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1. INTRODUCTION

1.0 Purpose of Handbook

This handbook is designed to acquaint studentstivélpolicies and procedures of the School of
Public Affairs and, in so doing, to facilitate thprogress toward earning the degree of Master of
Public Administration. Ignoring or postponing tegeocedures may delay completion of the
degree. Therefore, students are encouraged tdhisadaandbook carefully and consult their
advisors in cases where they have questions.

The policies and procedures described here arecbjchange and can be affected by changes
in the policies of the University of Colorado. Waeisity-wide policies have priority over the
policies of SPA.

Policies governing the MPA Program are almost idahfor the Downtown Denver and
Colorado Springs campuses; however, students at&id Springs should consult a copy of that
program’s handbook for campus-specific details perdonnel.

1.1 School of Public Affairs

The University of Colorado’s School of Public Affsioffers three degrees: Master of Public
Administration, Master of Criminal Justice, and [Phin Public Affairs. The principal functions
of the School are to: (a) provide programs of @ssfonal education, training, and service for
people working, or with aspirations to work, in fhgblic and nonprofit sectors, and (b)
undertake research on issues of concern to theedfgbublic administration; federal, state and
local government; and nonprofit organizations.

1.2 The MPA Degree

The Master of Public Administration (MPA) degreemsitidisciplinary and designed to provide
graduate professional education for men and wontemwish to prepare themselves for
administrative and/or policy careers in governmé#rg,nonprofit sector, or organizations that are
concerned with government affairs. The prograra ptevides education and training for those
already employed in the public and nonprofit sectorenhance their skills and assist them in
gaining the knowledge and skills necessary to aclv#imeir careers. In addition to the courses
offered by SPA, cooperating departments and scladdle University offer courses and
seminars that may be included in the degree plagseduate students who anticipate receiving
the MPA degree.

The MPA curriculum is designed to integrate theamyl practice, to produce managers and
policy makers who have the knowledge and skilleessary to manage organizations and to
analyze and evaluate policies and make recommemddidor improvement.



Graduates of the MPA program will be able to:

* Make use of a broad base of knowledge and rese@apblic and nonprofit
administration and policy analysis;

» Communicate effectively in written and oral formasid

* Apply critical thinking skills to solve problems aconstructive manner.

1.3 MPA Administration

The MPA program is administered by the School dilelwAffairs. The MPA Director is the

key administrative officer for the program. Sheaickthe MPA Committee, which develops and
approves overall MPA policies, and serves as th&aecontact for questions regarding MPA
policies. The Director of Marketing, Community Re&bns, and Alumni Affairs also serves on
the MPA committee and is a source of informatiosttalents regarding the program and its
policies and procedures. Dawn Savage and AnteifBgthdoval, the two student services
coordinators, are also available to answer questiegarding procedures. They can provide
information on applying to the program, registratibnancial aid, and related issues.

2. ADMISSIONS

2.0 Admissions Requirements

Students who wish to apply for admission to the Mi#dgram should request an application
package from the Director of Marketing, Communigid&ions, and Alumni Affairs at (303)
315-2896. The director can answer students’ gpresabout the program. Prospective students
need to submit a completed University of Coloradadbate Admission Application. All
application materials, including letters of reconmah&tion, transcripts, and test scores should be
sent directly to the Student Services Coordinabyrthe source (e.g., college, testing service,
individual providing reference). Transcripts admination scores issued to the student cannot
be accepted.

Applicants must submit the following materials:
1. Parts | and Il of the University of Colorado GrattuAdmission Application
2. Two sets of official transcripts of all undergratkiand graduate work. The
transcripts must indicate successful completioa baccalaureate degree from a
college or university of accredited standing, pratiéy with a grade-point average of
3.00 or higher (where 4.0 = A).

3. A $50 application fee. A check for this amount madt to “UCD” (University of
Colorado Denver) must accompany the completed admnigpplication.

4. Three recommendations from qualified referencefoons that the applicant will
receive upon requesting an application packageom®mendations may come from



professors, employers, or others who are acquawitbdhe prospective student’s
scholarly abilities and/or professional work. Wdestudents have been out of school
for some years, we encourage students to inclutkasit one or two references from
faculty with whom they completed a course.

5. Official reports of scores on a scholastic aptittes#, such as the Graduate Record
Examination (GRE), the Law School Aptitude TestAO$ or the Graduate
Management Aptitude Test (GMAT). (NOTE: The subsion of test scores is
optional, not mandatory, for students who qualdythe Executive MPA.) These
aptitude test scores should be no more than fiaesyald. Information about
examinations and necessary registration forms reaybtained from the UCD
Assessment and Testing Center.

Applicants planning to take the GRE in the futumewdd specify that their graduate
major at the University of Colorado will be PubAdministration (Graduate School
Department Code Number 4801 for item 11, and bt Code R-4875-1 on the
GRE application form). Students must take the aiduantitative, and writing
portions of the test.

6. International students whose fasguage is not English are required to take trst Te
of English as a Foreign Language (TOEFL) or anvegent. Minimum TOEFL
scores for admission to the MPA program are 55therpaper version and 223 on
the computer-based version of the TOEFL.

7. Additional materials required for applicatianthe Program on Domestic Violence
include:

(&) An essay of no more than five pages that:
1. Describes your commitment to the movement to eatkrtce against
women and children by relating your past involvetneith the movement in
a staff, board and/or volunteer capacity. Pleaseribe the contribution(s)
you have made to the movement, and the benefi{shgve received from
your service. Please list any coursework you ltawvepleted regarding
violence against women.

2. Outlines your philosophy regarding organizationahagement and

leadership. Give a personal example of putting philosophy into action.
Explains your personal beliefs about why womenbatéered.
Describes your vision of how you might be involveg& management
capacity within a domestic violence (or relatedhmfit or public
organization in the future (after successfully ctetipg the Program on
Domestic Violence).

5. Explains the strengths that you bring to and tlosvgit you expect from the

Program.
(b) Resume

hw



The Admissions Subcommittee of the MPA Committeweigh all the materials described
above in making admissions decisions. Admissich@édMPA program is based upon
applicants’ academic qualifications as demonstratetheir previous academic performance and
test scores and the length and level of their vesierience. Some students pursuing an MPA
have not been in the classroom for quite a fewsyehr these cases, their work experience will
be considered as a factor in admissions. The ctsesrattempts to judge each candidate’s
potential for academic and career success.

2.1 Provisional Admission Status

Students who do not meet the minimum qualificatifmnsadmission may be admitted as
provisional students if elements of their applicatsuggest they may be able to perform
successfully in the program. Provisional studevilisbe required to take two of three core
courses (PAD 5001, 5003, or 5004) in their firshester and make at least a B in each course.
They may take no other SPA courses until they th@esn formally admitted into the program.
Students should take these courses in a tradititacd-to-face format unless the on-line format
is the only feasible option. At the conclusiortiedir first semester, students’ performance in
these courses will be reviewed to determine if thteguld be admitted to the program.

2.2 Admission Calendar

Admission to the MPA program is made on a seméstsis. The calendar for submission of
admission materials is as follows:

Fall Semester June 1
Spring Semester November 1
Summer Session April 1

All application materials should normally be receiigdhese deadlines.

Applications are reviewed as soon as they are cateyphnd students are notified by letter as
soon as admission is granted by SPA. Studentsngpfkancial aid must await formal approval
for admission by the University. This process radie slightly longer than the SPA admissions
process.

2.3 Nondegree Seeking (Special) Student Status

Students need not be admitted to the MPA prograonder to take courses offered by the
department. Such students can attend classe®agdegree” students by completing an
Application for Nondegree Admission. These appiae are available from the UCD Office of

! Students in the Rocky Mountain MPA Program mayttieir provisional courses on line. Studentssehork
schedules hinder their taking two courses in omeeséer may take one of the three courses in tweesjutent
semesters. Other exceptions include studenteiDtmestic Violence concentration who completertbeurses as
a cohort. These students may take the domestiendge course in their first semester along with oinhe three
specified courses for provisional students. OnUBES campus, if only one of the three courseéfise,
students may take that course and one electiveftretisemester or they may consider on-line aeipof the
specified courses. The Associate Dean on the U&@$us will serve as their advisor.



Admissions and Records. Students pursuing dicaté in one of the concentration areas rather
than an MPA degree should apply as nondegree dtiden

Other nondegree students include students whaemeested in exploring the courses and either
have an application in process or may apply irfulgre. If a nondegree student later applies
and is admitted to the program, no more than niedithours of course work taken as a
nondegree student may be applied to the MPA degree.

Taking courses as a nondegree student containsedement of risk because admission to the
program is not a certainty. Therefore, we encaaistgdents to apply as soon as they have
realized they are interested in pursuing the degfée nondegree status is most useful when
students want to explore the field and/or whenrtapplication is not complete (e.g., test scores
and/or reference letters have not been receivetithay want to begin courses).

2.4 Readmission of Former and Suspended Students

Former Sudents. Students who have been admitted to SPA must letenfneir course work
within six years from their date of admission (Saetion 3.2). Occasionally, however, students
find it necessary to interrupt their course workdoe or more semesters.

Students who have not enrolled in any courses guhi@ semester for which they were admitted
will be considered inactive and required to resulari?art | Application; they should contact the
SPA Student Services Coordinator.

If three or morebut fewer than twelve semesters (including summer session) have passmd s
the student has been enrolled, the student should:

1. Contact the SPA Student Services Coordinatorstermne his/her eligibility to
return and pursue the same degree; and

2. Submit a new Application Part | to the UCD OfficdeAmimissions for the term in
which they expect to return to the University. B0%application fee is required.

If more than twelve semesters (including summesisa¥ have passed, readmission requires
repeating the full application process (see Se@ibn

Suspended Sudents: A suspended student (see Section 7.1.2) i@igp apply for readmission
no sooner than one year after the suspension, astlsubmit a new Part | Application.
Approval or rejection of this application restsny with the SPA Dean and the MPA Director.
Students who do not agree with this decision mgealpto the UCD Graduate Council.



2.5 Faculty Advisers

Following admission to the MPA program, studentt e assigned a faculty adviser by the

SPA office. The faculty adviser provides inforneatiand advice on the MPA curriculum and
specific course offerings. Specifically, the advigiorks with the student to complete a Degree
Plan which outlines the courses the student magte each semester and serves as a guide for
completing the program. The student should scleealuheeting with his/her faculty adviser
within the first two weeks of the first semesteattendance to complete a Degree Plan and learn
more about the program.

Those students who have selected a concentratosmsargned an advisor who works in that area
of concentration. Students who do not choose aerdration are assigned advisors on a faculty
rotation basis. Students may request another @advithey find their assigned advisor’'s area of
expertise and interest does not serve their caesds. Students may learn of the areas of
expertise of faculty by reviewing the backgroundd eesearch interests of faculty on the SPA
website. Students wishing to change faculty adsisan do so by asking another faculty
member to serve as adviser and, upon obtainingagmet, notifying the SPA office of the
change.

3. MPA REQUIREMENTS

3.0 Credit Hours

To earn an MPA degree the student must:

(a) complete a minimum of 36 semester hours ofugrsdwork with a total grade-
point average of B or better;

(b) receive a grade of B- or better in all requicede courses (see Section 3.3).
Students who do not meet this minimum grade remerdg in a core course must re-
take the course until they meet the requirement.

No graduate course in which the student has eagedde less than a C- is accepted
toward the degree.

Pre-service students (those who have not had thigadgnt of at least one year of
professional practice experience in a public orpmofit organization) are required to take
an additional three semester hours of field stbdpging their minimum total hours to

39 semester credit hours. These three credit tavarmet by taking PAD 6910, Field
Study in Public Administration (see Section 3.%bgl

3.1 Course Load

The normal course load for a full-time student i® Q2 credit hours per semester; for financial
aid purposes, full-time status for graduate stuslentive credit hours per semester. Students
who work full time should not carry more than seasester hours. Students who would like to
carry a course load above 12 hours per semestaldsbansult their faculty advisers.



3.2 Time Requirements for MPA Deqgree

Although the MPA program requires intensive comneitiy it does not require full-time study.
Most courses are offered during evening hours, eekends on an intensive basis, or on-line.
Students should expect to complete the degree lessahan one and no more than six years
(the average is about two and one-half years).eTpent on Leave of Absence (i.e., when the
student is not enrolled in courses) does counttwee six-year limit.

With the approval of their faculty adviser and MBA Program Director, students who are
making steady progress toward the degree may el to extend the six-year limit by one or
two additional semesters. Such approval shoukbbght as far as possible in advance of the
student’s planned graduation date.

3.3 MPA Common Core Courses

All MPA students must complete the following comnrequired core courses

PAD 5001 Introduction to Public Administrationdan

Public Service 3 credit hours
PAD 5002 Organizational Management & Change dichours
PAD 5003 Research and Analytic Methods 3 citealitrs
PAD 5004 Economics and Public Finance 3 crealirs
PAD 5005 Democracy and Policy Making 3 creduitso
PAD 5006 Leadership and Ethics 3 credit hours
TOTAL 18 HOURS

Course descriptions can be found in the coursdocata

3.4 MPA Electives

Students must complete five elective courses (&8ichours) to be selected with the approval of
their faculty adviser. SPA offers a wide variefyelectives in management and policy areas.
Some are offered on a routine basis; others maydres-time offering. Concentration courses
are electives that may be taken by students pugshat concentration or students who have an
interest in just a particular course. Some exampiesher elective courses offered by SPA
include but are not limited to:

PAD 5220 Managing People in Public and Nonprofij&izations
PAD 5310 Policy Formulation and Implementation

PAD 5400 Law and Public Policy

PAD 5440 Negotiation and Conflict Resolution

PAD 5503 Budgeting and Accounting

PAD 5626 Local Government Politics

PAD 5650 Disaster and Emergency Management Policies

2 Students in the Executive MPA program must conepgRAD 5001 and three others as agreed upon wiih the
advisor. See Section 4.1.5.



In addition, students may take courses at othéeg@ed and universities or in other schools and
colleges within UCD. Up to nine semester crediiisanay be transferred in from other
institutions (see Section 7.0).

3.5 Independent Study

Students who are interested in pursuing a spdaitcof study or inquiry which is not covered
through the regular course offerings may elecake tan independent study course with a
member of the faculty. Students should first coesivhat area of study they would like to
pursue and discuss the topic with a willing facuitgmber who has expertise in the area. With
faculty assistance, such students will then devalopurse of study which meets the
requirements of the University and SPA, as weBtagent needs. Students must then complete
a CU-Denver Special Processing Form (available fiteenSPA Office) and have it approved by
the supervising faculty member. The form mustudestted and approved by the posted
add/drop period. Such students will then be reggst for PAD 6840, Independent Study, with
the use of the Special Processing Form.

Independent study courses are subject to the follpvestrictions: Participating students must
be fully admitted to the MPA program. The creditbs for any one independent study course
may vary from one to three credit hours, the egeatlit hours to be determined by the faculty
supervisor and commensurate with the degree of ity and difficulty of the project. No
more than six hours of independent study credit apply toward MPA requirements.

3.6 Capstone Requirements: Advanced Seminar aesigh

All MPA students are required to complete PAD 53&dyanced Seminar in Public Policy and
Management, in which they write and present a gibmal paper that is the product of
independent study. The Advanced Seminar is takeinglithelast semester of the student’s
degree program. All core courses should be comgblleefore the advanced seminar course is
taken.

The Advanced Seminar course is the capstone cturfige program. In it, students conduct an
independent client-based project or research projEgey work with a client in a public or
nonprofit agency to identify a problem and thenngshe knowledge and skills they have gained
in the program, develop a paper to address thdgrobProjects take many different forms
including business plans, marketing plans, suragykinterviews, salary studies, etc. The
principle of the course is that it provides stugesith an opportunity to integrate what they have
learned and apply it to a real world problem. Rertit provides the faculty opportunity to judge
the student’s ability to perform such work. (Se&dglines for Course Administration and
Advising, AY 96-97: PAD 5361.)

The thesis option is available for MPA studentg,ibuarely used. The Advanced Seminar
provides students with the opportunity to pursuesgarch option for those who prefer a pure
research project, but students are encouragedsag@the client-oriented option in order to
practice their research skills with a public ageacgrganization. The thesis option, however,
may be appropriate for students considering appdicdo the Ph.D. program. Unlike the



advanced seminar, the thesis option is six-cremitiand, thus, requires a substantive research
project. The student conducts a comprehensivieweaf the theoretical and research literature
in the subject area of their thesis and colleagimal data or analyzes existing data in new ways.
(See the SPA Thesis Guidelines for more detail.)

The thesis option is available only to those sttglerino have achieved an exceptional academic
record and who wish to pursue independent resedirahheoretical nature that will take longer
than a research-based advanced seminar paper.

Minimum eligibility requirements for pursuing a 8gig include:

Matriculation in the MPA program (Executive MPA dants are not eligible);
Successful completion of all core courses;

Overall GPA of 3.75 or higher;

Demonstrated ability to pursue theoretical worke@slenced by two submitted
research papers developed in SPA courses or elsewhe

Preliminary identification of a thesis topic or aref interest; and

Agreement of two SPA faculty members to serve erthiesis committee (one as
Thesis Adviser).

PwbhE
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A student wishing to undertake the thesis optiguliep formally through her/his faculty
academic adviser, first, to establish eligibilitithwespect to the above criteria, and second, to
identify appropriate faculty members to serve andtudent’s thesis committee. The thesis
committee consists of three people: a major adwidw is a full-time SPA faculty member, and
two others. One of these must be a SPA faculty lbeenthough the person can be an adjunct
faculty member, and the other is a reader who kpsrése in the area, but is either from the
community or another school or department. (NOAIEhough the formal procedures entail
application through the academic adviser, the siuidesncouraged to make informal contacts
with appropriate subject-matter faculty to deterenimerest and availability.)

3.7 Internship (Field Study in Public Administratjo

3.7.1 Overview

Students who do not have at least one year of ggmfieal experience in the field of public
administration or nonprofit management, or the egjent, are required to enroll in Field Study
in Public Administration (PAD 6910).Other students may choose to complete an intgrsh
obtain additional experience that differs from®more specialized than their past experience.
These internships may be completed locally or wtlzer city or state. (SPA receives
announcements of internships available in publit ronprofit settings across the nation.)

In the internship, students work part-time or tirlhe as interns for government agencies,
legislatures, government-related organizations,ramgprofit groups. At a minimum, students

% Students enrolled in the Program on Domestic Vicdewho do not have at least one year of profeakion
experience working in the domestic violence fieleequivalent will be required to enroll in Fieldu8 in Public
Administration (PAD 6910).



are required to complete a total of 300 work hdarghe internship. This includes a minimum
of 240 hours on the job and 60 hours completing@epabout the internship. The internships
may be paid or unpaid, depending upon the orgaairatvolved. Students gain useful
experience in public management, policy researnuth tlae policy process though their work.
The objectives of the internship are:

1. To expose MPA students to the challenging careporpnities in the public
service.
2. To enable public and nonprofit organizations teaattgood students to

government, thereby improving the overall qualitylee public service.

3. To provide pre-service students with “real world3nk experiences to allow them
to link classroom training with actual practicepaiblic administration.

4. To offer students experience that will allow thesmtake better informed career
decisions.

3.7.2 Requirements

In their internships, students must meet both ¢ogglirements of their employing agency and
those of the School of Public Affairs. The regments of the employer are established before
actually beginning work through a written agreemerte written agreement must be approved
in advance by the SPA field study instructor fae tourse. (The field study instructor is
typically the student’s faculty adviser.) In orderearn three semester credit hours, students
must work a minimum of 240 hours on the job. Thkaperiod can be for an academic
semester or during the summer. Work schedulearamaged with the student’s employing
agency. In addition, both the employer and thdesttiwill complete an evaluation of the
internship experience upon completion of the hours.

Students also write a paper to describe the nafutes field experience, how they used the
knowledge and skills they gained through their sework, and the knowledge and skills they
gained in the internship. Portions of this papensd compare and contrast the learning in the
organization with learning from the scholarly la&sre and classroom instruction. The field
study instructor will advise the student on thegrapead and provide feedback, and give a final
grade for the paper and the internship.

3.7.3 Application and Administration Procedures

To be eligible for an internship, students musteheempleted at least 18 credit hours toward the
MPA degree. The student should then contact Steident Services Coordinator to obtain more
detailed policies on internships. (These policias also be obtained from the SPA website.)
The next step is for the student to find an inteims Requests for interns from agencies and
organizations are posted on the SPAJOB electroniting list. Students use the file to identify
potential positions. The UCD Career Center alstkevvith students to identify internships.
Lissa Gallagher specializes in working with SPAdstuts to find internships. She can be
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reached at (303) 556-4542. Alternatively, studemy initiate contact with agencies not
included on the SPAJOB list to seek internshipgidénts should also contact their advisors for
suggestions concerning internships and other fagthb may have expertise and contacts in the
specific area of interest. Students are respan$iblidentifying potential internships, contacting
the agencies and arranging for interviews. The 8fiée is able to facilitate this process, but
the final responsibility lies with the student.

When the student has initially established an irgieip relationship with an agency or
organization, the intern’s supervisor at the agemityneed to complete a short form outlining
the agreement between the organization and therstaed the tasks in which the intern will be
involved. The agreement must be approved by e §tudy instructor (who is typically the
student’s faculty adviser) before the student begiark.

During their internships, students should meetquiéeally with their field study instructors
periodically to discuss the internship work, housibuilding on course work, the knowledge and
skills being acquired, and the paper to be produdéde instructor will establish a time frame
and discuss expectations for the paper. The papst be completed and a grade assigned for
credit to be obtained for the course.

Upon completion of the internship program, bothititern and the supervisor will complete an
evaluation report. These forms are available floenSPA Student Services Coordinators or on
the SPA website (www.spa.cudenver.edu).

3.7.4 Request to Waive the Internship Requirement

The admissions committee examines each studerglgagon to the program and determines
whether an internship is appropriate or should beved. Students who believe vital
experiences have been overlooked may appeal thissidns decision. To do so, they should
obtain the Request to Waive the Internship Requerdrform from the SPA office or the MPA
section of the SPA website (www.spa.cudenver.eddfer completing the form (which requests
the attachment of a current resume and a sheaildlagahe applicable work experience),
students should discuss the request for waiver thelr faculty advisors.

4. OTHER MPA OPTIONS
4.0 Overview
The MPA degree offers several options to studeStadents in the traditional program may
choose to apply to or enroll in a concentratiome MPA concentrations include: local
government; environmental policy, management, ang honprofit management; and domestic
violence. Another option for students with sigeaht experience in the public sector is the

Executive MPA program. Each of these concentratannd special programs is described below.

Students may also pursue one of SPA’s dual degoeggms. These include joint programs
with the School of Architecture and Urban Planren@/CD (MPA/MURP), with the College of
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Liberal Arts at UCD (MPA/BA), and with the Departnteof Communications at UCD
(MPA/Master of Science in Technical Writing, MST\WAd the University of Colorado Law
School on the Boulder campus (MPA/Juris Doctor).

As an alternative to the traditional degree desctidbove, the MPA student may choose to
apply to four other formats of program deliveryre tAccelerated MPA program (AMPA), the
Rocky Mountain MPA program (an on-line degree pangidesigned primarily for students who
live at a great distance from the Denver metroapoldrea), and the Western Slope program (for
students who live in the Grand Junction or Wes&lope area of Colorado). Each of these is
described briefly below.

4.1 Special MPA Programs: Executive MPA, Concatiins, and Certificates

Although many students earn a general MPA degtier®choose to pursue a concentration.
Students choosing a concentration use their ekebiburs to take courses in their concentration.
Students wishing to declare a concentration mist tizeir electives in the concentration area
and courses approved by their concentration adviSoncentrations typically have two to three
required courses; the remaining courses for theargration can vary, but must be approved by
the concentration advisor. The courses for eadkeartration are listed below.

Certificates in each of these areas may also beddry students who do not wish to earn an
MPA degree, but would like to gain knowledge in af¢he concentration areas. A certificate
may be earned by meeting the 15 credit-hour remeére for each concentratién.

(See Section 2.3 on Nondegree-Seeking Studentsfé@mation on applying to pursue a
certificate.)

4.1.1 Environmental Policy, Management, and Lawmdcentration

Two of the three courses listed below are requifestudents in this concentration:

PAD 5631 Seminar in Environmental Politics andid3ol
PAD 5632 Seminar in Environmental Management
PAD 5633 Seminar in Natural Resource and Enviroriaidealth Law

Plus three other elective courses approved byitketdr of the Environmental Law and
Policy concentration, Professor Lloyd Burton.

* To earn a certificate in Environmental Policy, Mgement, and Law, students must also complete FO8,5
Governance and Institutions.
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4.1.2 Local Government Concentration

Two of the three courses listed below are requifestudents in this concentration:
PAD 5625 Local Government Management

PAD 5626 Local Government Politics and Policy
PAD 5628 Urban Social Problems

Plus three other elective courses approved byliteetor of the Local Government
concentration, Professor Allan Wallis.

4.1.3 Nonprofit Management Concentration

These two courses are required for all studentsung the nonprofit concentration:

PAD 5110  Seminar on Nonprofit Management
PAD 5140 Nonprofit Financial Management

Plus three other elective courses from the lisbweadr other courses approved by the
director of the Nonprofit Management concentratidrgfessor Stephen Block.

PAD 5120 Nonprofits and Public Policy

PAD 5130  Collaboration across Sectors

PAD 5150 Understanding and Achieving Funding Diitgrs

PAD 5160 Nonprofit Boards and Executive Leadership

PAD 5170  Strategic Management for Nonprofit andlieuManagers
PAD 5180 Social Entrepreneurship

4.1.4 Domestic Violence Concentration

The four courses listed below are required of sttglm this concentration:

PAD 5910  Women and Violence: A Sociological Pectipe
PAD 5920  The Psychology of Domestic Violence

PAD 5930 Battered Women and the Legal System

PAD 6600  Social Change and Domestic Violence Adegc

Plus one other elective course approved by thetdiref the Program on Domestic
Violence, Barbara Paradiso.

4.1.5 The Executive MPA

This option is designed for senior officials andnagers. Admission is highly competitive and
is based upon (1) evidence of ability to succegstdmplete graduate-level course work , and

(2) executive-level experience in the public or piaiit sector and the demonstrated potential to
provide future executive leadership.
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In addition to the application materials listedSection 2.0, applicants to the Executive MPA
program must submit a current resume and the ExxecMiPA Data Sheet, a form available on
the SPA web site that requests information abaeit thanagement experience.

Submission of scores from such aptitude testsea&thduate Record Examination is not
mandatory for students who qualify for the ExecaitWPA. If their undergraduate GPA is near
the minimum for admission, however, they may basstl/to present test scores as supporting
evidence of academic aptitude.

The Executive MPA requires 30 credit hours of cewsrk at SPA, plus six credit hours at one
of the Management Development Centers, or MDCs ifoBaltimore, MD and the other in
Aurora, CO) of the federal Office of Personnel Mgeraent \www.leadership.opm.ggv The

six credits at the MDCs must include one of thee&sment Seminars (Management,
Leadership, or Executive) and one of the Core Lesgie Seminars.

Two SPA courses are required for all Executive M#dddents: PAD 5001 (Introduction to
Public Administration and Public Service), takerttesfirst course in their program, and PAD
5361 (Advanced Seminar), which should be the lagtse in the program. Executive MPA
students must also complete three core courseatditian to PAD 5001 and five other elective
courses. Up to four elective courses may be takéme MDCs.

Although Executive MPAs are not required to takesid core courses, they will be expected to
demonstrate competencies in the basic areas obtiee administration/management,
research/statistics, economics/finance, publiccgplnd ethics. Skills may be demonstrated by
past course work, on-the-job experience, or byesgfally completing SPA courses. The
advisor will determine if the student has demonsttahese skills. The advisor for this program
is Associate Dean Linda DeLeon.

4.2 Dual Degree Programs

Dual degree programs have the advantage of redtloengumber of courses that students would
need to complete if they obtained each degree aghar For most, this is accomplished by
having required courses in one program count asieds in the other program. Students must
apply formally to each program for admission ardidate to each program their desire to pursue
a dual degree.

4.2.1 Dual Degree in Public Administration and &hland Regional Planning (MPA/MURP)

This dual degree program offers students the oppidytto gain skills in planning while also
gaining an awareness of the broader public settmgsich planning takes place. Students
pursuing this dual degree will take 24 credit haorthe MPA program (core courses, the
advanced seminar and one elective selected fromsanibed list) and 39 credit hours in Urban
and Regional Planning (core plus track course®th Brograms require a statistics course;
students may choose one, either the MPA statisliéss or the URP statistics class, to count for
both program requirements. The required cours&RP count as electives for the MPA
degree. Similarly, the required courses in the MBANt as electives for the URP degree.
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Students must choose this dual degree before ctingplaore than 30 credit hours in one
program. Professor Allan Wallis is the SPA advigorthis program.

4.2.2. Dual Degree in Public Administration anatfA@cal Communications (MPA/MSTC)

This dual degree might appeal to students who havaterest in the development, operation,
and management of communication systems netwokksn@magement information systems in
public or nonprofit settings. Courses in techn@m@hmunications include Organizational
Communication, Technical Communication: Writingdarechnical Communication: Graphics.
The core courses in each program count as thevasdh the other program. Professor Lloyd
Burton is the SPA advisor for this program.

4.2.3. Dual Degree in Public Administration andcBelor of Arts (MPA/BA)

This dual degree is for undergraduate studentsanilberal arts who know they want to pursue a
career in the public or nonprofit sector. The diegree allows students to complete what would
normally be a six-year program in five years. BdAohs candidates may pursue a major in any
area in the liberal arts (e.g., economics, poliscéence, sociology, communication). The MPA
courses count toward the student’s elective remerds for the bachelor’'s degree. Students
interested in this joint degree should contactGb#ege of Liberal Arts at (303) 556-2555. The
SPA advisor for this program is the Director of keting, Community Relations, and Alumni
Affairs.

4.2.4. Dual Degree in Law and Public Policy (MA2YJ

Students who are interested in law and public athtnation may complete these two degrees in
four years rather than the typical five years. d8tis who are interested in obtaining a senior
administrative post or representing clients in $etions with government agencies or
institutions may be interested in pursuing thisldigmree. Students may begin with either MPA
or law courses, but they must begin their legadgto later than the second year of this four-
year program and their first year of law study nugicentrate only on law courses. The SPA
advisor for this program is Professor Lloyd Burton.

4.3 Alternate Modes of Completing the MPA: Acceted and On-Line Programs

This section describes means of completing the MEdyee that differ from our traditional
program. These include: (a) the Accelerated MRAg@am, an intensive 12-month MPA
program; and (b) the Rocky Mountain MPA, an on-liilegree program for students who live at
a distance from the metro area. The special ctaarsiics of each are described below.
Otherwise, the standard options described elsewhéhe Handbook apply to each program.

4.3.1 Accelerated MPA Program (AMPA)

This program is a full-time, day-time program desid for strong students who have the desire,
energy, and aptitude to complete a master’s progmamelve months. Approximately 20
students complete this program each year as atgoharis, the AMPA students take all their
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courses together as a group. Students begin iimtleemester and, if they successfully
complete all their course work, they complete tregpam at the end of the following summer.
During the nine-month academic year, the two sesnestre divided into quarters and the
AMPA students take three courses each quartery bégin their advanced seminar project
during the last quarter, when they are taking éwly courses, and complete the advanced
seminar project in the summer. Because of theleated nature of this program, students may
not choose a concentration or electives. Instiedprogram consists of the six core courses,
five courses commonly selected as electives bytivadl students, and the advanced seminar.

Because of the intensive schedule of the AMPA mogradmissions standards are more
selective. Further, students who are employeetifuké are not eligible for this program.
Students need to have sufficient time to meetitiegs of this one-year Master’s program.

The program was designed for the increasing nuwibere-service applicants applying for the
MPA. (Pre-service students are those who have bittino work experience in the public or
nonprofit sectors and have often completed theidleograduate degree recently.) However,
while the program includes many young studentdsit includes a broad mix of people,
including students from other countries and indingld making major career changes.

Students in the AMPA program pay a different tuitrate. The rate is more than the tuition
traditional students would pay for one year becaniséAMPA students are taking many more
courses; however, the tuition is less than studeatdd pay if they completed the traditional
MPA in two years or more. Information on tuiticor the AMPA program may be obtained
from the Director of Marketing, Community Relatioasid Alumni Affairs.

4.3.2 Rocky Mountain MPA Program

The Rocky Mountain MPA program is a program thatl#es students who live at some distance
from the Denver metropolitan area to obtain theRA/kentirely through on-line classes. Criteria
and procedures for admission to this program aeetidal to those for the traditional MPA
program.

Students in the Rocky Mountain MPA program may c&eom concentrate in nonprofit
management or may pursue the generic MPA degrbke.lotal government, environmental, and
domestic violence concentrations are not availablme.

For the fall and spring semesters, SPA offersak courses and the advanced seminar on-line
as well as two to three electives. Students magkkhe course grid on the SPA web site to
identify electives for which on-line courses haeeb developed and learn when they will be
offered.

4.4 Western Slope Program

The Western Slope Program is designed for studetetested in public administration who live
on the Western Slope of Colorado, including then@rdunction area. The program is directed
by Dr. Fred Rainguet, a member of the SPA faculéyng Mesa State College facilities. One
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course a semester is offered on the Mesa Stateusangiudents take other courses online or
may come to Denver or Colorado Springs for couo$iesed in weekend-intensive formats.

Admissions procedures for this program are idehta¢hose for the traditional program.

5. FINANCIAL ASSISTANCE
5.0 Overview

Financial assistance is designed to support thoskests who would not be able to attend SPA
without aid. The primary source of student finahaissistance is the Office of Financial
Aid/Student Employment at (303) 556-2886.

The Colorado Graduate Grant is administered byotfiee of Financial Aid. Competition for
these funds is based on demonstrated need andns@graduate students who are residents of
the State of Colorado. Grant awards are annoueaeldl semester for the following term.
Applications are available from the Office of Ficaal Aid.

The Office of Financial Aid also provides shortaeloan assistance to students who have
completed one or more semesters in residence.t-&mor loans are designed to supplement
inadequate personal funds and provide for emergendpplication should be made directly to
the Office of Financial Aid at (303) 556-2886.

Additionally, the School of Public Affairs offerggeral types of financial assistance to students.
These range from $100 to $500 awards and are giwveannually. Applications for fall

semester are due back to the SPA office by ApriBPA Scholarship Applications are available
from the SPA web site (www.spa.cudenver.edu).

5.1 Application Procedures

In order to be considered for university-wide stutdsd, students must complete application
forms available in the Office of Financial Aid. usents are asked to complete an institutional
application and a needs analysis form. Eligibitgéguirements are outlined in the University
catalog and can be explained at the Office of Fr@id. Students who wish to apply for SPA
assistance should complete the SPA Scholarship Bgrapril 1.

6. MPA GRADUATION PROCEDURES

Students who have completed all the requirementhh&@MPA degree can apply for candidacy
and graduation in the fall, spring, or summer seemnss (Students who graduate in the summer
may participate in graduation ceremonies in thie fdb ceremonies are held in the summer.)
There are, however, deadlines for the submissigradfuation materials. Should students not
be able to meet the deadlines, or if they are @nbtomplete all the degree requirements by the
end of the term in which they seek to graduate;, tae reapply for graduation in a subsequent
semester.
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In order to graduate, students must:

1. Submit an approved Application for Admission to G@acy form (available from
the SPA Student Service Coordinators) to the SFiBeoho later than the end of the
first month of the semester in which they plantadgiate. Indicate that by the date
of graduation you will have completed all coursediéated on your approved MPA
Degree Plan with at least a B average.

2. Submit an Application for Diploma card to the SPifice no later than the deadline
specified above. This form can be picked up fram$PA Student Services
Coordinators and will indicate the exact spelliigg@ur name as it will appear on the
diploma.

Students who have completed the Application for Adnon to Candidacy and are on the
graduation list, but find they will not be abledomplete the program requirements before
graduation should notify the SPA office as soop@ssible.

7. SPA ACADEMIC POLICIES

7.0 Transfer Credits

Students who have taken graduate course work delateublic administration at other
institutions may be able to transfer some portibthat work into the SPA MPA program if the
course work has not been applied toward a degkemaximum of nine graduate-level semester
hours may be transferred. Typically, courses dnatapproved for transfer are counted as
electives. In order for a course to substituteafaore or required class, the course must have
been completed at an accredited school of puldiraf Students should have made at least a B
in courses they request to transfer.

Students should request transfer of credits imntelgiafter successfully completing one
semester of course work as a regularly admittedegegstudent. In order to request a transfer of
credit, students need to complete the TransferediCform available from the SPA Student
Services Coordinators and on the SPA web site (wpavcudenver.edu) and attach official
transcripts to the form (if SPA does not have ayamithe official transcripts). The request is
then reviewed by the student’s faculty adviser,Mi®A director and the Dean. Upon review,
the Dean’s office will notify the student of accapte or rejection of his/her request.

7.1 Grading Policy

Grades offered in SPA courses (except internshiptlaesis) are based on an A to F scale, with
each letter grade representing the following stechdarrative description:

A. Work beyond the level of a typical graduate stugdexémplary work. (An A equals
4 grade points, an A- equals 3.6 points.)
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B. Work typical of a graduate student; indicates sttith@s attained the knowledge and
skills intended for the course. (A B+ equals &8 equals 3.0., and a B- equals 2.7
points.)

C. Performance is below graduate-level expectati¢AsC+ earns 2.3 grade points, a C
yields 2.0).

D. Substandard performance in all aspects of the wbitke course; inadequate
comprehension of assigned reading material. (RsduO grade points).

F. Level of performance demonstrably below thaiected of a graduate student; little
or no indication that the student can succeedgraduate program.

7.1.1 Incomplete Work

An Incomplete Failing (IF) or Incomplete Withdraw@V) grade is given at the instructor’s
discretion and only when students, for reasons fie¢yioeir control, have been unable to
complete course requirements. The terms and ¢onslibf arrangements for successful
completion of the course are negotiated betweesttigent and the instructor and should be
formalized in writing.

Students who stop attending class without formaditifying both the instructor and the SPA
office, or officially dropping a course by the dfagd deadline, will receive a grade of F. Itis
the responsibility of the student to request agm@dW (which the instructor is not required to
grant) or to notify SPA and the instructor of hes/imeed to withdraw (W).

Upon completion of the course requirements, the@pjate letter grade will be submitted to the
Registrar by the instructor. This letter gradd ejlpear alongside the IF or IW on the student’s
transcript. If no report is received from the rastor within one year of the date the original
course ended, the grade will become an F or W.ulhbe student later wish to receive credit
for the course for which a W has been recordedhsheill have to register, pay for tuition again
and complete all the course requirements.

The grade of In Progress (IP) can be given onlyHesis/final project or internship credits and
will be valid until the thesis or internship hasshecompleted.

7.1.2 Other General Rules

The following other general rules apply to gradoadjcy:

1. The calculation of overalEPA shall be based on all course work appliedi¢o t
degree, including any courses taken as a “nondégregent. (NOTE: Courses
taken in nondegree status are not included intieeatl calculation of GPA on the
official transcripts, but are included in the oukcalculation of GPA as conducted by
SPA staff for graduation purposes).

19



2. A student who fails to maintain an overall “B” (3 §rade-point average will be
placed on probation. Any student receiving a giafde in any course is
automatically placed on probation.

3. Probationary status shall not be allowed to exteybnd three semesters (including
summer session) during which the student is erdolkailure on the part of the
student to remove himself/herself from probatioe.(iby achieving a GPA of at least
3.0) during this time interval will result in autatic suspension from SPA.

4. A suspended student is eligible to apply for readion after one year. Approval or
rejection of this application rests jointly withetlstudent’s faculty adviser, the MPA
director, and the Dean (see Section 2.4 for realamiprocedures).

7.2 SPA Policy on Academic Grievances

7.2.1 General

This statement describes formal procedures by whistudent may seek to remedy academic
grievances within the School of Public Affairs. eT&chool strongly encourages that these
matters be settled informally whenever possiblernfal procedures normally should be used
only when satisfaction cannot be obtained by infdrmeans (see section 7.2.3 below on
informal procedures).

Procedures described below are for grievances atademic nature. Students with non-
academic grievances may use established univengithanisms for such actions, and they may
use them for academic grievances as well. For pkarthe Ombuds Office is a resource
available to all members of the UCD community toyide informal conflict resolution. All
communications with the Ombuds Office are priviggaeaning that Ombuds personnel will
not reveal confidences or identities of the indixats who consult with this office without
express permission to do so.

Authority for final action on any grievance withtime School of Public Affairs shall rest with the
Dean.

7.2.2 Faculty

Students are strongly encouraged to attempt tle ssthdemic grievances first through
discussion and negotiation with the faculty menmdear(volved. Appeals should normally be
filed with the Associate Dean only if the mattend settled with the faculty member to the
satisfaction of the student.

7.2.3 Informal Resolution

If initial attempts to resolve the matter with flaeulty member are unsuccessful, a student
may—but is not required to—seek informal resolutidhe problem through the office of the
Associate Dean. Students exercising this optidhmeet with the Associate Dean to explain the
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nature of the problem and discuss possible resolutihe Associate Dean will then consult with
the faculty member involved, to determine whetheimdormal resolution of the problem is
possible. (A faculty member may also refer a ¢agbe Associate Dean in which attempted bi-
lateral resolution was unsuccessful). At this sfdlge Associate Dean shall act as a facilitator or
mediator, assisting the student and affected facaémber in achieving a mutually acceptable,
voluntary resolution of the issue. Actions of #tedent, faculty member, and Associate Dean at
this stage are understood to be informal and @ffrétord, except insofar as noting that informal
resolution was attempted.

7.2.4 Notice of Appeal

If informal resolution at steps 2 or 3 above carb®achieved, an appeal may be initiated by the
student. Barring exceptional circumstances, agpeakt be filed within 30 days of the event
forming the basis of the grievance (or of the unssgsful use of steps 2 or 3). To appeal, the
student must file a statement with the Dean setor) the nature of the appeal and the remedy
sought by the student.

The student should append to the statement of Appgaelevant documentation or other
information (e.g., statements of witnesses or atheth knowledge of the basis for appeal). If
such information is not available at the time thpeal is filed, it should be provided as soon as
possible after filing; barring exceptional circuarstes, it must be presented within 30 days of
filing.

The Dean shall provide a copy of the appeal tdabelty member(s) involved withifive

working days. The faculty member(s) may respondriting to the appeal, or provide such
other documentation and information deemed releteadécision making on the appeal.

7.2.5 Action by the Associate Dean

If the Associate Dean is neither named in nor &ygarthe grievance, the Dean shall refer the
appeal to that person, unless the student reqoesvise. The Dean shall instruct the student
to make an appointment to meet with the AssociaaDvithin 5 days in order to review and
resolve the appeal.

The Associate Dean shall review and investigatafipeal and reach a determination as to the
quality of the appeal. The Associate Dean shalbrein writing to the Dean within 30 days of
initial referral of the matter and shall recommepgbropriate action to the Dean. The Dean shall
forward a copy of the report, together with a pisgddor final action, to the student.

7.2.6 Grievance Committee

Students who do not accept the recommendationeofAsisociate Dean may, within 10 days of

its receipt, appeal that finding to the SPA Acade@iievance Committee (to be appointed by

the Dean). Any Grievance Committee member whaised in or is a party to the appeal shall
be replaced by the Dean with another, uninvolvedltg member.
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Within 10 days of receipt of the appeal, the GrirmeaCommittee shall convene to review the
substance of the appeal and all information geadday it. At its discretion, the Grievance
Committee may also obtain such other informatioit dsems appropriate, including interviews
with the student filing the appeal and others Witbwledge and information concerning the
issue(s) upon which the appeal is based. Withid&8@& of receipt of the appeal, the Committee
shall submit a written report to the Dean. Theorephall contain a summary of the
Committee’s information-gathering activities, isnclusions and judgments based upon the
information gathered, and its recommendations étioa by the Dean.

7.2.7 Final Action by the Dean

Within 10 days of receipt of the Grievance Comneigeeport, the Dean shall take final action
on the appeal. Final action shall take the forra tdtter to the student stating the action and the
reasons for taking it. The Dean may append a obftye Grievance Committee’s report to the
letter. The Dean’s decision shall constitute fiation by the School of Public Affairs.

7.2.8 Appeal to the Graduate Council

If the student does not accept the Dean’s actiopea can be made to the Graduate Council of
UCD, as specified in the catalog. The Council'sisien on appeal shall constitute final action
by UCD.

7.2.9 Constitutional Rights

Nothing in this procedure is intended to nor shdadctonstrued as an abrogation of the rights
under law accruing to any student in the Schodudilic Affairs.

7.3 Honor Code

With respect to matters of academic dishonesty, Sitcribes in full to provisions contained in
UCD'’s Student Academic Honor Code and to procediaets implementation in theCD
Catalog. Copies of the Code are also available in the 8#iée and on the SPA website,
http://www.spa.cudenver.edu. Students are resplenfsir knowing UCD policies concerning
plagiarism, cheating, and behaving with integnityheir courses and coursework.
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