maximum 12 students per
class. This way, the prof will
be able to look after the
students learning more
attendendly, particularly in
such a brief course.

More time for counseling
sessions and triad analysis.

do not see items to improve. provide support in the form of
coursebooks

It was a good experience and the
collaboration with the course
manager, Christine Knorr, was very
positive. I think to keep courses up to
date and to ensure quality and
consistency of a course, instructors
should be paid extra to 1. review the
course, 2. meet with the course
manager and 3. meet with instructors
who teach the same course.

Can't think of anything since Add more up-to-date links to business
the course is adapted to
magazines, dictionaries, videos, etc.
campus' needs.

No more peer grading, but
this will be an easy fix.

The flow of the modules is well designed One major assignment needed I already shared some
suggestions concerning
so that students get prepared for
to be modified.
several assignments and
upcoming assignments. I think it worked
rubrics with the course
well to prepare the students for the week
manager.
ahead, and at the same time let them see
the big picture.

The presentations worked quite well and
so did the listening and note-taking skills
texts.

The variety worked well. Student
comments appear to support this even
though they found it quite rigorous
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SOBM

HSABS

HSABS

HSABS

SOBM

HSABS

SOBM

HSABS

SOBM

1182

1182

1182

1182

1182

1182

1182

1182

1182

USA

USA

USA

USA

USA

USA

USA

USA

USA

9

10

4

10

9

9

10

BSC407_05_ Arnold
ED: The
Candray
Effective
OrganizationUASLP-Fall
2017 2018

9

HSVC250_01 Denise Serfas 9
_ON: Ethics
of Human
Services PractUSADL-Fall
2017-2018

AC550_01_D Amanda
S: Auditing
Stephen
Theory and
PracticeUSADL-Fall
2017-2018

ISEC520_01_ Richard Gary
DS: Ethical
Obligations
Info SecurUSADL-Fall
2017 2018
PSY209_01_ Garrin Ross
ON: Fund
Resrch Mthds
in Soc SciUSADL-Fall
2017-2018

PSY202_01_ Garrin Ross
ON: Undrstnd
Human DevUSADL-Fall
2017-2018

COUN600_01 Mary
_MM: Syst
Kannegaard
Thry:Child/Ad
olescnt CnslSEATTLE-Fall
2017-2018

ENG102_02_ Geoff Pope
ON: English
Composition
II-USADL-Fall
2017-2018

MBA535_01_ William
ON:
Middlebrook
Managerial
AccountingUSADL-Fall
2017-2018

8

9

9

10

8

10

10

9

10

Use of activities and exercises 'tailored'
for the Mexican university student and
culture.

The additional web-links to enhance
learning worked well.

The varied formats for learning,
readings, lectures, videos and text books
work well.

I think that the second and third case
studies were very beneficial and helped
students apply real-life concepts. Using
MyAccountingLab was also very helpful
homework and quizzes.

Students again reported value in the
discussion activities.

Rubrics for the deliverables were good.

All still seems good.

I had a guest speaker who grew up in
foster care. The students said they gained
a different perspective of foster care and
personal resilience.

Jenni Bodley (Librarian) leading one of
the DBs.

All AV and support were
excellent!

In this course, the group
project did not work out due to
low enrollment and a lack of
student participation. This
course would be much better
with more students and more
interaction
It was difficult to garner midquarter feedback from the
students. I sent out several
reminders, opened the
discussion board an additional
week in consideration of the
workload of the student and
still only one student
responded.

Some students still are fearful
of statistics. They have
opportunity for one-on-one
guidance, and most take it.

Blackboard can be
temperamental.

Nothing to add here.

I feel that role play is a bit of a
waste of time in 3rd year
students. Unless they really
enjoy acting, they, pretty
much have it figured out. What
to say, how to react. This is not
to say they are taking the easy
way, but they are acting out
the out come they would like,
or what they feel is expected.

This coursee has weekly assignments and Although I mentioned that this
I believe these are very beneficial to the course has weekly assignments
students.
in response to #3, these can
become quite time demanding
in grading so many each
week. These are in addition to
the major assignment for the
course
1. The revamp of the entire course -Too many assigned items
very impressive! The small
and supplemental resources in
student/teacher ratio, conducive to 100- each module for a 100-level
level writing course need for extra
course.
attention and detailed feedback.

Add two collaborate sessions
during the quarter; week 2
and week 8. The purpose of
the first session is to review
housekeeping items, be sure
they are aware of the tips,
tools and format for their
APA writing. Week 8's
session will be to answer
questions, pick an area for
further review for week 9.
The other underlying
purpose is to build
community within the
course.
Try to insure many cases,
exercises and activities are
'tailored' applicable for U.S.,
Mexican or Asian students!

Potentially change the first
case study to something
from the textbook. It did
not align well with the
textbook content or the
rubrics.

Nothing to note. I have
added many new videos.

Fewer case analyses - more
interaction on the discussion
board.

Nothing I can think of here.

instead of role play, do in
class exercises with case
studies. Have the students
team up and decide on
treatment plan the discuss it
with the class.

Have the students read the
first 3 chapters of the book
before the first class.

2. Cap the class size at 2025 students. Quality of
faculty instruction and
student satisfaction sharply
declines when a writing
course has a higher

1. Have the three essays
worth 15%, 20%, and
25% of total grade instead
of 15%, 15%, and 30%.

It is all very good.

Better communication and availability
between CityU administration and
faculty!

Continue with the workshops and
webinars.

Doing well so far.

Nothing.

Nothing.

I'm taking an extended break from
teaching. City U is wonderful and I
appreciate the guidance I got and the
friendship of everyone I met.

See http://cccc.ncte.org/cccc/conv

Send me annually or biennially to the
Conference on College Composition and
Communication. The next convention is
in Kansas City, Missouri, March 14-17,
2018. Theme: "Languaging, Laboring,
and Transforming."

The CityU support is great and always
responds to any need I may have.
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HSABS

SOBM
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SOBM

1182

1182

1182

1182

ASOE

ASOE

1182

1182

DDS

1182

USA

USA

USA

USA

USA

USA

USA

10

10

ESL415_01_I Lois Baker
L:
Methodology:
Reading/Writi
ng-VANWAFall 20172018

8

HR508_01_O Susan Turner 10
N: Employee
Staffing/Trng/
Dev-USADLFall 20172018
MG495_01_O Tee Nearman 10
N:
Management
StrategyUSADL-Fall
2017 2018
DBA605_02_ David Gould
8
MM: Org
Devlop
Theories and
TrendsSEATTLE-Fall
2017-2018

GS495_01_D Cindy
S: General
Singleton
Studies Deg
CapstoneUSADL-Fall
2017-2018

ERL546_01_E Lois Baker
L: Reading
and Writing
IntegratnUSADL-Fall
2017-2018

MAL538_01_ Susan Turner 9
ON: Social
and
Environmenta
l Chng-USADLFall 20172018

4

8

10

10

10

8

9

The Rubric was there, but the
original syllabus lacked
assignment descriptions.

Students comment in the
midcourse feedback inquiry in
the discussion board that
they frequently have trouble
with the amount of
assignments as it comes out to
be 5 assignments in the 10
weeks. The two in the first four
weeks are a touch easier, but
then they have three more
larger papers right after that.
Reevaluating the course load
might be helpful.

No

I was given an Overview which helped me We did work around for any
understand the objectives of the
issues.
course. This helped me design
appropriate assignments.

A relatively small class. Some interesting
videos.

Working in conjunction with the site
coordinators to ensure the students were
checking the course shell regularly,

There was only one student, so
his experience lacked
collaboration with other
students. This
student struggles with
reading, writing, and following
directions. I helped him as
much as I could and even
referred him to the Writing
C t
The course was set up well and little work No, all went well.
needed to be done to ensure that is was
ready for students.

It's great to have "canned"
Announcements available that faculty can
finesse a bit for their own situation.
Student commented that course material
built his confidence.

once assignments were readied, there
was clear alignment between curriculum
and assessment. Strong communication
between instructor and students resulted
in working relationships that produced
optimal performance.

The material covered was very good and
brought a lot of excitement to many of
the students as they delved deeper into
the subject matter.

Updates via email and faculty meetings
through go to meeting ir collaborate.

Nothing

The resources available for faculty are
great.

Pieces need to be
reviewed, especially the
alignment of the Syllabus
, description of
assignments, the Rubric.

All minor issues instructors
can provide, but perhaps
something for consideration.

One more thing; I found
creating templates for course
assignments helped students
with understanding and then
writing their deliverables.

Perhaps a few tips and hints
regarding APA and academic
writing.

I believe I have the support of my
superiors at the University. When we
ventured into Sagence, training was
provided. Monthly one-hour faculty
meetings would be advised to keep
communication open between
instructors, assessors, and leaders.

A little more current content NA
including some of the major
drivers requiring the need
for OD. Some more current
theories and frameworks. A
little more focus on
organizations as complex
adaptive systems, which lead
to some interesting
discussions regarding
certainty, volatility, and
predictability.

Nothing

Nothing comes to mind.

More enrollments so
Keep providing webinars.
students can collaborate with
one another as opposed to
only the faculty.

Good course.

Reduction in number of
written assignments.

A bit more standardization of All is well in this area. The CI webinars
the shells.
are informative and very helpful.
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1182

SOBM

CHE

MBA520_05_I Martin Griffin
N: Managing
with
TechnologyLUCERNE-Fall
2017-2018

10

5

Although the course based on a book has
some very interesting, necessary and
fairly stable topics it can never keep up
with today's rate of change, especially in
terms of technology. Just think of Bitcoin
and Blockchain.

I structure the course
Base the course on three
Nothing. I do this myself.
according to today's technology main topics. 1) The history
of technology and how it has
changes.
influenced today's
technology, i.e. Alan Turing
and the concept of
Blockchain, and Gordon
Welchman and the concept
of cloud computing. 2)
Today's business world and
technology: ERP/CRM/PLC,
ERD and the development of
databases, Process Diagrams
and the development of
programs. All programs are
based on corporate
processes contributing to the
value chain (Buy side, Inside, and sell-side. 3)
Technology today and
tomorrow. Looking at how
technology will influence our
world in the next 10-20
years (3D printing and the
change in manufacturing,
Blockchain technology and
the global development of
secure online singular
transactions).
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Data Tracked
Annual Expenditures
Online Databases in Collection
eBooks in Collection
eJournals in Collection
eVideos in Collection
Online Resources in Collection
Print Books in Collection
Print Books Circulated
PDA Titles Accessed
PDA Savings
PDA Expenses
ILL Requests Filled
A/SA Library has the reosurces I need to be successful
A/SA My studies improve my ability to find, evaluate and use relevant information
Ask a Librarian Questions Answered (Email and Chat)
Service Desk Questions Answered
LIB2 Accesses (Recommended/on-demand instruction in Blackboard)
LIB2 Students Reached
LIB 3 Posts (Required Library Instruction in Blackboard)
LIB3 Students Reached
Online Database Sessions
Online Database Searches
Online Database Full Text Downloads
Summon Catalog Page Views
Summon Catalog Sessions
Library Website Sessions
Library Website Page Views
Academic Respository Page Views
Course Resource Savings by Students (based on list price)
Library Study Room Reservations

Library Usage Metrics
AY17
1230339
272
230524
149280
45000
900
12,413
1,648
333
15598
10260
4375
75
77
3392
6784
6142
1446
8479
932
51619
1487060
455121
125644
76607
111045
202242
40492
1214007
1970

AY16
1286946
204
205913
123598
45000
900
12912
2091
411
274398
9354
5084
91
89
3752
10739
N/A
N/A
N/A
1329
49047
1985469
247491
134704
48477
164070
383782
13375
1198549
643

AY15
1495682
N/A
40700
75400
26000
N/A
12853
2600
367
20246
6847
5951
88
92
7795
12600
N/A
N/A
N/A
2000
214405
529406
204521
N/A
N/A
156751
N/A
N/A
850964
N/A

AY14
1455357
N/A
N/A
N/A
N/A
N/A
9479
5015
486
25149
5370
5889
88
92
1964
12955
N/A
N/A
N/A
1407
220743
536211
190441
N/A
N/A
115081
N/A
N/A
N/A
N/A
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Student Experience
Description: The institution’s ability to meet changing and evolving student expectations based on
responsiveness, service delivery, level of service, accuracy/precision, and overall student experience.
The institution’s ability to deliver an education that is rigorous, relevant, and rewarding, with a focus on
quality, innovation and access.
Institutional Owner(s): VP Marketing/Enrollment, Provost
System Support:
Control Environment
Uncontrollable
Risk of failure to create and maintain an exceptional student experience is primarily
controllable.
Controllable
Management’s ability to create and maintain an excellent student experience is critical to
the ongoing programmatic and financial success of the University and is controllable.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
While the University seeks for exceptional student experiences, there is always a
Probability /
2
chance that some students will be dissatisfied with their experience.
Likelihood
The inability to create a world class student experience could detrimentally impact the
University resulting in:
• Strategic Risk: any inability to achieve the long-term mission and vision of the
University due to the inability to meet the expectations of students and create a
world class student experience.
• Operational Risk: any failure to achieve market share, enrollment and
anticipated revenue generation resulting from the inability to meet student
expectations.
• Financial Risk: any inability to compete effectively resulting in significant shortImpact
3
term and/or long-term detriment to the University’s operating results and financial
reserves.
• Reputational Risk: any inability to effectively compete resulting in loss of
student perception and/or support.
• Information Systems Risk: any inability to plan and execute on new information
systems and changes to curriculum and key processes that prevent the University
from achieving critical goals related to the student experience.
• Human Risk: any inability to retain key faculty or personnel as the result of
failure to meet student expectations resulting in a declining competitive position.
All companies face unhappy customers at some point, but with adequate response and
Velocity
2
a speedy resolution the velocity of this type of an event is deemed low.

2
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Student Experience Risk Mitigation Efforts
Key Resources and Success Factors
Personnel/Financial/Technology/Vendor& Consultant relationships/Innovation & process
improvement/Communication
Close collaboration and effective cross-functional team efforts as well as faculty involvement are critical
to the effective implementation of the student experience.
2017 Initiatives / Strategies
1. Exceptional Student Experience Initiative; focus
on all elements/stages including Connection,
Entry, Progression, Completion, Post-Graduation
a. Develop goals, metrics and benchmarks for
measuring Student Experience.
b. Identify and compare to industry best
practices
2. NUS 2020 – NUS Pathways
Ongoing Activities
3. Personalized approach to students, based upon
population segment,
a. Timely response to student questions or
concerns regardless of where it is directed –
two business days standard
b. Annual student survey leading to
improvements in the following year – Annual
survey is conducted in the spring – results
drive performance
c. Development of student’s personal academic
plan
4. Decrease drop rate for first-time course-takers and
improve retention rates for current students
a. Registration process efficiencies
b. New and current student registration follow
up and communication flow
c. Objection training and execution
d. Annual class schedule to help students
determine their path
e. Identification and intervention with at risk
students
5. Continuous Faculty Development
a. Increased faculty accessibility for student
mentoring and advising – CityU faculty do
not serve as advisors – Program Directors are
available for this.
b. Work with Student Success Team on
retention factors
c. Assure quality faculty engagement with
students with an eye toward continuous
quality improvement.
d. End of course surveys to identify
instructional concerns
e. Provide support, develop processes and allow
time for faculty engagement – Annual
conference, research grants, annual book

Responsibility

Status

University-wide

University-wide
Responsibility

In Process

Status

In-Process

VPME
Provost

Ongoing

VPME

Ongoing

Provost

Ongoing

3
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Completed Activities
1.
2.
3.

Responsibility

4
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Growth Opportunities
Description: The institution’s ability to retain and attract students in a competitive marketplace. The
ability to select the proper geographies and collaborative partnerships and develop quality programs to
sufficiently grow enrollment to a sustainable level of operational and financial success. Includes the
institution’s ability to build new products to market cycles, and keep pace with competitor
developments.
Institutional Owner(s): VPME for US, VP Canadian Programs, Provost, International Operations
Control Environment
Uncontrollable
Competitors may take actions to achieve competitive advantage which impacts the ability to
grow enrollment that is outside the control of management.
Controllable
Individual strategic recommendations and initiatives related to enrollment growth are
controllable through strategic initiative, oversight, accountability, execution.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
CityU operates in a highly competitive marketplace. The ability to increase enrollment
in a highly competitive marketplace results in a moderate probability rating (for failure
Probability /
3 of execution) for this risk. Enrollment growth directly impacts the University’s ability
Likelihood
to spread its fixed cost base and is directly related to short-term profitability and
longer-term financial sustainability.
The inability to consistently grow enrollment could detrimentally impact the
University resulting in:
• Strategic Risk: any inability to achieve the long-term mission and vision of the
University due to the inability to achieve a key strategic goal of enrollment growth.
• Operational Risk: any failure to grow enrollment and anticipated revenue
generation resulting in the inability to achieve budgeted financial objectives.
Impact
5 • Financial Risk: any inability to achieve enrollment growth resulting in significant
short-term and/or long-term detriment to the University’s operating results and
financial reserves.
• Reputational Risk: any inability to increase enrollment and/or sustain key
programs resulting in loss of student or public perception and/or support.
• Human Risk: any inability to retain key faculty or personnel as the result of
declining enrollment.
The velocity rating for this risk is relatively low. Enrollment growth is a significant
area of strategic focus. With appropriate planning and monitoring, risk events
Velocity
2
impacting this risk should develop at a relatively foreseeable pace. Because CityU is
very dependent on tuition revenue, this is given a somewhat higher velocity rating.

5
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Growth Opportunities Risk Mitigation Efforts
Key Resources and Success Factors
VPME, VP Canadian Programs, Director of Marketing
Ability to quickly handle leads, qualify them and convert into an application
Increased lead generation from marketing campaigns
Ability to timely report data so campaigns can be adjusted if needed
Activities
1. Develop and expand doctoral programs for a
national audience.
a. Develop seven new doctoral level
programs.
b. Obtain NWCCU approval for new
programs.
c. Identify and market to a national audience.
2. Decrease drop-rates and improve retention rates
a. Implement early alert system to identify at
risk students
b. Continue development and implementation
of math learning lab to assist students with
math skills.
Ongoing Activities
3. Decrease drop-rates and improve retention rates
a. New students attend new student orientation
b. Personalized drop/retention management
4. Expand visibility for veteran and active duty
military
a. Develop relationships with local and regional
bases
b. Grow JBLM location.
c. Secure office space and hours at colleges and
military installations
5. Develop strategies to address governmental
changes to F1 student attendance in U.S.
6. Expand partnerships with institutions such as
regional colleges
a. Four-year to masters
b. Associate to bachelor
c. Technical to bachelor
7. Strong business processes (segmented by
population) surround leads and the admissions
process, improve conversion rates
a. Key metrics to address impact of marketing
plans which includes setting targets for leads,
applications, and new students based upon
the overall credit hour goals
b. Management of lead management data, CRM
data, analysis reports on effectiveness via PS
c. Execute effective contact strategy to increase
lead to application conversion

NWCCU -Year S eve n R e p o r t

New Initiative

VPME
Provost

In-process

Responsibility

Status

VPME
Provost

Ongoing

VPME

Ongoing

VPME
Director ISO
VPME
Provost

Ongoing

VPME
Director Marketing

6
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Provost
VPME

Ongoing

Ongoing

d. Utilize CRM or partner for program email
campaigns to nurture leads and increase
enrollments
8. Decrease drop-rates and improve retention rates
a. Pre-quarter start follow up to ensure student
is attending or logged in to online course
b. Monitor end of class surveys on a quarterly
basis
c. Maintain annual class schedule to help
students determine their path.

VPME
Provost

Completed Activities
9. Leverage new Business Development Team
a. Separate out business development by industry vs geography
b. Create business development line item account in marketing budget
Establish goals and accountabilities for corporate partnerships, lead gen,
events, etc.

Ongoing

Responsibility
VPME

7
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Short-Term Cash Flow / Long-Term Financial Sustainability
Description: The institution’s ability to set forth a value proposition in the marketplace related to cost,
quality and access enabling the University to generate sufficient revenue from tuition or alternative
revenue sources to generate sufficient margins to provide for the long-term liquidity and profitability of
the institution as well as meet required external measures of financial responsibility.
Institutional Owner(s): President, Director of Finance
Control Environment
Uncontrollable
The inability to identify and execute effectively on key strategic initiatives and competitors
ability to execute more effectively on their strategies could result in uncontrollable
outcomes and consequences. The impact of currency changes between the USD and
Canadian dollar can have a significant impact on financial statements
Controllable
A cohesive effort by management to identify / execute key strategic initiatives that are
effective in the marketplace are controllable through management initiative, oversight and
execution.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
Managing short-term cash flow is highly dependent upon the strength of enrollment,
timing of tuition payments and the ability of management to execute within the
boundaries of annual operating and capital budgets. In recent years, excluding
affiliation grants from NUS, the University has operated at a loss and at “break-even”
cash flow. The University has turned around the enrollment declines and has grown
enrollments in the US and Canada the last three years and has decreased annual
Probability /
2 operating expenses. However, long-term financial sustainability requires concerted
Likelihood
effort on the part of management over a sustained period of time. The probability
surrounding this risk is high; number of key factors that can impact outcome;
continuity of management, competitive factors, faculty retention, program
sustainability, etc. In a highly competitive environment, it is a significant challenge to
achieve exceptional financial performance over a long period of time to build and
sustain financial reserves necessary to achieve financial sustainability.
The inability to achieve short-term cash flow and long-term financial sustainability
could detrimentally impact the University resulting in:
• Strategic Risk: any inability to achieve the long-term mission and vision of the
University due to failure to generate short-term and longer-term margins resulting
in accumulated financial reserves that provide long-term financial sustainability.
• Operational Risk: any failure to maximize the organization’s ability to generate
revenue, manage and/or reduce costs and optimize program effectiveness resulting
in insufficient margins.
Impact
5 • Financial Risk: any inability to generate sufficient margins resulting in significant
short-term and/or long-term detriment to the University’s operating results and
financial reserves. Significant currency fluctuations, while paper in nature, can
significantly impact operating results, including DOE financial ratios
• Reputational Risk: any inability to generate financial margins over long periods
of time which impact student, public or other stakeholder perception.
• Human Risk: any inability to generate sufficient margins to enable the
University to retain key faculty or personnel necessary to maintain and sustain key
academic programs.
Unanticipated budget variations can impact short-term cash flow relatively quickly,
Velocity
3 creating undue burden on cash needs and availability. Significant currency fluctuations
can materially impact operating results. The risk of financial sustainability is of a long

8
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term nature and with appropriate planning and monitoring, risk factors should be
manageable and develop at a relatively slow pace.

Short-Term Cash Flow / Long-Term Financial Sustainability Risk Mitigation Efforts
Key Resources and Success Factors
Personnel/Financial/Capital & Facilities/Collaboration/Community Support/Innovation & Process
Improvements /Communications.
Stabilize enrollment with ongoing increases to build back scale in the US and Canada.
Activities
1. Increase contributions and grants
a. Working in conjunction with NUS on grants
that CityU can help in achieving the overall
plan
b. Expand grant submissions to non-NUS
entities
2. Enrollment/Program Growth initiatives

Responsibility

3. Maintain satisfactory compliance with financial
responsibility standards (decrease liabilities,
increase cash, and/or improve positive net income).
Ongoing Activities
4. Continuous and controlled monitoring of key
financial activities including monthly currency
movements of USD/CAD fluctuation, monthly
calculation revaluation required by GAAP and
monitoring gain/loss impact on operating results.
5. Monitor major changes in financial statement
activities that impact annual composite score
calculations and make appropriate mid-year
adjustments to maintain >1.5 ratio.
6. Reduce space footprint as business conditions
change
a. Sub-let options to be purchased
b. Expanded online offerings may decrease
space needs
c. Constant measurement of location results
7. Collaborate with all departments on long-term
financial sustainability
a. Enrollment growth (key driver)
b. Development of new programs and
modification of poor performers
c. Staff/Faculty retention and recruitment
8. Utilize shared NUS licenses for cost savings
a. SA PeopleSoft system license instance
Completed Activities
1. Utilize NUS infrastructure for cost-savings
a. Medical, 403(b) and other benefits
b. Blackboard licensing and maintenance
c. HR/Payroll instance merge

Status

President

Ongoing

n/a

See “Growth Strategy”
risk

President
Director of Finance

Ongoing

Responsibility
President
Director Finance

Director of Finance
President

Status
Ongoing

Ongoing

President
Director of Facilities
Director of Finance

Ongoing measurement of
location results

VPME
Provost

Ongoing

Director Technology
VP Student Services

Initial project planning

Responsibility
Director Finance
HR Director
Director ELearning

9
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Changing Competitive Environment
Description: Management’s ability to effectively compete against new entrants to the market or existing
competitors. Institution’s ability to take actions to establish and sustain competitive advantage through
superior relative performance.
Institutional Owner(s): VP Marketing & Enrollment (VPME)
System Support:
Control Environment
Uncontrollable
Competitors may take actions to achieve competitive advantage, including increased lowcost education alternatives, which are outside the control of management.
Controllable
Individual strategic recommendations and initiatives related to competitive response are
controllable through management initiative, oversight and execution. Additionally,
continued efforts to increase enrollment, further absorb overhead across an increasing
student population and reduce direct and indirect costs.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
The Higher Education industry has reached unprecedented levels of competition.
Technology and changing service models have overcome historical competitive
barriers. Innovation, change, and building value have become the norm and the pace
of change will continue to be high. The probability of continued and increasing
Probability /
3 competitive forces impacting cost, quality and response time is very high. However,
Likelihood
for-profit institutions are coming under increasing pressure for recruiting activity and
student loan defaults. Several have closed their doors which will provide some market
pressure relief and private non-profits have to be prepared to serve all prospective
students
The inability to respond to competitive pressures could detrimentally impact the
University resulting in:
• Strategic Risk: any inability to achieve the long-term mission and vision of the
University due to the inability to achieve or maintain competitive advantage.
• Operational Risk: any failure to achieve market share, enrollment and
anticipated revenue generation resulting from the inability to achieve competitive
advantage. The recent and what appears ongoing decline of for-profit institutions
is providing additional opportunities for CityU.
Impact
3
• Financial Risk: any inability to compete effectively resulting in significant shortterm and/or long-term detriment to the University’s operating results and financial
reserves.
• Reputational Risk: any inability to effectively compete resulting in loss of
student or public perception and/or support.
• Human Risk: any inability to retain key faculty or personnel as the result of
declining competitive position.
Competitive forces have accelerated rapidly in recent years. Geography is no longer a
competitive barrier and institutional reputation is an increasing competitive force,
making the rate of change of this risk relatively high. Affordable tuition is a significant
Velocity
4
area of strategic focus but can be overcome by building value; with appropriate
planning/monitoring, risk events impacting pricing should develop at a relatively slow
rate.

11
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Changing Competitive Environment
Key Resources and Success Factors
Personnel/Financial/Capital/Facilities/Technology/Vendor& Consultant relationships/Innovation &
process improvement/Communication.
Need targeted market assessment and marketplace response efforts.
Maintain competitive pricing with a focus to make it more affordable by utilizing more performance based
programs
Activities
Responsibility
Status
1. Fill the need for students to finish and complete
their degree programs per Washington State
VPME
In Process
initiative closures
2. Understand national competitive landscape for
new doctoral program implementation.
VPME
a. Understand regional needs
New initiative
Director of Marketing
b. Identify and develop targeted
outreach/recruiting plans for regions
Ongoing Activities
Responsibility
Status
3. Ensure corporate development agreements are
growing and nurtured:
a. Monitor discount rates
VPME
b. Establish standard discount levels with
Ongoing
approval requirements if exceeded
c. Design a follow up nurture plan
d. Measure program success
4. Conduct Annual Marketing Plans
VPME
Annually
5. Stay market focused to combat others entering the
VPME
Ongoing
market (i.e. WGU online)
6. Conduct ongoing marketplace assessment to
evaluate economic and workplace opportunities
VPME
Ongoing
a. Enhance marketing efforts to be responsive
to marketplace perceptions and needs
b. Continued commitment to improved
branding
c. Conduct segmentation surveys as appropriate
7. Develop new programs and delivery formats
a. Competency based programming
VPME
Ongoing
b. Specialized cohort development
Provost
c. Develop specific for particular corporate
VP Student Services
partners
Completed Activities
Responsibility
1. Develop long-term strategic plan
a. Identify the key strategy (low cost, high service, etc.) – Five
strategic options have been approved by NUS for CityU
President
b. Ensure integration with core values through the drafting of the
Provost
plan.
c. Implement pricing strategy in line with competition
i. Identify other revenue sources
d. Determine impact of any pricing modifications before
implementation

12
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Accreditation
Description: Institution’s ability to achieve regional accreditation reaffirmation from NWCCU spring
2018 seven-year comprehensive accreditation visit and/or the institution receives major
recommendations that limit ability to compete in the marketplace.
Institutional Owner(s): Provost
Control Environment
Uncontrollable
Selection of remote / international locations for accreditation visits, accreditors who follow
their own agenda and do not stick to the standards, accreditors who operate under a
different educational philosophy than the institution they are reviewing.
Controllable
Members of the accreditation team, the extent to which the institution is meeting all parts of
the five standards, having appropriate programs in place for quality improvement, use of
student outcomes data for academic improvement.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
Accreditation visit is set for spring of 2018. Risk of remote location visit is moderate.
Probability /
2 Risk of accreditor misalignment of educational philosophy is low but present. Risk of
Likelihood
not addressing any part of any of the five standards is low.
The inability to respond to competitive pressures could detrimentally impact the
University resulting in:
• Strategic Risk: any inability to achieve the long-term mission and vision of the
University due to the irreparable harm to the institution’s reputation.
• Operational Risk: any failure to achieve market share, enrollment and
anticipated revenue generation resulting from negative risk events that have caused
reputational damage.
• Financial Risk: any irreparable damage to the University’s reputation resulting in
significant short-term and/or long-term detriment to the University’s operating
results and financial reserves.
Impact
5
• Reputational Risk: any inability to effectively compete resulting in loss of
student or public perception and/or support.
• Information Systems Risk: any breakdown in systems or processes that
compromise data or the University’s ability to carry out routine business practices
resulting in reputational harm.
• Human Risk: any acts by employees, students, vendors or other third parties that
impact the University’s reputation.
• Compliance Risk: any failure to comply with policies and procedures that
compromises business results and causes reputational harm.
The institution was initially on a rapid cycle to get ready for its 2017 visit until
NWCCU asked to delay the visit for a year. Thus, the areas of concern identified to
Velocity
1
get ready for the first visit can now be adequately addressed with enough time to put
remedies into place and better test their effectiveness.

13
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Accreditation Mitigation Efforts
Key Resources and Success Factors
Personnel resources / Financial resources / Internal collaboration
Quality self-study, 3-year recommendations appropriately addressed
Activities
1. Self-study
a. Draft December 2017
b. Final document to NWCCU January 2018
2. Identify and address areas of concern
a. Policy issues
b. Outcomes assessment
c. Governance
d. Faculty
e. Student affairs
3. Site visit April 2018
a. Approval of chair and team
b. Preparation of room and facilities
c. Organization of visit
d. Response to findings
Completed Activities
4. Self-study
a. Areas of concern identified (2016)
b. Work plans implemented (2016, 2017)
c. Assessment data compiled (2016, 2017)

Responsibility

536
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Provost
Steering Committee

In-Process

Provost
Steering Committee

In-Process

Provost
Steering Committee

In-Process

Responsibility
Provost
Steering Committee

14

Status

Status

Completed

Physical Safety and Security
Description: The ability of management to reasonably prepare and respond to a safety or security event
and/or the ability to effectively coordinate emergency response, notify campus community in a timely
manner, or enforce adequate behavior monitoring and reporting measures.
Institutional Owner(s): Director Facilities, Director, Human Resources
System Support: Director Security
Control Environment
Uncontrollable
An incident, potential event, or violent act initiated by a student, employee, or campus
guest.
Controllable
Preparation, mitigation, and response to an incident, potential event, or violent act.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
There is a “low” possibility that a catastrophic/violent incident will occur that will
significantly impact core operations. There is a “medium” possibility that an event will
disrupt operations for a short duration of time, however the incident will be contained
Probability /
2 at a campus and not affect the overall operations. There is a “high” or likely possibility
Likelihood
that an incident may occur on a campus. However, the incident will be contained to a
campus and can be resolved with internal resources and will have limited impact on the
university. The incident can be managed through routine protocols and procedures.
One or more failures to effectively implement key initiatives to mitigate or prepare for
a catastrophic event could expose the University to:
• Strategic Risk: any risk of severe damage to facilities and or people hindering the
institutions ability to provide key products and services.
• Operational Risk: any risk of disrupting business operations and potentially
affecting the institutions ability to operate.
• Financial Risk: any risk of loss or damage to plant/property/equipment and/or
creation or impact of financial obligations
• Reputational Risk: any potential damage resulting in negative public perception
Impact
4
due to failure to reasonably prepare, detect, or respond.
• Information Systems Risk: any risk of data security from access through
networking closets, access of confidential information through devices including
laptops and cell phones.
• Human Risk: any risk of serious injury and potential of loss of life.
• Compliance Risk: any violation of regulation including OSHA, Clery Act,
Campus WaVE Act
Given that the organization is geographically dispersed, the magnitude of the impact
would affect some campuses more so than others.
A Campus Safety or Security event may occur with a few days/weeks warning,
Velocity
2
however in most instances will occur with little to no warning.

15
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Physical Safety and Security Risk Mitigation Efforts
Key Resources and Success Factors
Personnel resources / Financial resources / Vendor & Consultant/Technology resources/Community Resources
Communication plan: method to communicate changes and importance of coordination and preparedness
measures; internal and external collaboration and communication efforts
Training: training program that emphasis the importance of a safe campus, training curriculum, and evaluation
of training effectiveness
Activities
1. Development of vulnerability audit for physical
safety: understand the campus environment;
entrance/exits, cameras, guards, locks
2. Safety training for all staff
a. Assignment of floor captains with
expectation of duties for all safety concerns
b. Fire drills conducted minimum annually
c. Monthly facility inspection reports by Floor
Captains
d. Student housing training for RA’s and CityU
Housing Coordinator
3. Annual safety plan available to students.

Responsibility
Director HR
Director Facilities
VP Student Services
(Core Safety)
Director HR
Director Facilities
VP Student Services
(Core Safety)
Director HR
Director Facilities
VP Student Services
(Core Safety)
Director HR
Director International
Operations
Provost

4. Review policies, procedures, and protocols related
to employee and teaching faculty travel and work
abroad.

Completed Activities
1. Develop a comprehensive strategic/operational plan to increase security
measures.
a. Employee Identification Badges
b. Update ‘Emergency Operations Plan” [EOP]
c. Development of ‘Emergency Operations Center’ Protocol
d. Define student housing safety plan
2. Safety and security gap analysis, needs assessment; key personnel,
financial resources
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Status
Ongoing

Ongoing

Ongoing

Ongoing

Responsibility
Director CityU IT
Director HR
Director Facilities
VP Student Services
(Core Safety)
Director HR
Core Safety Team

Catastrophic Events and Disaster Recovery
Description: The ability to sustain operations, provide essential products or services, or recover
operating costs as a result of a major disaster resulting from uncontrollable acts as war, terrorism, fire,
earthquake, severe weather, flooding, city/campus wide utility failures, medical pandemic, or other
similar events.
Institutional Owner(s): Director Facilities, Director Human Resources, CFO
System Support: VC, Business and Administration, Director Security
Control Environment
Uncontrollable
Natural disasters, city wide/campus wide utility failures, explosions, medical pandemic.
Controllable
Institution has no control over catastrophic events, and can only prepare to respond as
necessary. Sound business principals and risk mitigation process will enhance
management’s ability to respond timely and appropriately.
Risk Response:
Acceptance and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
There is a possibility that a Catastrophic Event may occur at a campus. National
Probability /
2 University System currently operates in 50+ various types of locations including
Likelihood
business parks, malls, military bases, and office buildings.
One or more failures to effectively implement key initiatives to prepare for a
catastrophic event could expose the University to:
• Strategic Risk: any risk of severe damage to facilities and or people hindering the
institutions ability to provide key products and services.
• Operational Risk: any risk of disrupting business operations and potentially
affecting the institutions ability to operate.
• Financial Risk: any risk of loss of assets and/or create financial obligations and/or
disrupting the institutions ability to conduct business
Impact
5
• Reputational Risk: any potential damage resulting in negative public perception
due to failure to reasonably prepare, detect, or respond.
• Information Systems Risk: any risk of loss of assets and/or create financial
obligations and/or disrupting the institutions ability to conduct business
• Human Risk: any risk of serious injury and potential of loss of life.
Given that the organization is geographically dispersed, the magnitude of the impact
would affect some campuses more so than others.
Although the frequency of occurrence would be considered to be low, a Catastrophic
Velocity
4 Event could occur over the duration of a few weeks to a few days, and in most
instances will occur with little to no warning.
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Catastrophic Events and Disaster Recovery Risk Mitigation Efforts
Key Resources and Success Factors
Personnel resources / Financial resources / Internal and external collaboration and communication efforts
Communication plan: method to communicate changes and importance of coordination and preparedness
measures
Activities
Responsibility
1. Develop or update Emergency
Preparedness documentation
President
a. Emergency Operations Plan
Director HR
b. Emergency Operations Center
Director IT
protocol
Director Facilities
c. Disaster Recovery Plan
d. Business Continuity Plan
2. Develop Business Recovery Plan related
to catastrophic event occurrence
President
a. Document business recovery
Campus Leadership
protocols in event of long-term
catastrophic event recovery
Ongoing Activities
Responsibility
3. Training
a. Incident Command Center [ICS]
Director HR
b. Emergency Operations Center
Director Facilities
[EOC]
4. Test procedures/drills/audits for
Director IT
a. Emergency Notification System
Core Safety Team
b. Building Evacuation Drills
(Director Facilities,
c. Violent Acts
Director HR, VP Student
d. Lockdown
Services)
e. IT backup systems
f. Network integrity / data protection

18
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Status
In process
See ‘Physical Safety and Security
Risk’
In partnership with NUS

In Process
Status
Ongoing
In partnership with NUS

Ongoing / Annually

Privacy / Information Security
Description: The ability of management to reasonably protect information assets of the University,
including business and operational systems and confidential and sensitive information, while
maintaining appropriate levels of accessibility. Institution wide operations (student records, employee
records, business operation records) are highly dependent on the reliability of the data
infrastructure/system and the confidentiality, integrity, and availability of the data.
Institutional Owner(s): Director IT
System Support: VC, Information Technology
Control Environment
Uncontrollable
External factors related to 3rd party attempts to illegally obtain system information, breach
of 3rd party service providers; and employee/contractor exposure (negligent or with
purpose) of confidential information.
Controllable
Management’s efforts to accurately assess the organizations vulnerabilities and to
implement remedies including increased data security measures, training, regular/frequent
system testing and security audits.
Risk Response:
Acceptance, Sharing, and Reduction
Risk Mitigation Assessment (1 Low to 5 high)
There is a moderate possibility that a 3rd party (hacker) will attempt to breach our data
systems or network, however the success of the attempt to obtain information and
infiltrate these systems is low. There is also the potential that an employee will
negligently print sensitive/confidential information or email sensitive/confidential
information without encryption however the impact to the overall organization is
Probability /
3
relatively low. There is a “low to moderate” likelihood that an employee will lose a
Likelihood
technological device (laptop, tablet, phone) which may result in an unwelcome attempt
to access the system and a “low” probability that an individual that has infiltrated the
system or an employee who has access to the data/system will utilize / manipulate /
destroy the information for illegal or unethical purposes.
One or more failures to effectively identify system vulnerabilities and mitigate ongoing
threats could have a significant impact to the University resulting in:
• Strategic Risk: any failure to mitigate threats could result in the inability to meet
strategic goals.
• Operational Risk: any failure to identify threats may delay or impact the
institutions ability to conduct core business activities. Threats may compromise the
integrity of system information which may delay the institutions ability to provide
actionable/reportable information. Availability of such information may be delayed
or impede the institution to continue operations.
• Financial Risk: any inability to mitigate may result in short-term and/or long-term
detriment to the University’s operating results/financial reserves. Fines/penalties
Impact
3
resulting from lack of compliance.
• Reputational Risk: any breach in information may expose the University to
unwarranted press. 3rd party breach may indirectly expose the University by
association.
• Human Risk: any impact to individuals affected by breach or negligence.
• Compliance Risk: any impact to ability to adhere to regulation including FERPA,
PCI, HIPAA, Gramm Leach-Bliley Act, Red Flag Rule
The probability is low that a major event or full breach will occur in which the
institution experiences a significant loss of data, significant impact to the institutions
reputation, and operations are compromised.
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Velocity

5

External parties attempt to infiltrate the institutions operating systems and/or
individual employee information is uncontrollable and constant.

Privacy / Information Security Risk Mitigation Efforts
Key Resources and Success Factors
Personnel/Financial/Technology/Vendor& Consultant relationships/Innovation & Process
Improvement/Communication
Collaboration: internal collaboration is critical to the successful assessment/prevention of information breach
Training: training program that emphasizes the importance of securing information and potential impacts of
risk
Activities
1. Implement EU General Data Protection
Regulations
a. Contract standards review and update
b. Business process and policy review
c. Implemented changes to policy and process
to maintain compliance
d. Assign Data Protection Officer
Ongoing Activities
2. Review of Privacy and Information Security Plan
a. Partner with key departments and university
leadership to establish information security
risk tolerance.
b. Partner with academic leadership to establish
academic freedom / acceptable risk balance
c. Communicate requirements to constituents
3. Training and cultural awareness
a. Conduct employee Information Security
Training during initial hire period
b. FERPA compliance and training
c. Annual review and update policy on
information security requirements –
distribute annual education reminders.
4. Ongoing measures / re-occurring testing
a. Internal network scanning
b. Internal network security scans/audits
c. 3rd Party network security audit
d. Update security tools with newest
vulnerabilities
e. Annual PCI assessments
f. Review of user permissions – to ensure
segregation of duties/authority
g. 3rd Party security audit
5. Documentation of Internal Controls
a. Annual review of internal controls (or as
needed)
b. Instant correction of any control concerns
noted by outside auditors
c. Anonymous reporting available to staff and
students for any ethical concerns or noted
questionable activity – Ethics Point

VP Student Services
Director IT
Director of HR

Responsibility

Director IT

Director IT
Director HR
Data Security SubCommittee

Director IT

Director of Finance
Director HR
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New

Status

Annually

Ongoing

Weekly/monthly/annually

Ongoing

6. Staff Hires/Terminations – process quickly
terminate access for departing employees

Director HR
PS Security SubCommittee/IT

Ongoing
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Regulatory Compliance
Description: The institutions inability to comply with existing or proposed federal, state, or agency
regulations.
Institutional Owner(s): Provost, Director HR, Director of Finance, VP Student Services
System Support: Compliance Officer
Control Environment
Uncontrollable
Federal, State, and Agency regulatory environment / Industry developments
Change in governmental policies for foreign operations
Controllable
Institutional Policies (student and employee)
Changes to Processes and Procedures
Risk Response:
Reduction
Risk Mitigation Assessment (1 Low to 5 high)
Due to the increasing number and complexity of federal, state, and agency laws and
Probability /
2 regulatory requirements, it is “possible” to fall out of compliance with relevant laws
Likelihood
and regulations.
Changes in regulatory environment could affect the University resulting in:
• Strategic Risk: creation of requirements necessary to execute key
strategies/objectives
• Operational Risk: expose the University to changes to management policies,
processes and/or procedures.
• Information Systems Risk: modification to systematic processes, the violation of
Impact
3
or incomplete, inaccurate and/or untimely reporting of required information, which
could expose the university.
• Financial Risk: fines, penalties, and/or sanctions imposed by regulatory agencies
and/or compensatory/punitive damages from civil proceedings. In severe cases,
potential loss of ability to administer Title IV Financial Aid.
• Reputational Risk: damage resulting in change of public perception or change in
the Department of Education’s perception.
The public generally receives advance notice to implement proposed changes to the
Velocity
2 regulatory environment, to provide ample time for organizations to modify
policies/procedures as necessary.
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Regulatory Compliance
Key Resources and Success Factors
Personnel resources: to identify, coordinate, and implement changes
Financial resources: for identified training, licensing costs, attorney/accountant fees as necessary
Internal Collaboration efforts: decentralized approach to compliance management
Communication plan: method to communicate changes and implications of federal, state, and agency laws and
regulations and method to communicate changes to institutional policy
Ongoing Activities
1. Monitor changes to regulation / Stay current with
federal, state, local and international laws
a. Membership in key organizations that share
information for member benefits (i.e.
NACUBO)
b. Maintain Compliance matrix – documenting
key responsibility points
c. Monitors local, federal and international
governmental policies and potential changes
2. Monitor ministry regulations in countries with
international operations (Canada, Mexico, China,
Vietnam, Switzerland, Slovakia, Czech Republic)
3. EthicsPoint Compliance Reviews; Compliance
4. Institutional Policy inventory
a. Student policies
b. Employee policies
c. Faculty policies
d. Departmental policies that support
compliance
5. Review of annual financial reporting
a. OMB Circular A-133 Audit
b. Annual Financial Reporting
c. 990 Tax Reporting
d. 403(b) regulatory requirements
6. Compliance with required regulation
a. Clery Act: Annual Safety and Security
Report
b. Affordable Care Act
c. Sexual Harassment / Title IX / Campus
WaVE Act
d. ADA compliance

Responsibility

Status

Provost
Director of Finance
Director of HR
VP Student Services

Ongoing

Provost

Ongoing

Compliance

Ongoing

Provost
Director of Finance
Director of HR
VP Student Services

Ongoing

Director of Finance
Director HR

Director HR
VP Student Services

Ongoing

Ongoing
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Appendix A: Risk Mitigation Plans Framework
Control Environment: Uncontrollable or controllable events that can or may occur.
Risk Response:
Avoidance: Action is taken to exit the activities giving rise to risk. Risk avoidance may involve exiting a
product line, declining expansion to a new geographical market, or selling a division.
Reduction: Action is taken to reduce the risk likelihood or impact, or both. This may involve any of a
myriad of everyday business decisions.
Sharing: Action taken to reduce the risk likelihood or impact by transferring or otherwise sharing a
portion of the risk; Common risk-sharing techniques include purchasing insurance projects, pooling risks,
engaging in hedging transactions, or outsourcing an activity.
Acceptance: Risk falls within risk tolerance levels or has been appropriately mitigated due to other risk
response activities
RISK MITIGATION ASSESSMENT
Probability / Likelihood: The probability of the risk occurring.
(5) Very High: Almost certain that an event will occur
(4) High: An event will probably occur
(3) Medium: An event may possibly occur
(2) Low: Unlikely for an event to occur
(1) Very Low: Remote possibility an event will occur
Impact/Consequences: The severity of a given risk.
(5) Very High: Multiple fatalities and/or high probability of catastrophic loss of business
(4) High: Major injury or damage to property, single fatality, significant impact to operations
(3) Medium: Reportable injury or limited damage to property, measureable impact to operations
(2) Low: Insignificant damage to property, equipment, or minor injury
(1) Very Low: Non-reportable injury or slight damage to property
Impact/Consequences should be described in the following categories
Strategic Risk: impact on ability to achieve key strategies and/or objectives
Operational Risk: impact to routine campus operations, impacting ability to generate revenue, maintain
efficiencies and minimize cost or achieve expected margins
Financial Risk: loss or impact to finances, revenue, or assets
Reputational Risk: Impact to brand, customer or public perception/exposure or state/federal/agency
interest
Information Systems Risk: Impact to data, data integrity, information systems, reporting
Human Risk: Impact to or loss of life, intellectual capital, safety of personnel or students
Compliance Risk: Comply with externally imposed laws and regulations and internal policy
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Risk Velocity: is the time to impact or the estimated timeframe within which a risk may occur.
(5) Very High: Very Rapid, little or no warning; instantaneous
(4) High: Risk may occur in a matter of days to a few weeks
(3) Medium: Risk may occur in a matter of a few months
(2) Low: Risk may occur in a matter of several months
(1) Very Low: Very slow, occurs over a year or more
KEY RESOURCES AND SUCCESS FACTORS
Certain of the following resources or success factors could be critical or instrumental in effective risk mitigation
for key risks:
Personnel Resources: The requirement for incremental personnel resources to implement, support and/or
sustain the risk mitigation plan. The need for increased personnel resources due to expanded staffing
requirements or responsibilities or for new technical skills to support expanded functionality.
Financial Resources: The requirement for additional financial resources to support incremental supply
costs, programmatic costs or administrative support costs to support or sustain the objectives of the risk
mitigation plan.
Technological Resources: Additional technical support functions and costs that is necessary to support
and/or sustain the risk mitigation plan
Capital/Facilities Investment: Additional capital costs related to information systems, security systems,
equipment or facilities that are necessary to support and sustain the risk mitigation plan.
Collaboration (internal and/or external): Collaborative efforts among and between key internal or external
constituents that are critical to the successful implementation, transition and operations of functions and
activities critical to supporting and sustaining the risk mitigation plan.
Vendor/Consultant Relationships: Key vendor/consultant relationships that are necessary and critical to
the planning and design, implementation, transformation and operations of functions and activities critical
to supporting and sustaining the risk mitigation plan.
Community Support: Support from the broader community and other key constituents that are external to
the organization but could influence the ability of the institution to plan, implement and sustain effective
risk mitigation.
Innovation / Process Improvements: The need to transform and document internal control methods and
processes and train and education personnel on changes and adherence to new methods and processes that
are critical to the effective and efficient attainment of business objectives.
Communication Plans: necessary and critical communications to internal and external
constituents/stakeholders that are instrumental or critical to the effective mitigation of risk at the
appropriate levels within the organization.
Other: the need for other resources, activities, processes, communications, methods or procedures which
are instrumental to the successful mitigation of a particular risk.
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BYLAWS
of
CITY UNIVERSITY OF SEATTLE
a Washington public benefit nonprofit corporation
ARTICLE 1
OFFICES
Section 1.1 Principal Office. The principal office of City University of Seattle (the
“University”) shall be fixed and located at 521 Wall Street, Suite 100, Seattle, WA 98121, or at
such other place as the Board of Trustees (the “Board”) shall determine. The Board is granted
full power and authority to change said principal office from one location to another.
Section 1.2 Other Offices. Branch or subordinate offices may be established at any
time by the Board at any place or places.
ARTICLE 2
MEMBERSHIP
Section 2.1 Members. The University shall have no members. Any action which
would otherwise require approval by a majority of all members or approval by the members
shall require only approval of the Board, and all rights which would otherwise vest in the
members shall vest in the Trustees, except that the Trustees will be elected as provided in
Section 4.5.
Section 2.2 Associates. Nothing in this ARTICLE 2 shall be construed as limiting the
right of the University to refer to persons associated with it as “members” even though such
persons are not members, and no such reference shall constitute anyone a member within the
meaning of RCW 24.03.065 and the Washington Nonprofit Corporation Act (the “Law”). The
University may confer by amendment of its Articles of Incorporation (the “Articles”) or of these
Bylaws some or all of the rights of a member, as set forth in the Law, upon any person or
persons who do not have the right to vote for the election of Trustees or on a disposition of
substantially all of the assets of the University or on a merger or on a dissolution or on changes
to the University’s Articles or Bylaws, but no such person shall be a member within the
meaning of RCW 24.03.065.
ARTICLE 3
NATIONAL UNIVERSITY SYSTEM
The University is one of several corporations (“Affiliates”) for which System Management
Group (“SMG”) is a supporting organization. SMG and the Affiliates shall be referred to as the
National University System (sometimes, the “System”). The System is a cooperative
arrangement including SMG and its Affiliates and related entities. The cooperative arrangement
between SMG and its Affiliates entails an alliance of operationally independent and separately
accredited nonprofit educational institutions and certain other entities that provide support
1
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services, as more fully described in various agreements executed between and among such
parties.
ARTICLE 4
TRUSTEES
Section 4.1 General Corporate Powers. The University is a Washington public
benefit nonprofit corporation, is not organized for the private gain of any person, and shall at all
times be operated exclusively for charitable purposes within the meaning of Section 501(c)(3)
of the Internal Revenue Code. Subject to the limitations of the Law, the Articles, and these
Bylaws, the activities and affairs of the University shall be conducted and all corporate powers
shall be exercised by or under the direction of the Board. The Board may delegate the
management of the activities of the University to any person or persons, a management
company or committees, however composed, provided that the activities and affairs of the
University shall be managed and all corporate powers shall be exercised under the ultimate
direction of the Board.
Section 4.2 Specific Powers. Without prejudice to the general powers set forth in the
Law and in Section 4.1 above, but subject to the same limitations, it is hereby expressly
declared that the Board shall have the following powers in addition to the other powers
enumerated in these Bylaws:
(a)
To select and remove all Officers, agents, and employees of the University
as may not be inconsistent with law, the Articles or these Bylaws, prescribe powers and duties
for them as may not be inconsistent with law, the Articles or these Bylaws, fix their
compensation and require from them such security, if any, for faithful service as the Board may
deem appropriate.
(b)
To conduct, manage and control the affairs and activities of the
University, and to make such rules and regulations therefor not inconsistent with law, the
Articles or these Bylaws, as the Board may deem appropriate.
(c)
To adopt, make and use a corporate seal and to alter the form of such seal
from time to time as the Board may deem appropriate.
(d)
To enter into contracts, agreements, and commitments for the purposes of
the University, and to borrow money and incur indebtedness for the purposes of the University
and to cause to be executed and delivered therefor, in the corporate name, promissory notes,
bonds, debentures, deeds of trust, mortgages, pledges, hypothecations, or other evidences of debt
and securities therefor.
(e)
To exercise responsibility for leadership of fundraising efforts and
charitable activities of the University.
(f)
To exercise appropriate oversight over the University’s integrity, policies,
and ongoing operations, including, without limitation: adopting or reaffirming the University’s
2
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mission, vision, and key University policies; hiring, evaluating and terminating the President and
establishing clear procedures in connection with the same; approving and monitoring the
strategic direction and plan of the University; approving and monitoring the University’s annual
budget; and reviewing annual financial audits and reports to confirm the adequacy of financial
management and controls and to promote financial stability of the University.
Section 4.3 Number of Trustees. The authorized number of Trustees shall be not less
than 15 nor more than 25 until changed by amendment of the Articles or these Bylaws. The
exact number of Trustees shall be fixed, within the limits specified, by resolution duly adopted
by the Board.
Section 4.4 Ex Officio and Elected Trustees. The Chancellor of the National
University System (the “Chancellor”), or, if the position of Chancellor is vacant, the individual
acting as Chancellor on an interim basis, shall be an ex officio member of the Board with voting
rights (“Ex Officio Trustee”). If the Chancellor or the individual acting as Chancellor ceases to
hold that office, he or she shall automatically cease to be an Ex Officio Trustee. The remaining
members of the Board (“Elected Trustees”) shall be elected as provided in Section 4.5. Each
member of the Board of Trustees, whether Elected or Ex Officio, shall have one vote on each
matter submitted to the Board of Trustees, except when recusal or abstention is required by
these Bylaws or the Law.
Section 4.5 Eligibility; Election and Term of Office of Elected Trustees. Trustees
shall be nominated by the Governance Committee at least 30 days prior to the annual meeting
of the Board, and shall be elected upon a majority vote of Trustees then in office. Trustees may
stand for re-election, upon nomination of the Governance Committee.
(a)
Except as otherwise specified herein, Elected Trustees shall serve for
three-year terms. The terms of office for each group of Elected Trustees shall be staggered as
much as practicable so that no more than one-third of the Trustees’ terms shall expire in any
year.
(b)
If the authorized number of Trustees is increased, additional Elected
Trustees shall be divided into three groups of as nearly equal size as possible. The first group
shall hold office until the next following annual meeting of the Board, the second group shall
hold office until the second following annual meeting of the Board, and the third group shall
hold office until the third annual meeting of the Board, and, in each case, until their successors
have been elected and qualified, or until their earlier death, resignation, or removal.
Section 4.6 Trustees Emeriti. The Board of Trustees may appoint, upon the
recommendation of the Governance Committee, one or more individuals to serve as Trustee
Emeritus. The appointment to Trustee Emeritus is reserved for individuals who have served on
the University Board of Trustees for not less than two successive three-year terms and who have
served with distinction and have made significant and sustained contributions to the growth and
development of the university. Trustees Emeriti are non-voting members of the Board of
Trustees and will, if they so choose, receive all routine mailings to the Board of Trustees and be
invited to Board of Trustees meetings and University functions. Trustees Emeriti may be
3
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reimbursed for University-related expenses upon the approval of the Chair of the Board of
Trustees. Trustee Emeritus is a lifetime appointment unless the Board or the individual elects to
change the term of appointment.
Section 4.7

Interested Persons.

(a)
Limitation. Not more than 49% of the Trustees may be interested
persons. An “interested person” means either:
(1)
Any person currently being compensated by the corporation for
services rendered to it within the previous 12 months, whether as a full- or part-time employee,
independent contractor, or otherwise, excluding any reasonable compensation paid to a director
as director; or
(2)
Any Relative, meaning a brother, sister, ancestor, descendant,
spouse, brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, or father-inlaw of any such person.
(b)
Interested Transactions Policy. The Board shall adopt, publish, and
implement a policy concerning transactions with Interested Persons and conflicts of interest.
Such policy may address implementation of Section 4.7 and Section 4.8, including presumptions
for determining a material financial interest for purposes of Section 4.8. Each Trustee and
prospective Trustee, prior to nomination for election to the Board and annually thereafter, shall
acknowledge receipt of a statement of the policy on interested transactions and conflicts of
interest and shall disclose to the Chair all interests that could trigger application of Section 4.7 or
Section 4.8 or the policy. Such statement and disclosure shall be under procedures established
by the Board and shall be kept confidential except to the extent necessary to apply Section 4.7
and Section 4.8.
(c)
Validity of Transactions. Any violation of the provisions of this Section
4.7 shall not affect the validity or enforceability of any transaction entered into by the University.
Section 4.8

Transactions in Which Trustees Have Personal Interest.

(a)
Unless Section 4.8(b) applies, any transaction of the University in which
any of its Trustees has a material financial or other interest shall be entered into or consummated
only if:
(1)
The transaction is fair and reasonable as to the University at the
time the University enters into the transaction;
(2)
The economic benefit provided by the University to the Trustee is
less than or equal to the fair market value of the consideration given in return (including the
performance of services) by the Trustee;
(3)

The University enters into the transaction for its own benefit;
4
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(4)
Prior to consummating the transaction or any part thereof, the
Board authorizes or approves the transaction in good faith by a vote of the majority of the
Trustees then in office without counting the vote of the interested Trustee or Trustees (although
such Trustee or Trustees may be counted for purposes of determining the presence of a quorum
at the meeting at which such action is taken), and with knowledge of the material facts
concerning the transaction and such Trustee’s interest in the transaction; and
(5)
Prior to authorizing or approving the transaction, the Board
considered and in good faith determined after reasonable investigation under the circumstances
that the University could not have obtained a more advantageous arrangement with reasonable
effort under the circumstances.
(b)
If it is not reasonably practicable to obtain such approval by the Board
prior to entering into the transaction, a committee or person authorized by the Board may
approve the transaction in a manner consistent with the standards of Section 4.8(a); provided,
however, that at its next meeting the Board:
(1)
Determines that it was not reasonably practicable to obtain
approval by the Board prior to entering into the transaction;
(2)
Determines that the committee or person authorized by the Board
approved the transaction in the required manner; and
(3)
After determining in good faith that the conditions of Section 4.8
(a)(1), (2), and (3) are satisfied, ratifies the transaction by a vote of the majority of the Trustees
then in office without counting the vote of the interested Trustee or Trustees (although such
Trustee or Trustees may be counted for purposes of determining the presence of a quorum at the
meeting at which such action is taken).
(c)

Section 4.8(a) and Section 4.8(b) shall not apply to:

(1)
An action of the Board fixing the compensation of a Trustee as a
Trustee or Officer of the University;
University if it:

(2)

A transaction which is part of a public or charitable program of the

(i)
Is approved or authorized by the University in good faith
and without unjustified favoritism; and
(ii)
Results in a benefit to one or more Trustees or their
families because they are in the class of persons intended to be benefited by the public or
charitable program;
(3)
A transaction of which the interested Trustee or Trustees have no
actual knowledge and which does not exceed the lesser of one percent of the gross receipts of the
University for the preceding fiscal year or $100,000.
5
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(d)
Any contract or other transaction (other than transactions subject to
Section 4.8(a), Section 4.8(b), or Section 4.8(c), above) between the University and any
corporation, firm, association, or other entity (other than a member of the National University
System) of which one or more of the University’s Trustees are directors or trustees shall be
entered into or consummated only if:
(1)
The material facts relating to the transaction and to such Trustee’s
other trusteeship are fully disclosed or known to the Board or committee, and the Board or
committee authorizes, approves or ratifies the contract or transaction in good faith by a vote
sufficient without counting the vote of the common Trustee or Trustees; or
(2)
The contract or transaction is just and reasonable as to the
University at the time it is authorized, approved or ratified.
(e)
Notwithstanding any provision of this Section 4.8, at any time during
which Section 4958 of the Internal Revenue Code (the “Code”) applies to the University, the
University shall consider the possible effect of Section 4958 on any transaction which could
constitute an excess benefit transaction as defined in Section 4958(c) of the Code. At any time
during which Section 4941 of the Code applies to the University, the University shall not enter
into any transaction which would constitute direct or indirect self-dealing as defined in Section
4941(d) of the Code.
(f)
For purposes of this Section 4.8, references to a Trustee having a financial
interest or serving as director or trustee of another entity shall include such interests or service by
any Relative of that Trustee, as defined by Section 4.7(a)(2).
Section 4.9

Resignation and Vacancies.

(a)
Any Trustee may resign effective upon giving written notice to the Chair
of the Board, the President, or the Secretary or the Board, unless the notice specifies a later time
for the effectiveness of such resignation. If the resignation is effective at a future time, a
successor may be elected before such time, to take office when the resignation becomes
effective. The recipient of such notice, if not the Secretary, shall notify the Secretary promptly
of any Trustee resignation, and the Secretary shall then notify the Chancellor.
(b)
A vacancy on the Board shall be deemed to exist in case of the death,
resignation or removal of any Trustee or an increase in the authorized number of Trustees.
Vacancies on the Board shall be filled in the same manner as the Trustee whose office is vacant
was elected, provided that any vacancy to be filled by election by Trustees may be filled by a
majority of the remaining Trustees (although less than a quorum) or by a sole remaining Trustee
at any regular or special meeting of the Board. Each Trustee so elected shall hold office until the
expiration of the term of the replaced Trustee and until a successor has been elected and
qualified.
Section 4.10 Removal. Any Trustee or Trustees may be removed from office without
cause if such removal is approved by a majority of the Trustees then in office. The Board may
6
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declare vacant the office of a Trustee who has been declared of unsound mind by a final order
of court, or convicted of a felony, or been found by a final court or judgment of any court to
have breached any duty arising under RCW 24.03.127. The Board may declare vacant the
office of any Trustee who does not attend three consecutive regular meetings. The Board may
remove Trustees who are Interested Persons to the extent necessary to comply with Section 4.7,
under procedures established pursuant to that Section. No reduction of the authorized number
of Trustees shall have the effect of removing any Trustee prior to the expiration of the Trustee’s
term of office.
Section 4.11 Place of Meetings. Meetings of the Board shall be held at any place
within or without the State of Washington which has been designated from time to time by the
Board.
Section 4.12 Annual Meetings. The Board shall hold an annual meeting on the second
Thursday of October and continuing the following day for the purposes of organization, election
of Trustees and Officers, and the transaction of other business. Notwithstanding this provision,
annual meetings of the Board may otherwise be held on such dates and at such times as may be
fixed by the Board.
Section 4.13 Regular Meetings. In addition to the annual meeting, two other regular
meetings shall be held on the second Thursday of February and continuing the following day
and in the spring on the two days prior to the San Diego commencement exercises.
Section 4.14 Special Meetings. Special meetings of the Board for any purpose or
purposes may be called at any time by the Chair of the Board, the Chancellor, or any two
Trustees.
Section 4.15 Notice.
(a)
Annual, regular and special meetings of the Board shall be held upon at
least seven days’ notice by first-class mail or five days’ notice given personally or by telephone,
including a voice messaging system or other system or technology designed to record and
communicate messages; telegraph; facsimile; electronic mail; or other similar means of
communication. Any such notice shall be addressed or delivered to each Trustee at such
Trustee’s address as it is shown upon the records of the University or as may have been given to
the University by the Trustee for purposes of notice or, if such address is not shown on such
records or is not readily ascertainable, at the place where the meetings of the Trustees are
regularly held.
(b)
Notice by mail shall be deemed to have been given at the time a written
notice is deposited in the United States mail, postage prepaid. Any other written notice shall be
deemed to have been given at the time it is personally delivered to the recipient or is delivered to
a common carrier for transmission, or actually transmitted by the person giving the notice by
electronic means, to the recipient. Oral notice shall be deemed to have been given at the time it
is communicated, in person or by telephone or wireless, to the recipient or to a person at the
office of the recipient who the person giving the notice has reason to believe will promptly
7
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communicate it to the receiver. The notice of a meeting shall state the date, time, and place of
the meeting.
Section 4.16 Quorum. A majority of the number of Trustees then serving constitutes a
quorum of the Board for the transaction of business, except to adjourn as provided in Section
4.20.
Section 4.17 Action by the Board. Every act or decision done or made by a majority
of the Trustees present at a meeting duly held at which a quorum is present shall be regarded as
the act of the Board, unless a greater number be required by law or by the Articles or Bylaws,
except as provided in the next sentence. A meeting at which a quorum is initially present may
continue to transact business notwithstanding the withdrawal of Trustees, if any action taken is
approved by at least a majority of the required quorum for such meeting, or a greater number as
required by law or by the Articles or Bylaws.
Section 4.18 Participation in Meetings by Conference Telephone or Video.
Trustees may participate in a meeting of the Board, or a committee meeting, through use of a
conference telephone or electronic video screen communication (including, without limitation,
Skype) as long as all Trustees participating in the meeting are able to hear one another.
Notwithstanding this Section 4.18, the University expects that, to the extent possible, Trustees
will attend meetings in person.
Section 4.19 Waiver of Notice. Notice of a meeting need not be given to any Trustee
who signs a waiver of notice, a written consent to holding the meeting, or an approval of the
minutes thereof, whether before or after the meeting, or who attends the meeting without
protesting, prior thereto or at its commencement, the lack of notice to such Trustee. All such
waivers, consents and approvals shall be filed with the corporate records or made a part of the
minutes of the meeting.
Section 4.20 Adjournment. A majority of the Trustees present, whether or not a
quorum is present, may adjourn any Trustees’ meeting to another time and place. Notice of the
time and place of holding an adjourned meeting need not be given to absent Trustees if the time
and place be fixed at the meeting adjourned, except as provided in the next sentence. If the
meeting is adjourned for more than 24 hours, reasonable notice of any adjournment to another
time or place shall be given prior to the time of the adjourned meeting to the Trustees who were
not present at the time of the adjournment.
Section 4.21 Action Without Meeting. Any action required or permitted to be taken
by the Board may be taken without a meeting if all members of the Board entitled to vote with
respect to the subject matter thereof shall individually or collectively consent to such action in
writing, which writing may be transmitted by facsimile, electronic mail, or other electronic
means of communication. Such consent or consents shall have the same effect as a unanimous
vote of the Board and shall be filed with the minutes of the proceedings of the Board.
Section 4.22 Rights of Inspection. Every Trustee shall have the absolute right at any
reasonable time to inspect and copy all books, records and documents of every kind and to
8
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inspect the physical properties of the University, except to the extent that such rights may
infringe upon Federal and state privacy laws, including without limitation the Health Insurance
Portability and Accountability Act.
Section 4.23 Standing or Special Committees.
(a)
The term “standing committee” or “special committee” shall mean any
committee appointed by the Board which is authorized by specific delegation, without further
Board action and subject to Section 4.24, to make and implement decisions on behalf of the
Board, or to implement, with some degree of discretion, decisions of the Board pursuant to
guidelines established by the Board. Except as otherwise provided herein, notice of, and
procedures for, meetings of standing or special committees shall be as provided in this Article 4
with respect to the entire Board, mutatis mutandis. Meetings of standing or special committees
may be called by the Board, the Chair of the Board, the Chair of the standing or special
committee, the Chancellor, or a majority of voting members of that committee. Except as
otherwise provided in Section 4.23(c), the members of each such committee shall be elected by a
majority of the Trustees then in office, shall consist of three or more Trustees, a majority of
whom are independent, and shall be chaired by a Trustee selected by the Chair of the Board in
consultation with the Chancellor. No one Trustee should serve as Chair of multiple committees.
The Board may appoint a committee by elevating to committee status an advisory committee
previously appointed under Section 4.25, provided that the committee members shall thereafter
consist only of three or more Trustees, a majority of whom are independent. Each Committee
shall keep regular minutes of its proceedings, provide the Secretary of the Board with a duly
adopted and signed copy of such minutes, and report the same to the Board upon request. Each
committee also should review its charter on a regular basis and recommend any needed changes
to the Board.
(b)
In the event that the Board determines that the management of the
University would be benefited by the establishment of one or more standing or special
committees, the Board may from time to time establish one or more such committees. The
establishment of a standing or special committee shall be effected by a resolution of the Board
approved by the vote of the majority of the Trustees then in office which specifically sets forth
the powers and duties delegated to such committee. Any such establishment and delegation may
subsequently be modified or repealed by a resolution of the Board approved by the vote of the
majority of the Trustees then in office.
(c)
The Board has established the following standing committees: Academic
Affairs Committee; Audit Committee; Compensation Committee; Executive Committee; Finance
and Business Operations Committee; Governance Committee; and Marketing, Development and
Public Affairs Committee. The duties and responsibilities of each committee shall be as
assigned by the Board from time to time and as reflected in resolutions or committee charters
authorized by the Board, subject to, in every case, the duties and limitations on the University’s
authority as described in the various agreements executed between and among SMG and its
Affiliates. In addition, the following committees shall have the duties described below:
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(1)
Executive Committee. The Executive Committee shall consist of
the Board Chair as the Chair of the Executive Committee, the Vice-Chair, the Treasurer, the
Secretary, immediate past Chair, the chairs of each of the standing committees, and an additional
number of Elected Trustees elected by a majority of the Trustees then in office. The Chancellor
shall be an ex-officio non-voting member and shall act as an advisor to the Executive
Committee. The Executive Committee is empowered to act for the Board between regular Board
meetings on all matters, except for matters enumerated in Section 4.24, which shall be reserved
for the Board. The Executive Committee’s responsibilities include, subject to, in every case, the
duties and limitations on the University’s authority as described in the various agreements
executed between and among SMG and its Affiliates:
•
•

Act between meetings of the Board upon matters which, in the judgment of the Executive
Committee, are of such a nature as to require action prior to the next regularly scheduled
meeting of the Board but do not require calling of a special meeting of the Board; and
Promptly report any action taken by the Executive Committee to the Board.

(2)
Audit Committee. The Audit Committee chair shall be selected
by the committee members. The Audit Committee shall consist of at least three independent
Board members who are not officers. Each member of the Audit Committee shall be free of any
relationship that in the opinion of the Board would interfere with the exercise of his or her
independent judgment, and less than half of the members of the Audit Committee may be
members of the Finance and Business Operations Committee. All Audit Committee members
shall have accounting, financial or business management expertise. The Audit Committee shall
have access to its own counsel and other advisors. The Audit Committee’s responsibilities
include, subject to, in every case, the duties and limitations on the University’s authority as
described in the various agreements executed between and among SMG and its Affiliates:
•
•
•
•
•

Recommend to the Board the retention and termination of the independent auditor and
negotiate the independent auditor’s compensation on behalf of the Board;
Confer with the auditor to satisfy the members of the Audit Committee that the financial
affairs of the University are in order;
Review and determine whether to accept the audit;
Assure that any non-audit services performed by the auditing firm conform with
standards for auditor independence under Washington law; and
Approve performance of any non-audit services by the auditing firm.

Section 4.24 Limitations upon Committees of the Board. No committee of the Board
shall have any of the authority of the Board with respect to:
(a)
electing, appointing, or removing any member of any committee which
has the authority of the Board or any officer or Trustee, including the filling of vacancies on the
Board or on any committee which has the authority of the Board;
(b)
the fixing of compensation of the Trustees for serving on the Board or on
any committee which has the authority of the Board;
10
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corporation;

(c)

the amendment of the Articles of Incorporation;

(d)

the amendment or repeal of Bylaws or the adoption of new Bylaws;

(e)

the adoption of a plan of merger or a plan of consolidation with another

(f)
the authorization of the sale, lease, conveyance, exchange, or transfer of
all or substantially all of the property and assets of the University not in the ordinary course of
business;
(g)
the authorization of the voluntary dissolution of the University or the
revocation of proceedings therefor;
(h)

the adoption of a plan for the distribution of the assets of the University;

(i)
the amendment or repeal of any resolution of the Board which by its
express terms is not so amendable or repealable;
(j)
the appointment of other committees of the Board if such committee will
have the authority of the Board;
(k)
the expenditure of corporate funds to support a nominee for Trustee after
there are more people nominated for Trustee than can be elected;
(l)
the approval of any transaction involving an Interested Person, as defined
in Section 4.7(a), except that when it is not reasonably practicable to obtain approval of the
Board prior to entering into such a transaction, a committee authorized by the Board may
approve the transaction subject to ratification by a majority of the Trustees then in office
(without counting the vote of any interested Trustee) at the next meeting of the Board (as
described in Section 4.8 of these Bylaws); or
(m)
the approval of any other actions that, pursuant to these Bylaws, the
Articles of Incorporation, or applicable law, may not be delegated to a committee.
Section 4.25 Advisory Committees. The Chair of the Board, the Board, the Executive
Committee or the Chancellor may from time to time appoint such temporary advisory
committees as deemed appropriate, consisting of Trustees or persons who are not Trustees.
Such advisory committees shall be advisory to the Board, shall not be deemed committees of
the Board (even though they are referred to as “committees”) and shall not exercise any powers
of the Board. Notice of, and procedures for, meetings of advisory committees shall be as
prescribed by the chair of each such advisory committee, and meetings of advisory committees
may be called by the Chair of the Board, the Board, the Executive Committee, the Chancellor,
or the chair of the advisory committee.
Section 4.26 Resignation and Removal of Committee Members. Any member of a
committee may resign at any time by giving written notice to the Chair of the Board. Such
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resignation, which may or may not be made contingent upon formal acceptance, shall take
effect upon the date of receipt or at any later time specified in the notice.
Section 4.27 Vacancies on Committees. A vacancy in any committee shall be filled
for the unexpired portion of the term in the same manner as the committee member whose
position is vacant was selected.
Section 4.28 Fees and Compensation. Trustees and members of committees (except
members of the Audit Committee) may receive such compensation, if any, for their services,
and such reimbursement for expenses, as may be fixed or determined by the Board consistent
with applicable law and accreditation standards. Notwithstanding the foregoing, the University
shall not make any loan of money or property to, or guarantee the obligation of, any Trustee or
Officer; provided, however, that the University may advance money to a Trustee or Officer of
the University for expenses reasonably anticipated to be incurred in the performance of the
duties of such Officer or Trustee, provided that in the absence of any such advance, such
Trustee or Officer would be entitled to be reimbursed for such expenses by the University.
Subject to the provisions of Section 4.7, nothing contained in this Section 4.28 shall be
construed to preclude any Trustee from serving the University in any other capacity as an
Officer, agent, employee, independent contractor or otherwise, and receiving reasonable
compensation therefor.
ARTICLE 5
OFFICERS
Section 5.1 Officers. The Officers of the University shall be a Chair of the Board, a
Vice-Chair of the Board, a President, a Secretary and a Treasurer. Except for the President,
each of these offices shall be held by an Elected Trustee. The University also may have, at the
discretion of the Board, one or more Assistant Secretaries, one or more Assistant Treasurers,
and such other Officers as may be elected or appointed in accordance with the provisions of
Section 5.3 (“Subordinate Officers”). To be eligible for nomination and election as Chair of the
Board, an individual must not be concurrently serving as chair of the board of trustees of SMG
or any other Affiliate of the System or as an officer or employee of any other Affiliate of the
System or of SMG. Any number of other offices may be held by the same person except that
neither the Secretary nor the Treasurer may serve concurrently as the President or Chair of the
Board.
Section 5.2 Election and Terms of Office. The Officers of the University, except
such Officers as may be elected or appointed in accordance with the provisions of Section 5.3 or
Section 5.5 shall be chosen by, and shall serve at the pleasure of, the Board, and shall hold their
respective offices until their resignation, removal, or other disqualification from service, or until
their respective successors shall be elected. The Chair, Vice-Chair, Treasurer and Secretary of
the Board shall be elected to terms of two years and may serve no more than three two-year
terms. There shall not be an automatic succession from the office of Vice-Chair of the Board to
Chair of the Board. Except in the case of election of an Officer to fill a vacancy under Section
5.5, all candidates for election as Chair of the Board, Vice-Chair, Treasurer or Secretary of the
Board under this Section 5.2 shall be nominated by the Governance Committee, provided that
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the Board may agree by majority vote of those Trustees in attendance to authorize other
candidates to be nominated.
Section 5.3 Subordinate Officers. The President may appoint such other Officers as
the business of the University may require, each of whom shall hold office for such period and
have such authority and perform such duties as are provided in these Bylaws or as the Board
may from time to time determine.
Section 5.4

Removal and Resignation.

(a)
Any Officer may be removed, either with or without cause, by the Board
at any time or, except in the case of an Officer chosen by the Board, by any Officer upon whom
such power of removal may be conferred by the Board. The President may remove any Officer,
other than the Chair and Vice-Chair of the Board or any other Officer who is also then a Trustee,
either with or without cause. Any such removal shall be without prejudice to the rights, if any,
of the Officer under any contract of employment of the Officer. Any subordinate officer
appointed under Section 5.3 may be removed by the appointing officer.
(b)
Any Officer may resign at any time by giving written notice to the
University, but without prejudice to the rights, if any, of the University under any contract to
which the Officer is a party. Any such resignation shall take effect at the date of the receipt of
such notice or at any later time specified therein, and unless otherwise specified therein, the
acceptance of such resignation shall not be necessary to make it effective.
Section 5.5 Vacancies. A vacancy in any office because of death, resignation,
removal, disqualification or any other cause shall be filled in the manner prescribed in these
Bylaws for regular election or appointment to such office, provided that such vacancies shall be
filled as they occur and not on an annual basis.
Section 5.6 Chair of the Board. The Chair of the Board shall, if present, preside at
all meetings of the Board and shall exercise and perform such other powers and duties as may
be from time to time assigned by the Board.
Section 5.7 Vice-Chair of the Board. In the absence of the Chair of the Board, the
Vice-Chair of the Board shall preside at a meeting of the Board. When presiding, the ViceChair shall exercise and perform such other powers and duties as may be from time to time
assigned by the Board.
Section 5.8 President. Subject to such powers, if any, as may be given by the Board
to the Chair of the Board, the President is the general manager and chief executive officer of the
University. The President has, subject to the control of the Board, general supervision,
direction and control of the business and officers of the University. The President has the
general powers and duties of management usually vested in the office of president and general
manager of a corporation and such other powers and duties as may be prescribed by the Board.
The President shall be the conduit for all official communications from the Board to University
employees, and vice versa.
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Section 5.9 Secretary. The Secretary shall keep or cause to be kept, at the principal
office or such other place as the Board may order, minutes of all meetings of the Board and
committees of the Board, with the time and place of holding, whether regular or special, and if
special, how authorized, the notice thereof given, the names of those present at Board and
committee meetings, and the proceedings thereof. The Secretary shall keep, or cause to be kept,
at the principal office in the State of Washington the original or a copy of the University’s
Articles and Bylaws, as amended to date. The foregoing records shall be kept either in written
form or in any other form capable of being converted into clearly legible tangible form or in any
combination of the foregoing. The Secretary shall give, or cause to be given, notice of all
meetings of the Board and any committees thereof required by law or by these Bylaws to be
given, shall keep the seal of the University in safe custody, and shall have such other powers
and perform such other duties as may be prescribed by the Board.
Section 5.10 Treasurer. The Treasurer shall keep and maintain, or cause to be kept
and maintained, adequate and correct accounts of the properties and business transactions of the
University. The books of account shall at all times be open to inspection by any Trustee. The
Treasurer shall deposit, or cause to be deposited, all moneys and other valuables in the name
and to the credit of the University with such depositories as may be designated by the Board.
The Treasurer shall disburse, or cause to be disbursed, the funds of the University as may be
ordered by the Board, shall render to the Trustees, or cause to be rendered to the Trustees,
whenever they request it, an account of all transactions as Treasurer and of the financial
condition of the University, and shall have such other powers and perform such other duties as
may be prescribed by the Board.
ARTICLE 6
OTHER PROVISIONS
Section 6.1 Endorsement of Documents; Contracts. Any note, mortgage, evidence
of indebtedness, contract, conveyance or other instrument in writing and any assignment or
endorsement thereof shall be executed by such person and in such manner as from time to time
shall be determined by the Board, and unless so authorized by the Board, no Officer, agent or
employee shall enter into any contract or engagement on behalf of the University or pledge its
credit or render it liable for any purpose or amount. All checks, drafts, other orders for payment
of money, notes and evidence of indebtedness of the University shall be signed by such officer
or officers of the University as the Board from time to time may determine.
Section 6.2 Representation of Shares of Other Corporations. The President and
any other Officer or Officers authorized by the Board are each authorized to vote, represent and
exercise on behalf of the University all rights incident to any and all shares of any other
corporation or corporations standing in the name of the University. The authority herein
granted may be exercised either by such Officer in person or by any other person authorized to
do so by proxy or power of attorney duly executed by said Officer.
Section 6.3 Construction and Definitions. Unless the context otherwise requires, the
general provisions, rules of construction and definitions contained in the Washington Nonprofit
Corporation Act, and, to the extent applicable, the Uniform Business Organization Code, shall
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govern the construction of these Bylaws. If any provision of these Bylaws shall be declared
invalid for any reason, the remaining provisions shall nonetheless remain in full force and
effect.
Section 6.4 Amendments. These Bylaws may be amended or repealed, subject to the
provisions of the Law, by the approval of the Board.
Section 6.5 Maintenance of Certain Records. The accounting books, records,
minutes of proceedings of the Board and all Committees of the Board shall be kept at such place
or places designated by the Board, or, in the absence of such designation, at the principal
business office of the University. The foregoing records shall be kept either in written form or
in any other form capable of being converted into clearly legible tangible form or in any
combination of the foregoing.
Section 6.6 Annual Report. The Board shall cause an annual report to be furnished
to the Trustees not later than 120 days after the close of the University’s fiscal year. The annual
report shall be accompanied by any report thereon of independent accountants. The annual
report shall contain in appropriate detail the following:
(a)
The assets and liabilities, including the trust funds, of the University as of
the end of the fiscal year;
the fiscal year;

(b)

The principal changes in assets and liabilities, including trust funds, during

(c)
The revenue or receipts of the University, both unrestricted and restricted
to particular purposes, for the fiscal year;
(d)
The expenses or disbursements of the University, for both general and
restricted purposes, during the fiscal year; and
(e)
Section 6.7

Any information required by Section 6.7 of these Bylaws.
Annual Statement of Certain Transactions and Indemnifications.

(a)
The University shall furnish annually to its Trustees a statement of any
covered transaction or indemnifications described below, if such covered transaction or
indemnification took place. Such annual statement shall be affixed to and sent with the annual
report described in Section 6.6 of these Bylaws. A covered transaction under this Section 6.7 is a
transaction in which the University was a party, and in which either of the following interested
persons had a direct or indirect material financial interest (excluding a mere common
trusteeship):
subsidiary.

(1)

Any Trustee or Officer of the University, or its parent or
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(2)
Any holder of more than 10% of the voting power of the
University, its parent or its subsidiary.
(b)

The statement required by this Section 6.7 shall describe briefly:

(1)
Any covered transaction (including compensation of Officers and
Trustees) during the previous fiscal year involving more than $50,000, or which was one of a
number of covered transactions in which the same interested persons had a direct or indirect
material financial interest and which transactions in the aggregate involve more than $50,000.
(2)
The names of the interested persons involved in such transactions,
stating such person’s relationship to the University, the nature of such person’s interest in the
transaction, and, where practicable, the amount of such interest; provided that in the case of a
transaction with a partnership of which such person is a partner, only the interest of the
partnership need be stated.
(3)
The amount and circumstances of any indemnifications or
advances aggregating more than $10,000 paid during the fiscal year to any Officer or Trustee of
the University pursuant to ARTICLE 7 of these Bylaws.
ARTICLE 7
INDEMNIFICATION
Section 7.1 Right to Indemnification. The University shall indemnify and hold
harmless, to the fullest extent permitted by applicable law as it presently exists or may hereafter
be amended, any person who was or is made or is threatened to be made a party or is otherwise
involved in any action, suit or proceeding, whether civil, criminal, administrative or investigative
(a “Proceeding”), by reason of the fact that such person, or a person for whom such person is the
legal representative, is or was a Trustee or Officer of the University or, while a Trustee or
Officer of the University, is or was serving at the request of the University as a director, officer,
partner, trustee, employee or agent of another corporation, or of a foundation, partnership, joint
venture, limited liability company, trust, enterprise or other nonprofit entity, including service
with respect to employee benefit plans (each such other entity, “Another Enterprise”) (such
person, an “Indemnified Person”), against all liability and loss suffered and expenses (including
attorneys’ fees) actually and reasonably incurred by such Indemnified Person in connection with
such Proceeding. Notwithstanding the preceding sentence, except as otherwise provided in
Section 7.4 of this Article 7, the University shall be required to indemnify an Indemnified Person
in connection with a Proceeding (or part of such Proceeding) commenced by such Indemnified
Person only if the commencement of such Proceeding (or part of such Proceeding) by the
Indemnified Person was authorized in advance by the Board.
Section 7.2 Restrictions on Indemnification. The University may not indemnify any
Indemnified Person for: (a) acts or omissions of the Indemnified Person finally adjudged to be
intentional misconduct or a knowing violation of law; (b) conduct of the Indemnified Person
finally adjudged to be in violation of Section 24.03.043 of the Washington Nonprofit
Corporation Act in reference to Section 23B.08.310 of the Washington Business Corporation
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Act; or (c) any transaction with respect to which it was finally adjudged that such Indemnified
Person personally received a benefit in money, property or services to which the Indemnified
Person was not legally entitled or if the University is otherwise prohibited by applicable law
from paying such indemnification; provided, however, that if Section 23B.08.560 or any
successor provision of the Washington Business Corporation Act is hereafter amended, the
restrictions on indemnification set forth in this Section 7.2 shall be as set forth in such amended
statutory provision.
Section 7.3 Written Statement Required and Right of Indemnified Person to
Bring Suit. An Indemnified Person seeking indemnification pursuant to Section 7.1 or
Advanced Expenses pursuant to Section 7.4 below must first submit to the Board a sworn
statement requesting indemnification or Advanced Expenses, as the case may be, and reasonable
evidence of all such amounts requested by such Indemnified Person (such statement, a “Claim”).
If (a) a Claim pursuant to Section 7.1 above is not paid in full by the University within 60 days
after such Claim has been received by the University, or (b) a Claim pursuant to Section 7.4
below is not paid in full by the University within 30 days after such Claim has been received by
the University, then the Indemnified Person may at any time after the expiration of the applicable
period bring suit against the University to recover the unpaid amount of such Claim. If an
Indemnified Person succeeds in whole or in part in any such suit or in a suit brought by the
University to recover Advanced Expenses pursuant to the terms of an undertaking, then such
Indemnified Person is also entitled to receive reimbursement from the University for the expense
of prosecuting or defending such suit. The Indemnified Person shall be presumed to be entitled
to indemnification under this Article 7 upon submission of a Claim (and, in an action brought to
enforce a Claim for Advanced Expenses, where the required undertaking has been delivered to
the University), and, thereafter, the University shall have the burden of proof to overcome the
presumption that the Indemnified Person is so entitled.
Section 7.4 Expenses Payable in Advance. The University shall pay the reasonable
expenses (including attorneys’ fees) incurred by an Indemnified Person in defending any
Proceeding in advance of such Proceeding’s final disposition (such expenses, “Advanced
Expenses”), provided, however, that, to the extent required by law, such payment of Advanced
Expenses in advance of the final disposition of the Proceeding shall be made only upon receipt of
an undertaking by the Indemnified Person to repay all Advanced Expenses if it should be
ultimately determined that the Indemnified Person is not entitled to be indemnified under this
Article 7 or otherwise. Notwithstanding any of the foregoing in this Section 7.4, the University
shall not be required to pay any Advanced Expenses to a person against whom the University
directly brings a claim alleging that the University is not required to indemnify such person
under Section 7.2 of this Article 7.
Section 7.5 Procedures Exclusive. Pursuant to Section 24.03.043 of the Washington
Nonprofit Corporation Act in reference to Section 23B.08.560(2) or any successor provision of
the Washington Business Corporation Act, the procedures for indemnification and Advanced
Expenses set forth in this Article 7 are in lieu of the procedures required by Section 23B.08.550
or any successor provision of the Washington Business Corporation Act.
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Section 7.6 Nonexclusivity of Rights. The right to indemnification and Advanced
Expenses conferred by this Article 7 shall not be exclusive of any other right that any person
may have or hereafter acquire under (a) any statute, (b) the Articles of Incorporation of the
University, (c) these Bylaws, (d) by general or specific action of the Board, (e) by contract or (f)
otherwise.
Section 7.7 Insurance, Contracts and Funding. The University may maintain
insurance, at its expense, to protect itself and any Trustee, Officer, employee or agent of the
University or Another Enterprise against any expense, liability or loss, whether or not the
University would have the power to indemnify such person against such expense, liability or loss
under the Washington Business Corporation Act. The University may enter into contracts with
any Trustee, Officer, employee or agent of the University in furtherance of the provisions of this
Article 7 and may create a trust fund, grant a security interest or use other means (including,
without limitation, a letter of credit) to ensure the payment of such amounts as may be necessary
to effect indemnification and Advanced Expenses as provided in this Article 7.
Section 7.8 Indemnification of Employees and Agents of the University. The
University may, by action of the Board, grant rights to indemnification and advancement of
expenses to employees and agents or any class or group of employees and agents of the
University (a) with the same scope and effect as the provisions of this Article 7 with respect to
the indemnification and Advanced Expenses of Trustees and Officers of the University,
(b) pursuant to rights granted under, or provided by, the Washington Business Corporation Act,
or (c) as are otherwise consistent with law.
Section 7.9 Persons Serving Other Entities. Any person who, while a Trustee or
Officer of the University, is or was serving (a) as a director or officer of another foreign or
domestic corporation of which a majority of the shares entitled to vote in the election of its
directors is held by the University or (b) as a partner, trustee or otherwise in an executive or
management capacity in a partnership, joint venture, trust or other enterprise of which the
University or a wholly owned subsidiary of the University is a general partner or has a majority
ownership shall be deemed to be (i) so serving at the request of the University and (ii) entitled to
indemnification and Advanced Expenses under this Section 7.
[end]
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Effective Date: 7/1/2015

CityUniversity
Policy Manual

Policy #:2100.21
Policy Title: Transfer Policies for Undergraduate Degree and Certificate
Programs
Prepared By: Provost
Page 1 of 6

I.

Policy: To define the various ways of obtaining undergraduate credit by transfer.
Students who enter City University of Seattle as candidates for associate or bachelor's
degrees or for undergraduate certificates may already have completed courses at other
educational institutions, as documented by official transcripts. For any course to be
transferred into an undergraduate program, a student must have achieved a grade of 2.0
(C) or better.
Students also may have participated in events outside the classroom that would qualify as
learning experiences worthy of credit. Appropriate academic credit may be awarded for
such experiences provided they are placed within a well-defined educational plan that is
part of a structured degree program.
Undergraduate Degrees and Certificates
Associate Degree
CityU accepts up to 65 transfer credits from accredited or recognized colleges, universities
and other institutions toward associate degree requirements. Of these 65 credits, up to 25
may be awarded through Prior Learning Assessment portfolios.
To obtain an associate degree, students must earn a minimum of 25 lower-division credits in
residency (i.e., CityU courses taken in any delivery format). The following degree program is an
exception.
The Associate of Science program in General Studies-Military Only accepts a
maximum of 85 approved transfer credits. Only one five-credit (5) capstone
course, which is the residency requirement, must be taken through CityU.
If a student applies upper-division transfer credits toward an associate degree, the credits cannot
be used again to fulfill upper-division requirements for a bachelor's degree program.
Bachelor's Degree
CityU accepts a maximum of 135 approved transfer credits from accredited or recognized colleges,
universities and other institutions toward fulfillment of bachelor's degree requirements. Students
may earn advanced standing by transferring credits from two- or four-year institutions.
To complete any bachelor's degree program a student must earn at least 45 upper division credits in
residency (i.e., through CityU courses taken in any delivery format) by completing the upper division
courses in an approved Program of Study and its prerequisites.

Undergraduate Certificate
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Effective Date: 7/1/2015
Policy #:2100.21
Policy Title: Transfer Policies for Undergraduate Degree and Certificate
Programs
Prepared By: Provost
Page 3 of 6

Credit from Nonaccredited, State-Approved/ Authorized/Licensed Institutions Credits earned
from state-approved, authorized, or licensed institutions that are not accredited by any
recognized body are evaluated for transfer by on a case-by-case basis.
Credit for Directly Equivalent Courses
Direct equivalency refers to a course completed successfully at another recognized institution
and judged to be the same as a CityU course in terms of content, duration, level and credit value.
If the University's credentials evaluation team cannot determine direct equivalency for a course,
the student must petition to receive transfer credits.
If a course is approved as a direct equivalent, credit is granted, and the student need not take the
corresponding CityU course. Students may petition to receive transfer credit for any course.
Credit for Noncollegiate-Sponsored Instruction
In awarding credit for non-collegiate-sponsored instruction, CityU follows the recommendations of
the Office of Educational Credit of the American Council on Education (ACE) and of various state
education departments' programs on non-collegiate sponsored instruction. Upon request the
University may also do an internal evaluation of non-collegiate-sponsored instruction undertaken
through local businesses, public agencies, health care and hospital facilities, and by any
organization that regularly conducts formal, evaluated, in-house courses relevant to CityU degree
programs.
Credit from Military Service Schools and Training
Education acquired through military service schools that offer college-level work, as evaluated
by the ACE Office of Educational Credit, is credited toward undergraduate programs. Other
types of military training evaluated by ACE may also be accepted for credit.
Military credits are not evaluated until a student has applied. All military credit requests should
be submitted on a Joint Services Transcript (JST) or Community College of the Airforce Transcript,
and must be sent directly to CityU. Joint Services transcripts are requested through
https://jst.doded.mil/smart.
Credit from Diploma Nursing Schools
Registered nurses applying to CityU bachelor's degree programs may be awarded up to
90 lower-division credits based on an evaluation of their diploma school records, or for
satisfactory scores on standardized examinations such as the Nursing Mobility Profile II and EC
Exams.
Credit from Prior Learning Assessment (PLA}
CityU recognizes that learning occurs in many different ways and under varied circumstances. As a
result, the University has designed its PLA program to enable students to earn credit for
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knowledge acquired through documented experiential learning. The main principle underlying the
assessment of prior learning is the belief that the knowledge acquired is more important than the
location or the manner in which it has been learned.
CityU awards credit to undergraduate students who demonstrate the attainment of skills and
knowledge equivalent to individuals who have satisfactorily completed specified portions of
degree programs. These credits may be obtained in ways other than classroom instruction or
supervised, outside-the-classroom learning.
Students who have been away from formal education for a time may find that the PLA program
assists them in re-entering academic life. Researching and writing a PLA portfolio directs student
self-assessment to where one is educationally and where one needs to focus.
Associate degree candidates may earn up to 20 credits via a PLA portfolio. Bachelor's degree
candidates may earn up to 45 credits via a PLA portfolio.
Students may earn credit for a wide variety of courses in the PLA process, but some courses
are not eligible for PLA credit, and others require the permission of the appropriate program
director.
Transfer Credit toward Undergraduate Programs by Examination
CityU participates in several nationally recognized, standardized testing programs. These exams
are designed, monitored, scored and validated by authoritative educational testing agencies and
enjoy wide acceptance throughout higher education. A list of the exams recognized by CityU
follows. {Information on these is available from the Office of Admissions and Student Services.)
College Entrance Examination Board Advanced Placement (AP) Examinations
The AP Exams were designed by the College Entrance Examination Board (College Board) to
enable students to pursue college-level studies while still in secondary school. They are
specifically intended to stimulate both students and teachers to higher achievement and to help
eliminate the needless duplication of studies later in college. Exams are available in more than 30
different areas, such as biology, calculus, chemistry, European history and psychology.
AP exams are graded on a five-point scale in which one (1) is lowest and five (S) is highest.
Students must achieve a score of three (3) or higher to receive credit at CityU.
College Level Examination Program (CLEP)
Sponsored by the College Board, the CLEP affords students the opportunity to earn lower
division credit in a variety of college subjects, as well as through a series of general
examinations that cover broad areas of collegiate education. Preparation for CLEP exams
may be based on self-study or prior formal instruction.
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Through CLEP exams it is possible to earn up to 90 lower-division credits. CityU does not accept
CLEP exams for upper-division credit, and CLEP exams that duplicate lower- division coursework
previously transferred for credit are not accepted.
CLEP exams are offered at testing centers across the nation and by special arrangement at military
installations around the world. CityU accepts test scores regardless of where the tests are
administered. CLEP sponsors two types of exams-general and subject.
1. CLEP General Examinations
The CLEP General Examinations provide a comprehensive measure of achievement
in five basic areas of liberal arts and sciences. Each exam assesses the extent to which the student
has mastered general knowledge in the area. CityU awards credit for
these exams according to the following standards.

Area of Study
English Composition
Humanities
College Mathematics
Natural Sciences
Social Sciences and History

Credits
9
9
9
9
9

Minimum Score

so
so
so
so
so

General exams are multiple-choice and each has a 90-minute time limit. lfall five sections are
passed with a satisfactory score, it is possible to obtain up to 45 credits, equivalent to one full
year of college study.
CLEP Subject Examinations
The CLEP Subject Examinations measure achievement in specific undergraduate courses common to
U.S. institutions of higher education. Subject exams stress understanding, the ability to perceive
relationships, and the student's grasp of principles, concepts and factual materials in individual
subjects.
2.

Subject exams consist of multiple-choice questions covering more than 30 college- level subjects.
To receive CityU credit for these exams, students must earn at least the minimum score
recommended by the ACE Guide. The awarding of CityU credit follows College Board
recommendations.
Excelsior College Examinations (EC Exams)
The battery of EC Exams currently consists of approximately 50 exams designed for the
recognition of college-level learning acquired outside the classroom. Formerly administered by
ACT-PEP, EC Exams are now administered via computer at Prometric Testing Centers in the U.S.,
Canada, and the U.S. Territories. The tests are also administered worldwide in paper-and-pencil
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format through an agreement with the Defense Activity for Non-Traditional Education Support
program.
The tests are composed of multiple-choice, essay, and mixed-format items. EC Exams are available
in many areas of the arts and sciences, business, education and nursing. Scoring is designed to
estimate the level of student knowledge of the subject matter.
Defense Activity for Non-Traditional Education Support (DANTES)
The DANTES program administers most of the educational support activities originally
undertaken by the United States Armed Forces Institute on behalf of the Department of Defense,
including testing programs through which college credit may be earned. CityU awards credit for
the following DANTES examinations.
•
•
•

Subject standardized tests (DSST}
End-of-course tests
Subject examinations

Transfer Credit from Thirteenth-Year International Programs
Applicants who hold thirteenth-year credentials, such as the Matura, Abitur, Advanced Levels (A
Levels} as tested through Cambridge International Examinations of Cambridge University and the
International Baccalaureate may receive transfer credit toward advanced standing at CityU.
Appropriate thirteenth-year transfer credits may fulfill up to 25 of the 30 required lower-division
general education credits for an associate's degree and up to 45 of the 55 required lower-division
general education credits for a bachelor's degree.
II. Responsibility:
Exceptions to this policy may be made by the school dean.
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I.

Scope:
All graduate students seeking transfer into a CityU degree or certificate program.

II.

Purpose:
To define the process for obtaining graduate credit by transfer.

Ill.

Policy:
Graduate Master's Degree
Students who have completed graduate coursework at other recognized institutions may transfer a
maximum of 12 quarter credits toward a master's degree program, depending on the program. All
transfer credits must reflect grades of 3.0 (B) or better. The 12 quarter credits may be transferred
through direct equivalency, course substitution or course waiver (or any combination of these), and
must be equivalent to CityU courses as determined by similar course numbers, titles or content.
Direct equivalency refers to a course successfully completed at another recognized institution and
judged to be the same as a CityU course in terms of content, duration, level and credit value. If the
University's credentials evaluation team cannot determine direct equivalency for a course, the
student must petition to receive transfer credit. If a course is approved as a direct equivalent,
credits granted, eliminating the need to take the course at CityU. Students may petition to receive
transfer credit for any course. For detailed information on course waivers and substitutions, please
refer to the academic policy on course options via waiver, substitution and direct equivalency.
To earn a graduate degree, a student must earn all required credits in residency (i.e., via CityU
courses taken in any delivery format) except for the 12 transfer quarter credits.
Graduate Certificate
For a graduate certificate, up to 25 percent of program credits may be accepted in transfer. Please
see Graduate Degree section above for more information on types of transfer credit.
Exceptions for Dual Delivery, Bilateral, Joint-Delivered, and Partnered Agreements with
Articulation
Within a dual delivery, bilateral, joint-delivered, or partnered articulation agreement with another
institution and by approval of the provost and school dean, CityU may accept up to 15 transfer
quarter credits into a graduate degree program.
School-Specific Transfer Credit Restrictions
The programs listed below have specific transfer credit restrictions in addition to the general
guidelines listed above.
School of Management (SOM)
Coursework transferred into Master of Business Administration (MBA), Master of Science, and
Master of Professional Accounting degree programs must be directly equivalent to the appropriate
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CityU course, or degree-equivalent as determined by the dean. In the U.S. MBA program, up to six
(6) of the maximum 12 quarter credits transferred may be in electives.
The Doctor of Business Administration allows students to transfer up to 12 graduate credits from a
recognized institution toward the emphasis area, with approval of the Program Director.
If students have doctoral-level research courses, up to an additional 12 credits may be transferred
to apply to research courses for a total of 24 credits. The additional 12 credits must be direct
equivalences, with approval of the program director.
Albright School of Education (ASOE)
Up to 12 credits may be transferred into the Master of Education (M.Ed.) program, providing that:

•
•
•
•
•

Credits were earned at a regionally accredited institution or a school recognized by the
Ministry of Education, if foreign;
Credits older than six years have been approved by the dean;
Credits are for 500-level courses or the equivalent, as noted on the external transcript or as
stated in the outside institution's catalog;
Credits are for courses completed with a grade of 3.0 (B) or higher;
Credits satisfy the requirements of the specific program.

Of the maximum 12 transfer quarter credits, up to six (6) may be used to satisfy the M.Ed. elective
requirement, depending on the program. The additional six (6) transfer quarter credits will be
accepted only if the Registrar verifies that they are directly equivalent to prescribed M.Ed. course
requirements.
Division of Arts and Sciences (DAS)
Coursework transferred into the Master of Arts program in Counseling Psychology {US}, and the
Master of Counselling program (Canada) must be directly equivalent to the appropriate CityU
course, or degree-equivalent as determined by the program director for the division. Credits older
than six years must be approved by the dean.
School of Applied Leadership
Students who have completed master's-level course work at other recognized institutions may
transfer up to 12 quarter credits toward their doctoral degree concentration courses.

Those who also have completed doctoral-level course work can transfer up to an additional 12
quarter credit toward the concentration courses. At least 12 credits of the 24 credits must be
doctoral level credits.
Equivalent doctoral research courses (with review by the Registrar and approval from the program
director) can be transferred in place of the concentration credits, for a total of 24 transferred
credits.
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Exceptions to this policy must be approved by the Dean or Provost.
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I.

Scope:
All students

II.

Purpose:
To define scholastic honesty for the University community and to establish a process for the
resolution of allegations of scholastic honesty violation.

Ill.

Policy:
Scholastic honesty in students, faculty and staff requires the pursuit of scholarly activity that is free
from fraud, deception and unauthorized collaboration with other individuals. The University
holds students individually responsible for understanding and exercising standards of scholastic
honesty in every aspect of study and in all work submitted. Various methods of plagiarism
detection may be used by any faculty member in any City University of Seattle course.
Definitions
City University of Seattle defines violations of scholastic honesty broadly as any act that constitutes
cheating or misrepresentation of the actual author of one's work. Violations of scholastic honesty
include, but are not limited to, the following examples.
1. Cheating:
• Using unauthorized materials such as books or notes to answer examination questions.
• Copying another student's homework, written assignments, examination answers,
electronic media, or other data.
• Assisting or allowing someone else to cheat.
2. Plagiarism:
• Presenting another person's work as your own.
• Paraphrasing or condensing ideas from another person's work without proper citation.
• Failing to document direct quotations with a proper citation.
• Word-for-word copying, use of select phrases from another's work or simply failing to
properly cite all sources from which data, examples, ideas, words, or theories are found.
3. Other forms of scholastic dishonesty:
• Changing examination solutions after the fact, inventing, changing or falsifying data or
research.
• Reproducing or duplicating images, designs, or web pages without giving credit to the
developer, artist, or designer.
• Submitting work created for another course without prior approval from the instructor.
• Misrepresenting oneself or one's circumstance to gain an unfair advantage.
• Collaborating with another person(s) without prior approval from the instructor.
• Selling or providing term papers, course work, or assignments to other City University of
Seattle students and/or to 3 rd parties outside the institution knowing that the intention is
to plagiarize.
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• Bribing or attempting to bribe an instructor.
The University is committed to an educational approach to violations of scholastic honesty. Instructors are
encouraged to seek guidance from course managers or a primary supervisor when they discover possible
plagiarism to discuss how best to handle individual cases.
An instructor or staff member may file a formal Violation of Scholastic Honesty Allegation by following the
instructions found in the Faculty Handbook or the City University of Seattle Catalog for the current academic
year. The Scholastic Honesty Board will be convened and a review of the allegation will commence in a fair
and impartial manner. A student may not withdraw from a course after being informed that a scholastic
honesty allegation has been filed for that course, whether the communication was by letter, email, or some
other means.
Violation Sanctions
In cases where a violation is found to have occurred, disciplinary actions may include, but are not necessarily
limited to, the following:
1. Issuance of a 0.0 for the assignment or examination;
2. Issuance of a 0.0 for the course grade;
3. Academic suspension for one or more quarters
4. Dismissal from the University.
The student will be notified in writing of the Board's decision. If the allegation was filed by an instructor, the
instructor will be notified in writing as well.
Student's Right to Appeal
Students may appeal the Board's decision within ten days to the Provost whose decision is final

President's Signature:
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I.

Scope:
All students in program with City University of Seattle

II.

Purpose:
To define grade appeal process world-wide.

Ill.

Policy:

City University of Seattle requires high standards of excellence in education. City University of Seattle
instructors uphold these standards in their evaluation of student work. At times a student may disagree with
the grade received in a course. City University of Seattle is committed to the respectful internal resolution of
such disagreements.
A student may appeal a grade only after taking steps to resolve the issue through written communication
with the instructor. If the student is not satisfied with the instructor's response, the student may submit a
written request that the program director review the matter. The program director must respond in writing.
If mutual resolution is not reached, the student may file a formal grade appeal. The documented written
appeal must be submitted via email to gradeappeals@cityu.edu no later than five (5) weeks after the
disputed grade was posted.
The outcome of a grade appeal is not based on the difficulty of coursework, demanding work load, or
instructor style, but on an unbiased evaluation of the extent to which an instructor applied the established
grading criteria to the student's work in a course.
Requests to initiate a grade appeal are to be sent to the chair of the University's Grade Appeals Committee.
The student will be notified in writing of the outcome of this process.
Student's Right to Appeal Decision of Committee
If the student wishes to appeal the committee's decision, it is then reviewed by the Provost whose decision is
final.
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I.

Scope:
All students in CityU degree or certificate programs.

II.

Purpose:
To define the requirement for a student to maintain satisfactory academic progress.

Ill.

Policy:
Students are required to make satisfactory academic progress in the degree and/or certificate
programs in which they have enrolled. Satisfactory academic progress is defined as meeting
minimum cumulative GPA requirements in addition to program specific performance requirements
related to internships, projects and/or theses.
Undergraduate students must maintain a 2.0 cumulative GPA throughout their enrollment at CityU.
Masters, Graduate certificate and doctoral students must maintain a 3.0 cumulative GPA
throughout their enrollment at CityU.
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521 Wall Street
Seattle, WA 98121
www.cityu.edu
800.426.5596

CHARTERED STUDENT CLUBS POLICIES & PROCEDURES
City University of Seattle Chartered Student Club Definition
The purpose of a City University of Seattle Chartered Student Club is to build community and contribute to the overall
student experience. To become a chartered student club, students are required to submit a Student Club Chartering
Application to City University of Seattle’s Vice President of Student Services or Designee. A City University of Seattle
Student Club is a group of individuals that may be eligible receive support (financial or other) from City University of
Seattle.
General Policies for Student Clubs
1. A City University of Seattle Chartered Student Club must maintain a minimum of 5 current City University of
Seattle students who regularly participate in student club activities.
2. A City University of Seattle Chartered Student Club must select an advisor who must be a City University of
Seattle faculty member (administrative or teaching) or staff member.
3. A City University of Seattle Chartered Student Club must not discriminate on any basis including: race, creed,
color, national origin, gender, sexual orientation, marital status, physical or mental disability, age or veteran
status.
4. A City University of Seattle Chartered Student Club must be open to all students except in cases which there
exists reasonable justification for exemptions directly related to the purpose of the organization.
5. A City University of Seattle Chartered Student Club must abide by City University of Seattle Chartered Student
Club Policies & Procedures, City University of Seattle policies and regulations and state and federals laws.
6. No individual member of the student club shall personally profit from any activity affiliated with the student
club, or use approved, budgeted City University of Seattle funds for any expense unrelated to the student club
allocation, nor solicit funds for personal use from other student club members.
7. A City University of Seattle Chartered Student club shall not present any eminent danger, promote any act of
violence or disrupt any university activity.
8. A City University of Seattle Chartered Student Club shall not hold any type of off-campus bank account.
9. A City University of Seattle Chartered Student Club shall not purchase alcoholic beverages with City University
of Seattle allocated funds.
10. A City University of Seattle Chartered Student Club must submit a written fundraising request to the Vice
President of Student Services or Designee before raising any funds for the student club.
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Failure to abide by these policies and procedures will result in review and possible loss of registration status. If a
student club is found in violation, the Vice President of Student Services or Designee will notify the student club in
writing. The student club has the right to appeal.
Disclaimer
By chartering a student club, the City University of Seattle does not assume responsibility for the student club’s action
or activities; nor does it imply that the University endorses the student club’s stated aims, objectives, policies or
practices. Student clubs may not lend their name to non-university groups for the purpose of procuring university
facilities or services for non-university events. A student club may not use the university name without the express
written authorization of the college, except to identity its institutional recognition.
Student Club Chartering Process
To charter a student club, the club submits the completed Student Club Charter Application form to the Vice
President of Student Services or Designee. All student clubs are required to submit the Student Club Charter
Applications form to re-charter at the beginning of each academic year and also if there are any changes to the club
during the academic year.
City University of Seattle’s Vice President of Student Services or Designee will notify students, in writing, of either
acceptance or denial of a chartering application within two weeks of submission. The Vice President or Designee will
also notify, in writing, student club advisor of the decision.
If the chartering request is not approved, the Vice President of Student Services or Designee will provide a written
explanation. If the student club is provisionally approved, the Vice President of Student Services or Designee will
provide a written explanation of steps necessary to complete the chartering process.
Faculty or Staff Advisor
Faculty or staff advisors serve as a consistent, year-to-year resource for a student club. A faculty or staff advisor must
maintain a relationship with the student club leadership and is encouraged to empower future leaders to ensure the
annual success of the student club.
City University of Seattle Student Club Funding
A student club is eligible to request specialized funding one quarter (90 days) from the date of approved charter. To
request funding to achieve a specific goal or purpose, the student club submits the request in writing to the Vice
President of Student Services or Designee who may schedule a meeting to address any associated questions. Funding
will be either approved or declined. Any unused allocated funds will revert back to City University of Seattle.
Quarterly Student Club Evaluation
Within the same academic term of funding, a student club will be required to submit a written evaluation to the Vice
President of Student Services or Designee. A student club may also be required to make a verbal presentation. A
student club will be evaluated in accordance with the student club’s vision, mission and goals. Failure to complete
CI T Y U N I V E R SI T Y O F S E AT T L E
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the evaluation will result in review and possible loss of future student club funding. If the University revokes a student
club’s funding the, the student club will be notified in writing. The student club has the right to complete the
quarterly evaluation at a later date at which time the student club will be required to request funding.
Promotion
Any and all promotion to the City University of Seattle community must be approved by the Vice President of Student
Services or Designee prior to distribution. Communication may not promote any act of violence, disrupt City
University of Seattle activities or faculty members, endorse any political candidates, or discriminate on any basis.
Student Club Websites/Webpages/Social Media
A City University of Seattle Chartered Student Club may request a student club page/community be created the
my.cityu.edu portal. All other public facing presence (websites, social media) must abide by the university’s
requirements regarding promotion (see above), Student Code of Conduct, and Information Technology Resource
Code of Conduct for Students.
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NAME:
POSITION:

Member, Board of Trustees

CONFLICT OF INTEREST AND ETHICS POLICY QUESTIONNAIRE
In accordance with the purposes and intent of the Policies adopted by the Board of Trustees of
National University System, a copy of which has been furnished to me, I hereby disclose, by
filling blanks or circling the appropriate answer, that I or my family members have the following
affiliations, interests or relationships, and/or have taken part in the following transactions:

I.

OUTSIDE INTERESTS
If you answer “yes” to any questions, please provide an explanation in the space
provided. If additional space is needed, please provide on a separate sheet of paper.
A.

Do you or any family member hold, directly or indirectly, through business,
investment or immediate family, any of the following:

i.

An ownership or investment interest in a company that does or may do
business with, or that competes with, any NUS affiliate, regardless of the
percentage of ownership or value of the ownership interest? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
ii.

A compensation arrangement with any company that does or may do
business with, or that competes with, any NUS affiliate (such as
compensation for employment or independent contractor services,
consulting fees, advisory fees, honoraria and the like)? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
iii.

A Trustee, officer or board committee position with any other company
that does or may do business with, or that competes with and NUS
affiliate (including competition for grants or donations)? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
iv.

Any personal loans, advances or other borrowing from, or indebtedness
to, any customer or supplier who also does or may do business with any
NUS affiliate? (You may exclude charge cards, and personal or
mortgage loans at market rates at financial institutions such as banks,
1
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finance companies, insurance companies, and savings and loan
associations.) Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
v.

Do you or any family member compete, directly or indirectly, with any
NUS affiliate in the purchase or sale of property rights, interests or
services? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
vi.

Do you or any family member provide directive, managerial, consultative
or other services to or on behalf of any other company that does or may
do business with, or that competes with, the services of any NUS
affiliate?
Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
vii.

Do you or any family member employ or otherwise retain any NUS
personnel for work on non-NUS business done outside of NUS? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
viii.

Have you or any family member used NUS property to conduct business
that is not NUS business, without prior approval of an NUS officer and
the Board of Trustees of NUS? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
ix.

If you are employed by any NUS affiliate, have you or any family
member accepted assignments outside of NUS, either as an employee
or as an independent contractor, over and above your primary or fulltime assignment with NUS? Y N n/a

______________________________________________________________
______________________________________________________________
______________________________________________________________

2
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x.

Do you or any family member hold an elected or appointed office or
other position of public responsibility that serves residents in NUS’s
service area? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
xi.

Have you or any family member been a party to any action, suit or
proceeding during the past five years that might be deemed material to
evaluating your ability, your integrity or your interests with respect to
NUS? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
xii.

Do you or any family member know of any recent or pending actions,
suit or proceeding in which you have an interest adverse to the interests
of, or are a party adverse to NUS? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
II.

INSIDE ACTIVITIES
A.

In your area of direct responsibility within NUS, do you employ or otherwise
retain any family member or other individual with whom you have a business
or personal relationship? Have you or any family member attempted to
influence NUS concerning the employment or retention of any immediate
family member or other individual with whom you have a business or
personal relationship? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
B.

Attached to this form is a complete list of the Trustees, officers, key employees
of NUS. We need certain additional information to complete the annual Form
990 tax return for NUS. We are required to ask each person or entity on the
attached list the following questions:

i.

Is any person on the list your family member? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
3
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ii.

Are you an employee of any person or entity on the list? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
iii.

Do you (PERSONALLY, and not through any business interests) have a
written contract with any person or entity on the list? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
iv.

Do you (PERSONALLY, and not through any business interests),
together with any person or persons on the list, have more than a 35%
ownership interest in any corporation, partnership or trust? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
III.

GIFTS, GRATUITIES AND ENTERTAINMENT
A.

Have you or any family member accepted gifts, entertainment, benefits,
discounts or other favors from any outside entity that does, or is seeking to
do, business with, or is a competitor of, any NUS affiliate, under
circumstances from which someone might think that such action was
intended to influence or possibly would influence you in the performance of
your duties on behalf of NUS? (This does not prohibit the acceptance of
reasonable entertainment by suppliers or prospective suppliers or items of
nominal value that are clearly tokens of respect or friendship and not related
to any particular transaction or activity when the value of such entertainment
or items does not exceed $100.00). Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________
B.

Have you or any family member accepted any gifts, honoraria, perquisites,
favors or benefits valued in excess of $100.00 from customers, suppliers or
agents of NUS? Y N

______________________________________________________________
______________________________________________________________
______________________________________________________________

4
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IV.

OTHER

Is there any other interest, activities, investments or involvement that you think might be
relevant for full disclosure of all actual, apparent or possible conflicts of interest:

______________________________________________________________________
______________________________________________________________________
V.

CERTIFICATION

By signing this Questionnaire, I certify that:

VI.

A.

I have received a copy of National University System Conflict of Interest Policy,
and acknowledge that the National University System bylaws are available on
BoardVantage,

B.

I have read and understand the Policy, and

C.

I have agreed to comply with the Policy, and

I understand that affiliates of the National University System are charitable entities and
in order to maintain federal tax-exempt status it must engage primarily in activities which
accomplish one or more of its tax-exempt purposes.

_____________________________________
Signature
Date

5

616

NWCCU -Year S eve n R e p o r t

January 2018
Rev. December 2016

APPENDIX 21.O.1

CI T Y U N I V E R SI T Y O F S E AT T L E

617

National University System
Annual Conflict of Interest Questionnaire
Purpose of this Questionnaire
The conflict of interest section of the National University System and affiliates bylaws and the
Conflict of Interest Policy adopted by the Board of Trustees of the National University System
(“NUS”) requires disclosure of certain Interests. It is not uncommon to have these interests, but
it is very important to make them known to NUS and its Board of Trustees. This questionnaire
shall be completed annually by each Trustee, officer, and executive.
Use this questionnaire to disclose where you or your family members (defined below) have
certain affiliations, interests or relationships, and/or have taken part in transactions that, in light
of your relationship to NUS, might give rise to an actual, apparent or potential conflict of interest.

How to Complete this Questionnaire
1. Please return the Questionnaire with your response indicated with a “Y,” “N,” or “n/a” for
each question.
2. Answer all questions. Circle “n/a” if the question involves a fact situation that cannot
apply to you (e.g. you are not an employee). Circle “No” for any question that could, but
does not, apply to you (e.g. loans to or from interested parties).
3. Any response should take into consideration your relationship with and your role within
the National University System.
4. Where this Questionnaire refers to “you,” it is also referring separately to each family
member. For purposes of this Questionnaire, the definition of “family member” is
extremely inclusive. “Family member” includes a brother, sister, parent, grandparent,
child, grandchild or great grandchild (by whole or half blood) or the “Significant Person”
or his/her spouse.
5. Your response should indicate whether you are disclosing an Interest of you or of a
family member (and, in the case of a family member, the nature of your relationship with
that family member).
6. Include all material facts as requested by this Questionnaire.
7. Disclose all possible Interests that currently exist, even if you previously reported them.
Interests that are new either since the filing of your last Questionnaire, or since the
beginning of your relationship with NUS also should be reported on this Questionnaire.
A potential Conflict of Interest may arise from many circumstances, not just those
described in this Questionnaire. You must report any relationship that creates an
Interest that occurs between now and the completion of the next annual
Questionnaire. Any potential conflicts of interest that arise after the questionnaire has
been completed should be immediately reported to the Board Chair.
1
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Effective Date: 7/1/2015

CityUniversity
Policy Manual

Policy#: 2300.04
Policy Title: Maintaining Current Personal Data
Prepared By: Registrar
Page 1 of 1

I.

Scope:
All students attending any CityU program.

II.

Purpose:
To define a student's responsibility to keep the University updated with current personal contact
information.

Ill.

Policy:
Students are responsible for keeping the University informed of any changes in name, address,
telephone and email address. Students may use self-service through the My.CityU.edu portal,
inform an advisor, or notify the Registrar's Office using the "Change of Directory Information" form.
The sending of notices and other University correspondence to the cityu.edu email address or to
the last address on record constitutes official notification.
International students studying in the U.S. on a student visa are required to report any address
changes to their international student advisor per U.S. government regulations.
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Effective Date: July 1, 2016
Procedure #: 2300.19.01
Procedure Title: Student Identity Verification

Policy Manual

Prepared By: Director, Library Services
Page 1 of 3

I.

Scope:

II.

Purpose:

These procedures represent the most common methods used by faculty within the curriculum to verify student
identity at City University of Seattle in addition to the use of unique and secure logins and passwords.

City University of Seattle complies with the Higher Education Opportunity Act mandates regarding distance learning
student identify verification by requiring each student to create a unique and secure login and password.
Additional methods for verifying that the students enrolled in and receiving credit for courses and programs at CityU
are the same students whose achievements are evaluated and credentialed are aligned with the Western Interstate
Commission for Higher Education Cooperative for Educational Technology (WCET) 2009 document, Best Practice
Strategies to Promote Academic Integrity in Online Education
(http://wcet.wiche.edu/wcet/docs/cigs/studentauthentication/BestPractices.pdf)
These methods fall into the following categories:






Institutional Context and Commitment
Curriculum Design and Instruction
Faculty Support
Student Support
Assessment and Evaluation

Institutional Context and Commitment
City University of Seattle has established campus‐wide policies on academic integrity and student identity verification
including the following policies found in the university catalog and the Policy and Procedures Handbook.




Information Technology Resource Code of Conduct for Students (2300.15)
Scholastic Honesty Policy (2300.10)
Student Identity Verification Policy 2300.19

The university’s Information Technology Resource Code of Conduct for Students (2300.15) explicitly notifies students
that they are responsible for all activities carried out under their accounts and that they are not to divulge their
account information to others (including their unique login and password).
CityU’s Scholastic Honesty Policy (2300.10) defines scholastic honesty for students and faculty. The policy articulates
CityU’s approach to scholastic honesty violations, possible disciplinary actions students may expect, and the process
for students to appeal decisions made by CityU’s Scholastic Honesty Board. CityU faculty receive training on this policy
and on the procedures for filing an allegation of scholastic honesty violation through the university’s New Faculty
Orientation. A link to this policy is also available through course syllabi.
Evidence of the university’s commitment to enforcing these policies and in supporting faculty and staff in the handling
of academic integrity matters can be found on the university’s internal Scholastic Honesty Board SharePoint site.

Curriculum Design and Support
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CityU’s academic model articulates the university’s commitment to authentic learning activities and assessments that
allow students to demonstrate the connection between theory and practice. Assessments vary in format and may
include written work, problem solving, and personal reflections on learning. Programs often include tasks that require
group work. When a course or program does require completion of a high stakes online exam, students must
complete the exams in class or in a proctored setting.
Discussion forums that are facilitated by faculty through CityU’s learning management system (LMS) provide
opportunities for faculty to get to know students and their style of writing. Faculty are thus more able to recognize if a
student submits an assignment that does not align with the style of writing used in weekly course activities.
Students are expected to actively and regularly participate in online course components. These components,
including learning activities and assessments, are designed by faculty to require a comparable amount of time and
effort for students to complete as similar in‐class components.
Resources and activities for students on best practices for research and on the use of APA style are integrated into the
curriculum for select courses in every CityU program.

Faculty Support
In addition to faculty training on CityU’s scholastic honesty policy and procedures, faculty are provided access to and
are encouraged to use the plagiarism detection service, SafeAssign. In some courses the use of Safeassign is
mandatory and serves as a learning tool for students in the process of revising their written work.

Student Support
Faculty are encouraged to provide clear instructions for individual and group assignments that describe how much
collaboration between students is acceptable.
In addition to the policies mentioned previously, students may also access information on the use of APA style and on
what constitutes plagiarism through the library’s Web site. Students can find information on how to access resources
that include plagiarism detection and writing support services through the student portal, university catalog, and
CityU’s LMS.

Assessment and Evaluation
In addition to designing and using a variety of authentic assessments and group activities throughout the curriculum,
or using proctored exams in relevant courses, grading rubrics are created for every required assignment designed by
CityU course managers. These rubrics are intended to provide teaching faculty and students with information on how
specific assignments will be assessed.
Quizzes and exams delivered using CityU’s LMS may take advantage of built‐in features to reduce scholastic honesty
violations including:
 Use of a test bank from which questions are randomly assigned to students;
 Randomization of the order of answers for multiple test questions;
 Required completion on exams so students cannot re‐enter a test;
 Establishing a short completion time (e.g., 2 hours rather than several days) for an exam;
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Procedure #: 2300.19.01
Procedure Title: Student Identity Verification

Policy Manual

Prepared By: Director, Library Services
Page 3 of 3



Displaying one question at a time which makes it difficult for students to share exams and copy and paste
answers;

Assignments in some courses are designed to encourage authentic work through one or more of the following
methods:
 Cumulative assignments for which students submit portions of a paper or project throughout the quarter;
 Requiring students to submit annotated bibliographies as one step towards a final paper or project;
 Requiring students to submit reference articles along with their paper in which cited text is highlighted;
 Scaffold assignments with students turning in reiterative drafts throughout the quarter;
 Submission of personal reflection on the research process and product.
Some courses require the students to complete proctored final exams at a CityU site or with an approved proctor. In
these cases, course managers may assign a greater weight towards the final course grade to the proctored exam.

Unit Head Signature:
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Role of the National University System Board of Trustees
The Board of Trustees of the National University System is the governing body vested with
supreme control over National University System and all affiliates, and trustees have a fiduciary
responsibility to each affiliate. The Board hires the Chancellor and each affiliate president upon
the Chancellor’s recommendations. Trustees, who provide System guidance and oversight, are
recognized leaders in their communities and individually respected in the fields of business,
education, the law, and the arts. The Board meets at least three times a year to assess System goals
and the progress toward achieving them. Among other responsibilities, members of the Board of
Trustees should:

Become familiar with the structure and management of the National University System

Share ideas, insights, intelligence, information and resources with the board

Serve and work on Board Committee assignments

Stay up to date on the latest trends and legal developments in higher education

Solicit philanthropic support, advocate for, and speak on behalf of the institution

Strategize with the Chancellor and other board members, and otherwise lend counsel and
guidance to the National University System

Provide financial support, making their institution one of their top philanthropic cause and
matching their commitment with their financial abilities.
Individual Trustee Self-Assessment
In the past two years, have you:
 attended all meetings?
 Yes
 No
 If not, how many have you attended? ___________________________________________
 arrived late to any meeting
 Yes
 No
 left any meeting prior to adjournment?
 Yes
 No
 actively participated on one or more committees?
 Yes
 No
o If yes, are you satisfied with the committee you support?
 Yes
 No
o If no, which committee would you prefer? _______________________________________
 participated with Trustees to shape board policies?
 Yes
 No
 contributed meaningful advice, suggestions, guidance and counsel to the Board?
 Yes
 No
 participated in one-on-one dialogue with the Chancellor?
 Yes
 No
 provided annual financial contributions which represent a meaningful portion of your overall
charitable contributions?
 Yes
 No
 participated in fund-raising efforts?
 Yes
 No
 participated in Alumni initiatives?
 Yes
 No
 represented or acted as an advocate for the System and/or any affiliate in the community?
 Yes
 No
Personal commitments:
 Will your personal commitments leave you with adequate time to serve as an effective trustee?
 Yes
 No
 Are you active with other Boards?
 Yes
 No
o If yes, how many? _________
 Are you interested in continuing NUS Board Service?
 Yes
 No
Please share any additional comments or feedback ______________________________________
______________________________________________________________________________
654
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AGB BOARD SELF STUDY SURVEY FOR NATIONAL UNIVERSITY
We commend you for working to strengthen board governance by making a focused effort to assess your board’s
AGB BOARD SELF STUDY SURVEY FOR NATIONAL UNIVERSITY
performance. Strong and effective boards make for strong and effective colleges and universities. For close to four
decades, AGB has been working one-on-one with boards to develop their capacity to govern effectively. The selfWe commend you for working to strengthen board governance by making a focused effort to assess your board’s
study you are undertaking provides important information regarding board behavior and effectiveness that is
performance. Strong and effective boards make for strong and effective colleges and universities. For close to four
critical to understand how well your board is functioning.
decades, AGB has been working one-on-one with boards to develop their capacity to govern effectively. The selfstudy you are undertaking provides important information regarding board behavior and effectiveness that is
This self-study is intended to highlight areas of strength and to identify issues that the board can address to
critical to understand how well your board is functioning.
improve its performance. The results can help educate the board on responsibilities that are unclear or areas where
it is under-performing. In so doing it provides a framework for a working session or retreat for the board to
This self-study is intended to highlight areas of strength and to identify issues that the board can address to
explore ways to enhance its work and to develop the commitment and plans for continued board development.
improve its performance. The results can help educate the board on responsibilities that are unclear or areas where
it is under-performing. In so doing it provides a framework for a working session or retreat for the board to
This survey focuses on six major areas of board responsibility and activity, concluding with a section composed
explore ways to enhance its work and to develop the commitment and plans for continued board development.
of broad summary questions: Mission and Strategy, Leadership and Shared Governance, Institutional
Sustainability, Quality of Educational Programs, Board Performance, and Board Culture.
This survey focuses on six major areas of board responsibility and activity, concluding with a section composed
of broad summary questions: Mission and Strategy, Leadership and Shared Governance, Institutional
Guidelines for Taking the Board Self-Study Survey
Sustainability, Quality of Educational Programs, Board Performance, and Board Culture.
The survey is intended to assess the collective performance of the board. Here are a few things to keep in mind as
Guidelines for Taking the Board Self-Study Survey
you take the survey.
The survey is intended to assess the collective performance of the board. Here are a few things to keep in mind as
1. This is designed to be a self-study of the board's COLLECTIVE performance.
you take the survey.
2. If SOME BUT NOT ALL board members fulfill the responsibility or the responsibility is only
PARTIALLY FULFILLED, use a lower rating, for example "Satisfactory" rather than "Very Good."
1. This is designed to be a self-study of the board's COLLECTIVE performance.
3. If you are relatively NEW TO THE BOARD use "Don't Know" for things you have not had enough time
2. If SOME BUT NOT ALL board members fulfill the responsibility or the responsibility is only
to assess.
PARTIALLY FULFILLED, use a lower rating, for example "Satisfactory" rather than "Very Good."
4. Some board responsibilities have several components; please read the ENTIRE QUESTION before
3. If you are relatively NEW TO THE BOARD use "Don't Know" for things you have not had enough time
selecting your answer.
to assess.
5. Responses are CONFIDENTIAL and will be reported in aggregate. Please answer with openness and
4. Some board responsibilities have several components; please read the ENTIRE QUESTION before
candor.
selecting your answer.
6. Answers to open-ended questions will be reported VERBATIM. Please avoid identifying yourself or
5. Responses are CONFIDENTIAL and will be reported in aggregate. Please answer with openness and
others.
candor.
6. Answers to open-ended questions will be reported VERBATIM. Please avoid identifying yourself or
This instrument does not provide an exhaustive assessment. Rather, it constitutes a diagnostic tool to identify
others.
areas of strength or concern, which boards can then address as they work to govern more effectively and add
value for their institutions.
This instrument does not provide an exhaustive assessment. Rather, it constitutes a diagnostic tool to identify
areas of strength or concern, which boards can then address as they work to govern more effectively and add
value for their institutions.
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Participant Profile
What is your role on this board? Please check one.

o
o
o
o
o
o
o

Chief executive of this institution
Chair of board
Other board officer
Board member
Administrative officer
Staff
Other, please describe your role ____________________

How long have you served on this board?

o
o
o
o
o
o
o

Less than 1 year
1 to 3 years
4 to 6 years
7 to 9 years
10 to 12 years
13 years or more
NA

Do you have a vote on the board?

o
o

Yes
No

©2017 Association of Governing Boards of Universities and Colleges
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Section 1: Mission and Strategy
The institution’s mission is the standard by which key decisions are made and strategic directions are set. Board
members are charged with ensuring the appropriateness of their institution’s mission and ensuring that it guides
both their work and the strategic priorities of the institution.
Please assess the board’s performance in this area of responsibility.

The board . . .

Excellent

Don't
Know

Fair

1.1 Periodically reviews the mission to
ensure it fits the current context of higher
education and reflects the history of the
institution













1.2 Uses the mission and defined priorities
to guide the board’s decisions













1.3 Ensures the institution acts in
accordance with its mission and purposes













1.4 Ensures the institution operates under a
strategic plan that defines the institution's
strengths, challenges, and priorities













1.5 Articulates the mission and acts as
ambassadors by telling the "story" and
history of the institution













1.6 Is well informed about the current issues
facing higher education and their impact on
the institution, e.g., debt, value of college
degree, technology





























































1.7 Seeks out and considers diverse and
competing points of view when discussing
critical issues
1.8 Is actively involved in shaping and
supporting institutional strategy and
direction
1.9 Uses relevant data to monitor progress
on the strategic plan
1.10 Oversees the development and
implementation of campus-wide strategies
to foster a culture of inclusion

Satisfactory

Very
Good

Poor

Please provide comments or suggestions related to the board’s performance in the area of Mission and Strategy:
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Section 2: Leadership and Shared Governance
The board’s authority for policy development and strategic decision-making is a multi-stakeholder process. The
board shares governance duties with the chief executive, administration, and faculty, and solicits input from a
broader campus constituency. To govern effectively, the board works to establish a strong partnership with the
chief executive of their institution.
Please assess the board’s performance in this area of responsibility.

The board…

































































































2.9 Annually reviews the performance of
the chief executive and periodically
conducts a comprehensive assessment













2.10 Reviews and approves the chief
executive’s compensation (the full board)













2.11 Approves mutually agreed upon
performance goals for the chief executive













2.2 Has policies and practices of shared
governance that delineate the
responsibilities of board, chief executive,
administration and faculty
2.3 Is well informed of the viewpoints of
faculty and staff on major institutional
issues
2.4 Relies on dashboards, metrics, and other
meaningful data to inform decisions
2.5 Ensures there is meaningful
communication with external stakeholders
2.6 Elects a chair who can effectively lead
the board and build a partnership with the
chief executive
2.7 Works with the chief executive to build
a strong working relationship
2.8 Serves as a sounding board and thought
partner to the chief executive

Excellent

Don't
Know

Fair

2.1 Works with the chief executive and
appropriate constituent groups to gain
support for institutional goals

Satisfactory

Very
Good

Poor

2.12 Has a plan or policy that addresses an
unanticipated or planned departure or






absence of the current chief executive
Please provide comments or suggestions related to the board’s performance in the area of Leadership and Shared
Governance:
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Section 3: Institutional Sustainability
The board is accountable for the success or failure of the institution, and preservation of its assets for future
generations. In order to make informed decisions and fulfill their fiduciary responsibility, board members must
focus their attention on the institution’s finances and educational effectiveness, the changing trends in the higher
education landscape, and potential significant risks to the institution.
Please assess the board’s performance in this area of responsibility.

The board…





























































3.6 Establishes investment policies and
monitors endowment performance













3.7 Approves use of endowment
funds/spending policies













3.8 Takes steps to preserve and enhance the
physical assets of the institution













3.9 Holds the administration accountable for
enterprise risk management













3.10 Ensures the administration involves the
board on high profile issues that present
significant risk to the institution













3.11 Monitors auxiliary organizations (e.g.,
alumni, foundations, institutes)













3.3 Evaluates the sustainability of the
institution’s current financial model
3.4 Reviews the results of the independent
financial audit and management letter
3.5 Follows industry standards when
overseeing the audit process (i.e. auditor
independence, audit committee
membership)

Excellent

Don't
Know

Fair

3.1 Reviews the budget to ensure it reflects
the institution's priorities
3.2 Monitors the institution's financial
health using trend and comparative data

Satisfactory

Very
Good

Poor

Please provide comments or suggestions related to the board’s performance in the area of Institutional
Sustainability:
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Section 4: Quality of Educational Experience
The board has a fiduciary responsibility for educational quality and value. In order to fulfill their responsibility,
board members must understand and monitor the institution’s academic programs and policies. An effective board
acts in concert with the administration and faculty and recognizes their respective roles.
Please assess the board’s performance in this area of responsibility.

The board…





















































































4.8 Monitors co-curricular activities, e.g.,
athletic, residential, Greek life













4.9 Ensures the institution plays a positive
social and economic role in the
communities it serves













4.4 Ensures policies and practices are in
place to protect academic freedom and
institutional autonomy
4.5 Reviews the institution’s accreditation
reports including responses to identified
concerns or deficiencies
4.6 Ensures the institution offers a balanced,
high-quality experience to students in both
academics and campus life
4.7 Is well informed about signature
programs and breadth of offerings

Excellent

Don't
Know

Fair

4.1 Monitors educational quality, using
trend and comparative data for student
learning outcomes, retention and graduation
rates, and the value of degrees/certificates
4.2 Exercises its responsibility to oversee
educational quality without intruding on
faculty and administrative responsibilities
4.3 Ensures that the institution maintains
high quality faculty and staff

Satisfactory

Very
Good

Poor

Please provide comments or suggestions related to the board’s performance in the area of Quality of Educational
Experience:
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Section 5: Board Performance
The board monitors its own overall performance, ensuring that institutional policies about board member
responsibilities, development, ethical behavior, and conflicts of interest are current, understood, and followed.
The board uses its meetings and members effectively to accomplish its work.
Please assess the board’s performance in this area of responsibility.

The board…









































































5.7 Has the right committees and uses them
well













5.8 Receives reports from committees that
are succinct, frame productive discussion
and facilitate decision–making

















































5.3 Periodically assesses individual board
members and uses the results to strengthen
performance
5.4 Implements steps for board development
(e.g., continuing education, retreats, regular
board assessments)
5.5 Uses the executive committee to
coordinate the work of the board and shape
meeting agendas (select “Don't Know” if no
executive committee)
5.6 Structures board meetings to include
time for substantive discussion

5.9 Adheres to a comprehensive conflict-ofinterest policy and addresses conflicts
appropriately
5.10 Focuses on board level work and
avoids micro-management of administrative
responsibilities
5.11 Works with the chief executive in
seeking philanthropic support for the
institution

Excellent

Don't
Know

Fair

5.1 Has the right mix of skills and abilities
among board members
5.2 Provides a meaningful orientation
program for new board members

Satisfactory

Very
Good

Poor

Please provide comments or suggestions related to the area of Board Performance:
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Section 6: Board Culture
The board establishes a culture of engagement built upon trust, respect, and a commitment to inquiry and
inclusion. It conducts itself in an exemplary manner and acts with transparency.
Please assess the board’s performance in this area of responsibility.

The board…
6.1 Promotes trust among board members
through a culture based on openness and
respect
6.2 Incorporates practices that build
diversity and foster inclusion at the board
level
6.3 Productively explores ideas by engaging
in robust discussions
6.4 Engages all board members by utilizing
their individual talents, skills and expertise
6.5 Conducts itself in ways that inspire
confidence and instill trust with its
constituents
6.6 Acts to ensure the integrity and
reputation of the institution
6.7 Understands and respects who may
speak on behalf of the board or the
institution
6.8 Speaks with one voice and stands united
behind controversial decisions
6.9 Respects the confidentiality of board
and committee materials and discussions
6.10 Charges the executive committee to
operate with transparency and refrain from
usurping the authority of the full board
(select “Don't Know” if no executive
committee)
6.11 Establishes and communicates clear
expectations related to personal financial
contributions by board members
6.12 Provides opportunities for board
members to get to know one another
personally

Satisfactory

Very
Good

Excellent

Don't
Know

Poor

Fair

















































































































































Please provide comments or suggestions related to the area of Board Culture:
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Summary Questions
I feel satisfied that:

S.1 My time, energy and expertise are put
to good use
S.2 The board focuses its time on issues of
greatest consequence to the institution
S.3 The board acts in good faith with
appropriate diligence, care, and skill (Duty
of care)
S.4 The board retains its independence
from external and internal stakeholders and
acts in the best interests of the institution
(Duty of loyalty)
S.5 The board takes reasonable care to
ensure the institution is legally and
ethically compliant with its mission, the
law and all institutional policies (Duty of
obedience)

Not at
all
satisfied

Slightly
satisfied

Moderately
satisfied

Very
satisfied

Extremely
satisfied



















































What are the three most important challenges facing the institution over the next several years?
1.__________
2.__________
3.__________
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Strengthening Board Performance
How important do you think it is for the board to?

P.1 Focus more of the board's attention on issues of
strategic importance to institution

Not a
priority

Low
priority

Medium
priority

High
priority

























































P.8 Increase its knowledge of auxiliary and affiliated
organizations









P.9 Improve its meeting practices









P.10 Improve the structure and function of committees









P.11 Increase its understanding of board roles and
responsibilities and scope of authority









P.12 Strengthen commitment and engagement of
individual board members









P.13 Strengthen its fundraising efforts









P.2 Assess whether the information and data the board
receives are adequate and timely
P.3 Improve its own capacity and functionality through
increased attention to qualifications and recruitment of
board members
P.4 Strengthen shared governance through improved
relationships with the chief executive and faculty
P.5 Increase its knowledge of the institution's financial
health and sustainability
P.6 Establish guidelines related to enterprise risk
management to ensure the board is informed about
potential risks and opportunities
P.7 Increase its knowledge of the institution's educational
programs
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P.14 What is the board's most significant accomplishment over the last two years?

P.15 What change or action would most improve the board's performance?

Thank you for your participation.

Association of Governing Boards of Universities and Colleges
1133 20th Street, NW, Suite 300, Washington, DC 20036
Fax: 202-223-7053
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Policies and Practices
This section should be completed by only one person, designated by the institution to respond on behalf of the
board. The questions will not be visible to other respondents.
Please respond to the following questions related to board policies or practices.
Yes
No
P.1 Did the full board formally approve the institution’s


strategic plan?
P.2 Have the bylaws been reviewed and updated within the


last five years?
P.3 Have the governance policies and documents been


updated within the last five years?
P.4 Did the full board formally approve the institution's annual


budget?
P.5 Did all board members receive a copy of the institution's


IRS Form 990?

Don’t Know

Not Applicable





















P.6 Did the board, or a committee of the board, meet with the
auditors without staff present?









P.7 Has there been a comprehensive review of the chief
executive’s performance within the past five years?









P.8 Did the assessment of the chief executive provide for input
from the full board?









P.9 Does the board periodically review executive
compensation at comparable institutions?









P.10 Is there a board policy manual or handbook?

























P.13 Does the board have a written code of ethics?









P.14 Do board members sign a conflict-of-interest and
disclosure statement annually?









P.15 Is there a maximum number of consecutive years/terms a
board member may serve?









P.16 Do board committees have written charters or job
descriptions?









P.11 Do board members receive a written statement of
responsibilities and expectations related to board service?
P.12 Is a structured, formal orientation held for new board
members?
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CITY UNIVERSITY
Department: Business Office
SOP # BO 04-26
Next Revision Date: December 2003
Effective Date: July 1, 2002

Prepared by:
Marieta Johnson
Vice President - Controller
Approved by: Dennis Page
Executive Vice President
Approved by: Dr. Steve
Stargardter, President

Title:

BUDGET

Policy:

The policy is based on the University’s objective “to provide
an institution which ensures cost-effective use of available
resources and maintain sound business practices.”

Purpose:

The intent of this policy and procedure is to make department
managers responsible and accountable for their respective
budgets. It is the policy of City University to operate on a
zero-base budget. It is also University policy that all line
items remain within budget at all times.

Scope:

This policy and procedure applies to all operating
departments university wide.

Procedure:
1.0

ORIGINAL BUDGET (APPROPRIATIONS)

1.1

Annual Budget Process:
•

Revenue for next fiscal year is developed based on input
from admissions on projected enrollments for next fiscal
year, Business and Finance on tuition rates and fees, as
well as Academics on current and new program offerings.

•

The executive management team will allocate the
estimated revenue to each department based on available
revenue and the department’s operating budget proposal.

•

The budget office will provide department managers with
a budget worksheet on-line or hard copy no later than the
end of January. The worksheet will list all budget line items and
indicate current-year budget, current-year actual expenditures,
two prior year expenditures, and a
SOP BO 04-26
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blank space for next year’s budget request. (EXHIBIT 1)
•

Department managers will submit their budget requests to the
budget office no later than the end of February.

•

The budget office will combine all requests in to a
consolidated budget document and submit to the
executive management team for review and approval
no later than the middle of March.

•

The budget office, with input from executive management
of any changes to the submitted budget, will prepare the
preliminary fiscal year budget for review and input by the
board of governors no later than the end of March.

•

Once the preliminary budget has been reviewed by the
board of governors, then the budget office with the
direction of the executive management team will prepare
the final budget proposal to the board of governors
no later than the end of April.

•

Once the proposed fiscal year budget is approved by the
board of governors, the budget document will be
posted in to the financial system(CASTs) by the budget
office no later than the end of June.

2.0

SUPPLEMENTAL APPROPRIATIONS

2.1

Supplemental budget process:
•

Requests for increase to the original budget must show
a source of funding for the additional expense. There
must be a projected increase in revenue or a decrease in
another department’s operating budget.

•

Department managers must submit a completed
supplemental appropriations form (EXHIBIT 2) to
the budget office.

•

The budget office with input from the executive
management team will approve or deny the request.
If denied, the request will be returned to the department
manager with the reason for the rejection. Budget
requests which have been denied may be appealed in
SOP BO 04-26
-2-
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writing to the executive management team. If approved,
the request will be assigned a supplemental appropriations
number (SA _) and will be forwarded to the budget office for
posting in to the financial system.
•

The budget office will process the supplemental
appropriation form, indicate date processed on the
the face of the document, and place in the supplemental
appropriation file in the budget office.

3.0

BUDGET TRANSFERS

3.1

Budget transfer process:
•

Budget transfers are required when an expenditure will
create a budget deficiency in any line item. Payments to
vendors and purchase requisitions will not be processed
if a sufficient line-item budget balance does not exits.

•

Department managers may transfer budget dollars
between line items within their own budgets by completing a
budget transfer request form
(EXHIBIT 3) and submitting it to the budget office.

•

Budget transfers which involve salaries and wages must
be approved by the executive management team.

•

The budget office will process the budget transfer form,
indicate date processed on the face of the document, and
place in the budget transfer file in the budget office.

Responsible Department:

Business Office

Revision Dates: 7/1/02
Approved by:
__________________________________
Dennis E. Page, Executive Vice President

__________________
Date

________________________________________

_____________________

Dr. Steve Stargardter, President

Date
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