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CAPS Student Handbook Overview  
 

This document serves as an augment to the Northwest University Undergraduate and Graduate Academic Catalogs 
and other University Manuals. It is written to clarify policies and practices as they relate to all CAPS’ programs or to 
specific aspects of individual CAPS’ programs. This Handbook supports and clarifies policies as set forth in these 
documents, and when statements may conflict, the Catalog and University Manuals have precedence over this 
Handbook unless specifically explained.   

This Handbook provides information that students are required to know about course formats used by CAPS 
programs, including totally online, blended, and classroom-based delivery modes regardless of where they are 
offered. It also specifics details as they relate to all CAPS populations: NU Online Campus (OL), Adult Evening 
Program (AE), and the Northwest Partnership Program (NPP).  

The Academic Catalog (Academic Catalog - Northwest Perspective) contains critically important information under 
which the College operates. Of special note are: 

 Accreditation 

 Mission and Values 

 Core Themes 

 Community Covenant 

 Vision 

 History 

 Educational Philosophy 

 Educational Goals 

 Community Affirmation Statement 

These are important statements with which all instructors are expected to be familiar since they provide the 
foundation upon which CAPS operates and makes decisions. 

We make every effort to maintain updated information in this Handbook. However, the University reserves the right 
to change policies and practices as needed. 

CAPS offered three primary programs addressed in this handbook: NU Online (OL), Adult Evening (AE), and the 
Northwest Partnership Program (NPP). Where policies differ based on program, the unique aspects and applicability 
of the policy are explained. 

This Handbook is published for information purposes only. Although every effort is made to ensure accuracy at the 
time of publication, this Handbook shall not be construed to be an irrevocable contract between the student and the 
University.  

Northwest University reserves the right to make any changes in the content and provisions of the Handbook without 
notice.  

  

https://www.northwestu.edu/catalog/
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Contact Information 

CAPS Staff are listed on the university eagle website-CAPS. 
Main CAPS Office Phone ............................................................  ............................................................................. 425.889.7793 
CAPS Fax ....................................................................................  ............................................................................. 425.803.3238 
University Receptionist ..............................................................  ............................................................................. 425.822.8266 

Physical and Mailing Address:  Northwest University 

 College of Adult and Professional Studies 
   5520 108th Avenue NE; P. O. Box 579,  
 Kirkland, WA  98083 

  

http://eagle.northwestu.edu/academics/college-of-adult-and-professional-studies/caps-staff-2/
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Degrees Offered 
 

We are committed to providing academic excellence in a learning environment intentionally designed to meet the 
unique needs of students enrolled in the College of Adult and Professional Studies. 

Degrees Offered Through CAPS 

 

Degree Award Major Minor Concentration Certificate 
Adult 

Evening 
Salem Online 

Undergraduate Programs        

Associate in Arts AA        

Business Management BA        

Christian Faith and Practice Cert        

Information Technology  BA        

Interdisciplinary Studies BA        

Ministry Leadership 
Cert 

Associate 
BA 

       

Nursing (RN-BSN) BSN        

Organizational Leadership BA        

Organizational Management BA        

Psychology BA        

Public Safety Administration BA        

Graduate Programs        

Bible & Theology MA        

Business Administration MBA        

Clinical Mental Health Counseling MA        

Education MEd        

Ministry MIM        

Nursing MSN        
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Academic Policies and Procedures 
 

The University catalog (Catalog – Academic Services) has a specific section presenting the academic policies under 
which the staff and students operate. The following points clarify their application to CAPS nontraditional student 
situations. They are for explanation only – the University Catalog is the source document. Students and faculty 
should address any specific questions to the respective CAPS office (see Personnel listing above).  

Academic Standing and Degree Progress 

Success Strategies Standing. The University classifies entering students with grade point averages from previous 
college work or from their high school below 2.5 as Success Strategies Standing. These students work closely 
with their academic advisor to determine strategies to raise their averages, which may include limiting their 
course load or selecting courses for which they are specifically prepared. 

Student Success and Satisfactory Academic Progress (SAP). Federal financial aid utilizes restrictions regarding 
funds they provide to students to obtain their education. Satisfactory Academic Progress (SAP) is the main 
monitoring method, and this system requires universities to monitor both the quality and quantity of students’ 
work. Thus, there is a close connection between academic and financial aid standing. The University monitors 
students’ SAP each semester and it can have a direct impact on their ability to obtain federal financial aid and/or 
continue at Northwest University.  

Student success is an important responsibility for all CAPS staff. While we understand that life’s demands often 
conflict with students’ academic progress, we want to identify potential problems early enough to make 
corrections possible. Although reducing the number of credits taken in a semester will mean a slower 
progression towards completion, failing courses have an even more drastic affect. The following categories help 
students and advisors create strategies for success.   

Academic Probation. The University classifies continuing students who fall below the academic average of a 
cumulative 2.0 GPA as Academic Probation. 

Warning. The University places students on a warning status when their grade point average is less than the 
levels listed in the table above (work quality) or when they fail to complete at least 67% of their registered 
work (quantity). Warning informs students and advisors in order to create a plan to address whatever is 
preventing successful course completion. Students on the warning status are restricted in their academic loads 
and are required to participate in special academic advising. Students usually are on a warning status for only 
one semester. When their cumulative grade point average rises above the stated levels, CAPS removes them 
from the warning status. 

Probation. The University places students on probation after they have been on a warning status for one 
semester and they were not able to raise their grade point average or complete more than 67% of their courses. 
This indicates that the academic strategy was not successful, so students are placed under a probation status 
where a more direct attention and approach can be taken. Probation students usually are limited to one course 
at a time, to breaks between courses, to repeating failed courses, or to other approaches intended to make a 
significant impact on the satisfactory completion of their course work. Students have one semester to advance 
above probation status. In some circumstances, the University allows students to remain on probation status as 
long as their academic quality and quantity are advancing.  

Suspension. The University places students on suspension whose cumulative grade point average is below the 
stated levels for two or more semesters. Suspended students cannot continue enrollment. Students may appeal 
their suspension by following a procedure where they can show a significant change in the factors that were 
affecting their success. If the University approves their appeal, students are retained in a probation status. If the 
University denies their appeal, students are dismissed from the University. 

Reinstatement. Students who left under suspension may request reinstatement by directing their request to the 
Provost. At least one semester must elapse after suspension during which time they should have reevaluated 
their educational plans or taken steps to improve their scholastic skills through study at another institution.  

https://www.northwestu.edu/catalog/
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Adding and Dropping Courses  

Students register for their classes at least one week prior to the beginning of the course to allow sufficient time 
to obtain course materials and complete assignments. Students who do not submit assignments because of late 
registration will usually receive a lower grade. 

Students must drop a course within six days of the first class session. Schedule changes after this deadline are 
considered for course withdrawal (no refund of tuition or fees).   

Advising 

CAPS communicates student schedules prior to each semester to ensure progression toward degree completion. 
Students should consult their academic advisor prior to adding, dropping, or withdrawing from any courses.  

Cancellation of Registration 

Students who register for classes but decide not to attend must immediately notify the Registrar and submit a 
Cancellation of Registration request before the first day of class.   

Change of Major  

Students who desire to change their major should consult with their current advisor before submitting a Change 
of Major/Advisor Request form. Students should thoroughly understand the change of major’s impact on their 
academic progression, grade point average, and financial status.  

Change of Course Schedule 

Northwest University reserves the right to cancel courses that do not meet the minimum number of enrolled 
students. The University reserves the right to combine, and/or change the session, time, day, or location of any 
class without obligation. The University also reserves the right to change the instructor without obligation. 
Schedule changes will be posted online and it is the student’s responsibility to be aware of all schedule changes. 
Schedule changes by the student may affect their tuition, financial aid and/or veteran’s benefits. Students 
should consider consulting with their advisor prior to making course schedule changes. Tuition charges may be 
adjusted based on schedule changes.  

Course Length and Student Time Commitment 

All of CAPS courses are built upon an accelerated learning model. Each semester is divided into parts called 
sessions. Students register for all courses within their semester, and then address their courses based on how 
they are offered in their respective sessions. This allows CAPS students to focus on few concurrent courses for a 
shorter period of time. The accepted standard is for the typical student in the typical undergraduate course to 
spend 120 hours in all course-related work, and graduate students to spend between 120 and 135 hours in all 
course-related work. 

Adult Evening. The Adult Evening academic year is divided into two semesters that are six months in length, 
with each semester divided into five sessions with courses of five weeks in length. Full-time students register for 
at least four courses, sequentially taken unless they “double-up” and take two within the same session. To reach 
the 120-hour expectation, the typical student in the typical Adult Evening course spends approximately 24 hours 
per week for each course. 

NPP. NPP academic years are divided into three semesters following the traditional year of fall, spring, and 
summer, although normally NPP students only register during the fall and spring semesters. NPP students who 
desire to take courses in the summer are encouraged to contact their advisor and NPP student financial services. 
Financial aid may not be available during the summer semester and students will not be able to participate in 
their internship for credit during the summer.  

Each semester is divided into two sessions of eight-week lengths. Undergraduate courses are seven weeks in 
length, allowing a week break between sessions, whereas graduate courses are eight weeks in length. Since 
most NPP students are concurrently involved with both academic and experiential learning activities, most 
partners encourage their students to enroll for 12 academic credits each semester. An additional three credits of 
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practicum credit may be earned each semester. A full-time student must enroll in at least 12 credits each 
semester, not including practicum credit. 

Full-time students register for at least four courses, usually two in each session to balance their workload. To 
reach the 120-hour expectation, the typical student in the typical online undergraduate course spends 
approximately 17 hours per week for each course, whereas the typical graduate student spends approximately 
15 to 16.8 hours each week.  

NU Online. NU Online academic years are divided into three semesters following the traditional year of fall, 
spring, and summer. Each semester is divided into two sessions of eight-week lengths. Undergraduate courses 
are seven weeks and one day in length, allowing a week break between sessions, whereas graduate courses are 
eight weeks in length. Full-time students register for at least four courses, usually two in each session to balance 
their workload. To reach the 120-hour expectation, the typical student in the typical online undergraduate 
course spends approximately 17 hours per week for each course, whereas the typical graduate student spends 
approximately 15 to 16.8 hours each week.  

Course Withdrawal 

Students may withdraw from a course any time prior to the date of the last class session but no tuition 
adjustment will occur. Students must notify the Registrar in writing and will receive a grade of “W” for the 
course from which they have withdrawn. This is a permanent grade on the transcript but it will not affect GPA. 
Students may retake courses at a later date at their own expense.  

GPA  

Students are required to have a 2.0 cumulative GPA for graduation and must pass all required courses with at 
least a D-.  

Graduation Application and Commencement 

Students should submit their graduation application to the Registrar’s Office a year before their anticipated 
graduation date. Graduation applications generate the official degree audit that details placement of transfer 
courses, courses completed at NU, and notes the remaining required courses to graduate. Students have up to 
six years from their entry date to complete their degree requirements. The graduation application fee is only 
charged once; regardless of completion date. Degrees are conferred upon successful completion and reporting 
of all degree requirements. NU confers degrees on the last business day of each month, except for the months 
of December, May and August; the Academic Catalog publishes the conferral dates for these months. 

Certificate Awards. The University posts certificates, including the Certificate of Ministry Leadership (CML), 
when students complete the requisite coursework. There is no fee or application required and students do not 
participate in any commencement ceremonies. Students can request a printed certificate by submitting an 
application along with a fee. The certificate will be printed and mailed to the student’s permanent mailing 
address. Students should direct questions on this topic to the Registrar’s office. 

Associate Degrees. Students earning any associate’s degree may participate in the yearly 
Commencement.  Those participating must apply for graduation, pay the application fee, and complete or be 
registered for all degree requirements. Students completing an associate degree may earn the degree without 
submitting a graduation application, without paying the graduation fee, and not participating in the 
Commencement ceremony. Students should contact the Registrar’s Office to request the printing of their 
diploma and the method to pay the printing fee.  

Bachelor’s and Master’s Degrees. Students earning any Bachelor’s Degree may participate in 
Commencement.  Those participating must apply for Graduation, pay the application fee, and complete or be 
registered for all degree requirements. 

Commencement. The University conducts commencement ceremonies once a year, usually in early May. To 
participate in Commencement, spring or summer graduates must be within six credit hours of completing all 
requirements for their degree. Students must also be current on all course requirements and be approved by 
the school faculty as making satisfactory progress in the program. If any of these criteria are not met, individual 
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students will be evaluated by the Provost.  Credit hours must be verified by the Registrar. Diplomas will be 
mailed (or held for pickup) to the student within 6-8 weeks of completion of work and degree posting.  

The catalog requirements in effect during the semester in which the student first enrolled are applicable, 
provided graduation is within six years from the end of that semester. However, students may also graduate 
under the requirements of the current catalog. In all cases, while the final responsibility rests with the student 
for fulfilling all requirements for graduation including those identified in an official graduation audit, the 
University provides advisement services to its students through academic advisors and the Registrar’s Office. 
This shall include requirements resulting from program modifications affecting course offerings. 

Students may not be eligible to participate in graduation ceremonies until all accounts are paid in full. No 
diplomas, certificates, degrees or transcripts will be released until student accounts are paid in full. If a student 
is delinquent in repayment of student loans, he/she will not be eligible to receive deferment, cancellation 
provisions, nor will academic transcripts and/or diplomas be released.   

Grievances 

Students should address academic misunderstandings or grievances initially to the course professor. If 
satisfactory agreement is not reached, students should take the matter to their Program Faculty Lead. Students 
should address formal academic grievances to the Office of the Provost.   

Honesty 

(see Academic Catalog-Academic Honesty) Northwest University considers dishonest academic conduct by 
students to include any activity that allows a student to take an unfair advantage of fellow students or to 
misrepresent another’s work as their own. Academic dishonesty may result in students failing the assignment, 
failing the course, or dismissal from the University. Faculty report instances of academic dishonesty to the 
Provost’s Office who ensures students understand the implications of further violations. Students disciplined by 
a faculty member for alleged academic dishonesty have the right to appeal the disciplinary action. 

Honors 

 Cum Laude: students who have maintained a 3.500 to 3.699 grade point average in NU course work. 

 Magna Cum Laude: students who have a grade point average of 3.700 to 3.899 in NU course work. 

 Summa Cum Laude: students who have a grade point average of 3.900 to 4.000 in NU course work. 

 Nu Upsilon Honor Society: for CAPS students in the adult evening and extension site programs; nominated 
by CAPS Program Coordinators. 

 Who’s Who in Northwest University: selected students with junior and senior status; nominated by the 
faculty for inclusion each year based on character, leadership, and academic record.  

 Sigma Chi Pi: an honor society established for graduates of endorsed Assemblies of God Colleges; faculty 
make their selections from graduates and alumni. 

Incomplete Courses 

A student may request an Incomplete grade in writing for reasons of illness or emergency if the majority of their 
coursework has been completed. Arrangements must be made prior to the last class session between the 
student and instructor. The Incomplete will be recorded as “I/Grade Default” on the student’s transcript and 
must be completed by the end of the fourth week of the following course session (whether or not the student is 
enrolled in that session). No adjustment to their GPA will be calculated until the final grade is posted. At the 
conclusion of the four-week time period, the grade will be updated by the professor or convert to the current 
grade reported by the professor. 

Late Work 

It is the student’s responsibility to meet all deadlines for class assignments. Grades for each late assignment 
submitted may be penalized by 20%. It is up to the instructor whether or not they will accept late work.  

https://www.northwestu.edu/catalog/
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Prior Learning Credit 

Prior Learning Assessment (PLA). PLA is a general term used by the University to describe all college-level credit 
awarded or recognized for learning acquired in non-college settings. The University considers PLA credit by two 
methods based on whether a recognized organization has assessed the learning (Certified Prior Learning) or 
whether Northwest University faculty must individually evaluate the student’s learning (Credit by Portfolio). 
Select this link for more information regarding Prior Learning Assessment. 

College Level Examination Program (CLEP). Students planning to take a CLEP exam should contact the College 
Board at their main website www.collegeboard.com for the nearest testing center. Some majors have specific 
requirements that may not be met by the indicated exams. Students should contact their academic advisor for 
official equivalency prior to taking any exams. Minimum Required Score and Credits: NU accepts the 
recommendation of the American Council on Education (ACE) regarding credit value and minimum acceptable 
scores for the awarding of credit. 

DSST. The DANTES Subject Standardized Test Program (DANTES/DSST) serves students to test out of a number 
of courses. Northwest University accepts their credit recommendations. Students desiring to take a DSST exam 
should contact this website for the nearest testing center: www.getcollegecredit.com. Some majors have 
specific requirements that may not be met by the indicated exams. Students should contact their academic 
advisor for official equivalency prior to taking any exams. Minimum Required Score and Credits:  NU accepts the 
recommendation of DSST/ACE regarding credit value and minimum acceptable scores for the awarding of credit. 

Program Withdrawal 

Students who must withdraw from the University during the semester should communicate with their Academic 
Advisor, Financial Aid, and with the Registrar as soon as possible. Students who merely stop attending class or 
submitting assignments are not automatically withdrawn from classes or their academic programs.  

Semester Academic Honor Lists 

The Dean’s List includes students who earn a semester GPA of at least 3.500 while carrying at least 12 credits of 
courses that affect GPA (i.e. non-pass/no credit courses). The Honor’s List includes students carrying the same 
course load and earning a semester GPA of 3.300-3.499. 

Student Attendance Expectations 

Course participation is necessary to comply with federal financial and regional accreditation 
requirements. Attendance and participation are critical to understanding the course material. As such, faculty 
expected students to attend all class sessions of the Adult Evening program, and to participate in all course 
assignments in online courses. Attendance and participate in the first week of class is critical since the University 
verifies student enrollment during this Add/Drop week.  

Adult Evening. An absence is defined as missing any portion of a class. In the case of an unavoidable absence, 
students are responsible to contact the instructor in advance. The instructor may make provisions to 
accommodate one absence; however, the instructor is not required to do so. In that case, students may be 
required to withdraw from the course.  

Students who are not able to attend the first night of class for any reason must receive permission from the 
instructor to remain in the class. If the instructor does not grant the request, students must drop the course to 
prevent tuition charges. Students should then consult their advisor to adjust their schedules. Nonattendance 
after the Add/Drop deadline requires student to withdraw from the course to prevent earning a failing grade. If 
they do not officially withdraw, students will receive an “F” (failing grade) for the course.  A failing grade will 
affect the student’s GPA, financial aid status, and tuition charges. Students may repeat courses in future 
semesters by enrolling and paying the appropriate tuition.   

NU Online and NPP. Online courses define participation as the submission of a graded assignment, including a 
graded quiz, discussion post, response post, or Applied Learning Activity. Non-participation in the first week of 
course in most cases results in dropping the course. 

http://eagle.northwestu.edu/academics/office-of-the-provost/home/prior-learning-assessment/
http://www.collegeboard.com/
http://www.getcollegecredit.com/
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Teach Act Copyright Notice 

The materials for CAPS courses are only for the use of students enrolled in these courses for purposes associated 
with each course and may not be retained or further disseminated. 

Technology Use 

All CAPS courses utilize technology for communication and assignment submission. Students are responsible for 
ensuring initial and ongoing internet connectivity. Students should always copy and save their work. Although 
courses may have differing style requirements, all submitted work must have undergone appropriate spelling 
and formatting.  

Adult Evening. Usage of cells phones and laptops in classrooms must be limited to appropriate educational 
activities. Northwest understands that adult students may have family or other responsibilities that require 
them to be available for emergencies. Emails and social media must be limited to the class break in non-
emergency situations. Please be courteous and remember to use these communication tools in manners that 
are not distracting to others. Students who anticipate critical communications during class must notify the 
instructor before the class begins, at which time the instructor will establish the best way to address these 
needs. Failure to consider these technology guidelines can negatively affect class participation grades. 
Instructors define unacceptable class interruptions and distractions. Instructors have the right to ask students 
who must make personal phone calls to leave the classroom to prevent distractions. Excessive or reoccurring 
abuse of technology while in the classroom are grounds for disciplinary actions. 

Transcripts 

Once grades have been posted in the database, unofficial transcripts are available to students through Self-
Service. Official transcript requests must be made in writing or online to the Registrar’s Office. A fee is required 
for each transcript. Unpaid tuition charges will prevent the release of transcripts. If a student is delinquent in 
repayment of their student loans, he/she will not be eligible to receive deferment, cancellation provisions, nor 
will academic transcripts and/or diplomas be released. 

The Registrar can only verify the authenticity of course work earned at Northwest University.  Transcripts 
entrusted to the University from other institutions cannot be duplicated or given to students or other external 
individuals without the expressed written permission of the institution and the student.  
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Family Educational Rights and Privacy Act 
 

The Family Educational Rights and Privacy Act of 1974 (FERPA) specifies rights and privileges regarding student 
records. The written institutional policy adopted by Northwest University in compliance with FERPA is available from 
the Registrar’s Office. Annual notice regarding FERPA rights is provided in the University’s Academic Catalog-Student 
Records. 

 

  

https://www.northwestu.edu/catalog/
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CAPS Student Support Services  
 

CAPS students have access to several campus-based support services. Because CAPS students are not charged the 
fees that are required for traditional students, some of the services are on a charge-for-service arrangement. Some 
services may be available only on the Kirkland campus.  

Accommodation Policy  

Students with diagnosed situations that require special accommodations should contact Academic Success and 
Advising at 425.889.7823. Students with diagnosed needs are encouraged to have the accommodations on file 
before they become involved with learning situations in which they may need accommodations. This ensure a 
smoother and quicker process.    

Community Expectations 

The University’s Academic Catalog-Community Covenant, Community Affirmation Statement, and Precision of 
Language sections define, clarify, and guide all interactions among faculty, staff, and students. Appendix A – 
Netiquette further explains these expectations. Additionally, students represent Northwest and each other 
through our daily lives, especially when engaged in assignments or activities openly connected with the 
University. When involved with activities on one of the university’s campuses or on a partner’s facilities, certain 
restrictions may be in effect. Specifically, NPP students are obligated to follow the guidelines of their respective 
site. 

Computer Labs 

Computers are available for student use on the main floor of Hurst Library and in the Health Sciences Center in 
rooms 254 and 252.   

Counseling Services  

Counseling and support services through the Wellness Center promote an integrative and holistic approach to 
student health and wellness, supporting students in their physical, mental, emotional, spiritual, and social well-
being. Much of their materials are available through the eagle webpage. Counseling appoints are available 
through a for-service fee.   

Eagle Intranet Website  

The Eagle website serves as an Intranet for Northwest University, providing an electronic source of documents 
and resources for current students and faculty.  

Food Services  

The Caf offers a wide variety of quality food choices appealing to differing preferences and is open Monday 
through Friday 7:00 am to 7:00 pm; weekend hours vary. The Aerie café is located in the Pecota Student Center. 
There is no meal plan available for CAPS students.  

Learning Management Systems (LMS)  

The University utilizes two Learning Management Systems. Discovery (through Moodlerooms) serves courses 
offered through the Adult Evening and some blended extension site courses. NU Online (through NEO) serves 
online courses. 

Library  

The Hurst Library offers many services through their physical building on the Kirkland campus and through their 
website:  

 Search thousands of eBooks and eJournals available 24/7 from anywhere 

 Finish your bibliography fast using tools like RefWorks and citation style guide  

 Renew books, check hold and inter-library loan statuses  

https://www.northwestu.edu/catalog/
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 Receive help from library reference staff searching and citing resources; email library@northwestu.edu 
or call 425-889-5266. 

Name/Address Changes 

Students who change their names should contact the Receptionist to begin the process and clarify needed 
documentation. Receptionist@northwestu.edu. 

NU Email 

The University issues to all NU students their institutional email account. All NU email communications are sent 
to the students’ NU email accounts. Students can set up email forwarding to their personal email account to 
receive NU emails if they desire. Passwords are required to change every few months, and once expired must be 
reset through the University’s Information Technology department. 

Printing Services 

There are several ways for students to print documents while on campus. Student printing can be done in the 
Hurst Library, HSC-254, Barton Building, 6710 Building, and Rice Hall. Color printing and copying is available in 
the Hurst Library. NU maintains a debit balance system for student printing to campus printers and copiers. 
Pages must be purchased before printing to any on campus printer or copiers. 

Self-Service 

Self-Service provides all CAPS students access to their academic records including their unofficial transcript, 
current schedule, student account balances, and course registration.  

Smarthinking 

This online service is available to all CAPS students; access is provided through their online class portals. NU 
Online and NPP students taking online courses have free 24-hour access to Smarthinking, an online tutoring 
service that supports student success. Students access the system through this link: 
http://eagle.northwestu.edu/apps/lms/smarthinking.php. Login utilizes the standard student name and 
password. Smarthinking offers access to a tutor through live chat, phone, and email. Subjects include, but are 
not limited to, Writing, Reading, Math, Sciences, and Technology. 

Spiritual Development and Resources 

NU’s Campus Ministries staff will pray for individual needs and rejoice with responses. For private prayer 
requests or praise reports, you can send a text to 206.486.4656. Public prayer requests and praise reports can 
be posted as a comment directly within this forum for other students to post a response.  

The Northwest University virtual chapel provides an opportunity for individuals to engage in personal spiritual 
growth, develop a sense of community, and learn more about the basics of Christianity. Chapel is a vital part of 
life at Northwest University in response to the teachings of Jesus with an ultimate goal of glorifying God. Any 
CAPS students are welcome to attend chapel services conducted three times a week on the Kirkland, 
Washington campus.  

Faculty, staff, and students provide a daily online devotional during the main school year. You can access this 
from the NU Devo link.  

Textbooks 

Students can search for their required textbooks by accessing My Textbooks via the Eagle website or through My 
Profile once they register for courses.  

Title Protocol for Instructors 

Professors and classmates should always be addressed with respect. It is appropriate to address other students 
by their first names. Your instructor should be addressed according to his or her proper title, e.g. “Professor 
Smith” or “Dr. Jones.” 

mailto:library@northwestu.edu
mailto:Receptionist@northwestu.edu
http://eagle.northwestu.edu/apps/lms/smarthinking.php
http://www.northwestudevo.com/
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University Closures 

In the event of a school closure due to inclement weather, decisions are usually made by 2:00 pm for Adult 
Evening on-campus classes. Students receive notification via the campus alert system, the University website, 
and the eagle website.  

Writing Center 

The Writing Center on campus is located in the Hurst library. Students can make appointments to access a 
writing tutor in person or via email with this link: Writing Center.  

  

https://eagle.northwestu.edu/departments/writing-center/
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Student Financial Services 

 

Tuition and fees are to be paid in full at registration each semester unless arrangements are made with the Student 
Accounts Office prior to starting the new semester. All past due accounts must be settled with the Student Accounts 
Office prior to registration for the following semester.   

Tuition Assistance 

Some employers assist students with educational costs. If the student’s employer pays the University directly, 
some or all tuition payments may be deferred based on the timing and amount of assistance.  Otherwise, if the 
employer reimburses the student for tuition, the student will be expected to pay at registration using one of the 
standard payment plans of the University. Employer Assisted Payments are still governed by the late fee policy. 
The University will provide any information that is requested or required by an employer to approve payment 
for tuition.  

Student Financial Aid 

FAFSA is required by all schools that offer federal or state aid. To complete the FAFSA, visit www.fafsa.gov. The 
Northwest University FAFSA School Code is 003783.  

VA Benefits 

Our programs are approved for Veteran’s Administration (VA) benefits. Contact Northwest University’s VA 
Coordinator at 425-889-5263. Additional education benefit information can be found on the VA website at 
www.gibill.va.gov. 

 

  

http://www.fafsa.gov/
http://www.gibill.va.gov/
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Appendix A – Netiquette Guidelines 

As a distinctly Christian University, Northwest requires that all students and instructors adhere to their respective 
handbooks.  All communication including but not limited to class discussions and emails, must adhere to the 
guidelines.  Any participation that violates the principles articulated below may be reported to the College of Adult 
and Professional Studies.   

 Be respectful, polite, and courteous.  

 Inappropriate comments or jokes regarding race, age, gender, religion, or other potentially offensive topics 
are unacceptable.  

 Remember that culture, language, and humor have different points of reference.  Be aware that something 
things do not translate well: date formats, measurements, idioms, and sarcasm, among others. 

 If you observe or receive contact from students containing sexual innuendo, threats or allusions to violence 
of any sort, or racial slurs which are expressly prohibited, please report them to CAPS immediately.   

 Respect your students’ email. Forwarding of email is discouraged unless the email in question relates closely 
and specifically to the topic of discussion at hand. Do not forward unrelated email that promotes a particular 
political or religious point of view.  

 Wait overnight to send emotional responses to messages.  If you have really strong feelings about a subject, 
write carefully to avoid insulting or condescending tones.  

 People with whom you communicate have complex schedules and other responsibilities and may not 
respond right away.  

 Remember this is academic setting that requires the use of complete sentences and correct grammar.   

 UPPER CASE LOOKS AS IF YOU’RE SHOUTING.   

 Text message shortcuts are inappropriate for this type of setting.  

 Avoid slang, local acronyms, and the use of clichés.   

 Overall, remember that electronic communications are public in the same way classroom communications 
are public.  The instructor and the students ought to abide by the same rules of professionalism and respect 
as in any other type of personal interaction.   

 

 


