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The SCS Graduate Student Handbook

Welcome

Congratulations on your admission to a Northwestern University graduate program offered by the
School of Continuing Studies.

The Student Handbook is your guide to your SCS graduate program of study and Northwestern
University. It will inform you about the academic and practical aspects of graduate life and is
intended to facilitate your navigation through the program and administrative procedures. The
handbook is your reference tool for a wide range of student concerns, from academic requirements, to
registration, to the final capstone project. It is the quickest path to an answer. If, after consulting the
handbook, you still have questions or unresolved issues, please contact your program coordinator or
the appropriate resource listed in the back of the handbook.

The handbook is an expression of our commitment to supporting you through your studies at
Northwestern University. We hope it will help you plan your studies effectively, provide you with
useful information, and direct you to the resources you need.

Best regards,

Joel Shapiro

Assistant Dean of Graduate Programs
Northwestern University

School of Continuing Studies

The Student Handbook can also be found on the SCS web site, where all updates and new information will be
posted. SCS reserves the right to change programs of study, academic requirements, teaching staff, class
meeting times, and other published information without prior notice and in accordance with university
procedures.
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How to Use this Handbook

This Handbook is structured so that it takes you from questions you will need answered from the time
of admission to writing your capstone project and finishing your degree. The general resource and
School of Continuing Studies (SCS) contact pages have the phone numbers and addresses of the
departments and offices referred to in the body of the handbook. The appendix has some forms, also
available on the SCS web site, which you will likely need to submit at some point in your studies.

The curriculum and policies governing your program are reviewed annually. You will be required to
adhere only to those in effect at the time you begin coursework. Should your program change during
the course of your studies, SCS will make every effort to accommodate you. This handbook is the
document of record for your program. Use the Handbook in force at the time you start your program
to familiarize yourself thoroughly with the requirements for your degree. Read subsequent versions
of the Handbook to stay current on general policies and procedures important to your studies.

As a graduate student in an SCS master’s program, you are a Northwestern University student and
part of the Northwestern University community, with all its privileges and subject to all its rules and
regulations, as well as to the rules and regulations of SCS listed in this handbook.

All degrees are awarded by Northwestern University but “conferred” by a particular school within the
university. This is merely an administrative distinction and has no bearing on program quality or
requirements. SCS confers many of its degrees, but also partners with other schools within the
university to offer programs. Please note that some programs have students from more than one
school. Please review the following list carefully:

e SCS degrees conferred by SCS: computer information systems (students admitted fall 2006
and later), medical informatics, public policy and administration (MPPA students admitted
spring 2006 and later), quality assurance and regulatory science, and sports administration

e SCS degrees conferred by The Graduate School (TGS): creative writing, liberal studies,
literature, and public policy and administration (MPPA students admitted winter 2006 and
earlier)

e SCS degrees conferred by McCormick School of Engineering: computer information
systems (only students admitted summer 2006 and earlier)

Who confers your degree may affect what forms you need to complete to receive your degree and
where you submit them, what process to follow if you need to petition for something, or other
administrative details. If your degree is conferred by TGS you are also a student of TGS; if your
degree is conferred by McCormick you are also a McCormick student. You must indicate what
school confers your degree (SCS, TGS or McCormick) on all university documentation and
correspondence. Besides the SCS program rules found within this handbook, rules and regulations of
The Graduate School also apply to students in the above programs and may be found in The
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Graduate School Policy Guide at www.northwestern.edu/graduate/gsph/index.html. (McCormick
does not have a different set of regulations.) If you are in a TGS conferred program you are entitled
to TGS services and may need to consult with your TGS advisor on occasion; however, SCS can
conveniently provide most of the help you will need and should be consulted first.
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Getting Started

New Student Orientation

Orientation is held four times a year, typically two weeks prior to the beginning of each quarter. An
invitation will be sent via e-mail and we encourage all new students to participate. To accommodate
the busy schedules of working adults, orientation is conducted using web-conferencing, which means
that students can participate from home or their office. Check your e-mail for notice of other
opportunities to gain familiarity with NU processes and services.

WildCARD, empl ID, and E-mail Account

The University has an identification number known as the student or empl ID. Students receive a
picture ID called a WildCARD that has the student ID number on it. This student number is used by
the registrar and student accounts to identify you. The WildCARD allows access to University
libraries and use of Northwestern shuttles, including the intercampus shuttle. Students obtain their
WIildCARD from the Evanston or Chicago WildCARD office, listed at the end of this handbook.

There is also an electronic identification “user name” known as the NetID that enables you to access
your e-mail, view your class Blackboard sites, see your grades, and use online reference materials
from the University libraries. Your assigned NetID and temporary password are included in your
admissions packet. You will need to activate your account by changing your password. If you do not
have a NetlD and password, or cannot activate it, contact 312/503-3333 and select option #1,
Monday-Thursday, 9:00-6:00 pm; Friday 9:-00-5:00 pm (CST), or send our IT office an e-mail: scs-
help@northwestern.edu.

As a condition of taking graduate classes with SCS, you must maintain an active Northwestern e-mail
account. Most information from the university will only be delivered to an NU e-mail address. If a
non-Northwestern e-mail account is your primary e-mail, you may choose to forward your
Northwestern e-mail to your primary e-mail account. For this service, go to
snap.it.northwestern.edu/it/mailtools, and select “Turn on mail forwarding.” However, you will still
need to maintain the Northwestern account by periodically updating your password.

Name and Address Changes

Students who change a permanent or local street address or e-mail address must update their address
information on the web by logging onto CAESAR and clicking on Personal Portfolio in the Student
Enterprise Menu. Communications such as billing statements, which are e-mailed, convocation
tickets, and diplomas are sent to the last recorded address. Students who change their names must
provide documentation at the registrar’s office to effect a name change.
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Student Loans and Financial Aid

SCS graduate financial aid is processed as follows:
Students in the
e MMI (Medical Informatics)
e MPPA (Public Policy and Administration)
e MOQARS (Quality Assurance and Regulatory Science)
e MSA (Sports Administration)
e MSCIS (Computer Information Systems)
programs should direct their financial aid questions to the Chicago Office of Financial Aid
chicagofinancialaid.northwestern.edu/cgrad or 312/503-8722.

Students in the:

e MALIt (Literature)

e MALS (Liberal Studies)

e MCW (Creative Writing)
programs can get assistance from Student Financial Services
www.northwestern.edu/sfs/osa/evancamp/contact.html or 847/491-8950.

Students may wish to schedule an appointment with a financial aid advisor two to three months
before the beginning of the loan period to review procedures, and possibly obtain applications and
supporting materials.

Parking
Chicago Campus

When attending classes on the Chicago campus, students may park for a reduced rate in garages at
222 E. Huron St. and 321 E. Erie St., Monday through Friday, from 4 p.m. to 10:30 p.m. and on
Saturday from 8am to 5pm. The parking ticket must be validated in the Chicago Avenue lobby of
Wieboldt Hall to get the reduced rate. On-campus parking permits for the Chicago campus are
available through the Parking Office in Abbott Hall, Room 100, open 8 a.m. to 5 p.m. Mondays
through Fridays. Students should contact the Parking Office at 312/503-8129 for permit fee
information.

Evanston Campus

Students may park without a permit in most lots on the Evanston campus after 4 p.m. Mondays
through Fridays, and in all lots during the weekend. Please refer to the map in our catalog or on our
web site for the location of parking lots. Parking is restricted in certain lots. Please note, on-campus
parking before 4 p.m. is restricted to vehicles displaying a parking permit. For additional information,
contact the Parking Office in Evanston at 847/491-3320.

Loop Campus

Students may park for a reduced rate at Traders Self-Park Garage, 326 S. Wells from 4 p.m.
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to 10 p.m. Mondays through Fridays and 9 a.m. to 5 p.m. Saturdays. The parking ticket must be paid
for in cash at the SCS office at the Loop campus building at 210 S. Clark St.

Required Proof of Immunization

All students taking two or more classes per quarter are required by Illinois State law and University
regulations to provide proof of immunizations, in English. Proof of immunizations along with the
Admission Health Record (AHR) must be submitted to the Health Service Evanston Campus prior to
registering and by the following deadlines: Fall admits — Nov. 1st; Winter admits — December 1st;
Spring Admits — March 15th; Summer Admits — May 1st. The full policy and form are available at
the following web site: http://www.nuhs.northwestern.edu/immunization.html

Students who have questions concerning the Admission Health Record form, entrance health
requirements, immunizations, or related issues, should call Health Information Management Services
at 847-491-2203 or send an e-mail to Lisa Teel at |-teel@northwestern.edu.

Health Insurance

School of Continuing Studies students who are enrolled in at least two classes per quarter in a degree-
seeking program on a continuing basis are eligible to enroll in Northwestern’s health insurance plan
provided by the Chickering Group. Part-time students must show proof of registration in two classes
on a continuing basis to be eligible to participate.

In order to take advantage of this plan, SCS students must also pay the Health Clinic Use Fee each
quarter to use Health Service, which serves as the primary healthcare provider for the plan. For more
information about Health Service, visit: www.nuhs.northwestern.edu. For details about the
Chickering Group plan, enrollment instructions, and information about adding a spouse or
dependents, visit the web site of the Office of Risk Management: www.northwestern.edu/risk.

Students in programs in which degrees are conferred by The Graduate School (TGS)—MALS,
MAL.it, MCW, and MPPA students admitted before spring 2006—may be eligible for a health
insurance subsidy from TGS. In order to qualify, students must be registered full-time (3 classes) in
the quarter in which they first enroll in the health insurance plan each year.

Advising

The SCS graduate programs staff is available to assist you throughout your education at
Northwestern University. We encourage you to take full advantage of our help in

selecting your courses

identifying NU resources that can augment your studies
planning for your capstone project

considering an internship opportunity (where available)

An advising meeting is encouraged for new students before registering for your first term.

While we recommend a face-to-face meeting (in Evanston or Chicago), help is also
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available on the phone or via e-mail. At this first meeting, we will review your course options for the
term, with an eye toward creating a plan for your entire academic career at NU.

Follow-up advising meetings are recommended at these milestones:

e about 1/3 through your curriculum
o at the start of the academic year in which you expect to graduate
o before registering for your capstone (thesis) project

To schedule an appointment, contact the academic coordinator for your program:

Nancy Ferguson: MCW, MPPA, MSA, MMI
n-ferguson@northwestern.edu; 847/467-7854

Krzys Kozubski: MALit, MALS, MQARS
kozubski@northwestern.edu; 847/491-3051

Faisal Akkawi: MSCIS faculty director
f-akkawi@northwestern.edu; 312/503-2418

Registration and Drop/Adds

Students in all programs are responsible for adhering to the registration deadlines for each academic
year posted at www.scs.northwestern.edu/grad/calendar. It is your responsibility to register and, if
necessary, drop classes by the posted deadlines. No one will do this for you, except in cases where a
class is cancelled. All students must manage their own registrations and contact the SCS Registrar’s
Office if questions or problems arise: onlinereg@northwestern.edu or 312/503-3120.

Students should regularly consult the course listing on the School of Continuing Studies web site
www.scs.northwestern.edu/grad/courses for the most up-to-date schedule of graduate courses,
including course descriptions, instructor information, day/time and campus information, beginning
and end of term dates, and course prerequisites. Room assignments are also posted one week prior to
the beginning of classes.

Students should register at the earliest possible date. Some courses fill up very quickly, and early
registration will let SCS staff know if an additional section (where possible) is needed. Conversely,
students who delay their registration may find that an under-enrolled course has been cancelled due
to apparent lack of interest. Early registration helps us serve you better.

No student will be registered after the deadlines have passed. Full refunds are only given for classes
dropped during the “drop/add” period; no refunds are given thereafter unless you withdraw from the
University for the term. For more information on the refund policy for withdrawing from the quarter
or dropping a class, contact the Office of Student Accounts (847/491-5224). All registrations,
including adding and dropping classes, must be done online through CAESAR (“Computer Assisted
Electronic Student Access Route”). If you are withdrawing from all your classes for the quarter,
CAESAR will not let you drop the last remaining course on your schedule. Contact

onlinereg@northwestern.edu for instructions to drop the last remaining course. Please be
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aware that CAESAR is not in service during the week before the start of a term, and you may
not register during that time.

MMI and MPPA students may have to submit the paper registration form to register for their Public
Health program classes, available at www.scs.northwestern.edu/forms.

Petition for a Retroactive Withdrawal from a Course You must officially drop or add courses; simply
notifying the instructor, coming to class, or ceasing to come to class is not sufficient.

You may petition for retroactive withdrawal from a course for a refund in rare circumstances.
Petitions claiming medical or other substantial emergency as grounds for action require supporting
documentation. Students in all programs submit the Student Affairs Petition form with supporting
documentation to the SCS Chicago Student Services Office. The form is available at
www.scs.northwestern.edu/forms. Students are notified soon thereafter with a decision.

Independent Study (499) Regqistration

1. Secure the participation of a faculty member; agreeing on the scope and procedure of your
research project.

2. Submit Intent to Register form (PDF Format) two weeks before the term starts. Make sure
you fill out the section that asks for a short description of work.

3. Faxto 847/491-3660 or send to Graduate Coordinator 405 Church St., Evanston, IL 60208.

4. Once your registration is approved, the SCS registrar will register you and send you an e-
mail confirmation.

5. Please remind your instructor to submit your grade by the deadline.
Visiting Scholar Registration

Visiting Scholars register for their first quarter with a New Graduate Student Registration form at
www.scs.northwestern.edu/forms. Subsequent registrations are handled via CAESAR.

CAESAR

CAESAR provides student web access to Northwestern's Student Enterprise System. Through
CAESAR, students can register for classes, get an unofficial transcript and grades, see financial aid
and student account information, update address and telephone numbers, check course enrollment
levels, and more. The web site’s help page at http://www.northwestern.edu/caesar/help/ provides the
information that you need to navigate CAESAR confidently and easily, and includes tip-sheets and
tutorials.

Accessing CAESAR
During registration periods, you can log on to CAESAR at www.northwestern.edu/caesar
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and register immediately with an active NetID. If you don’t yet have your NetlD, you can still
browse courses by clicking on View Quarterly Class Schedule.

View Courses
To browse courses, click on the "Search for Classes" navigation button from the upper left navigation
buttons (guests will automatically go to the class search page).
Under "Course Career," select:
e "The Graduate School" to view the right courses if you are in a TGS program or
were admitted as a TGS student.
o “McCormick Engg Grad” for MSCIS courses (if you were admitted prior to fall
2006). All others select “Continuing Education Grad.”
e “Continuing Education Grad” if you are in MMI, MPPA (if you were admitted
Spring 06 or later), MQARS, and MSA.

Enter the “Subject,” such as ENGLISH or MCW and click on the Search button. Do not enter
any other criteria, as you may not see your class. CAESAR will list the results of your search; click
on individual course numbers for more information on a particular course including location,
instructor, and class size. You will also be able to view an extended course description—including
information about books, course projects, and grading method—by clicking on the “View Course
Description” link. Make note of the courses, and 5-digit Class Numbers, you wish to take before
proceeding to the Enrollment step.

Before registering for classes on CAESAR, students should consult the official course schedule
for their program on the SCS web site: www.scs.northwestern.edu/grad/courses. The SCS web
site is updated faster than CAESAR and in case of discrepancy will be regarded as the official
schedule.

Registration
In the upper left navigation menu, click on “For Students,” then “Enrollment,” and again
“Enrollment,” which will take you to the registration screen, where you can add or drop classes.

To add a class, click “Add Classes” from the horizontal menu underneath your name, then enter the
5-digit Class Number in the “Class Nbr” field. (You can also click the magnifying glass button to
view the schedule of classes; once you have located your class, click the check-box button to select
the Class Number and return to the registration screen.) After you have selected all the classes you
want to add, click the SUBMIT button. Verify your add was successful by checking the Status
column.

To drop a class, click “Drop / Update Classes” from the horizontal menu underneath your name, then
select “Drop” from the drop-down menu next to the appropriate class. After you have selected all the
classes you want to drop, click the SUBMIT button. Verify your drop was successful by checking the
Status column. Note that if you are withdrawing from all your classes for the quarter, CAESAR will
not let you drop the last remaining course on your schedule. Contact
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onlinereg@northwestern.edu for instructions to drop the last remaining course.

When you have finished enrolling, click on VIEW MY SCHEDULE to review your updated schedule
and print a registration receipt.

Tuition and Billing

Graduate students are billed; they do not pay at registration and they may not pay by credit card. It is
a student’s responsibility to check his/her account and make sure the billing is up-to-date and correct
by viewing the bill on CAESAR or contacting the Office of Student Accounts. Students should never
drop a class and try to re-add it later in order to delay paying their tuition. If a class has closed
students will not be re-added.

Students may use CAESAR's QuikPay feature to pay tuition and fees online from a checking account
using the account number and the routing number. Students can access QuikPay by clicking the “For
Students” > “Financial Services” > “View e-Bill & e-Payment” navigation buttons.

For more information on the refund policy for withdrawing from the quarter or dropping a class
contact the Office of Student Accounts. Student Accounts will not give a refund or bill reduction for
a change of registration past the seventh day of the term.

Course Management System (CMS) or “Blackboard”

Northwestern University’s Course Management System, sometimes called “Blackboard,” is a web-
based forum available for all classes taught at Northwestern, allowing for many types of electronic
interactions between faculty and students: discussion boards, class announcements, class rosters,
assignment dropboxes, syllabi, multimedia files and text documents can all be made available to
students within each class. Your instructors will use Blackboard to upload assignments, readings,
tests, and to start discussion groups. See the frequently asked questions and tutorials at http://course-
management.northwestern.edu/s_FAQ.html.

Blackboard is usually available 24 hours after you register for a course.

Accessing Your Course
- Log on at https://courses.northwestern.edu/webapps/login/.
- Enter your NetID and Password in the appropriate boxes
- Click the name of your course from the personalized list in the “My Courses” box

Your instructor must activate the class site, so if you don’t see a Blackboard site for your course,
please check with your instructor.

Program Listservs and SharePoint Sites

You will also be enrolled in a student/faculty listserv for your program. Job and internship
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postings, links to articles and contests, and other items of interest are sent to and by faculty and
students via the listserv. Anyone may post to the list, and you may unsubscribe at any time if you no
longer wish to receive messages. If you have any questions about the listserv, please see
www.scs.northwestern.edu/ student/listservs.cfm .

SharePoint is a web-based tool that can assist groups in storing documents, sharing information, and
coordinating project work. SharePoint features a shared documents folder, shared contacts, lists,
surveys and discussion boards, picture libraries and events calendars. If your program has a
SharePoint site, you can logon with your NetID and corresponding password.

The MMI site is: https://www.scsnet.northwestern.edu/MMI
The MSA site is https://www.scsnet.northwestern.edu/MSA

Book Purchasing

Students are responsible for checking bookstores to see what materials their instructors have ordered.
Books and coursepacks are generally available one to two weeks before classes begin. If no books are
shelved at the university bookstores, contact the instructor by e-mail, because he or she may have
ordered them at another store or copy shop. Books are usually listed on the course syllabus, which
may be obtained from the instructor or the program coordinator, and is normally available two weeks
before classes begin. Instructors using Blackboard are encouraged to post the syllabus on the course
site.

Bookstores

For classes taught on the Evanston campus
Norris Center_ Bookstore, 1999 S. Campus Drive
847/491-3990 northwestern.bkstore.com

For classes taught on the Chicago, Loop, and Schaumburg campuses
Abbott Hall Bookstore, 710 N. Lakeshore Drive, Room 140
312/503-8486 abbotthall.bkstore.com
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Curriculum Summaries

Please note that curricula are reviewed and modified annually. In most cases, changes to a program’s
requirements will be effective for the fall quarter of an academic year. If you defer starting the
program, be aware you are bound to the curriculum requirements of a program in effect in the quarter
you start taking courses, not the quarter you are admitted. While we will make every reasonable
effort to accommodate students whose programs change, this is not always possible. Northwestern

University reserves the right to modify or discontinue any program without notice.

Computer Information Systems (MSCIS)

Master of Science

Courses

IUnits

|Core Courses

|C1S 314 Intermediate Object-Oriented Programming

|c1s 315 Advanced Object-Oriented Programming

|CI1S 317 Introduction to Databases

|C1S 350 Strategic Information Systems

[C1s 394 Software Project Management & Development

|Electives -or-

NIRERRERE

||Concentration area courses (choose three electives in one of these areas of concentration)

|Database & Internet Technologies

Information Systems Security

Software Development & Project Management

|Other Required Courses

LEADERS 481 Foundations of Leadership

{One of the following

CIS 497 Project | or CIS 419 Web App Development and CIS 498 Project Il - or -

CIS 590 Capstone Project and Additional elective

Total required units:

11

Professional Graduate Series (certificate)
Please note: overlapping courses may count toward one PGS only

|Database and Internet Technologies

lUnits

|Core Courses

|C1S 314 Intermediate Object-Oriented Programming

|C1S 317 Introduction to Databases

[C1S 419 Web Application Development

and one of the following:

ICIS 431 Database Administration

[CIS 435 Introduction to Data Warehousing and Data Mining

Total required units:
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Information Systems Security |Units
|Core Courses
||CIS 313 Telecommunications & Computer Networks 1
|C1S 452 Fundamentals of Network Security 1
|CIS 455 Business Continuity & Disaster Recovery 1
Information Security 1
Total required units: 4
Software Project Management and Development |Units
|Core Courses i
|C1S 314 Intermediate Object-Oriented Programming 1
[c1s 315 Advanced Object-Oriented Programming 1
[C1S 394 Software Project Management and Deve-lopment 1
and one of the following: i
ICIS 483 Software Testiﬁg and Quality Assurance 1
|CIS 485 Software Systerr-ls Architecture 1
Total required units: 4
Creative Writing (MCW)
|Courses |Units
Fiction Concentration
MCW 413 Studies in Fiction Writing 3
MCW 479 Poetry for Prose Writers ) 1

Five electives, internships, or independent studies (maximum of 2 independent studies and 1

internship); at least two electives must be literary studies P
MCW 590 Thesis Research 1
|Creative Nonfiction Concentration

MCW 461 Studies in Writing Creative Nonfiction 3
MCW 479 Poetry for Prose Writers 1

internship); at least two electives must be literary studies

Five electives, internships, or independent studies (maximum of 2 independent studies and 1

MCW 590 Thesis Research 1
|Poetry Concentration

MCW 411 Studies in Writing Poetry 3
MCW 480 The Elements of Prose Genres for Poets 1

Five electives, internships, or independent studies (maximum of 2 independent studies and 1

|
internship); at least two electives must be literary studies °
MCW 590 Thesis Research 1
Total required units: 10"

! Required Teaching or Publishing seminar was changed to elective effective spring 2007.
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Professional Graduate Series (certificate)

All Specializations |Units
|Core Courses

[Four sections of MCW 411 Studies in Writing Poetry, 413 Studies in Fiction Writing, or 461 4
Studies in Writing Creative Nonfiction, depending on genre concentration

Total required units: 4
Liberal Studies (MALYS)

|Courses |Units
At least two of the following seminars: 2-3

IPLS 401 Seminar in Liberal Studies |

IPLS 402 Seminar in Liberal Studies Il

IPLS 403 Seminar in Liberal Studies 11

Electives in humanities and related social sciences; may be applied toward a specialization (4

courses) in either: American Studies, History, Religious and Ethical Studies, or an individualized|5 - 6
specialization
|Capstone Project, supported by either: 1
IPLS 590 Thesis Research (see Master's Thesis) - or -
Additional elective
Total required units: 19
Professional Graduate Series (certificate)
All Specializations |Units
{Core Courses
1 section of IPLS 401, 402, or 403 1
Any other 3 other MALS classes 3
Total required units: 4
Literature (MAL it)
|Courses |Units
|English 410 Introduction to Graduate Study 1
|Fterature Courses (400- or 500-level) 4

Electives in literature or related humanities; may be applied toward a specialization (4 courses) in
either: American Literature, British Literature, Comparative and World Literatures, or an
individualized specialization.

3

|Capstone Project, supported by either: 1
ENGLISH 590 Thesis Research (see Master's Thesis) - or -
Additional elective

Total required units: 19
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Professional Graduate Series (certificate)

All Specializations |Units
|Core Courses

|English 410 Introduction to Graduate Study 1
A_ny other 3 MAL.t classes 3
Total required units: 4

Medical Informatics (MMI)
Note: If one or no entry path classes are required the student must take electives outside the
program to arrive at the 11 course requirement.

|Courses |Units

|Entry Path Courses (path determined by SCS) [0-4

[Clinical Entry Path

|C1S 313 Telecommunications & Computer Networks 1

|C1S 317 Introduction to Databases 1

Technologist Entry Path

MED INF 401 American Health Care System 1

[e=Y

MED INF 402 Introduction to Clinical Thinking

|Core courses

|PUB HLTH 302 Introduction to Biostatistics

MED INF 403 Introduction to Medical Informatics

MED INF 404 Health Care Enterprise Operations

MED INF 405 Health Care Information Tech Integration & Standards

MED INF 406 Decision Support Systems & Health Care

MED INF 407 Legal, Ethical & Social Issues in Informatics

ey ey ==y ==y [y [y e

MED INF 408 Medical Technology Acquisition & Assessment

|Other required courses

LEADERS 481 Foundations of Leadership 1

MED INF 590 Thesis Research 1

Additional health industry electives necessary to reach 11 unit requirement |0-2

Total required units: 11(min.)-14

Professional Graduate Series (certificate)

Medical Informatics |Units

any necessary prerequisite entry path courses, determined by SCS [0-4

|Core Courses

MED 403 Introduction to Medical Informatics 1

any three MED INF courses (except 590) 3

Total required units: 4-8
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Public Policy and Administration (MPPA)

|Courses

|Units

|Core courses

MPPA 402 Elements of Public Finance & Budgeting

MPPA 403 Fundamentals of Public Administration

MPPA 405 Elementary Statistics for Political Research

MPPA 406 Analytic Methods for Public Policy Analysis

MPPA 407 Scope and Dynamics of Public Policy

MPPA 408 Sociology of Organizations

MPPA 409 Applied-Researc-h and Writing

|Concentration area courses (choose four electives in one of these areas of concentration)

iy [y ey ey ey ey ey [

Health Services Policy

Public Policy

Public Safety and Security

Technology and Information Management

Urban Policy and Planning

|Other Required Courses

MPPA 590 Thesis Research

LEADERS 481 Foundations of Leadership

Total Required Units

13

Professional Graduate Series (certificate)
Please note: overlapping courses may count toward one PGS only

[Public Safety and Security

IUnits

|Core Courses

Any four courses from the PSS specialization

Total required units:

[Urban Policy and Administration

|Core Courses

Any four courses from the UPA specialization

Total required units:
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Quality Assurance and Regulatory Science (MQARS)

|Courses

|Units

|QARS 401 Regulation and Quality Systems

[QARS 410 Introduction to Statistical Methods

IQARS 420 Practical Laboratory Management

|QARS 421 Applied Quality and Regulatory Practices

||QARS 430 Ethical and Legal Issues in Regulatlon and Quality

|QARS 435 Risk and Decision Management

[Electives (any two elective QARS courses)

NER R

|Other Required Courses

LEADERS 481 Foundations of Leadership

[E=Y

IQARS 590 Capstone Project

Total required units:

10

Professional Graduate Series (certificate)

[Quality Assurance and Regulatory Science

IUnits

|Core Courses

Any five courses from the MQARS curriculum

15

Total required units:

Sports Administration (MSA)

Courses

|Units

ICore Courses

MSA 400 Sports in the Social Context

MSA 401 Sports Research Methods & Quantitative Analysis

MSA 402 Fundamentals of Sports Marketing

MSA 403 Management and Organization of-Sports

MSA 404 PrincifJIes of Sports Finance & Accounting

MSA 405 Legal & Ethical Issues in Sports Management

MSA 406 Sports Risk Management

|Concentration area courses (choose two electives in one of these areas of concentration)

NI EARRAARAAEE

Sports Management

Sports Marketing & Public Relations

|Other Required Courses

LEADERS 481 Foundations of Leadership

MSA 590 Thesis Research or Practicum

Total required units:

11
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Professional Graduate Series (certificate)
Please note: overlapping courses may count toward one PGS only

Sports Management |Units

|Core Courses

MSA 400 Sports in the Social Context

MSA 401 Sports Research Methods & Quantitative Analysis

Any two additional MSA courses

FNy (1O ==y =y

Total required units:

Sports Marketing and Public Relations |Units

|Core Courses

MSA 400 Sports in the Social Context

MSA 401 Sports Research Methods & Quantitative Analysis

MSA 402 Fundamentals of Sports Marketing

Any one additional course from the Marketiﬁg and PR specialization

Ny ey [y [y

Total required units:
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Program Policies and Requirements

Course Selection and Rules

Your program coordinator can help with selection of initial courses and will refer you to a faculty
director when necessary. You will find the following information useful in planning your course of
study, which you should begin early in your studies. You should begin taking courses that are
relevant to your final project topic no later than halfway through the program (by your fifth course).
If you’re planning on taking an independent study, ask instructors a quarter or two ahead of time to
ensure teacher availability. The following program policies and rules are helpful for planning
coursework:

Independent Study
The total number of independent study sections you can take is limited and differs by program.
Please see each program’s section below to see how many, if any, independent studies may be taken.

Final Project/ 590 Thesis course

Students may register for the 590 course in the same quarter as their last remaining course but not
before. The 590 course is only taken once. Students have one year from the date of the 590
registration to turn in their capstone project. In some programs, students may take a 498 Final Project
Course in lieu of 590.

Program-Specific Rules
MCW

e Students may take up to two independent studies with mentor writers or current/previous
faculty after finishing at least two on-campus workshops. If you drop a course with a faculty
mentor you must tell the program coordinator immediately.

e Literature courses in the MAL.it and English and other language departments, some MALS
courses, independent studies, seminars on teaching (MCW 570) and publishing (MCW 575),
and the practicum internships in teaching and publishing count as electives. Consult the
MCW web site for additional MCW electives, such as the novel-writing and film-and-writing
courses.

e A student admitted into one genre may apply to switch to another genre if:

o0 the student has taken at least one writing workshop in the genre to which he/she was
admitted

0 a new writing sample (not included in original application) reflecting ability in new
choice of genre is submitted to the SCS Graduate Admissions office no later than the
application deadline for a given term. No formal application is required but a cover
letter should accompany the sample
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Applications to switch genres will be reviewed at the quarterly admissions meeting. Students
allowed to switch genres may be allowed to count workshops taken in the previous genre as
electives toward the degree. Students should consult with SCS Graduate staff before applying
to switch genres in order to review all the potential consequences of making such a change.

Electives: at least two electives must be in literature or literary studies (includes literature-
based MCW 490 special topics courses; see course descriptions).

MAL.it and MALS

A maximum of two independent studies can be applied to the degree.

Students may register for NU graduate (400-level) day-courses in other departments after
obtaining permission of the instructor and department. MAL.t students may not register for
the day-school version of English 410 Introduction to Graduate Studly.

Most MCW classes do not count toward the MALIt and MALS degrees, but students may
petition to take them for personal enrichment, see “Taking Classes Outside Your Program.”

Students should contact SCS administration about any proposed course substitutions or
additional electives.

Students are allowed one independent study and only in conjunction with an internship. The
supervisor at the place of internship will submit the MPPA Intern Evaluation form to the
student’s independent study professor. The evaluation will be factored into the final grade.

The course schedule for the MPPA Health Services Policy track is located at
www.publichealth.northwestern.edu/mphprogcourses.htm. Most MPH Public Health classes
count as MPPA electives. Some Kellogg classes will count. MQARS classes do not count.
See program coordinator for details.

Students in the Technology and Information Management specialization may take courses
from the MSCIS curriculum. Prerequisites may apply; please see course descriptions.

MQARS

MSCIS

Students should contact their program coordinator about any proposed course substitutions or
additional electives.

Students must petition the program director for any substitutions. Students are strongly
encouraged to discuss their academic progress with the program director at least once
annually.
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MSA

e Course credit is not earned through an internship. Internships serve as a research/practicum
opportunity designed to be taken in conjunction with the 590 capstone project.

Taking Classes Outside Your Program

Taking a graduate-level class outside your program for credit is allowed by making the request to the
program coordinator via e-mail at least two weeks before the term starts. (Students must also secure
permission of the instructor.) A request to have the class count toward the degree, if desired, must be
included in the e-mail. The exceptions are programs that automatically count electives in other
programs toward a student’s degree—students can just register in this case. For instance, MPPA
students can take Public Health and MSCIS classes, and MAL.it and MALS students can take classes
in both programs (MALS students must request permission to take English 410 Introduction to
Graduate Study). MMI students take a Public Health class as part of the program and may register on
their own, but must receive permission to have a Kellogg class elective count toward the MMI
degree.

Being allowed to take these classes for general graduate credit does not mean they will count toward
your degree, or that they will necessarily count toward a new degree if you transfer degrees; see
degree requirements for each program and information about transferring from one program to
another. Please be aware that financial aid/loans may not cover the cost of any classes that do not
count as progress toward the student’s declared degree.

MALS and MALit students may register for NU graduate day-courses in other departments if
instructor and department permission is granted. Students who plan on taking more than two graduate
day-courses must arrange their course of study with the MALS or MAL.t faculty director.

To take an MCW course, non-MCW students must submit a writing sample along with the e-mail
request to the program coordinator and class instructor via e-mail at least two weeks before the term
starts. MCW electives that do not have a student creative writing component do not require a writing
sample with the request; check course descriptions. Workshops (411, 413, 461) are not allowed.

One substitution outside the MPPA program is allowed for the program duration, and usually only for
electives. For instance, if an appropriate Kellogg class is offered that better suits a student’s need than
an equivalent MPPA track (elective) course, you must petition the program coordinator via e-mail
and complete the Kellogg Course Request form in the appendices of this handbook. MPPA students
may not substitute other courses for the required core courses unless they have taken the equivalent
elsewhere and obtained SCS permission.

Grade Requirements, Attendance, and Academic Progress

Grades given for credit-bearing classes are A, A-, B+, B, B-, C+, C, C- and F (for failing
work). No Ds are awarded for graduate work. A minimum grade average of B is required
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for work presented for an advanced degree.

Courses graded with an F do not count toward residency requirements and may be retaken. A student
who retakes any class should be aware that both the grade for the original class and the retaken class
are calculated in the student’s cumulative GPA. Retaken classes may not be covered by financial
aid/loans.

A grade of Y is given when a student does not submit all assigned work; a grade of X is given when a
student fails to take the final exam or equivalent. All X or Y grades are incompletes and must be
made up within one calendar year; after one calendar year the X or Y becomes a permanent grade on
the record equivalent to F. Periods of nonregistration do not affect this deadline. A student may not
have more than one outstanding X or Y grade at any given time during progress toward the
degree.

Students who miss more than two class sessions due to illness or emergency may be able to take an
incomplete (“Y”) for the term if arrangements are made to complete the work later. At the graduate
level, instructors have the authority to grant an incomplete after discussing academic progress with
the student. Students do not need to petition SCS for the first incomplete.

To petition to be allowed to have more than one outstanding incomplete (only in the case of an
emergency), send an e-mail request to your program coordinator. Supporting documentation, such as
doctor and hospital notes, is required and should be faxed to 847-491-3660 to the attention of the
coordinator.

Incompletes are not granted to allow more time to improve a grade, but may be given when a
student’s circumstances change and he/she is prevented from finishing a portion of work. When the
instructor grants the incomplete, he/she determines the amount of time the student has to finish the
work, which must not exceed the official time of one year determined by the university.

Each faculty member sets his/her own guidelines for how attendance and participation are graded. In
general, however, students are expected to commit the time and effort to attend all class meetings.
Please talk with your employer and family before starting a graduate program and explain to them
why you have to make your studies a very high priority. If you are likely to miss classes for any
reason, you should not register for the course as it may not be possible for you to earn a passing
grade. The faculty member may, at his or her discretion and in keeping with the course syllabus,
lower your final grade due to any absences.

Pass/No Pass courses may not be taken toward the master’s degree except for the 590 course. All 590
registrations are taken on a pass/no pass basis. A grade of K is given while the project is in progress
and is later changed to a P when satisfactorily completed. Students register only one time for 590.

Visiting Scholars receive grades of “S” or “U” (satisfactory or unsatisfactory). A “U” grade will
result in a registration hold on future classes until you meet with the Assistant Dean of Graduate
Programs to discuss whether the hold should be lifted.
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A course grade may be changed only to correct a clerical error. It is inappropriate for students to ask
an instructor to change a grade for reasons of financial reimbursement, reassessment of coursework,
or any other reason.

Students who do not meet the above requirements are not in good academic standing and will be
placed on probation. A student who fails to resume good academic standing within two quarters may
face expulsion from the university. Please contact the Graduate Program Coordinator if you receive a
notice of academic probation.

Auditing Classes

If you are a student in a TGS or SCS graduate program you may audit (sit in on) any graduate class
free of charge depending on limitations of space and facilities and permission of the instructor. No
work may be turned in, and only lecture-type classes may be audited, not workshops or project-based
classes. You do not register for the course, and it will not appear on your transcript. This does not
refer to the SCS Visiting Scholar designation; Visiting Scholar students participate as fully as other
students.

Petitions

Graduate students usually will e-mail requests for curricular substitutions and other academic
exceptions directly to their academic coordinator. Depending on the program, some requests need to
be reviewed by the Graduate School, the SCS Admissions Office, or the SCS Student Services
Office. Graduate students should submit petitions to do the following:

Receive an extension of time to complete a degree
Petition for a Leave of Absence
Change status; for example, from Non-Degree to Degree-seeking
Transfer programs
Readmission after one year off
Arrange for a second Incomplete (YY) grade. No petition is necessary to arrange a first
Incomplete, which should be arranged with the instructor
o Retroactive withdrawal from a course for a refund.
All of these forms are available at www.scs.northwestern.edu/forms.
Petitions claiming medical or other substantial emergency as grounds for action require supporting
documentation.

Appeal of petition decisions

Any student wishing to appeal a petition decision should do so within 5 business days of receipt of
the decision. This appeal should be submitted in writing, including a rationale for disagreeing with
the decision. The appeal should be sent to the Assistant Dean of Graduate Programs:

Joel Shapiro

Assistant Dean, School of Continuing Studies, Northwestern University

405 Church St.

Evanston IL 60208

Or to jshapiro@northwestern.edu
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Time Away from Studies/Readmission

Students in SCS-conferred programs who are not registering for a quarter are automatically
deactivated by the CAESAR system. If you are interrupting your study for fewer than 3 consecutive
guarters please notify the SCS registrar at onlinereg@northwestern.edu with the quarters you will
not be attending and the quarter you intend to return, so that we can reactivate you in time for you to
register. If you neglect to do this it is possible you will be unable to register on CAESAR when you
return and will incur late fees. Students are responsible for all late fees.

Students in SCS-conferred programs who take 3 consecutive quarters or more off but fewer than
two years must submit the SCS Application for Readmission at www.scs.northwestern.edu/forms to
the SCS Graduate Admissions Office. This form must be submitted during the beginning of the
registration period, no later than two weeks before the term starts, to ensure the student will be
readmitted in time to register.

Students who take two or more years off must submit their Application for Readmission forms
during the admissions application period and include a new statement of purpose and any additional
relevant material. These students will be reviewed by the SCS Graduate Admissions Committee to
ensure they meet applicant standards for any changed program requirements. Students will be
required to meet the new curriculum requirements in effect at their time of readmission. The
application deadlines can be found on the SCS calendar webpage.

Students in TGS-conferred programs, who are not registering for any courses in fall, winter, or spring
quarters, must register for TGS 512 Continuous Registration (in CAESAR, select TGS as the course
subject and the career). TGS 512 costs $100 per quarter. For the full policy and a list of benefits, see:
http://www.tgs.northwestern.edu/studentsvcs/generaldegreereq/registration/continuousregistration/.
Students who fail to register for TGS 512 by the end of Add/Drop period in any given quarter (except
summer), will be automatically registered by the Graduate School and will be charged a $250 late
registration fee. TGS students who wish to withdraw from their program must notify their
program coordinator and the Graduate School, or they will be automatically registered for
TGS 512 indefinitely, and charged tuition and late fees.

Students on an F-1 or J-1 visa are not eligible to take a term off until they have finished three
previous terms of full-time enrollment. Students on these visas must be registered for three quarters
each calendar year to maintain their visa status. International students must consult with the
International Office regarding their registration requirements and leave policies
(www.northwestern.edu/international).

When special circumstances arise, a student may make a request in writing for a one year official
leave of absence. The student should set forth in writing why a leave is necessary. A leave of absence
does not alter the deadline for the removal of incomplete grades, or the degree deadline. To provide
the information necessary to register following a leave of absence, the student must submit an
Application for Readmission form
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Degree Deadline Extension

Time away from studies does not alter the deadline for the removal of incomplete grades or the
deadline to finish the degree or Professional Graduate Series certificate. Students who are
approaching the five-year deadline for degree completion (or two-years for a Professional Graduate
Series) must submit a Degree Deadline Extension Petition at www.scs.northwestern.edu/forms.
Submit the TGS version of the form if you are a TGS student in one of these programs: MAL.It,
MALS, MCW, MPPA admits prior to spring 06. Submit the SCS form if you are in one of these
programs: MMI, MPPA admitted after spring 06, MSA, MSCIS, MQARS programs. Submit forms to
the SCS Graduate Admissions Office. A valid reason must be demonstrated when requesting a degree
extension, and a timetable for completion of the degree must be provided.

All of these forms are available at www.scs.northwestern.edu/forms.

Changing Your Status

Students are admitted to a program either as: a) degree-seeking, b) non-degree, or c) Visiting Scholar.
Students can transfer seamlessly from non-degree to degree-seeking or vice versa. In most cases,
however, students who wish to earn a master’s degree need to transfer prior to taking a fourth class in
the intended program, as most degree programs limit transfer credit to three units.

Students wishing to change their status from non-degree to degree-seeking must complete the
Application for Readmission/Change in Degree Sought/Department Transfer form at
www.scs.northwestern.edu/forms. Submit the TGS version of the form if you are a TGS student in
one of these programs: MALit, MALS, MCW, MPPA admits prior to spring 06. Submit the SCS
form if you are in one of these programs: MMI, MPPA admitted after spring 06, MSA, MSCIS,
MQARS programs. Submit forms to the SCS Graduate Admissions Office.

Visiting Scholars who decide they want to earn graduate credit must complete a full application to the
program. In some cases, materials already submitted as part of the Visiting Scholar application can be
re-used. Please contact the Graduate Admissions Coordinator for details.

Transferring Programs Within SCS

Students wishing to transfer from one SCS graduate program to another must fill out the Application
for Readmission/Change in Degree Sought/Department Transfer form at
www.scs.northwestern.edu/forms. Submit the TGS version of the form if you are a TGS student in
one of these programs: MALit, MALS, MCW, MPPA admits prior to spring 06. Submit the SCS
form if you are in one of these programs: MMI, MPPA admitted after spring 06, MSA, MSCIS,
MQARS programs. Submit forms to the SCS Graduate Admissions Office.

Submit to the SCS Graduate Admissions Office along with a statement of purpose indicating the
reason for the transfer and any supplemental material not already in your file that is

required for regular admission to the new program. For instance, requests for transfer into
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the MCW program would require submission of a creative writing portfolio.

Transfers between programs are reviewed by the Admissions Committee during the application
period. The applicant deadlines can be found on the SCS calendar webpage. Students who transfer
will have their coursework evaluated to see if any classes can count toward the new program
requirements. A maximum of three NU classes may be transferred. For additional application
requirements, please contact your graduate admissions coordinator.

Academic Decorum

All participants in a class are expected to behave in a manner conducive to a successful and enjoyable
learning experience. Most of our students exceed our expectations in this regard. Sometimes,
relatively harmless things can spoil the classroom dynamic, for example, some students are so eager
to participate that they unintentionally dominate class. Please think about your role in class as an
individual student but also as an integral part of a group experience. Some disruptions are of a more
serious nature and cannot be tolerated. Please review the “Rules and Regulations of Student
Conduct” in the appendices of this document. If you have questions about these policies, please
contact the SCS Associate Dean of Student Services.
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Completing Your Degree

590 Thesis/Capstone Project Process

Your final project will be the culmination of everything learned in your program and must
demonstrate to faculty your mastery of the curriculum and ability to do original research and analysis.
In most cases, it is a thesis paper built on applied research you conduct independently. In some
programs, however, a less traditional final project is appropriate (involving a work of art, for
example). Please discuss the possibilities with the faculty program director.

The important thing to remember is that it is not just an end-of-term paper or project similar to the
ones you have turned in so far. The scope of the project requires that you integrate your learning to-
date, and as such, it is very unlikely that a paper or project can be completed in only 10 weeks. Plan
on taking three to six months to complete your capstone project. In some cases, it might take
longer. Therefore, SCS cannot provide a guaranteed graduation date to any student.

If your capstone project is a thesis, your paper undergoes a review process. The process might be
lengthy, requiring multiple drafts. You will continue to submit drafts to your first reader until it is
deemed acceptable to send to the second reader. Only after your first reader has approved a final draft
does your paper go to your second reader. Your paper should be complete at this point and should
include bibliography and citations. You must allow at least three weeks for the second reader to read
the final version of your paper and approve your thesis/capstone. Your thesis is not complete until
both the first and second reader approve it.

Before registering for your 590 class, you must secure the agreement of an instructor in your program
to be your project advisor/first reader. Do not wait until the actual quarter you 