
 

 
 
 
 
 

What Is Sent to Students When Initiating Referrals or To-Dos? 
 

NOTE: When initiating these items, information you write in the “Comment” field is not embedded in the email 
that is sent to the student, but the student can see the information in SSN. 

 

Referrals 
(All referral emails have the same subject line: “[Referral Name] for [Student Full Name]”) 

 

Academic Advising Center Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated an Academic Advising Center referral for you. To schedule an appointment with 
the Academic Advising Center: 

1. Click here to go to the Academic Advising Center's profile in Spartan Success Network. 
2. Click on the three dots next to a staff member's name and select Schedule. 
3. Click on Academic Advising and select the topic that best meets your needs. Click Continue in the 

lower right-hand corner. 
4. Select the day and time that works best for you. Click Continue. 
5. Review the details of your appointment, choose a location (if applicable), and feel free to include a 

comment about what you'd like to discuss. Click the Confirm button to reserve your appointment. 

If you have any difficulty scheduling an appointment online, please reply to this email or call 717-815-1531. 
 
The York College Academic Advising Center is here to support you in working toward your goals! 
 

Academic Success Center Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated an Academic Success Center referral for you. 
 
The Academic Success Center has several resources available to support your success including academic 
coaches, who provide support on topics such as time management, note taking, and study strategies, as well as 
tutors for specific courses. 
 
To schedule an appointment with an academic coach and/or to view tutors' availability, please log on to MyYCP, 
click on the red "Academic Support" icon, and select the appropriate service. If you have any questions, please 
reply to this email or call 717-815-1296. 
 
The York College Academic Success Center is located in HUM 01--ready to support you in working toward your 
goals!  

https://www.ycp.edu/about-us/offices-and-departments/student-success/academic-advising-center/
https://ycp.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.html?bookmark=service/4221
https://www.ycp.edu/about-us/offices-and-departments/student-success/academic-support-center/


 

Business Office Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Business Office referral for you. 
 
Please contact the Business Office Director, Vicki Clouser (vclouser@ycp.edu), or the Assistant Director, Casey 
Emig (cemig2@ycp.edu), to schedule an appointment. 
 
York College's Business Office is here to support you in working toward your goals! 

 

Career Development Center Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Career Development Center referral for you. To schedule an appointment with a 
Career Development Center staff member:  
 

1. Log on to MyYCP and click on the Handshake icon (the green "H"). 
2. On your Handshake homepage, click on Career Center on the left menu and then Appointments. (Please 

note: if you haven't already claimed your Handshake account, you may have to complete some required 
fields before being able to schedule an appointment). 

3. Click on the blue Schedule a New Appointment button and select the Appointment Category that best 
describes what you are looking for. 

4. Select the Topic for your appointment to see appointments with all available staff members. If you'd 
like, you can utilize the filters at the top to adjust your appointment category, topic, staff member, and 
medium. 

5. Select an appointment date, time, and staff member. 
6. Verify the medium (in-person vs. Zoom) and enter notes to give the staff member details about what 

you'd like to discuss during your appointment. 
7. Click Request on the lower right. 

 

If you have any questions about the above steps, please reply to this email or call 717-815-1452. 
 
York College's Career Development Center is here to support you in working toward your goals!   

 

Counseling Services Referral 
 

Dear [Student First Name]:  
 
[Creator Name] has initiated a Counseling Services referral for you. 
 
For more information or to schedule an appointment, call 717-815-6437 or email counselingservices@ycp.edu. 
 
York College's Counseling Services is here to help you with your success! 
 

LTS Help Desk Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a LTS Help Desk referral for you. 

https://www.ycp.edu/about-us/offices-and-departments/business-office/
https://www.ycp.edu/about-us/offices-and-departments/student-development-and-campus-life/career-development-center/
https://www.ycp.edu/about-us/offices-and-departments/student-development-and-campus-life/counseling-services/
https://service.ycp.edu/TDClient/219/Portal/KB/ArticleDet?ID=6746


 
The LTS Help Desk will create a support ticket in response to this referral and will be contacting you to provide 
updates and/or to request more information. Please respond to communication from LTS Help Desk so that the 
technology issue you are experiencing can be resolved as soon as possible. They can be reached at 717-815-
1559, ltshelp@ycp.edu, or the main desk in Schmidt Library. 
 
York College's LTS Help Desk is here to support you in working toward your goals! 

 

Residence Life Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Residence Life referral for you. 
 
Please contact the Director of Residence Life and Campus Housing, Marcie Beam, to schedule an appointment: 
mbeam3@ycp.edu. 
 
York College's Residence Life office is here to support you in working toward your goals! 

 

Retention Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Retention Referral for you. 
 
In the Academic Advising Center, Stacia Lentz (Associate Director) often meets with students to discuss 
questions or concerns they have about staying at YCP, separating from the College, and/or returning after a 
period of time. Stacia understands that some students may not stay at YCP and simply wants to help you pursue 
whichever path is best for you. 
 
To connect with Stacia: 

1. Click here to go to directly to her schedule. 
2. Click on Academic Advising and select Complete Withdrawal/Leave of Absence. Click Continue in the 

lower right-hand corner. 
3. Select the day and time that works best for you. Click Continue. 
4. Review the details of your appointment, choose a location (if applicable), and feel free to include a 

comment about what you'd like to discuss. Click the Confirm button to reserve your appointment. 

York College's Academic Advising Center is here to support you in working toward your goals! 
 

Spartan Food Pantry Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Spartan Food Pantry referral for you. 
 
Spartan Food Pantry services include: 

• Quick pick: microwaveable meal + fruit cup + snack + drink 
▪ Available during office hours: 9:00 AM to 4:00 PM 

• Shopping appointments: choose items you need 

https://www.ycp.edu/about-us/offices-and-departments/student-development-and-campus-life/residence-life-and-housing/
https://ycp.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.html?bookmark=connection/4553/schedule


▪ Available during office hours 
▪ 15-minute appointments 
▪ One person per appointment 
▪ Bring your own shopping bag 
▪ Link to the shopping appointment scheduler: https://calendly.com/spartan-food-

pantry/15min 

For more information, call 717-815-1916 or stop by the Office of Intercultural Student Life and Global 
Programming, located in room 101 on the lower level of the Student Union. 
 
York College's Spartan Food Pantry is here to support you in working toward your goals! 
 

Student Accessibility Services Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Student Accessibility Services (SAS) referral for you. 
 
SAS provides eligible students with academic accommodations to help create equal access to education. You 
may obtain general information and apply for accommodations by visiting www.ycp.edu/sas. You may also 
contact sas@ycp.edu or 717-815-1717. 
 
York College's Student Accessibility Services office is here to support you in working toward your goals! 

 

Study Abroad Center Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Study Abroad Center referral for you. To schedule an appointment: 
 

1. Click here to go to the Study Abroad Center's profile in Spartan Success Network. 
2. Click on the three dots next to Dr. David Fyfe's name > Schedule. 
3. Click on Study Abroad Center > Meet about Study Abroad > Continue. 
4. Select the day and time that works best for you > Continue. 
5. Review the details of your appointment and include a comment about what you'd like to discuss > 

Confirm. 
 
If you have any questions about the above steps, please reply to this email or call 717-815-1350. 
 
York College's Study Abroad Center is here to support you in working toward your goals! 

 

Writing and Communication Studio Referral 
 

Dear [Student First Name]: 
 
[Creator Name] has initiated a Writing and Communication Studio referral for you.  
 
Receiving a referral to the Writing and Communication Studio does not mean that you are a bad writer. On the 
contrary, the Writing and Communication Studio staff believe that ALL writers benefit from the chance to get 
feedback on their writing. Writing and Communication Studio tutors can help you at any stage of the process, 
from getting started and brainstorming, to organizing and developing your ideas, revising based on peer or 
instructor feedback, or editing and polishing your writing. They also can help with formatting and citations and 
can provide feedback on multimedia assignments like PowerPoint presentations, research posters, and 

https://calendly.com/spartan-food-pantry/15min
https://calendly.com/spartan-food-pantry/15min
https://www.ycp.edu/about-us/offices-and-departments/student-success/student-accessibility-services/
https://www.ycp.edu/about-us/offices-and-departments/student-success/study-abroad/
https://ycp.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.html?bookmark=service/24435
https://www.ycp.edu/about-us/offices-and-departments/student-success/academic-success-center/writing-and-communication-studio/


websites. The Writing and Communication Studio has in-person and Zoom tutoring options available, as well as 
an online Drop-Off Essay Review service where students can submit a paper and receive feedback later from a 
tutor. 
 
To schedule an in-person or online appointment with a writing tutor:  
 

1. Log on to MyYCP, click on the Writing Center icon, and log in to the system.  
2. If prompted, complete or update your profile in the system. 
3. Once on the homepage, use the drop-down menu at the top of the screen to choose either the Writing 

Tutoring or Drop-Off Essay Review schedule. 
4. White squares are available appointment times. Click on an available time when you'd like to schedule 

your appointment and complete the appointment form.  
 
If you have any questions or have any difficulty making an appointment, contact writingcenter@ycp.edu.  
 
York College's Writing and Communication Studio is here to support you in working toward your goals! 

 

To-Dos 
 

Leave of Absence/Withdraw from College Forms 
 

Subject: Action Needed: Complete the Leave of Absence/Withdrawal Form 

 

Dear [Student First Name]: 
 
You are receiving this message because you’ve initiated the Leave of Absence/Withdrawal process. To complete 
the process, please fill out the online College Leave of Absence/Withdrawal Form in a timely manner to officially 
inform the College of your future plans: 
 
(1) withdraw from the College and not return, 
(2) take a leave of absence for one semester only, or 
(3) take a leave of absence for two or more consecutive semesters. 
 
If you do not attend York College for two or more consecutive semesters but wish to return, please note that 
you will no longer be an "active" student and will need to apply for readmission. 
 
If you have any questions, please contact the Academic Advising Center: academicadvising@ycp.edu, 717-815-
1531, Campbell Hall room 200. 
 
Best wishes as you move forward with your plans. 

 

mailto:writingcenter@ycp.edu
https://ycp.co1.qualtrics.com/jfe/form/SV_2rTSygA3H0Ox4KV

