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4-step emergency procedure –  
included in all name badges

1. Make sure you are safe.

2. Pick up any house phone, dial extension 
shown in schedule and in name badge and 
report the emergency immediately.

3. Find a Capella staff member with a walkie and 
notify events team of location of incident.

4. If applicable, follow evacuation instructions as 
ordered by hotel security or police.

Emergency or real-time incidents:

Real-time incident: theft of several laptops in 
a specific location, warning of possible arson, 
threatening situation, etc.

Staff process: In the event of a real time 
incident, Capella staff (Learner Affairs 
representative and Event Manager) will 
determine if the incident is reportable and notify 
the hotel to inform registered attendants of the 
incident.  Notification will be made through 
venues private network, targeting only Capella 
group registered attendees regarding the 
general details of the incident.  No victim names 
will be reported. 

Emergency incident: threat of bodily harm, fire, 
or natural disaster. 

Staff process: In the event of an emergency 
incident, Capella staff (Learner Affairs and 
Event Manager) will determine if the incident is 
reportable and notify the hotel/event center to 
inform the registered attendants of the incident 
details. Notification will be made through the 
venue’s alert procedures.

Staff are responsible for:

•	 Reviewing	the	Staff	Colloquium	Security/
Incident Protocol.

•	 Walking	the	space	–	be	familiar	with	the	
location of the nearest emergency exits and 
hotel house phones.

•	 Knowing	who	the	Event	Manager	and	Learner	
Affairs rep are onsite.

•	 Keeping	cell	phones	and	walkies	available	and	
on your person.

•	 Staying	calm	in	emergency	situations.

Things to Remember

•	 Not	all	guests	of	hotel	are	with	Capella	
University, and there will be a large amount 
of traffic of guests that are not attending the 
colloquium.	

•	 A	couple	of	things	to	keep	in	mind	beyond	
the safety issues, are incidents that may 
involve media, attorneys or otherwise 
unplanned confrontations of a more devious 
manner. This could be a very general 
edict	that	all	unique/unusual	situations	or	
individuals that are not learners be referred 
to either hotel security or Learner Affairs if 
Capella	representation	is	required.

Colloquium	Security	/	Incident	ProtocolOn-Site Suppport Services  
Colloquium Information Booth 

•	 Questions	specific	to	the	colloquium	experience;	
schedule,	logistics,	dietary	inquiries,	special	events,	
etc

•	 Hotel	and	facility,	transportation	questions

•	 Local	Area	questions

•	 Registration,	check	in	and	checkout	questions

•	 Capella	store

Faculty Support Booth

•	 Scheduling

•	 Transportation,	travel	or	lodging	questions

•	 Faculty	pay	questions

•	 Other	(general	Capella	questions,	school	support,	
etc.)

Learner Services Booth

•	 Colloquium	exceptions

•	 Disability	accommodations	at	weekend	experience

•	 Financial	Aid

•	 Billing

•	 Academic	–	non-event	related	

•	 Academic	Advising	support

•	 Escalated	learner	situations

IT Support Desk

•	 eTech	–	audiovisual	team	and	production	partner

•	 Internet	support	for	learners	and	faculty	(wireless)

•	 Capella	IT	questions:	Courseroom	and	iGuide	
support

Changes relating to weekend experience curriculum or 
materials are addressed by the school lead designee

WEEKEND EXPERIENCE ON-SITE

Area Hospital and Area Pharmacy
locations are listed in the schedule



The escalation protocol was designed to ensure 
that we are creating, supporting and maintaining 
an	environment	at	colloquium	that	encourages	
and is conducive to great teaching and learning 
for all faculty and learners. It also ensures that 
the necessary staff/leaders are involved in onsite 
decisions and the appropriate stakeholders are 
notified of major incidents.

Onsite PhD Colloquium Roles

•	 Academic	Director	of	Residencies

o Provides onsite academic authority

•	 Colloquium	Lead

o Onsite authority for the school’s faculty 
onsite	at	colloquium

o Partners with faculty, staff and onsite 
leadership to address faculty issues or 
learner	issues	related	to	colloquium

•	 Learner	Affairs

o	 Reviews	university	policy	and	procedure;	
provides university’s position

o Consults with legal counsel, as needed

o May provide financial accommodations, if 
applicable

•	 Disability	Services

o	 Resource	for	faculty,	learners	and	staff	who	
have	questions/concerns	regarding	ADA	
accommodations

•	 Event	Manager

o Liaison with hotel/site contacts, logistics, 
etc.

o Escalates security concerns with hotel (if 
applicable)

Types of Issues

Escalated issues may arise and be brought to 
the attention of any of the staff/faculty onsite. 
Concerns will fall within one of the following 
categories and involve the following onsite staff, 
faculty or leadership:

•	 Colloquium – Learner issues: The	Colloquium	
Lead	or	Learner	Affairs	Representative	is	
responsible for working with the appropriate 
staff and/or faculty to address or remediate 
academic or behavioral issues at the 
colloquium.	(Exceptions	to	the	residency	
attendance policy are owned by Learner Affairs. 
Learners	making	requests	for	exceptions	onsite	
should be directed to the Capella desk to 
discuss their circumstances.) 

•	 Colloquium – Faculty issues: The	Colloquium	
Lead is responsible for working directly with 
the faculty member to remediate and/or 
address	the	issue.	The	Academic	Director	of	
Residencies	and	appropriate	Faculty	Chair	
are informed and consulted as concerns arise. 
Learner Affairs is informed if the issue has 
potential impact to the learner experience.

•	 Colloquium – Logistical: Logistical issues 
should	be	directed	to	the	Colloquium	
Information desk. Staff will consult with the 
Event Manager to address learner concerns. 
Any financial accommodations that need to be 
made can be facilitated by Learner Affairs and/
or the Event Manager.

•	 Non-colloquium related: Concerns regarding 
other Capella-related matters separate of 
colloquium	should	be	referred	to	the	Learner	
Services desk. Staff will work with the necessary 
Minneapolis staff to resolve the issue. 

Escalation	Protocol	–	PhD	Colloquium

Onsite	Role Consults with or reports incidents 
to:

Academic	Director	
of	Residencies

Event Manager

Learner Affairs

Colloquium	Lead

Chief Academic Officer

Colloquium	Lead Academic	Director	of	Residencies	

Dean	(when	appropriate)

Faculty Chair (when appropriate)

Human	Resources	(when	
appropriate)

Learner Affairs Learner Affairs team (when 
appropriate)

Event Manager  

Academic	Director	of	Residencies	

Disability	Services	(when	
appropriate)

Legal Counsel (when appropriate)

Event Manager Residency	Operations	Manager

Academic	Director	of	Residencies	

Director	of	Events	(when	
appropriate)

Disability	Services Disability	Services	Supervisor

Event Manager (when appropriate)

Learner Affairs (when appropriate)

Communication Paths

The following onsite staff, faculty, and leadership are 
responsible for consulting with and/or notifying the 
following stakeholders about escalated issues that occur 
onsite.

WEEKEND EXPERIENCE ON-SITE
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Qualitative Research Plan 
1.4 Research Topic. 
1.5 Research Literature Review. 
3.1 Advancing Scientific Knowledge. 
6.0 References 
 

Quantitative Research Plan 
1.3 Research Topic. 
1.4 Research Problem. 
3.1 Advancing Scientific Knowledge. 
6.0 References (no section 5.9) 
 

Mixed Methods Research Plan  
1.3 Research Topic. 
1.4 Research Problem. 
1.5 Need for the Study or Research 
Problem. 
3.1 Advancing Scientific Knowledge. 
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• theoretical focus of the study; 
• methodology; 
• research design; and 
• designing the sampling plan (completing initial sections 

of research plan). 

• writing (writing for academic audience);  
• enhanced library skills;  
• IRB resources; 
• research question; 
• purpose statement; 
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