PAGE  
11

[image: image1.jpg]Training tomorrow's

public and nonprofit leaders today.




 MPA Program Student Handbook* 
 Department of Public Administration and Policy Analysis 
 College of Arts and Sciences
  Southern Illinois University at Edwardsville 
Alumni Hall, Room 3128 
Campus Box 1457 
Edwardsville, IL 62026 
Office: (618) 650-3762 
Fax :( 618) 650-2786 
E-Mail: mpaprogarm@siue.edu 
December 19, 2019
*Note:  In any discrepancy between this handbook and the Graduate Catalog, the latter will prevail.
TABLE OF CONTENTS 
                    




 Page Number 
Part I: Admission Policies and Procedures       




 3 
Admission Procedures

       




 3 

Admission to the MPA Program       






 3 

Category of Admission          






 4 

International Students          






 5
Non-Degree, Classification Pending and Unclassified Status    



 5
Alumni Returning for Additional Coursework





 5 
Part II: Financial Aid          






 6 

Departmental Graduate Assistantships        





 6
Professional Internships






 6 

Other Assistantships          






 6 

Financial Aid Available From the Graduate School




 7 

University Student Financial Aid                    




   
 7 

Student Employment          






 7 

Part III: Registering for Courses       






 7 

Registration New, Continuing, and Returning Students       



 7
Students on Academic Probation or with a GPA Deficiency



 8 

Types and Number of Courses         






 8 

Changes in Registration, Including Withdrawal




 8 

Part IV: Course Work          






 9 

MPA Required Courses         






 9  

Elective Courses          






10  

Elective Offerings from Outside PAPA






12
Internship           






13
Transfer of Credit






13 

Other 






14

Part V: Grading System        






15 

Course Grades          






15 
MPA Program Grade Standards       






15 

Incompletes          






15 

Retention          






15 

Part VI: Plagiarism and Writing Standards      




16 

University Policy on Academic Ethics and Plagiarism 




16 

Writing Standards         






16
Classroom Etiquette 






16
Part VII: Graduation         






17 
Procedures for Graduation        






17 

MPA Comprehensive Examination Policy      





18
Part IX: Obtaining a Job        






19
PART I: ADMISSION POLICIES AND PROCEDURES
A. Admission Procedures 
Admission applications for the MPA program may be obtained from the Department of Public Administration and Policy Analysis, the Graduate School or online at https://www.siue.edu/graduate-admissions/. 

Students interested in becoming a candidate for the SIUE MPA degree are encouraged to review the application procedures described in the Graduate Catalog.  A copy of the Graduate Catalog is available at: 
https://www.siue.edu/catalogs/graduate/index.shtml. 

1. Applications for admission to the MPA program must be accompanied by a $40.00 application fee.  This fee is valid if the student enrolls within one calendar year of the initial application.  The fee is not refundable and is not applicable toward any tuition or fees. Checks should be made payable to “Southern Illinois University at Edwardsville”. The application is available at the SIUE Service Center in Rendleman Hall Room 1309 or online at: https://www.siue.edu/graduate-admissions/.
2. Applicants have full responsibility for requesting that official transcripts from the institution granting the baccalaureate degree and from all institutions at which post-baccalaureate coursework has been completed or is in progress be sent to the Office of Graduate Admissions at SIUE. 
3. Applicants assume full responsibility for supplying any additional credentials or data required by either the Graduate School or the Department of Public Administration and Policy Analysis. 
4. THE PAPA Department will consider applications up until the beginning of classes for a given semester. However, the student should be aware that in order to enroll as a classified (degree-seeking) graduate student in the MPA Program, an applicant must have completed all requirements for admission to the Graduate School. The Graduate School, in order to process all required documents, has set a date no later than four weeks preceding the first day of regularly scheduled classes in the term for which admission may be requested.  This is typically mid-July for admission in the Fall Semester, early December for the Spring Semester, and mid-April for the Summer Term.  For exact dates please see www.siue.edu/graduate-admissions/apply/deadlines.shtml.

B. Admission to the MPA Program  
When the admission file is complete, the applicant’s record is evaluated in the Graduate Admissions Office.  If minimum requirements are met, the file is submitted for review to the Director of the MPA program.  The MPA Program Director will review the file and formally communicate the decision of the program faculty to the Graduate Admissions Office on the “Departmental Approval Form”.

1. Applicants will be considered for admission to the MPA program based on the following factors:
a. A commitment of faculty to accept only that student whom the Department feels has a reasonably good chance of successfully completing the program. 
b. The necessity of maintaining an enrollment which is not too large to be adequately served by the Department’s resources.  Every effort is made to select the best qualified applicants.  As the number of applicants fluctuates and student performance is reevaluated the precise standards applied will change.
c. The applicant has successfully met all of the stated requirements for admission to the MPA program. 
2. To facilitate the admissions process, the Department, through the MPA Program Director, will review the following: 
a. The degree to which all admission requirements have been met
b. The applicant’s undergraduate degree program
c. The applicant’s professional experience and training, and
d. Any additional information concerning ability, experience and achievements contained in supplementary material submitted for Departmental review. 

C. Category of Admission 
1. Regular admission: A student who has met all criteria for admission into the Graduate School and the MPA program may be accepted under the regular admission category. 
a. Regular admission to the MPA program requires that candidates have a minimum overall undergraduate grade-point average of at least 2.7 (A=4.0), or a grade-point average for the last 60 semester hours in their undergraduate program of at least 3.0.  
b. Students with an earned Masters Degree from a regionally accredited U.S. University may also qualify for regular admission to the MPA program.  As in any competitive program, these standards reflect minimum admission standards. 
2. Conditional admission: Some students not eligible for regular admission may be admitted upon a “conditional” basis. 
a. Applicants with an overall undergraduate grade-point average between 2.5 and 2.7 may qualify for Conditional admission.  The program faculty may require the student to take a test administered by the Department to evaluate their writing and analytical skills.  Applicants may also be required to submit, letters of recommendation from individuals capable of assessing academic potential, scores from standardized examinations such as the Graduate Record Exam (GRE), Graduate Management Admission Test (GMAT) or Miller Analogies Test (MAT); and/or resumes summarizing their work experience over the past ten years. 
b. Students admitted with conditions must not earn a grade lower than a “B” in the first 12 hours of MPA coursework.  Other conditions may also be required of students in this category.  The MPA Program Director may also specify courses which the student must take during the first 12 hours of study.   

D. International Students 
An international applicant whose native language is not English and who has not completed a baccalaureate degree from a regionally accredited U.S. college is required to demonstrate proficiency in the English language.  The MPA program requires that these students earn a minimum score of 550 on the paper based or 213 on the computer based Test of English as a Foreign Language (TOEFL).  Additional information about the TOEFL requirement may be obtained from the Graduate School or from the International Student Advisor at SIUE.  International students are strongly encouraged to enroll in the Intensive English Program IEP offered at SIUE if their written or oral command of English may negatively impact on their academic performance. 

International Students should contact the Graduate School and the International Student Advisor for information concerning their status while a student in the MPA program.  Neither the Department nor the University can guarantee any form of financial aid to any student, domestic or international. 

E. Non-Degree, Classification Pending, and Unclassified Status 
Students should check the Graduate Catalog for specific requirements and limitations in these categories.  Students in this category should understand that hours completed in this status require special approval from both the MPA Program Director and the Graduate School before they will be counted as part of the MPA degree program. Students in these categories should understand that the PAPA Department gives course registration preference to students admitted in “Regular” and “Conditional” status. 

1. Unclassified Graduate Student Status: Under certain circumstances, students may be allowed to register as an unclassified graduate student for MPA courses before all admissions materials have been reviewed. There is no guarantee that courses completed in this status will be automatically counted as part of the MPA degree program.
2. Should a student continue in this status for second or additional semesters, they must be aware that no more than 12 hours of course credit will be transferred from this status to the MPA program.  Any hours taken in this status require the specific approval of the MPA Program Director and of the Graduate School before they will be counted toward the MPA degree.

F. Alumni Returning for Additional Coursework

1. An alumnus of the MPA program is welcome to take additional classes. Often an alumni may find that they could use additional training and development in a specific area (e.g., Grantwriting, Performance Appraisals), but have no desire to pursue an additional degree. Such an individual is welcome to register for classes as an unclassified graduate student through the MPA Program Director.

2. Alumni desiring to pursue such courses may apply as an unclassified graduate student. If the additional course is registered for within nine semesters of completing the MPA, there is no additional application fee. Alumni outside the nine semester mark need only pay the application fee and apply as an unclassified graduate student. 

PART II: FINANCIAL AID 
A. Departmental Graduate Assistantships
1. Graduate Assistantships in which recipients assist the Department with research, teaching and other tasks are available.  Recipients are granted stipends and tuition waivers.  Admission to the MPA program is necessary before a student can be considered for an assistantship.  Successfully applicants are required to maintain an overall 3.00 grade point average to retain the assistantship.
2. Graduate Assistants are expected to model the attributes of motivated and dedicated graduate students to both the faculty and other graduate students.  Additional information concerning assistantships is available from the PAPA Department or at http://www.siue.edu/graduate-students/assistantships/postings.shtml.
B. Professional Internships
1. An internship option is available but not required.  A student may receive 3 semester hours of credit toward the MPA degree for the internship experience. Internship credit is available to those students without significant full time work experience in public organizations.  In no case will a student who is employed in a permanent position be allowed to use that experience for internship credit. 
2. Students may request consideration for placement as an intern through the department’s Internship Coordinator. The Department will evaluate the academic and professional qualifications and may decide that the student does not qualify for placement as an intern.
3. Student Interns may be placed in either half-time (20 hours per week) or quarter-time (10 hours per week) internships.  Paid internships carry compensation equivalent to that of a Graduate Assistant in the Department and also include a waiver of most fees. 
4. The number of internships available varies from semester to semester and the Department does not guarantee placement to all applicants.  All internships are awarded on a competitive basis. A student will be expected to interview competitively for the internship position. The MPA Program does not guarantee that every student seeking an internship will receive said internship.
5. Students are encouraged to contact the SIUE Career Planning and Placement Office for support in preparing a resume to be used in the interview process.

6. Applications and further information for the Internship program are available through the PAPA Department or at https://www.siue.edu/artsandsciences/papa/internships.shtml.   
C. Other Assistantships 
1. Graduate Assistantships are available in units other than the Department of Public Administration and Policy Analysis.  Interested students are encouraged to investigate the availability of these assistantships. 
2. Information on available assistantships is often available through the CougarNet system.
D. Financial Aid Available from the Graduate School
1. The Graduate School administers a number of financial aid programs for graduate students.  These may be awarded on the basis of financial need or on a competitive basis.  Students should contact the Graduate School for information about the financial aid programs available from that unit.
2. Financial aid for research and travel may also be available to MPA students through the Graduate School. 
E. University Student Financial Aid 

Students are encouraged to contact the Office of Student Financial Aid for information about other financial aid programs available to students attending SIUE. 
F. Student Employment 
Students are encouraged to contact the Student Employment Office and the Student Job Locator Office for information concerning part-time employment positions in the greater St. Louis area. 
PART III: REGISTERING FOR COURSES
A. Registration New, Continuing, and Returning Students
1. New and continuing students must complete a course request form each semester. The form and instructions for completing the form are available in the PAPA offices or online at http://www.siue.edu/artsandsciences/papa/advising.shtml. 
2. The completed form may be turned in to the PAPA offices in-person, electronically (http://www.mpaprogram@siue.edu), or by fax (618-650-2786). The form may take up to two weeks to be processed, so students are encouraged to turn the form in at least two weeks prior to the opening of registration.
3. Students are welcome to consult with the MPA Program Director prior to course registration for assistance in determining which courses: 

a. Will meet the career needs of the individual student 

b. Remain for them to complete program requirements

c. Would best create a balanced course load
4. The course request form must be filed with the MPA Program Director prior to the registration process. This will ensure that the advisor hold placed on all student accounts prior to the registration process by the Graduate Scholl will be removed.  Additional information concerning the registration process is available through the PAPA offices. 

5. Returning students, after an absence of one year, must apply to the Graduate School to have their status reactivated.  After their file has been reactivated, the student should contact the MPA Program Director for course registration. 

6. For additional information the student may contact the MPA Program Director through the MPA office (618-650-3762) or via e-mail at mpaprogram@siue.edu.
B. Students on Academic Probation or with a GPA Deficiency

 A student who has been placed on academic probation or has received a failing grade in a class will be required to register through the MPA Program Director. This will enable the Program Director to work with the student to create a plan of action to remove any grade point average or course deficiencies.

1. A retention plan will be developed with the MPA Program Director for any student with a GPA deficiency in the program or in the core of the program. This plan will outline courses that must be taken and the semester within which they must be taken.  A student in this status should complete a course request form that includes the requirements of the plan.

2. A student on probation or with a GPA deficiency will also be required to sign the Graduate School Retention Plan and submit it to the MPA Program Director prior to registering for classes in the next semester.

C. Types and Number of Courses
1. The 39 semester hours of credit required of MPA students must all be taken in courses providing graduate credit.  It is the responsibility of the student to confirm in advance that all elective courses are included in the Graduate Catalog and will be accepted by the MAP Program.
2. All 500 level courses provide graduate credit.  Students should confirm that a course carries graduate credit if they plan to use that course as part of their MPA program of study. A limited number of 400 level courses may be taken and used for credit in the MPA program. 
3. Students are advised to register only for the number of courses each semester that they can successfully complete.  The maximum load for an MPA student is 12 semester hours.  Students working full time are advised to take no more than one or two courses at a time in a given semester. A part-time student may take additional hours if they take advantage of the staggered starting dates of courses.

4. Graduate assistants, interns, international students, and students with financial aid are responsible for being aware of any registration requirements they may be under for a given semester.

D. Change in Registration, Including Course Withdrawal

1. Students who fail to attend the first class meeting without prior arrangement with the Department may be dropped from the course to make space for other students. 
2. Students have the responsibility to assure that they have been dropped from courses they are no longer attending; otherwise they may qualify for a grade of “F”, “NS”, or “UW” in the course.  A grade of “UW” will count the same as a grade of “F” in the calculation of the student’s grade point average.

3. Students who leave the University voluntarily before the end of the semester must officially withdraw from all courses in which they have registered or they will receive a grade of “F”, “NS” or or “UW” in those classes.  A grade of “UW” will count the same as a grade of “F” in the calculation of the student’s grade point average.

4. A student may use his or her “eID” to withdraw from a course online through the CougarNet prior to a set deadline. A student may also withdraw from a class in-person at the Student Services Center.
5. It is the responsibility of the student to be aware of course withdrawal dates. 

PART IV: COURSEWORK 
The MPA degree is a 39 semester hour program.  Within the 39 hours, a student must complete 21 hours of required core courses and 18 hours of elective credit.  The prescribed curriculum must be completed with a minimum grade point of 3.0 in the core and 3.0 overall. No grade lower than “C” will constitute an acceptable grade for a graduate course in the MPA program. The student will have six years to complete the degree. At least one-half of the required credits must be earned in courses numbered 500 or above. 

THE MPA Program offered by the Department of Public Administration and Policy Analysis at Southern Illinois University Edwardsville has been internationally accredited by the Network of Schools of Public Administration and Policy Analysis (NASPAA). As a member of NASPAA, the MPA program has integrated into the student learning experience the following five universal competencies: 

1) Lead and manage in public governance 

2) Participate in and contribute to the public policy process

3) Analyze, synthesize, think critically, solve problems and make decisions

4) Articulate and apply a public service perspective

5) Communicate and interact productively with a diverse and changing workforce and citizenry

A.  MPA Required Courses 
All MPA students must complete seven core courses (21 semester hours).  The common core requirements emphasize administrative and managerial knowledge, skills, and abilities associated with day-to-day administration within public and nonprofit organizations; the foundation from which these have emerged, and directions in which they appear headed.
Students in the MPA program are required to take each of the courses listed in this section. PAPA 500 Fundamentals of Public and Nonprofit Administration should be taken as the first core course in the program. The remaining core courses may be taken in any order. However, the student should consider taking core courses specifically related to his or her chosen field of study early in the program of study (i.e., a student interested in the field of human resources should take PAPA 540 in his or her first or second semester). 
1. PAPA 420-Quantitative Analysis: This course is designed to provide graduate students with a solid foundation in the application of quantitative statistical analysis.  Attention is given to manual computations but emphasis is placed on computer-based solutions to a variety of problems.  The course is structured in such a manner so as to provide students with the ability to evaluate and operationalize appropriate statistical procedures in a range of applied problems.  The course also provides an introduction to research design issues.
2. PAPA 500- Fundamentals of Public and Nonprofit Administration: This course is designed to introduce students entering the MPA program to the discipline and profession of public administration.  It provides an introductory overview of the field.  The student will examine and analyze the application and relationship of management policies to the contemporary economic, political, and social institutions and ethical dilemmas faced in today’s society.
3. PAPA 501-Public Organizations: The course seeks to increase the ability of students to identify, diagnose, and deal with organizational problems and opportunities to improve an organization’s effectiveness.  The student will analyze representative works on public bureaucracy from classical theorists to post modernism. Linkages between theory and practice will be made by studying cases of public management and devising intervention strategies.
4. PAPA 510-Public Information Management: The primary objective of this course is to present information system concepts and applications from a management perspective. At a conceptual level, the student will survey the trends in software development, hardware standards and acquisition issues, challenges of networks, security issues, and ethical/legal questions of privacy, access, and intellectual property rights.  At the application level, there are assignment using ACCESS and EXCEL. 
5. PAPA 530-Public Budgeting: This course is designed to provide a comprehensive review of aspects of public budgeting.  Emphasis is placed on the processes and politics of governmental budgeting.  The student will become acquainted with key issues surrounding the budget process in federal, state and local governments with an emphasis on local governments and nonprofit agencies.  This course provides a framework for evaluating the economic and social benefits and costs of public budgetary decisions and introduces students to forecasting revenue, administering debt, procurement and budget analysis.
6. PAPA 540- Public and Nonprofit Human Resources Administration: This course is designed to acquaint students with the values and techniques of personnel administration for the public and nonprofit sectors.  The course exposes students to the evolution of personnel management in the public sector and the actual practices currently in use in public and nonprofit agencies.  Students are exposed to the societal, political and legal environments that affect the personnel function. The course includes a brief historical overview of the evolution of PPM, addresses unique issues facing public personnel administration, and examines the technical areas of personnel such as recruitment, selection, equal employment opportunity, performance management, training and career development, compensation and benefits and labor relations. 
7. PAPA 550-Public Policy:  Context, Process and Analysis: This course provides students with an introduction to the area of policy formulation and analysis.  It is designed to equip students with some of the basic skills necessary to engage in policy analysis.  The course has three general goals: 1) to help the student acquire the habit of being analytical as the problems of policy are encountered, 2) to facilitate the student’s ability to use specific analytical concepts and techniques in policy analysis and 3) provide an understanding of the institutional and political context of public policy making.  
B.  Elective Courses 
The student is advised to select a block of 18 semester hours or elective credit that reflects his or her career needs or aspirations. Advising is available to assist the student in determining what collection of electives may most closely provide the knowledge, skills, and abilities needed.  Each student, in concert with the MPA 
Program Director, is encouraged to design a program of study that is tailored to his or her professional needs or interests. 

This portion of the MPA program has been purposively designed to provide great flexibility in course selection. Students may consult the PAPA Department, the graduate catalog, the department’s web page or CougarNet for listings of elective offerings. Listed below are electives offered by the PAPA Department. The frequency with which an elective is offered will vary based on demand, instructor availability, and previous offerings.

1. Courses frequently taken by those interested in nonprofit administration
a. PAPA 575  Nonprofit Administration
b. PAPA 577 Needs Assessment 

c. PAPA 578 Fundraising 

d. PAPA 579 Grantsmanship 

e. PAPA 555 Leadership in Public and Nonprofit Organizations

f. PAPA 555 Board Leadership 

g. PAPA 555 Issues in International Nonprofit Organizations

h. PAPA 555 Creating a Nonprofit Organization

i. PAPA 555 Nonprofits and Civil Society

j. PAPA 555 Development of the Nonprofit Sector 

k. PAPA 599 Administration of Volunteer Programs 

l. PAPA 599 Marketing and Public Relations 

m. PAPA 599 Nonprofits and Government 
2. Courses frequently taken by those interested in general administration

a. PAPA 585 Local Government Administration
b. PAPA 506 Administrative Law
c. PAPA 507 Values and the Practice of Public Administration
d. PAPA 545 Public Sector Labor Relations
e. PAPA 546 Performance Appraisal
f. PAPA 576 Strategic Planning and Organizational Development
g. PAPA 555 Leadership in Public and Nonprofit Organizations

h. PAPA 555 Board Leadership

i. PAPA 555 Managing Problem Employees
j. PAPA 599 Topics in Regional Policy

k. PAPA 599 Administration of Volunteers

l. PAPA 599 Entrepreneurial Leadership
m. PAPA 599 Nonprofits and Government 

3. Courses frequently taken by those interested in human resources

a. PAPA 545 Public Sector Labor Relations 

b. PAPA 546 Performance Appraisal 

c. PAPA 548 Public Supervisory Practices 

d. PAPA 555 Board Leadership

e. PAPA 555 Managing Problem Employees

f. PAPA 555 Human Resource Staffing
g. PAPA 599 Training and Development
h. PAPA 599 Administration of Volunteer Programs 

i. PAPA 599 Entrepreneurial Leadership 

4. Courses frequently taken by those interested in public safety

a. PAPA 506 Public Law 

b. PAPA507 Values and the Practice of Public Administration
c. PAPA 576 Strategic Planning

d. PAPA 599 Homeland Security I 

e. PAPA 599 Homeland Security II

f. PAPA 599 Public Safety and Emergency Preparedness 

g. PAPA 599 Administration of Criminal Justice
5. Other popular elective offerings

a. PAPA 565 Introduction to Healthcare Management

b. PAPA 567 Topic in Healthcare Management

c. PAPA 567 Epidemiology

d. PAPA 599 Issues in Healthcare Policy
e. PAPA 555 Community Regional Planning 

f. PAPA 555 Community and Economic Development

g. PAPA 599 Livability

C. Elective Offerings from Outside PAPA

Students may also work with the MPA Program Director to develop a program of electives that targets a specific area of interest offered outside the MPA program but related to public administration. Electives taken from other departments within the university must be at the graduate level and must have the prior approval of the MPA Program Director.

PAPA electives may be taken along with these courses to create a program of study specifically related to the career interests of the student. Examples of such areas would include: 

1. Museum Studies (Certificate Program) 

HST/ART 580   Foundations of Museology 

PAPA/HIST/ART 582 Practicum in Exhibition Development 

ART/HST 581   Documentation of Museum Collections

PAPA 595 or ART/HST 590 Internship in Museum Studies

Plus 9 hours of elective credit

2. Gerontology (Certificate Program)

PSCY 487 Psychology of Aging 

GRN 587 Interdisciplinary Seminar in Gerontology 

GRN 588 Programs, Services, and Resources in Aging 

GRN 598 Practicum in Gerontology 
3. Geographic Information Systems 

GEOG 320 Cartography (not for graduate credit) 

GEOG 321 Introduction to GIS (not for graduate credit) 

GEOG 424 Vector Based Geographic Information Systems 

GEOG 425 Raster Based Geographic Information Systems 

GEOG 525 Seminar in Geographic Information Systems 

D.  Internship

The professional internship component of the MPA program is highly recommended for all MPA students who lack professional experience. 

1. An internship option is available but not required.  A student may receive 3 semester hours of credit for the internship experience. The student must register for the course each semester in which they are participating in the internship. The 3 credit hours for the course will count only once toward the MPA degree.  

2. Internship credit is available primarily to those students without significant full-time work experience in public organizations.  In no case will a student who is employed in a permanent position be allowed to use that experience for internship credit. 

3. Students may request consideration for placement as an intern through the department’s Internship Coordinator. The Department will evaluate the academic and professional qualifications and may decide that the student does not qualify for placement as an intern. 

4. Student Interns may be placed in either half-time (20 hours per week) or quarter-time (10 hours per week) internships.  Paid internships carry compensation equivalent to that of a Graduate Assistant in the Department and also include a waiver of most fees. 

5. The number of internships available varies from semester to semester and the Department does not guarantee placement to all applicants.  All internships are awarded on a competitive basis. 

6. During the internship experience, the student will be required to meet with the internship director and with other interns to discuss their experiences.  Other written and oral presentations will be required as determined by the internship director. 

E.  Transfer of Credit (From External Sources and Unclassified Status) 
1. Transfer Credits:  Course credit may be transferred to a student’s MPA program from course work taken at other accredited institutions.  Such work must have been taken for graduate credit, passed with a grade of “B” or better, and be approved by both the Graduate School and the M.P.A. Program Director.  A maximum of 12 semester hours may be transferred into the M.P.A. degree program.

a. It is the responsibility of the student to complete a transfer request to formally request that transfer credit be applied to the M.P.A. degree program.  This request must be approved by both the M.P.A. Program Director and the Graduate School. The form (called Graduate Student Request Form) is available online at http://www.siue.edu/registrar/gradstudentrecords/index.shtml.  
b. Credit earned by correspondence or by proficiency will not be accepted by either the M.P.A. degree program or the Graduate School.  Credit earned in the dissertation, 
thesis, or any other concluding elements at another university is not accepted for transfer. 

2. Credits Earned While in Unclassified Status: Credits earned while in unclassified status may be transferred into the MPA.
.
a. The student must have received no grade lower than “B” for the course.

b. It is in the student’s best interest to consult with the MPA Program Director regarding the courses to be taken prior to registration if he or she intends to request the course be credited toward an MPA degree.  

c. Transfer of these credits may be requested by the student on the “Graduate Student Request Form” and requires approval of both the M.P.A. Director and the Graduate School. 

3. Transfer of other Credits: Students should contact the M.P.A. Program Director and the Graduate School for information concerning the transfer of other credits not covered in 1 or 2 above.
F. Other
1. Communications

Students are to be cognizant of how the department and faculty will make contact with them. The department will make use of the student’s SIUE e-mail account to send periodic communications. The student should regularly monitor that e-mail account for such communications. A faculty member may also send communications via the SIUE e-mail account or through the Black Board system. The student is responsible for monitoring these sources of communication. University closures and emergencies will be communicated through the e-alert system. A student may subscribe to this service at www.siue.edu/e-lert (click on “sign-up now” and provide your cell number. 

2. Syllabus

The student is responsible for all information included in the syllabus for a course. Please read each syllabus carefully and ask the professor any questions concerning material not understood. Pay careful attention to class dates, readings for a given date, and any assignments, papers, or exams scheduled for the course.

3. Books

The student is responsible for obtaining all required books prior to the start of class. Please be aware that the bookstore may not have enough of any given book in stock. Simply because the bookstore does not have the text does not excuse the student from obtaining the text and doing the assigned readings. Books are available at numerous online sources and occasionally through the library. The student is responsible for having the text on the first night/day of class.
PART V: GRADING SYSTEM 
A. Course Grades 
The marks of “A”, “B”, “C”, “D”, and “F” will be used for final grades in the MPA program.  The grade of “A” will be earned by students who reflect outstanding performance in the class.  This grade is reserved for truly excellent scholars.  The grade of “B” is for superior achievement.  It is a quality grade and reflects performance expected of all graduate students.  The grade of “C” represents achievement levels below that expected of graduate students.  The grade of “D” represents inferior and minimally passing performance.  The grade of “F” represents failure and is given for unsatisfactory work. A student not completing a course and not withdrawing may receive a “UW” which holds the GPA equivalent of an “F” for the course or “NS”.

See the Graduate Catalog for additional information on the grading system, including designations for withdrawals.  

B.  MPA Program Grade Standards  
MPA students are required to present an overall minimum grade point average of 3.00 in courses taken for graduate credit.  Graduate credit is allowed for courses completed with grades of A, B, and C.  Grades of D and F are counted in computing the grade point average but carry no credit.  Graduate students may repeat a course in order to change their grade.  When a student repeats a course previously taken at SIUE, only the grade earned in the more recent attempt will be used in computing the student’s grade point average, but both grades will appear on the transcript.  See the Graduate Catalog for more information on the Course Repeat Policy. 

C.  Incompletes 
Incompletes will be allowed at the discretion of the instructor and require the student to have completed a majority of work in the class.  Guidelines for awarding incomplete grades may be established by the instructor or may follow the outline given in the Graduate Catalog.  After a period of one year, the grade of “I” will be converted to the failing grade of “F” if the student has not completed all course requirements.   

D.  Retention 
The academic standing of any student whose cumulative grade point average falls below 3.0 will be reviewed by the Graduate Dean and the MPA Program Director.  Students with a grade point average of less than 3.0 may be dropped from the MPA degree program. However, based on previous coursework the department may choose to develop a plan for retention that will allow the student to remain in the program as long as progress is made toward removing any academic deficiency. 

 A student who has been placed on academic probation or has received a failing grade in a class will be required to register through the MPA Program Director. This will enable the Program Director to work with the student to create a plan of action to remove any grade point average or course deficiencies.
1. Students in this position must consult with the MPA Program Director immediately after having been notified of the deficiency. The MPA Program Director will work with the graduate school to develop a plan for remedying the deficiency. A student failing to comply with the plan will be dismissed from the MPA program.
2. A retention plan will be developed with the MPA Program Director for any student with a GPA deficiency in the program or in the core of the program. This plan will outline courses that must be taken and the semester within which they must be taken.  A student in this status should complete a course request form that includes the requirements of the plan.
PART VI: PLAGIARISM, WRITING STANDARDS, AND STUDENT RESPONSIBILITIES 
A.  University Policy on Academic Ethics and Plagiarism

The University has recognized plagiarism as a serious academic offense. Plagiarism, the act of representing the work of another as one’s own, may take two forms. It may consist of copying, paraphrasing, or otherwise using the written or oral work of another without acknowledging the source. It may consist of presenting oral or written course work prepared by another as one’s own. Normally, students who plagiarize receive a failing grade in the course in which the act occurs. The instructor reserves the right to use available computer programs to scan for plagiarized material.

B. Writing Standards

1. Students in the MPA program or taking MPA classes are expected to demonstrate professional writing standards.  As such, all writing assignments in this course will be expected to meet a minimal standard.  These standards address spelling, punctuation, format, and basic grammar.  A failure to meet these standards will result in a loss of points on the final grade for the assignment.

2. Properly proofreading and correcting the paper before turning the paper into the instructor can avoid such. Using the Spell Checker, Grammar Checker, and writing facilities in the computer and writing labs can assist the editing process, but should not be used in exclusion of individual editing.

3. Each faculty member may designate his or her own rules with regard to writing in the course.  These rules will often include avoiding first person, avoiding imperatives, and complying with a writing style such as the APA (American Psychological Association) or the Chicago Manual of Style. 
4. Common Errors
a. Lack of conformity with the assignment (i.e., answering questions as posed, structuring the answer properly)

b. Misspelling

c. Correctly spelled, but inappropriate words (i.e., a word that spell check approves, but is incorrectly used:  two for too)

d. Run-on sentences

e. Lack of capitalization at the beginning of a sentence

f. Serious errors in punctuation

g. Other serious grammatical errors

h. Improper citation or failure to use citations

i. Failure to properly use paragraph breaks
C. Classroom Etiquette

This course is designed to be taught to students who are about to enter into a professional career or who are already in a professional career and are seeking to enhance their professional training. As such each student will be expected to act and perform in a professional manner while in the classroom and while working on team/group projects. Failure to act in a professional manner may reflect upon the final grade earned for the class. Instructors may reserve the right to reduce participation points for violations of professional courtesy. 

1. Attendance expectations. A student is expected to attend every class, get to class on time, and not to leave class early.  Being absent interrupts your learning process. Coming to class late and leaving early can be very disruptive to the professor, your fellow students, and the learning process. In a professional environment, tardiness and absenteeism would be grounds for dismissal.  Should a student need to miss a class or for documented disability reasons need to arrive late or leave early the student should consult with the instructor at the beginning of the semester.

2. A student is expected to practice common courtesy in the classroom. This is to include, but not be limited to 1) Turning off cellular phones and beepers prior to the beginning of class (the only exception being those professionals who are “on-call”, 2) Not holding private conversations during lectures and student presentations, 3) Not eating in class, and 3) Avoiding when possible getting up and leaving or moving around during lectures and presentations.  Once again these activities would be viewed negatively in the workplace.

3. Each student is expected to take personal responsibility for his or her education and actions.  Students should come to class having read the text and prepared to engage in classroom discussion. The information offered by the instructor, the texts, and fellow students is quite valuable and should be viewed appropriately. 
PART VII: GRADUATION 
A. Procedures for Graduation 
As an MPA student enters the final phase of study, the student is responsible for completing all procedures for graduation.  A graduation calendar and all relevant forms are available from the Graduate School. 

1. Grade Point Average: Only students formally admitted to the MPA degree program and having minimum grade point average of 3.00 in the core courses and 3.0 overall for all course work qualify for graduation. 

2. Unclassified Course Work: It is the obligation of the student to complete a “Graduate Student Request Form” and seek approval from the MPA Program Director and the Graduate School to transfer coursework completed in unclassified status into the MPA degree program.  Restrictions previously described in this handbook may prohibit the transfer of such coursework into a student’s degree program.  Only courses with a grade of “B” or above may be transferred into the MPA degree program. 

3. Application for Graduation: It is the responsibility of each student to file the “Application for Graduation” form with the Graduate School. There is a $35.00 associated with the application. In order to avoid any delay in graduating the student should apply to graduate at least two semesters prior to the expected date of graduation, no later than the first day of the term preceding the one in which the student plans to graduate.  This form is available in the Graduate School.   

4. Miscellaneous: No student who has an outstanding financial obligation to the University will be allowed to graduate. 

5. Final Examination: Candidates for the Master of Public Administration Degree must pass a “Comprehensive Written Examination” which covers the MPA curriculum.  In the Comprehensive Exam the student is required to demonstrate master of the concepts of the MPA curriculum and the ability to integrate and apply these concepts. 

6. Written Papers: Candidates for the MPA must place a “clean” copy (without written comments) of two of their best papers completed in the MPA program in their student file before they will be allowed to take the MPA Comprehensive Examination.  The student’s name and the course for which each paper was written must be included. 

B. MPA Comprehensive Examination Policy 
The purpose of the Comprehensive Exam is to serve as a final exit requirement in which the student is required to demonstrate a mastery of the concepts of the MPA curriculum and the ability to integrate and apply these concepts.  The Comprehensive Exam format may vary from administration to administration.

1. The MPA Comprehensive Exam will be administered once in the fall, spring, and summer semesters.  It is typically scheduled three to four weeks before the final exam week of each semester. 

2. It is the obligation of the student to register with the Department their intent to take the Comprehensive Exam in a given semester.  Students who have not registered to take the Comprehensive Exam may be denied the opportunity to participate in the exam for that semester.  The registration form is available in the PAPA offices or online at the program’s web page. Registration for an examination typically closes 4-5 weeks prior to the examination. The student must contact the PAPA offices to determine the actual closing date for a given semester.

3. Students are allowed to take the exam only if they have completed or are currently enrolled in 10 of the 13 MPA courses and have a minimum Grade Point Average (GPA) of 3.0 in both MPA Core and Elective courses.  Students are not allowed to take the MPA Comprehensive Exam if their GPA is below 3.0 in either area.

4. Grading will be determined by two different faculty members. If both faculty agree on pass or fail, that will be the grade received. If the faculty disagree, a third faculty member will be used as a referee to determine the pass or fail of the exam.

5. Students who fail the exam after their first attempt are encouraged to meet with the MPA Program Director to discuss the grade received on the exam. A student is allowed to take the examination multiple times within the following framework: 

a. A student failing the exam a second time is advised to participate in a vigorous review of previous course work and texts. The student is also encouraged to participate in any study groups formed to facilitate preparation for the examination. 

b. A student failing the examination for a third time may be required to sign-up for 3 hours of PAPA 596. The student will be required to participate and successfully complete an independent readings course designed to facilitate a more structured preparation for the examination. Participation in and passing the course will not guarantee passing the examination. Requirements for this course will include:

1) Required readings

2) Structured online quizzes

3) A research paper of 5000-6250 word in length. The research paper will be written under the direction of a panel of PAPA faculty and will be required to follow a strict design.

4) The course must be passed with a grade of “B” or better.

c. A student failing the exam a fourth time will be required to retake core courses in the MPA program. This will typically include PAPA 500 and any additional core program courses that the MPA Program Director determines would aid the student in passing the comprehensive examination. These courses will be selected based on the student’s performance on the examination.
PART IX: OBTAINING A JOB 

MPA students have access to a Career Resource Center that provides a full range of career planning and placement services. The Center provides resume preparation services, interviewing skills workshops, job search techniques workshops, informational interviewing workshops, workshops on how to use the Internet to conduct job searches and hosts on-campus interviews. The University also sponsors career fairs during the Fall and Spring semester where students have the opportunity to meet directly with potential employers.

The Department provides no formal placement service. However, the faculty of the Department do attempt to assist students in the placement process. Faculty will regularly counsel students on career questions, processes for seeking employment, and in resume creation. Further the faculty will notify students of positions that may come to their attention and the Department maintains a bulletin board listing job openings that come to the attention of the Department.

The MPA program also maintains on the PAPA Department’s web site multiple links to web pages that list employment opportunities pertinent to MPA candidates. Organizations may contact the MPA program may also have their employment opportunities listed on the web page.

Pre-service students who engage in the internship program are able to gain considerable and invaluable employment experience. Such experience contributes significantly to the student’s marketability. The interns, along with graduate assistants, participate in a series of monthly meetings that are designed to assist them in growing professionally, provide advice on career development, address issues on being an employee, and to develop their interview skills.
