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Program Mission and Goals

The mission of this program is to promote a positive learning community on campus through consultation and training with student groups, academic departments, and administrative units.

In order to implement this mission, the primary goal is to provide assessment, training, and service on both individual and organizational levels to these groups.

The following benchmarks have been developed as criteria for program performance:  

· Every senior staff member will have established liaisons with specific collegiate units, departments, and student services groups.

· Each liaison will be assigned a UCCS staff member who is available to help them deal with   student problems and to keep faculty and staff aware of the range of services UCCS offers.

· UCCS staff will play a key role in student development and University-wide issues.

· UCCS will serve as a resource for units needing training and development, organizational consultation, and mediation.

· Within UCCS, outreach staff will coordinate efforts and work together efficiently.

Roles and Parameters of Program

In accordance with the mission of this program, priority will be placed on training of student groups and university staff and faculty focused on improving their service to students.  Staff development training outside of student service provision can be conducted with university staff or faculty units, for a fee, and depending on the UCCS resources available.  Presentations and consultation that are administered by this program include those conducted by counseling staff, which are not covered under the Student Academic Success Services, and the St. Paul office.  Staff from those programs can also participate in the outreach program, and their activities will be administered and reported by this program assuming that the issues and topic areas relate to personal counseling, rather than learning and academic skills.  Interns are encouraged to participate in outreach and consultation in a manner that is consistent with requirements of the training program, their experience and time availability.

Priority is given to requests that are placed at least two weeks prior to the date of the needed service.  Granting a request for service with less than two weeks notice is subject to considerations regarding resources and the judgment of the Program Director, who consults with the director of UCCS as

necessary.  Limited programming can be provided outside of regular business hours.  It is preferable that programs start no later than 7:00 p.m. in order to give presenters time to present and get home at a reasonable time; programs which would start later would be up to the discretion of the presenter.  UCCS values its relationships with Housing and Residential Life; however, there are limits regarding the provision of outreach presentations to residence halls.  UCCS is able to conduct presentations to residence halls as units, with the coordinated effort of the hall director, and provided there is adequate advertising.  These limits do not apply to emergency situations, such as those involving the University Community Response Team. For additional information, please see “Policies on UCCS-RESIDENCE HALL Working Relationships” below.
Liaison Program

The purpose of the liaison program is to strengthen UCCS relationships with university units, to help provide outreach and consultation services in a more proactive fashion, to inform students of our availability and services, and to enhance UCCS visibility on campus.  Senior counseling staff are each responsible for maintaining contact with their designated units, working with them in order to help facilitate referrals, provide consultation, and otherwise expedite the provision of services by UCCS.  

The liaison program is administered by the Program Director who: 1) coordinates liaison efforts, 2) schedules and chairs semester meetings of liaison staff, 3) works with liaisons regarding requests for consultation and outreach, and 4) assists liaisons as necessary to facilitate their relationships.  The Program Director communicates with liaisons on at least a semester basis regarding progress in liaison relationships.  If a liaison receives a request for an outreach presentation, he/she has the option of conducting the presentation or referring to the Outreach and Consultation Program Director.  In the event the liaison conducts the presentation, he/she is still expected to inform the Outreach and Consultation Program Director regarding the details of the project, including providing copies of the  evaluations afterward, as well as entering the relevant presentation data on Titanium.  The Outreach and Consultation Program Director also develops and seeks out feedback and suggestions regarding materials that will support the liaison program.

Procedures for Service Request Implementation

In the case of organizational development, the request is usually handled by Harriett Haynes.  Requests for outreach presentations and more formal consultation are usually submitted to the Program Director through the UCCS outreach web site for administration and staffing, unless they are handled by liaisons as described above. The request form will include information regarding the unit's specific goals and needs in making the request, and details such as location, time frame, etc.  It is incumbent upon staff handling outreach requests to clarify with the unit whether the information or activity desired can reasonably be provided in the expected time frame, and to provide recommendations to the unit contact regarding programming.  When a request is received and fielded by staff other than the Program Director, details of the request will be forwarded to the Program Director and/or recorded on Titanium.  If the request for service is outside the scope of this program, the Program Director will refer the unit to appropriate resources.  It is also at this point that fees (if appropriate) should be discussed.  If fees need to be negotiated, this would be the responsibility and the role of the Program Director.

The Program Director is responsible for finding one or more staff to provide the service requested, and once this is achieved, a copy of the request form is forwarded to the assigned staff, with a copy retained for the Program Director's records.  An email is sent to the presenter and requestor so that they can collaborate together on the activity, conferring with the Program Director as necessary. If the activity is not yet scheduled when it is assigned to staff, that individual will provide the Program Director with scheduling information as it becomes available.  It is strongly recommended that the staff assigned to the outreach request confirm the activity with the unit contact one week before its scheduled date and time, as well as confirm audience size to secure an accurate number of UCCS marketing materials and evaluation forms.
Fees and Compensation Time Policy

Consultations and training during regular business hours with student groups and staff/faculty units on topics relevant to service provision for students are provided at no charge.  UCCS student staff who provide after-hours presentations are awarded compensation time.  Student staff will receive 3 hours of comp time for each hour of presentation time.  If preparation for the presentation extends beyond work time into personal time, student staff may receive up to three hours of comp time for each hour of presentation time if certain criteria are met: a) the student must speak with the Program Director to determine the amount of time that is reasonably expected for adequate preparation; and b) the Program Director has confirmed, prior to the presentation, that comp time for preparation is appropriate and necessary.  Students are considered to have earned the comp time following the presentation.

Fees charged to university staff or faculty groups for staff development presentations not related to direct provision of services to students are based on the amount of time and effort required to prepare the presentation.  If the presentation requested is already developed, the charge is based on the UCCS consultation rate, which is $100 for two hours, $225 for a half day, and $450 for a full day.  If a presentation has not been previously prepared, therefore requiring preparation time, this time is added to the fee.  UCCS is able to provide copies of handouts without charge, within a reasonable limit.  If there is a question regarding this limit, consultation can be provided by the Program Director.  If the unit requesting the service makes a request for materials in excess of 20 copies, or the program is an after-hours, for-fee presentation, the presenter should provide originals for the unit to make copies themselves.  If they do not have a budget, a determination should be made in consultation with the Program Director regarding a budgetary limit for expenditures by UCCS on copied materials.  In the event of extenuating circumstances, the presenter can consult with the Program Director regarding copies.  The purpose of this policy is to discourage the use of UCCS resources for multiple copies of multiple handouts.

Fees (see Policies on UCCS-Residence Halls Working Relationships Policies) for evening programs which are attended by less than 10 people are not charged to residence halls for after-hours service in the case of an emergency or crisis situation, such as those involving the University Community Response Team.  If extenuating circumstances exist which may indicate the necessity of fee negotiation, this will be conducted by the Program Director, in consultation with the UCCS director if necessary.

Materials and Preparation

Preparation of outreach materials should be conducted in consideration of the topic requested, specific goals of the unit, and time limits of the presentation.  When preparing an outreach presentation, staff can consult with the Program Director or an appropriate UCCS staff person with expertise in the topic area.  Materials from previously prepared workshops will be made available in a central location (p:\Outreach), or can also be requested from the Program Director or other staff.  Regarding making copies of handouts for presentations, information for the financial management of this can be found in the fees section.  UCCS is able to provide copies of handouts without charge, within a reasonable limit.  For groups larger than 40 people, the presenter should send master copies via email or campus mail to the requesting agency. 

Presentation Procedures

Presenters are responsible for confirming details regarding date, time, and location prior to the activity, as described earlier.  It is recommended that presenters arrive early (to the extent that this is feasible), in order to assess availability of necessary equipment or address unforeseen environmental issues.

Standardized outreach packets and/or an overhead, flyer or brochure introducing UCCS should be reviewed in all outreach activities.  Presenters have an obligation to provide information agreed upon prior to the workshop, answer questions, and assist university units with issues to the best of their ability.  If questions or needs arise which cannot be addressed in the scope of the presentation, staff

can agree to contact the group when they have the needed information, or refer them to an appropriate resource to address the concerns.  Each program should include anonymous evaluations (see below) completed after the presentation.  The original copies of these evaluations should be forwarded to the Program Director as soon as possible after the presentation, and a copy of the evaluation summary will be provided to the outreach provider and the presenter.
Documenting Activities

Participating staff are responsible for accurately recording in Titanium their activities.  Information regarding actual attendance and presentation length is to be entered.  Program outline, handouts and evaluations are to be given to the Program Director as soon as is feasible.  Evaluations will be summarized and utilized to provide ongoing assessment and improvement of outreach services.  Presentation outlines are helpful for program evaluation, as well as the development of future outreach presentations.

The following information is to be entered by consultation and outreach staff into their Titanium calendar using the Outreach code in “Other Appointments”: date of service, length of program, et cetera (e.g., 7/25/05; 1.0; 25; stress management, Ph.D students in neuropsych), audience size, number topic/issue and recipient of service.  For a consultation, the contact’s name and organization is entered under the campus/community consultation section in Titanium.  
The number of consultees, brief description of service, and so forth are to be entered into Titanium by staff conducting the consultation.  This information is also used for reporting on program activities.
Following are specific instructions on entering outreach information in Titanium. 
Entering Outreach Appointments and Data in Titanium

To add Outreach appointments to your schedule, add an “Other Appointment.”  On the “Appointment Information” tab, choose “Outreach” for the code.  Add the location, description, length, and other comments. If this outreach includes other staff members, select the “Scheduling” tab and add the other person(s). The appointment will automatically be added to their schedule. Then click the “Additional Information” tab. Using the dropdown menu, select the group that the outreach services is being provided to. The options are:

· Academic Program – Faculty/Staff

· Academic Program – Students

· Greek Association

· Residence Hall

· Student Group

· Student Services Staff

· Other

Use the next dropdown menu to indicate the Outreach Category; some categories will also include subcategory options. The options are:

· Consultation

· Liaison

· Other

· Presentation/Seminar

· Panel Discussion

· Resource Table

· Orientation

· Other

· Workshop 

· Meeting 

· Prep

· Other
Next, using the arrow keys, indicate the actual length of the outreach activity. For example, you may have blocked off 2 hours on the “Appointment Information” page to include travel time; however, the outreach activity may only be a one-hour presentation. Finally, indicate the number of people you expect to attend the activity. If you’re not sure, please estimate; if necessary, you can correct it after the activity is completed.

It is not necessary to change the attendance from “Scheduled” to “Attended” after the activity. However, should the activity be canceled, please indicate “Canceled” in the attendance section.    

POLICIES ON UCCS-RESIDENCE HALL

WORKING RELATIONSHIPS
I.
Evening Program by UCCS Staff In Residence Halls

1.
UCCS staff are available for programming with residents in the residence halls during day hours (8:00- 4:30) without a fee.  Residence Hall staff will focus on scheduling programming during this time.

2.
The Community Advisor will work with the residence hall director in developing presentations done by UCCS.  Programming will be offered for an entire residence hall, not just one floor or area.

3.
Residence hall staff will agree to advertise the program in advance (1½ - 2 weeks allowing ample time for sign-up).  A copy of the advertisement must be received by the program director at least 1 ½ weeks prior to the outreach activity.  Students will be asked to sign up in advance for the program.  The residence hall staff responsible for program details will inform the UCCS presenter 24 hours in advance of the number of residents registered. Programs will be canceled with less than ten registrants.  If the minimum requirement of ten registrants is met prior to the presentation, but the actual attendance is less than ten, a fee of $50.00 will be charged.  Community Advisors and their Hall Directors will be notified in writing, typically via email, of this policy prior to confirming the presentation (see point 5 below for fee information).

4. If an after hours program is not attended by at least 10 people, the residence hall will be required to pay a $50.00 fee.  If the presentation is done by a student staff member, a check (or cash) should be written directly to the student.  If this is not possible, payment may be provided to UCCS via a budget number and the student staff may utilize these funds to pay for Professional Development opportunities.  If the presentation is done by a senior staff member, a check (or budget number) should be made directly to UCCS 

5. These policies would apply to pre-arranged programs for residents.  There would continue to be no charge (day or evening) for UCCS staff time devoted to such activities as CA training, crisis/critical incident intervention, and consultation with Housing & Residential Life staff.

7.
UCCS Staff doing programming in residence halls need to abide by our part of the above agreements, and hold the residence hall staff accountable for their part (for example having a sign up sheet, contacting the presenter with number of sign-ups 24 hours ahead, etc.).

Revised 7/08
II.
Writing Letters For Students Wishing To Get Out of Residence Hall Contracts

With regard to writing letters for students wishing to be excused from their residence hall contracts, Housing and Residential Life is supportive of our general policy.  We do not write these letters following a first interview, preferring instead to see the student for several sessions to get a clearer picture of the situation.  We would write letters supporting the student only in those situations where we felt a student's mental health status was being adversely affected by continuing to live in a residence hall.
Program Evaluation
University of Minnesota Counseling and Consulting Services

Program Title: 
________________________________________________

Presenter(s): 


________________________________________________

Date: 



________________________________________________

Please respond to the following items using this scale:

1 = Strongly Disagree

2 = Disagree

3 = Neutral

4 = Agree

5 = Strongly Agree

1.   The program met the objectives outlined 

1
2
3
4
5

by the presenter(s).

2.   The presenter(s) was well prepared.

1
2
3
4
5

3.   The presenter(s) communicated ideas 

1
2
3
4
5

effectively.

4.   The presenter(s) tried to actively involve 
1
2
3
4
5

the audience in the program.

5.  
 I like the way the program was designed.
1
2
3
4
5

6.  
As a result of the program, I have a better 
1
2
3
4
5

understanding of the topic.

7.   The handouts/audio visual materials for 

1
2
3
4
5

this program were helpful.

8.
What specific aspects of this program were most helpful to you?

9. 
What changes would you recommend for this program?

10.
What other kinds of programs would be helpful to you?
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