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Extended Education at Western 

Mission 
Extended Education connects learners of all ages to the Western Experience. Extended Education collaborates with colleges, 

departments and the community, linking university resources with educational needs and opportunities both on and off 

campus. 

Vision Statement 
Extended Education will share the Western Experience with students of all ages through learning opportunities across time 

and place by expanding partnerships – campus and beyond – to build a stronger Washington. 

Statement of Quality 
Extended Education is committed to the same high standards of quality for which Western is well known. Programs and 

courses are designed and/or revised with the assistance of university faculty, aided by industry and community experts and are 

reviewed and approved by Western Washington University colleges, departments and academic committees. 

Unit/Program Mission of Western on the Peninsulas 
To provide a distinctive Western Experience in programs that are linked to the unique strengths, needs and interests of the 

communities on the Kitsap and Olympic Peninsulas. 

Description of Unit/Program 
In addition to the academic courses/degree programs offered to students, Western on the Peninsulas also offers non-credit 

programs and educational events designed for the general public ranging from K-12 to adults of all ages. 

Program Development and Design Process 
Non-credit programs include 1) Cybercamp (for youth), 2) The Academy for Lifelong Learning (for adults) and 3) Professional 

Development (for adults).  The required approvals and processes are the same for all. 

Courses and programs are developed by the instructor with input from Western on the Peninsulas staff. 

Program Approval and Implementation Process 
When a course or a non-credit program such as a youth “camp” is proposed, staff in the Western on the Peninsulas office 

meets with potential instructors and sometimes with prospective participants to determine interest and drafts a budget to 

determine feasibility.  

Program Approval Process 
Once it has been determined that planning for the program should go forward, staff assemble the necessary details and 

prepare planning documents which are approved locally at the Director of Operations level and then forwarded to Extended 

Education Administration and Financial Management to handle contracting and payment of instructors, speakers and/or any 

payment of additional support staff that might be needed. If expenses are above the norm, the program may require a higher 

level of approval; in that case, it would go to the Senior Director and possibly to the Vice-Provost for approval. If expenses 

are to be paid with grant funds, the P.I. on the grant must approve.   

Program Outreach and Marketing Process 
Marketing pieces for Non-credit courses and programs are created by Extended Education’s Marketing Team on the WWU 

Bellingham campus and distributed by Western on the Peninsulas staff.  There is some variability in the types of pieces created 

and the audiences we reach out to depending on the program. Typical marketing efforts include flyers, brochures, catalogs, 

email blasts, website postings and social media postings.  If the program is designed for a specific audience such as teachers, 

for example, Western on the Peninsulas staff distributes marketing materials through the school districts.  If it is designed for 

youth, we may advertise in local school newsletters.  If the program is designed for older adults, we direct mail marketing 

pieces and distribute them through the public libraries and senior centers.  If the program is designed for professional 
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development in a particular field, we get the word out through organizations that work in that field and through the 

communication channels that they use. 

Program Financial Overview 
Instructors in the Academy for Lifelong Learning-Peninsulas program are compensated at the same standard rate of pay as 

instructors in the Academy for Lifelong Learning-Bellingham program.  Because our local instructor pool is somewhat limited, 

WWU will pay travel expenses for instructors if required. Instructors in other programs may come at a higher rate of pay, or 

they may volunteer their time, or be paid by grant funds.  Budgets and course fees are considered accordingly. 

Budget Overview 
Western on the Peninsulas uses a standard budgeting spreadsheet to work out the budget and determine minimum enrollment 

for each course and we endeavor to reach the break-even point (at a minimum).  We monitor enrollments and make the 

decision to run or not run the course as is usual with this type of program, although the decision to allow a low-enrolled 

course to run is not based upon revenue alone.  At Western on the Peninsulas, non-credit programs are being offered 

primarily as a service to the community. 

Establishment of Fees 
Expenses can vary from one program to another and from one location to another, but course fees for non-credit offerings 

must be seen to be relatively consistent, reasonable and affordable for the community in which the program is to be offered.  

At the same time, Western on the Peninsulas must achieve break-even in order to remain sustainable. Knowing fixed rates 

such as instructor pay, the cost of materials, classroom rent, administrative fees, and having researched course fees for 

competitive programs, we determine the course fee and the minimum number of registrations required for the program to 

achieve break-even. 

Contracting Process 
After a non-credit instructor agrees to the terms, planning documents are forwarded to Extended Education - Administration 

and Financial Management to handle contracting and payment of instructors and/or any payment of additional support staff 

that might be needed.  Unless the instructor is currently employed by WWU, this is done via a personal contract for work of 

limited duration. 

Program Delivery Process 
WWU’s Extended Education Registrar enters the course or program information into the non-credit registration system so 

that registration can be opened to the public and payment accepted.  Details such as classroom reservations, purchase of 

supplies, directional signage and instructor support are handled onsite by Western on the Peninsulas staff.  If needed, Western 

on the Peninsulas staff may adjust their regular work schedule to assist with the class or program when it runs. 

Program Wrap-Up and Evaluation Process 
Program participants are asked to complete either an online or a hard copy evaluation form at the conclusion of every course.  

Ratings and comments are compiled and shared with the instructor after the fact.  Even though non-credit courses are not 

graded, we value the privacy of program participants and keep their feedback anonymous. Completed evaluations inform our 

decision-making when considering whether to offer the course again as is, with suggested changes, or not at all. 

Program Reporting and Assessment Process 
At the end of each term actual expenditures and enrollments are recorded in the budget spreadsheets and a summary report is 

created.  At the end of each year, a summary of the entirety of non-credit offerings is submitted to the Senior Director.  The 

program is assessed as much on qualitative data as on quantitative.   


