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Preface

The purpose of the Handbook of the Graduate Social Work Program is to provide information on the major policy, program and procedural requirements of the Division of Social Work at California State University, Sacramento in a single source document. This Handbook is a supplement to the official California State University, Sacramento Catalogue, and, therefore, information presented here is subject to interpretation under the CSUS Catalogue. This Handbook is intended to function as a convenient reference document for students as well as faculty.  By becoming familiar with its contents, students and faculty members will find that the administrative functions of the Division will be enhanced and the operation of the graduate program improved overall.  In addition, by following the provisions of the Handbook, students will be assisted in their overall educational process with a minimum of confusion or delay and with the greatest degree of success.

The Handbook is a work in progress so that it can be regularly updated and otherwise modified as experience is gained and as policy and procedure are developed or adapted in response to future needs. The Handbook will be updated as needed during the summer months and re-issued in the subsequent semester. Thus, it is hoped that both students and members of the faculty will provide feedback for the improvement of the Handbook content and format over time.

The Division's main offices are located at 4010 Mariposa Hall and can be contacted by dialing (916) 278-6943. A computer-based version of the Handbook can be found online at the Division of Social Work web page at http://www.hhs.csus.edu/swrk.

Dr. Santos Torres, Jr., Professor

Graduate Program Director

Latest Revision Date: August 2003
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Mission of the Division of Social Work at California State University, Sacramento

Established in 1964, the Division of Social Work at California State University, Sacramento is fully accredited by the Council on Social Work Education. The Council on Social Work Education (CSWE) is a nonprofit national association representing over 3,000 individual members as well as 158 graduate and 453 undergraduate programs of professional social work education. Founded in 1952, this partnership of educational and professional institutions, social welfare agencies, and private citizens is recognized by the Council for Higher Education Accreditation as the sole accrediting agency for social work education in this country. 

CSWE works to ensure the preparation of competent social work professionals by providing national leadership and a forum for collective action. The main responsibility of CSWE is therefore to promote and maintain the high quality of social work education. In addition, CSWE strives to stimulate knowledge and curriculum development, to advance social justice, and to strengthen community and individual well-being.

The mission of the Division of Social Work is to prepare individuals aspiring to become social work professionals who can lead and serve the region in the development and delivery of human services which promote the value of human kind and improve the quality of life, particularly for the poor, vulnerable populations, and populations at-risk of oppression. Toward this end, the Division of Social Work provides undergraduate and graduate degree and offers continuing education programs to the professional social work community.

The Division of Social Work is part of a comprehensive regional University located in the State Capital. Its service area encompasses all of Northern California, a predominantly rural geographic area (300 square miles) with major urban pockets. Given its service area, the Division is committed to addressing the professional needs of both rural and urban areas, including inner cities.  It meets this commitment by providing CSWE accredited educational programs (BSW & MSW) which focus on the empowerment of all oppressed groups and issues of social and economic justice. 

The Division’s expectations of students who graduate with either the BSW or MSW degree are framed by the general purposes articulated by the Council on Social Work Education for the profession of social work. "The profession of social work is committed to the enhancement of human well-being and to the alleviation of poverty and oppression….  Within its general scope of concern… it has four related purposes:

1. The promotion, restoration, maintenance, and enhancement of the functioning of individuals, families, groups, organizations, and communities by helping them to accomplish tasks, prevent and alleviate distress, and use resources.

2. The planning, formulation, and implementation of social policies, services, resources, and programs needed to meet basic human needs and support the development of human capacities.

3. The pursuit of policies, services, resources, and programs through organizational or administrative advocacy and social or political action to empower groups at risk and to promote social and economic justice. 

4. The development and testing of professional knowledge and skills related to these purposes" (Handbook of Accreditation Standards and Procedures, 4th ed., 1994, p. 97). 

In accordance with the priorities of the social work profession, the Division of Social Work aims to educate professional social workers for leadership in our complex multicultural society. These leaders will possess the knowledge and skills necessary to address the needs and potentials of individuals, families, groups, organizations, communities, and society.  The Division offers integrated programs of study that focus on foundation/generalist practice and multi-level practice with vulnerable life conditions.  In these programs, the Division emphasizes engaging political action, personal strengths, and community strengths as fundamental to the assessment, intervention and prevention of individual and social problems.

Students completing the graduate degree in social work in the Division of Social Work at CSUS are expected to: 

1. Use authority selectively in professional relationships (with awareness of the potential misuse of power).

2. Use the concepts of transference and counter-transference.

3. Recognize the range of ethical dilemmas and engage in ethical decision making and consult with respected others or supervisors. 

4. Define and maintain ethical behavior and appropriate boundaries with clients and others    and articulate the consequences of not maintaining boundaries. 

5. Apply an ecosystems perspective to all phases of work with clients, recognizing in      particular:

a) 
The interdependence of relevant systems;

b) 
The influence of social and economic injustice and other risk factors on human 

development, client initiative and client/worker interactions; 

c) 
The reciprocal nature of the client--worker interaction and co-worker interaction--in which each responds to and is influenced by the other and by the interaction;

d) 
The importance of using many sources of data and support in assessment, planning, intervention, evaluation, and termination phases of work with all sizes of client systems.

6. Apply different theoretical models of practice to different sized systems focusing on all phases of work: 

a) Use of self and definition of the professional relationship

b) Assessment

c) Contracting

d) Goals

e) Interventions/action plans

f) Outcome measures/evaluation.

7. Articulate the differences and similarities between the different theoretical frameworks and models of practice with specific reference to the areas identified in objective 6.

8. Apply research-based knowledge about effective interventions with all client systems.

9. Engage in culturally competent practice, (i.e., practice that takes into account attitudes and beliefs about one's own culture as well as the client's knowledge of particular client system's culture; and techniques adapted to client's culture).

10. Actively elicit and use client and system strengths.  (This includes purposeful "holding back" to make room for the client or other’s maximum use of own skill and initiative).

11. Evaluate her/his practice effectiveness in terms of the interventions used and goals   achieved (e.g., quality of relationship, client's ability to engage in the work, own role in the development & implementation of the intervention, obtaining stated goals).

12. Interact effectively with team members from the same and a range of disciplines.

13. Present clearly one's work with clients in team meetings, case conferences, supervision and other relevant arenas.

14. Accept that not all clients can or want to engage in maintaining well-being or solving problems.
15. Recognize that the agency mission and/or other constraints may preclude engagement of the client system and actively work to effect organization change to better service delivery.
16. Identify, access, and utilize a range of resources for learning advanced knowledge and skills, (including reading, conferences, seminars, meetings, task forces, group and peer supervision, observing and being observed by other practitioners, involvement in research and practice evaluation).  
The MSW educational program is organized as a two-year full time or three-year part time sequence consisting of class and field education leading to the degree.  The program helps the student understand the conditions that give rise to human problems and provides an opportunity to address these human problems using a multi-level practice approach in order to ameliorate or resolve these conditions and their impact on various systems. 

The Division is committed to educating MSW social workers who possess excellent skills and know how to practice within a complex and multicultural context.  It seeks to educate a complete social worker not merely a "therapist" or an "activist," but a professional who understands and considers the complexity of the human condition and the ability to apply requisite skills on the complex set of factors which typically underlie many life conditions.  

The goals of the Master in Social Work degree program are: 

· Provide foundation and advanced content about social work practice with client systems of various types and sizes.

· Prepare graduates for advanced multilevel practice with and on behalf of diverse populations.

· Provide foundation and advanced content about the social context of social work practice, the changing nature of those contexts, the behavior of organizations, and the dynamics of change.

· Infuse throughout the curriculum the values and ethics that guide professional social workers in their practice.

· Prepare graduates who are aware of their responsibility to continue their professional growth and development, especially in relation to their leadership talents and skills.

The curriculum leading to the Master in Social Work degree is designed to enable the student to develop professional competence in working with individuals, families, groups, organizations and communities, participate knowledgeably in the implementation of social welfare policy and administration, understand human growth and development as they affect social and personal functioning, and develop a social philosophy, ethics and values relating to the practice of professional social work.

The Graduate Social Work Curriculum in Overview: Scholarship, Diversity & Community

The graduate program provides professional foundation content during the first year to support the advanced generalist curriculum in the latter year. The professional foundation consists of courses in social welfare policies and services, human behavior in the social environment, social work practice, theory and practice with diverse populations, social research methods, and field practicum. The advanced generalist curriculum consists of required advanced courses in social work practice and policy, and advanced electives in practice with individuals, families and groups, organizations, and communities. To the extent that course offerings permit, the nine units of elective coursework allow graduate students to individualize programs for practice with specific populations (e.g., the aged) or with particular problems (e.g., substance abuse or developmental disabilities).  Elective offerings in the program are always subject to the availability of faculty resources and the articulated needs of the professional practice community.

Field Practicum

Each student in the graduate program is required to complete a total of four semesters of the field practicum.  During the first year of study, students intern with field agencies for two days each week (approximately 16 hours and usually on Thursday & Friday of each week).  This first year practicum is closely aligned with the professional foundation courses.  During the second year of study, students intern for three days each week (approximately 24 hours and usually on Monday, Tuesday, and Wednesday of each week). This second year practicum is aligned with the student's chosen career goals.  The outcome of the graduate field practicum is to prepare students for advanced professional social work practice, for specialized human services positions, and for administrative and leadership positions.  Information regarding field instruction aspects of the MSW program is provided at various points in this Handbook but is described fully in the Division of Social Work program document entitled “A Curriculum & Policy Guide for Field Education”.

Culminating Experience

A CSUS requirement is the successful completion of the culminating experience by all graduate students. The culminating experience is described in detail later in this Handbook.

Academic Requirements of the Graduate Social Work Program

The graduate degree program has specific requirements that must be completed successfully in order to earn the degree.  These requirements are outlined below and cannot be waived or otherwise changed by the Faculty Advisor alone.  In the graduate program, approval of the Graduate Program Director is required; in some instances, the approval of the Division Director and/or of the Vice President of Research and Graduate Studies is required. The Master of Social Work (MSW) degree as accredited by the Council on Social Work Education includes foundation, advanced coursework, and field instruction.  

Students must maintain an average of a “B” (3.0 GPA) throughout the total 60 units of studies required for the Master in Social Work.  Earning grades such as “C-“and “D” and “F” are not permissible if one is to successfully progress in the program and more than one “C” grade will threaten the minimum 3.0 GPA. MSW program requirements can be fulfilled in the two-year, the three-year program, or the intensive weekend program (for social workers already employed in the human services field).  The sixty units of study for the MSW are distributed as follows:


Three units of Social Work and Diverse Populations


Six units of Human Behavior in the Social Environment


Six units of Social Welfare Policy and Services and Advanced Policy


Twelve units of Social Work Practice


Seventeen units of Agency-based Field Instruction

Seven units of Social Research Methods (includes thesis/research project), and


Nine units of Electives

Enrollment in the Field Practicum requires a concurrent enrollment in a practice course. Special Problems courses (SW 299) shall not be substituted for required courses.

The first year of graduate level study is considered the professional foundation. This foundation includes the following six areas of study in social work:

· Theoretical Bases of Social Behavior

· Social Work Practice

· Diverse Populations

· Social Welfare Policy and Services

· Methods of Social Research

· Foundation Placement Field Instruction

· Elective(s)

The second year of study is in the advanced generalist curriculum.  The areas of study are:


· Multilevel Practice with Vulnerable Life Conditions

· Advanced Policy

· Advanced Placement Field Instruction

· Culminating Experience

· Elective(s)

Degree Completion Checklist

The Master in Social Work degree requires a total of 60 semester hours distributed across the eight course areas listed below. This checklist is a quick worksheet & reference tool for student use.

	Course #
	Course Name
	Units
	Date Completed and Grade Earned or Waiver


Diversity Course

	SW202
	Diverse Populations
	3
	


Research Course

	SW210
	Research
	3
	


Practice Sequence of Courses

	SW204A
	Foundation Practice
	3
	

	SW204B
	Foundation Practice
	3
	

	SW204C
	Advanced Practice
	3
	

	SW204D
	Advanced Practice
	3
	


Policy Sequence of Courses

	SW250
	Policy
	3
	

	SW251
	Advanced Policy
	3
	


HBSE Sequence of Courses

	SW235A
	HBSE
	3
	

	SW235B
	HBSE
	3
	


Field Instruction Sequence of Courses

	SW295A
	Field Instruction
	3
	

	SW295B
	Field Instruction
	4
	

	SW295C
	Advanced Field Instruction
	5
	

	SW295D
	Advanced Field Instruction
	5
	


Thesis/Project Sequence of Courses

	SW500
	Thesis/Project
	2
	

	SW500
	Thesis/Project
	2
	


Graduate Level Elective Sequence of Courses

	SW____
	Graduate Elective
	3
	

	SW____
	Graduate Elective
	3
	

	SW____
	Graduate Elective
	3
	


Advanced Placement, Transfer of Units, Waivers, Credit by Examination and Unclassified Student Access to Social Work Coursework

Program flexibility can be achieved through the use of credit by examination, transferring units from other programs, advanced placement, and waivers.  Except for advanced placement, all such requests must be made during the first two weeks of the first semester of study in the social work program. Only coursework toward the professional foundation will be considered.

1. Advanced Placement

Course exemptions are permitted for a select group of students having earned the Bachelor of Arts in Social Work degree (or its equivalent) from a program accredited by the Council on Social Work Education.  Twenty-eight units can be awarded as Advanced Placement for those students who apply and qualify for this special status.  Such students must submit appropriate documentation of their degree and studies including course descriptions and syllabi as part of the application materials and will eventually be evaluated by Graduate Program Director for applicability. The application and the documents are part of the admissions evaluation and must meet a deadline announced each spring.  The Admissions Committee reviews the documents for equivalency to professional foundation courses only.  Minimum grades of “B+” must have been earned in the course(s) for which Advanced Placement is being requested.  A minimum GPA of 3.3 must have been attained for all upper division baccalaureate courses.  Additionally, a former professor and a former field instructor must complete special evaluations of readiness for advanced graduate study, and an acceptable thesis/research project prospectus must be submitted upon request.  Finally, unconditional classified status must have been awarded upon admission to the graduate program.

Students applying for Advanced Placement status should be aware that California State law requires that such courses at the graduate level appear on their transcripts if they seek employment in group home agencies.  Course exemptions due to advanced placement do not appear on transcripts and will bar such employment; undergraduate level courses are excluded from consideration as equivalent to graduate level courses by law.  Students who are awarded advanced placement will not be able to advance to candidacy until they have complete 40% of their course work.

2. Transfer of Units

Credits can be transferred from other accredited academic programs.  Up to six units of studies can be transferred, but the courses must have been completed with a grade of “B+” or better.  Students wishing to transfer units must discuss the matter with their Faculty Advisors and provide the necessary documentation for decision.  If questions arise concerning the acceptability of units, it may be necessary to secure the assistance of the Graduate Studies Office and the Evaluations Office as well as that of the Graduate Program Director and or the Director of the Division.  If up to six units were successfully completed in this program as an unclassified student, they will be accepted automatically.

The Division will accept students in good standing transferring up to 28 equivalent units from other programs accredited by the Council on Social Work Education.  The Graduate Program Director evaluates equivalency.  The Division will accept such students into the second year curriculum providing they apply successfully for admission through the Graduate Studies Office. Transfer credits from unaccredited programs are not accepted.

3. Waivers

Up to six units of course waivers may be approved for students who by reason of special study, experience, or training already possess the knowledge, skills, and attitudes which are the objectives of a given course.  Such students must meet the same minimum eligibility criteria as the Advance Placement applicant – at least a 3.3 GPA and a grade of “B+” (not “B”) in the equivalent courses.  These decisions are made by the Graduate Program Director and must also be completed during the first two weeks of the first semester of social work study for all courses in which the student is requesting a waiver – even for the second semester.

4. Credit by Examination

Credit by examination is an option offered by the University and the Division for students who by reason of special study, experience, or training already possess the knowledge, skill, and attitudes which are the objectives of a given course.  Credit by examination requires that the students enroll in the course to be challenged, complete a petition in the Registrar’s Office, and notify the instructor.  The instructor administers the examination.  If a grade less than "B+" ("B-" is less than "B") is attained on a challenge examination, the student must complete the course.  Up to six units can be attained through examination.  Only “CR” grades will be recorded for successful challenges.  A challenge may be attempted only once.  Student request, the administration of a challenge examination and the filing of the results of the challenge examination must be filed with the Registrar within fifteen (15) business days of the first day of class or at least prior to the University’s census date. The University provides for the Division to exclude any course from challenge; and the field practicum, practice, and thesis/research project and electives are so exempt.  Students enrolled in advanced courses may not challenge lower level courses; this includes courses in a sequence.  For example, a student enrolled in SW 258 (an advanced policy course) may not challenge SW 250 (a professional foundation policy course). The chair and sequence committee of those curricular areas directly impacted by the Division’s challenge examination policy (these are SW202, SW210, SW235A & SW235B, SW250 and SW251) develop at least two exams for each of the affected courses. 

This is done in order to take the responsibility of developing an examination, in isolation, off the shoulders of any one faculty member who happens to have a student seeking to earn credit by examination in a course they are teaching. Another major benefit of this procedure is to create a more standard set of examination instruments for this purpose. The standard (or shared) examination should be placed on file in the Division as is done for the standard syllabus of all courses. This change does not alter the Division’s current policy; rather, only acts to clarify how to procedurally handle credit by challenge examination requests from our students.

5.
Unclassified Students

Unclassified graduate students may not enroll in any required graduate level social work 

course (either foundation or advanced) but may enroll in not more that six semester hours worth of elective  course work with permission of course instructor) and approval of the Graduate Program Director. Any unclassified students that might subsequently apply and be admitted to the graduate program in social work shall have elective graduate-level course work taken in the Division reviewed by the Graduate Program Director for consideration in having met degree requirements.

The Educational Contract

The Division of Social Work has developed a special mechanism in the graduate program intended to assist students to complete all requirements in a timely manner.  The Educational Contract outlines all requirements sequentially, on a semester-by-semester basis, for the full-time, part-time and intensive weekend programs.  The form provides for the signatures of the student and the Faculty Advisor, dates, grades, and pertinent information about any changes in a students’ academic program. Each student should maintain a copy, and the Faculty Advisor should assure that a copy be filed in the student record.  While the Faculty Advisor will invite and the Division leadership will remind students to complete the contract, it is student responsibility to assure its completion and updating each semester. Along with completion of the degree completion checklist will assist in assuring that Advancement to Candidacy is completed with a minimum of delay.  The Graduate Program Director will not process the Advancement to Candidacy without completed and up-to-date (student/academic advisor completed and signed) educational contract on file since this will avoid unnecessary delays in the processing of this form by Division and the staff in the Graduate Center. Any modification to the student’s contract must have prior approval of the Graduate Program Director.  Adapted versions of the three types of educational contracts are included below as examples.

Adapted Version of the Full-Time Graduate Program

Student Educational Contract, 2003-2005

I understand and agree, as a classified student in the Master of Social Work Program, I am to schedule time, at least once per semester, to confer with the academic advisor assigned to me in order to review my course of study. My signature on this contract verifies my understanding of the requirements of the professional foundation and the subsequent multi-level practice concentration of the program. An advisor’s signature verifies that the program requirements were reviewed with me. Any and all changes or modifications to this planned course of study (waivers, substitutions, advanced standing, transfer of unclassified studies, units transferred from another accredited MSW program, courses taken out of sequence, etc.) must be approved, in advance, by the Graduate Program Director. I understand that certain program changes also require approval by the Graduate Center.  Requests for approval of program changes must be made on the appropriate forms available in the Division’s Advising Center and notated on this Educational Contract. I understand that the Division of Social Work may, if deemed necessary, schedule course offerings during summer sessions.

First Year: Professional Foundation and Beginning Concentration

	Fall 2003
	Course
	Name
	Units
	Grade
	
	Spring 2004
	Course
	Name
	Units
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	SW202
	Diverse Populations
	3
	
	
	
	SW210
	Research
	3
	

	
	SW204A
	Practice
	3
	
	
	
	SW204B
	Practice
	3
	

	
	SW235A
	HBSE
	3
	
	
	
	SW235B
	HBSE
	3
	

	
	SW250
	Policy
	3
	
	
	
	SW ____
	Elective
	3
	

	
	SW295A
	Field Instruction
	3
	
	
	
	SW295B
	Field Instruction
	4
	

	
	
	Total Units
	15
	
	
	
	
	Total Units
	16
	


Second Year: Professional Concentration

	Fall 2004
	Course
	Name
	Units
	Grade
	
	Spring 2005
	Course
	Name
	Units
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	SW204C
	Advanced Practice
	3
	
	
	
	SW204D
	Advanced Practice
	3
	

	
	SW295C
	Adv. Field Instruction
	5
	
	
	
	SW295D
	Adv. Field Instruction
	5
	

	
	SW500
	Thesis/Project
	2
	
	
	
	SW500
	Thesis/Project
	2
	

	
	SW ____
	Elective
	3
	
	
	
	SW251
	Advanced Policy
	3
	

	
	SW ____
	Elective
	3
	
	
	
	
	Total Units
	13
	

	
	
	Total Units
	16
	
	
	
	
	
	
	


I understand that I must satisfy all admissions requirements (if any) and complete the course requirements, as specified in this contract. Further, I intend to Advance to Candidacy in Spring 2004. All courses listed on this contract (completed and projected) comprise the entire sequence I must successfully complete in order to earn the Master of Social Work Degree. I expect to graduate in May 2005. 

Adapted Version of the Part-Time Graduate Program 

Student Educational Contract, 2003-2006

I understand and agree, as a classified student in the Master of Social Work Program, I am to schedule time, at least once per semester, to confer with the academic advisor assigned to me in order to review my course of study. My signature on this contract verifies my understanding of the requirements of the professional foundation and the subsequent multi-level practice concentration of the program. An advisor’s signature verifies that the program requirements were reviewed with me. Any and all changes or modifications to this planned course of study (waivers, substitutions, advanced standing, transfer of unclassified studies, units transferred from another accredited MSW program, courses taken out of sequence, etc.) must be approved, in advance, by the Graduate Program Director. I understand that certain program changes also require approval by the Graduate Center.  Requests for approval of program changes must be made on the appropriate forms available in the Division’s Advising Center and notated on this Educational Contract. I understand that the Division of Social Work may, if deemed necessary, schedule course offerings during summer sessions.

First Year: Professional Foundation and Beginning Concentration

	Fall 2003
	Course
	Name
	Units
	Grade
	
	Spring 2004
	Course
	Name
	Units
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	SW235A
	HBSE
	3
	
	
	
	SW235B
	HBSE
	3
	

	
	SW250
	Policy
	3
	
	
	
	SW ____
	Elective
	3
	

	
	
	Total Units
	6
	
	
	
	
	Total Units
	6
	


Second Year: Professional Foundation and Beginning Concentration

	Fall 2004
	Course
	Name
	Units
	Grade
	
	Spring 2005
	Course
	Name
	Units
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	SW202
	Diverse Populations
	3
	
	
	
	SW210
	Research
	3
	

	
	SW204A
	Practice
	3
	
	
	
	SW204B
	Practice
	3
	

	
	SW295A
	Field Instruction
	3
	
	
	
	SW295B
	Field Instruction
	4
	

	
	SW ____
	Elective
	3
	
	
	
	
	Total Units
	10
	

	
	
	Total Units
	12
	
	
	
	
	
	
	


Third Year: Advanced (Residency Year: Multi-level Practice Concentration)

	Fall 2005
	Course
	Name
	Units
	Grade
	
	Spring 2006
	Course
	Name
	Units
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	SW204C
	Advanced Practice
	3
	
	
	
	SW204D
	Advanced Practice
	3
	

	
	SW295C
	Adv. Field Instruct.
	5
	
	
	
	SW295D
	Adv. Field Instruct.
	5
	

	
	SW500
	Thesis/Project
	2
	
	
	
	SW500
	Thesis/Project
	2
	

	
	SW ____
	Elective
	3
	
	
	
	SW251
	Advanced Policy
	3
	

	
	
	Total Units
	13
	
	
	
	
	Total Units
	13
	


I understand that I must satisfy all admissions requirements (if any) and complete the course requirements, as specified in this contract. Further, I intend to Advance to Candidacy in Spring 2005. All courses listed on this contract (completed and projected) comprise the entire sequence I must successfully complete in order to earn the Master of Social Work Degree. I expect to graduate in May 2006.

Academic Advising
Social Work Program Advising Center
In order to assure consistent and regularly available academic advising, the Division of Social Work maintains the Program Advising Center.  The Advising Center is located in Room 4010 I of Mariposa Hall and is regularly staffed by members of the faculty. Hours of availability and sign-up sheets are posted on the bulletin board outside the Center.  All students will be assigned to a Faculty Advisor at the beginning of the fall semester.  While all faculty members of the Division are available for advising, consideration and approval of program exceptions and monitoring student progress are vested in the Graduate Program Director.

Advising is the process by which students can be assisted to successfully complete all requirements of the program in a timely manner.  Faculty advisors familiar with policies and procedures of the University and the Division of Social Work and are available to students at regularly scheduled times to provide academic planning assistance.  It is intended that faculty advisors create an atmosphere in which students feel comfortable in discussing problems interfering with academic performance.  Unlike advising at high schools or community colleges, responsibility for initial planning is the student's, although students are now required to seek advising at least once each semester and are required to complete certain forms (see below) as part of the formal process of becoming eligible to graduate. 

For most students, it is only necessary that information be provided so that an educationally sound schedule can be maintained.  A few students will have special problems necessitating more involvement of the Faculty Advisor.  The advisor alone does not approve exceptions to University or Division policy but can be crucial to the process of the student's securing appropriate consideration by assuring that proper procedures are followed.  In the Graduate Program, the Division Director provides final Division approval of exceptions with final University approval provided by the Vice President for Research and Graduate Studies.  This is particularly important because the Graduate Studies Office requires the signature of the Director on petitions to deviate from regular procedure.  In order to secure the Director's signature, all exceptions must have had prior approval; in the Graduate Program, this function is delegated to the Graduate Program Director.  In the Undergraduate Program, the Undergraduate Program Director provides final approval of exceptions. 
Thus, a crucial part of the advising process is ensuring that all decisions made by the Faculty Advisor and student are recorded in the student file.  Copies of all memoranda recording such decisions should also be made available to the student.

While the purpose of advising in the Undergraduate and the Graduate Programs is identical, there are differences in the procedure.  Following is the outline of the process for the procedures for the Graduate Program.

Professional social work advisement orients students to the educational process and to the field and assists them in assessing their aptitude and motivation for a career in social work; allows for the early and periodic evaluation of each student's performance, guides students in their selection of areas of coursework, and assesses with students the field settings that best meet their educational needs and career goals.  This handbook describes how these advisement requirements are satisfied and refers to other significant documents of the University and the Division where a more nearly complete discussion of these processes might be contained.  For example, reference might be made to the CSUS Catalog or to the University Handbook on Student Discipline or to the A Curriculum and Policy Guide for Field Education. 

Academic advisement also functions to assist students to identify with the social work profession in terms of career choice and the shaping of their higher educational study toward that career choice.  The many levels and modalities of professional social work practice are rich panoply in which to construct a career.  The advanced generalist graduate social work program is responsive to the needs of the social work field, to the practice levels, to such modalities as individual, small group, and community organization, planning, and administration, and to selected fields of practice in child and family services, health, and mental health.  Advising policy, procedures, and processes described in this Handbook are intended to assist and guide students in relating higher education to career and in attaining both.

Orientation and Initial Academic Advising 

All entering graduate students are required to attend an orientation and advising session conducted prior to or at the beginning of the Fall semester.  The purposes of the session, led by the Graduate Program Director are to orient students to graduate-level studies and to apprise students of all academic requirements and the major procedural steps involved in assuring a timely graduation from the program.  This includes specific information about the field practicum; and for this purpose the Field Education Director also leads a summer orientation session and will assign students to their field agencies where their internships will be completed during the academic year.  Each student will complete program related documents during the orientation sessions.  Any conditions on admission will be noted, and plans for their satisfaction will be developed. Entering students will receive written notification of the sessions in July.

Use of the Educational Contract in Academic Advisement

The tool to ensure that Division and University requirements are met is the Educational Contract.  The Educational Contract records all courses completed or to be completed, grades, and approved exceptions from the required program.  One copy of the contract is provided to the student; and one copy is maintained in the student file, which is periodically reviewed by the faculty advisor and the Graduate Program Director.  The contract is updated at least once each semester.  Failure to do so can result in an inability to complete the Advancement to Candidacy.  While it is student responsibility to assure the timely review and completion of the contract, it is the responsibility of the Faculty Advisor to:

1. Assist in orienting students and in assessing their aptitude and motivation for a career in social work and discuss professional career plans.

2. Review any student requests for an exception to academic requirements and forward a written recommendation through the Graduate Program Director to the Division Director and/or the CSUS Graduate Center by utilizing an "Application for Exception from Regular Procedure”.

3. Confer with the student before the end of each semester or prior to enrollment in the next semester's courses to assist in planning that schedule.

4. Assure that the student's grades are recorded on the Educational Contract after grades are received following the end of each semester.

5. Confer with the student around academic difficulties (such as grades of "C-" or below, excessive incompletes, warning or status change notices from the Registrar), develop plans for improving academic performance and standing, and/or initiate counseling proceedings for leave of absence or withdrawal from the University.

6. Notify the Graduate Program Director, and/or the Division Director in writing of any serious problem in academic performance and notify the Field Education Director of problems encountered in the field assignment.  Additionally, the Field Education Director will notify the Faculty Advisor, the Graduate Program Director, and /or the Division Director of any serious problems the student might encounter in the field internship.

7. Review carefully the student's academic performance before approving a course overload.  It is particularly important to discourage an overload in the first semester of studies because pressures are highest during that period.

8. Be responsive to student requests for assistance when problems interfere with the successful completion of the program.  Information should be supplied on resources available and referrals made when appropriate.

The advising process is effective when the Faculty Advisor, faculty members with academically relevant information, field instructors and liaisons, Graduate Program Director, and Field Director share that information with the intent of assisting the student in the search for solutions to problems.

Academic Regulations

By conferring at least once each semester (after, for example, the Registrar releases the semester Grade Report) with students to review and update the Educational Contract, the Faculty Advisor/Graduate Program Director assures compliance with the academic regulations of the University.

Academic Standards

While a grade point average (GPA) of 2.5 is sufficient for admissions consideration, graduate students must earn and maintain at least a 3.0 GPA.

Academic Probation when cumulative GPA overall or at CSUS falls below 3.0 for graduate students.

Continued Probation when already on Academic Probation and the semester GPA continues to be less than 3.0.
Academic Disqualification when already on Academic Probation and/or Continued Probation and the earned GPA falls nine or more grade points below 3.0.

Academic Disqualification also occurs if a student receives 3 or more “C” grades during the course of their graduate studies.
Special Contract is required for students reinstated immediately after academic disqualification or readmitted after a break in enrollment after having been disqualified at the end of the previous enrollment.  A student on this status is allowed to continue on a semester-by-semester basis with achievement reviewed at the end of each semester to determine if continued enrollment is appropriate.

Administrative-Academic Probation and Disqualification when students have:

A. Withdrawn from all or a substantial portion of their courses in two successive semesters or in any three terms;

B. Repeatedly failed to progress toward a degree under circumstances within control of the student;

C. Failed to comply, after due notice, with an academic requirement or regulation.

The Office of Admissions and Records will notify students of their academic standing on the grade report at the end of each semester and notifies the Division of Social Work.  Students subject to academic disqualification may be considered for reinstatement only if they submit petitions according to these deadlines and have been recommended for approval by the Division:

1. Spring semester -- last Friday in January

2. Fall semester -- end of the first week in July for CASPER or August for late enrollment.

An Admissions Counselor will also interview such students in the Office of Admissions and Records, and/or Graduate Study. The Graduate Program Director in consultation with the CSUS Graduate Center will determine the disposition of the above statuses.

Adding Courses  

No change in a student's original registration will be recognized unless it is made on official forms and accepted by the Division and/or Registrar's Office.  It is student responsibility to assure the processing of the forms; forms should not be left in Division offices after the fourth week of the semester.

Instructor's approval is required to add a course during the first three weeks of instruction.  During the fourth week of instruction, adding courses must be approved by the instructor and the Division Director on a petition available in the administrative office of the Division.  Once approved, the appropriate form (with all required signatures) must be submitted to the Registrar's Office.  Adding courses after the third week is subject to a nominal administrative fee.

Adding courses after the fourth week of instruction is acceptable only when a university error has been made and requires the approval of the instructor, the Division Director, the School Dean, and the designee of the Vice President for Academic Affairs.

No adding of courses is permissible during the final three weeks of instruction.

In approving the addition of students to course rosters, instructors should adhere to the formulas for student-teacher ratios in the various kinds of courses: lecture, lecture-demonstration, skills laboratory, seminar, etc.

Dropping Courses  

After CASPER, no change in a student's original course registration will be recognized unless it is made on official forms and accepted by the Division and/or Registrar's Office.  It is the student's responsibility to assure the processing of the forms; forms should not be left in Division offices.

Students are not automatically dropped from class rosters simply by not attending classes.  Within the first two weeks of instruction, students may submit a drop form signed by the instructor or the Division Office.  If no such form is submitted to the Registrar's Office, students will receive a final grade of "U" in the course(s).

All drops after the second week of instruction must have the approval of the instructor and the Division Director and are allowed only for "serious and compelling reasons" (usually illness, change in employment schedule, etc).

All drops during the final three weeks of instruction must have the approval of the instructor, Division Director, and School Dean and are allowed only in extenuating circumstances.  

Courses dropped during the first four weeks of instruction will not be recorded on the student's permanent record.  A grade of "W" will be recorded for courses in which the drop has been authorized after the fourth week of instruction. Students should refer to the Schedule of Classes for deadline dates and procedures when considering adding or dropping a course(s). 

Incomplete/Deficient Grades  

Students receiving an incomplete after attempting to improve upon a deficient grade earned in a sequence course, SW204 A, B & C – SW235A – SW295A, B & C and/or SW250 will not be allowed to take the next course in the sequence until the incomplete is satisfactorily resolved. Students who fail SW210 will not be allowed to begin their thesis/projects.
Grading
Graduate social work courses (numbered 200-299 and 500 and above) can be assigned grades by instructors as follows:

	Grade
	Grade Points
	Grade Explanation



	A 

A-
	4.0

3.7
	Exemplary achievement of the course objectives.  Clearly and significantly above the requirements, the work is independent, creative and contributory.

	B+

B

B-
	3.3

3.0

2.7
	Superior achievement of the course objectives.  The performance is clearly and significantly above the satisfactory fulfillment of course requirements.

	C+

C

C-
	2.3

2.0

1.7
	Satisfactory achievement of the course objectives.  The performance indicates preparation for advanced study.  "C-" is not acceptable and the course must be repeated.  

	D+

D

D-
	1.3

1.0

0.7
	Unsatisfactory achievement toward course objectives.  Courses with these grades must be repeated.  

	F
	0.0
	Ineffective achievement toward course objectives.  Clearly no significant progress has been made.  (0 grade points per unit)

	U
	
	“Unauthorized withdrawal” indicates that a student did not officially withdraw from a course and failed to complete it.  In GPA calculation, it is charged as a failing grade.  (0 grade points per unit)

	CR
	
	Satisfactory achievement of course objectives.  At the graduate level, “CR” is equated with “B” level work.  (Not utilized in GPA calculation)

	NC
	
	Unsatisfactory achievement of course objectives.  (Not utilized in GPA calculation but considered an “F” in the graduate program)

	I
	
	Incomplete; a portion of the requirement usually completed during one term remains to be completed and evaluated.  An Incomplete Grade Agreement Form must be filed with the Division.  (Not used in GPA calculation)

	SP
	
	Satisfactory Progress to date on thesis/research project or similar course work usually extending beyond one term. (Not used in GPA calculation)

	W
	
	Withdrawal or Drop authorized after the fourth week of instruction.  (Not used in GPA calculation)

	RD
	
	Report Delayed because a grade has not been reported to the Registrar due to unforeseen circumstances beyond the control of the student.  (Not used in GPA calculation)

	AU
	
	Audit grade indicates student’s status as Auditor and does not earn degree credit.


A student’s academic status is determined by grade point average.  Grade Point Average (GPA) is computed by dividing the total number of grade points earned by the number of units attempted, except that neither CR nor NC is included.  A GPA of 2.0 indicates a C average; a 3.0 indicates a B average; a 4.0 indicates an A average.

Students must report errors shown on the grade report form to the Office of Admissions and Records within three months after the semester ends if they wish to request corrections.

Incomplete Grades

“Incomplete” grades are allowed for unforeseen but fully justified reasons that preclude the completion of a portion of the course requirements.  It is the student’s responsibility to provide the pertinent information to the instructor and to reach an agreement on the means of completing the course requirements.  Such an agreement is in writing and is filed with the Division by completing an Incomplete Grade Agreement Form.  A final grade is assigned when the work agreed upon is completed and evaluated.  Excessive absences alone do not constitute reason for the assignment of a grade of Incomplete. The incomplete work must be completed by the deadline specified in the Incomplete Grade Agreement (this form can be obtained from the Division’s administrative offices); if not, a new deadline must be negotiated.  At the maximum, students have up to one calendar year after the end of the term in which contracted to complete a course (this assumes new dates have been negotiated along the way).  This limitation prevails whether or not the student maintains continuous enrollment.  Failure to complete the work will automatically result in changing the “I” to “F”.   Removal of “I” grade requires the approval of the instructor who awarded it.  When an “I” has changed to “F”, removal requires the approval of not only the instructor but also the Division Director. In those cases where the instructor is no longer teaching on campus, students should consult the Division Director or designate. 

Grade Change Policy
The Division Director can approve a change in letter grade within 90 days of its being posted to the student’s record only in the case of a declared clerical error:  The instructor, in grade estimating or posting, makes a clerical error.  Under no circumstances, except when the grade “I” was assigned may a grade change be made as a result of work completed or presented following the close of the grade period.  Grades cannot be changed to “W” or to “CR/NC”.  Students have a 90-day period following the posting of an erroneous grade in which attention is to be brought to the error and the correction is made.

Instructors utilize a special form to change grades, including changing an Incomplete to the grade earned.  Grade change forms are submitted to the Registrar’s Office only through the University’s mail system – not hand-carried by students.

Responsibility for the Assignment of Grades

Grading is the exclusive responsibility of the instructor, within the guidelines of the University.  Neither students nor administrators assign grades.  Although students can challenge the justness of a grade and can appeal a grade, no grade can be changed without the instructor’s approval.

Instructors are required to meet deadlines for submitting grade sheets to the Registrar’s Office.  Grade sheets cannot be signed and submitted by anyone other than the instructor.  A copy of the grade sheet is also submitted to the Division Office.  Copies of the contracts for Incomplete grades should be attached to the grade sheet submitted to the Division Office.

Special Problems (299s), Field Instruction (295s), and Thesis/Research Project (500) are processed differently.  Instructors submit grades for these courses to the Division Director who is responsible for the appropriate grade sheets and the timely submission to the Registrar. 

Procedures for Student Grade Appeal
A full and complete description of the student grade appeal procedures is maintained in the administrative offices of the offices of the Division of Social Work.  Those procedures were developed and approved by the President of CSUS and are based on system wide policy.  A brief description is presented herein. Course instructor carefully evaluates student performance and assigns appropriate grades.  There is a presumption that grades assigned are correct; an appeal must demonstrate otherwise.  In abuse of clerical error, prejudice, or capriciousness, the grade assigned by the instructor is considered final.

Informal Procedures 

There are three steps in this part of the process and each has a time-line that must be followed. 

A. Student-Instructor Meeting:  Students must seek to resolve, in good faith, the matter informally with the instructor no later than the fourth week of the semester following the semester in which the grade was earned.

B. Student-Division Director Meeting:  If the student-instructor meeting did not resolve the matter, students must present their appeal to the Division Director no later than the sixth week of the semester following the semester in which the grade was earned. 

C. Student-Division Director-Instructor Meeting:  If step two fails, it is recommended but not required that the student, Division Director, and the instructor meet to resolve the matter.  The student or the Director may propose such a meeting within five working days after the student receives the Director’s report regarding the outcome of step two above.  If the student, Director, and the instructor agree to the meeting, the Director will convene it within ten working days after being proposed.  If this effort fails, the student may initiate a formal appeal within ten days following the failure of the informal procedures.  

Formal Procedures

There are two formal procedures with time-line:

A. Student Grade Appeal Form.  This form must be submitted in triplicate to the Division Director within ten working days of the failure of the informal efforts to resolve the matter.  The Director will then establish a Grade Appeal Review Panel that will meet within 15 working days after the panel is selected.  A faculty member will be designated chair of the panel.

B. Grade Appeal Review Panel.  One student will serve on the panel.  The selection of the panel is complex, and the Student Grade Appeal Procedures in the Division’s administrative offices should be consulted.  This is also true for the conduct of the Grade Appeal Review Panel.  

If either party believes that procedural violations occurred during the grade appeal process and that the violations prejudiced the outcome, an appeal of the panel’s decision may be made in writing to the Vice President for Academic Affairs.  The outcome of such an appeal can be a finding of no violation or of a violation not prejudicial or can be in favor of the appellant.  If the outcome favors the appellant, a new appeal panel is convened to hear the matter again.

Leaves of Absence/Withdrawal from the University

The purpose of a leave policy is to afford students certain protections of their rights to specified degree requirement options.  Unclassified graduate students can maintain their enrollment status while exploring goals away from the University; unclassified students negotiate such with the CSUS Graduate Center, not the Division of Social Work.  Classified graduate students can maintain their status in the MSW program during an absence.  In order to maintain these rights and statuses, formal leave should be requested and approval sought when a student will be out of CSUS enrollment two or more semesters; however, the Division of Social Work requires the completion of its own form for any leave of any length.  The Faculty Advisor and the Graduate Program Director are crucial to the process of securing counsel and approval. The University requires the completion of an appropriate form (see the following) for securing approval and for protecting student rights to their educational status.

Types of Leaves:  There are three types of leaves of absence – medical, military, and planned educational.

1. Medical leaves require a statement from a medical doctor explaining why the student must interrupt enrollment.  There is no limit on the number of semesters of absence allowed, except leaves for pregnancy which are restricted to the semester of delivery and the one following.  After a leave of two or more semesters, an application and fee are required for readmission.  

2. Military leaves require a copy of military orders indicating induction or transfer date.  A maximum of eight semesters is allowed for military service.  For a leave of two or more semesters, an application and fee are required for readmission.

3. Planned educational leaves are planned interruptions of studies at this University in order to pursue other activities that clarify educational goals or enrich educational programs.  Goal clarification or educational enrichment may include travel, on-the-job experience in the social work field, other educational opportunities, or undertaking expanded responsibilities in an activity related to the student’s educational or career goals.  Planned interruptions may also be approved to allow time for the solution of personal problems and, thus, to enhance the prospects of successful completions of the social work program.

Leave of Absence Procedures

In order to activate the review and approval process for requests for leaves of absence, a Petition for Leave of Absence must be completed and provide such information as the last semester of enrollment, the planned semester of return, and the relationship of the proposed plans to the student’s educational goals.  For graduate students, approval is required from the Faculty Advisor and the Graduate Program Director.  Completed forms are submitted to the Admissions and Records Office.  Petitions for leaves of absence should be filed in advance of the absence.  Retroactive approval is possible based on individual circumstances.  At the conclusion of the leave, the Admissions Office may request evidence of the fulfillment of the leave plans.

Students remaining absent beyond the specified period lose benefits of the leave policy.  Leaves approved for graduate students do not extend the seven-year time limit for the completion of the graduate degree program.  Such graduate students must seek the approval of the Dean of Graduate Studies for requests to re-admit.

To return from a leave of absence of more than two semesters, a student must file an application for re-admission during the regular admissions filing period.  An application fee must be paid for students out of enrollment for more than two semesters or for students who did not qualify for a leave of absence.  Students out of enrollment for only one semester and not attending another university during that period are automatically granted a leave and are not required to file an application for re-admission and pay the fee; however, such students must re-activate their files in the Admissions and Records Office by filing a short form in that office.

Students subject to academic disqualification or dismissal or disciplinary action are not eligible for leaves of absence.  Disqualified students may be reinstated after one semester out of attendance.

Withdrawal from the University  

Students withdrawing from the University (dropping all courses) for physical, emotional, financial, family, health, or other non-academic reasons must receive approval from the Academic Advising Office (Lassen Hall, Room 1012) before leaving the University.  Students withdrawing from the University for academic reasons must receive approval from the Division Director before leaving.  Students needing to withdraw from all courses should determine if a Leave of Absence (medical, military, planned educational) is appropriate for maintaining catalog rights for meeting graduation requirements. Students whose withdrawals are processed during the first four weeks of instruction will have the notation “Withdrawal” recorded on their permanent record in lieu of courses being listed.  Students withdrawing after the fourth week of instruction will receive a grade of “W” in each course.  Requests for withdrawal will be processed during the final four weeks of instruction only for verified and approved circumstances that occurred before that deadline.  For circumstances occurring after that time, students should seek arrangements with their instructors before the semester ends to receive Incomplete Grades.

Students who are withdrawing because of incapacity and are unable to obtain the required approvals in person must request in writing to the Academic Advising Office that their withdrawal be administratively processed.  Verification of illness, accident, etc., should accompany the student’s request. Failure to withdraw officially from the University once registration fees are paid will result in students receiving “U” or “F” grades in their courses.  See the CSUS Catalog or the Schedule of Classes for information on refund of fees.  A student who pays registration fees and subsequently withdraws usually is considered a continuing student for the next semester and need not reapply for admission.  Should a first-semester graduate student withdraw from all courses, such a student must re-apply for admission to the graduate program.

overarching principles, standards, and educational performance outcomes 

for students in the division of social work

The seven items listed below act as philosophical guideposts designed to inform the Division of key elements of performance expectations that we hold important as a program.

1. Behave in an Ethical Manner
A student who behaves in an ethical manner undertakes to thoroughly understand and adhere to professional and personal codes of conduct that reflect an unyielding respect for self and others. This student acts in an ethical and principled manner not because it is expedient or self-serving but rather because to do so engenders, uplifts, and strengthens the inherent value and dignity of all peoples and because it is right in outcome and means.

2. Take Responsibility for Learning

A student who takes responsibility for learning demonstrates intellectual curiosity and initiative.  This student understands the importance of regular, punctual attendance, is prepared to learn, sets learning goals, actively engages in learning tasks, uses available resources, evaluates own actions and works, and meets deadlines and due dates.

3. Think Critically

A student who thinks critically demonstrates willingness to question, patience to doubt, and readiness to reconsider.  This student reflects on and evaluates information, details, evidence, and/or his or her own ideas and work in order to draw conclusions, solve problems, and/or conduct investigations.

4. Communicate Skillfully

A student who communicates skillfully writes and speaks in a clear, organized, and interesting manner.  This student does so in both formal and informal situations and for a variety of audiences and purposes.

5. Collaborate Effectively

A student who collaborates effectively works with peers and/or mentors to produce something greater than he/she could accomplish individually.  This student initiates their own involvement, helps lead groups to set and achieve goals, is an active learner, acknowledges contributions, and works towards solutions.

6. Produce Quality Work

A student who produces quality work exceeds the minimum requirements of tasks to create products or performances that reflect skill, creativity, sophistication, and scholarly achievement.  This student gives attention to detail and, uses technology effectively to complete tasks, products and/or presentations.

7. Assumes Responsibility for Obstacles to Learning

A student, who assumes responsibility for obstacles to learning prioritizes the need to act on impediments and obstacles, seeks assistance early, as needed, and from appropriate sources, and strives to increase self-awareness about learning style and resources to maximize benefits from all learning experience.
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student peformance review standards and procedures

The expectations and standards students of professional versus non-professional degree programs are, at their core, similar yet different from each other. In professional programs the student is often thrust into course work concurrent with hands-on practice situations that have real impact on the lives of real people with real problems and needs. The expectations and standards of professional programs must therefore interweave scholarship with codes of ethical conduct and scientific rigor with professional competency. The Division of Social Work establishes chief among its goals in delivering a program of graduate and undergraduate education, the preparation of individuals committed to the knowledge, values, and skills of professional social work practice.

The establishment of and adherence to a clearly articulated set of programmatic goals and performance standards for the Division’s students begins with a recognition that becoming a competent and well trained professional in social work is a gradual process. Functional standards of performance capitalize on strategies that uplift and do not focus on diminishing people. The Division believes that its program expectations and requirements promote redemptive not punitive interventions when success or progress toward success is not easily forthcoming. 

This means that not all criteria are expected to be met at all times.  Persons who teach and supervise students, along with program administrators, will assess student academic performance and apply their professional judgment to determine if standards are being met during a student’s educational career.  Professional judgment is the capacity to assess a situation by applying the values and knowledge of the social work profession, combined with a professional’s own experience and practice wisdom. 

Framework for the Evaluation of Student Performance in the Social Work Program

The Division of Social Work employs the following evaluative framework to guide program faculty and administrators in their responsibility for carefully assessing and regularly monitoring students in the Division’s programs regarding the student’s ability to function effectively across a variety of professional situations including but not limited to the classroom, field placement, and other settings where the individual in operating as a social work student. There are currently four areas of student capacity, performance, and functioning, which are viewed as inexorably linked in determining if program standards are being achieved. As an example scholastic ability is not sufficient onto itself as a determining criteria justifying continued enrollment in the program. That is, all four areas, taken together and/or separately are subject to assessment at regular intervals to determine the appropriateness of a student’s continued enrollment in the program. These fours areas are: 

I. ability to acquire professional skills

II. Emotional and mental abilities

III. professional performance skills

IV. scholastic performance
I. Ability to Acquire Professional Skills

A. 
Communication Skills

Demonstrates sufficient written and oral skills to comprehend information and communicate ideas and feelings.

Written Communication:  Writes clearly, uses correct grammar and spelling, and applies appropriate writing style, including American Psychological Association (APA) referencing, appropriate source citation, and documentation.  Demonstrates sufficient skills in written English to understand content presented in the program and complete adequately all written assignments as specified by faculty. Written work must be mechanically and stylistically acceptable. Serious deficiencies in areas such as spelling, punctuation, sentence structure, and coherent organization will result in lower grades. Students are encouraged to seek Division (tutoring) and University level (writing lab and course work) resources to improve academic skills such as writing and study. Plagiarism (claiming the work of someone else as your own) will result in a grade of FAIL. 

1. Effective use of knowledge: the integration of concepts, theories, and information from readings, lectures, and seminar discussions. 

2. The inclusion of personal points of view along with rationale, logic, and examples. 

3. Organization: thesis as part of the introduction, smooth relationship between ideas and between paragraphs, and overall structure, integrative concluding section. 

4. Clarity: understandability, good style and form. 

5. Syntax, grammar, and spelling. 

6. Timely completion and submission of all written assignments.

Oral Communication:  Communicates effectively and sensitively with other students, faculty, staff, clients, and professionals.  Expresses ideas and feelings clearly and demonstrates a willingness and an ability to listen to others.  Demonstrates sufficient skills in spoken English to understand content presented in the program, to complete adequately all oral assignments, and to meet the objectives of field placement experiences, as specified by faculty and field placement agency. 

B. 
Interpersonal Skills

Demonstrates the interpersonal skills needed to relate effectively to other students, faculty, staff, clients, and professionals and to meet or exceed the ethical obligations of the profession.  These skills include compassion, empathy, altruism, integrity, and demonstration of respect for and consideration of others. The student takes appropriate responsibility for own actions and considers the impact of their actions on others.

Effective learning demands active participation. Take risks even if the environment does not feel completely "safe." One will not meaningfully act in any environment if one does not take risks. In order to enhance feelings of safety, and to create a positive learning environment, the following must apply:

1. Attends the classes and is prompt. 

2. Reads assigned course material. 

3. Get their needs met by interacting with others and by raising their concerns and criticisms with the instructor. Completes all of one’s work. 

4. Takes personal ownership of expressions of bigotry. In other words, rather than attribute a negative characteristic to a social group or to a member of that group, one begins with, "this is how I have been taught to believe," or "I don't like to admit it but I do have the belief that..." 

5. Commits to personal/professional growth and self-exploration and behaves in a non-violent manner.

C. 
Cognitive Skills

Exhibit sufficient knowledge of social work and clarity of thinking to process information and applies it to appropriate situations in classroom and field placement settings.  Demonstrate a clear grounded-ness in relevant social, behavioral and biological science knowledge and research - including knowledge and skills in relationship building, data gathering, assessment, intervention, and evaluation of practice and self as practitioner.  Exhibits ability to conceptualize and integrate knowledge and apply that knowledge across various settings the student must function in including but not limited to settings and transactions in the classroom, field placement, with faculty and other classmates. 

D. 
Physical Skills

Exhibits sufficient motor and sensory abilities to regularly attend and actively participate in class and field placement with or without accommodations.  (See section on Accommodations for Disabilities for clarification.)

II. Emotional and Mental Abilities Necessary for Performance in the Program and Professional Practice

A. 
Stress Management

Demonstrates ability to recognize and deal with current life stressors through the use of appropriate coping mechanisms.  Handles stress effectively by using appropriate self-care and developing supportive (appropriate) relationships with colleagues, peers, and others. Students are encouraged to seek Division (academic advisor) and University level (counseling center) resources to assess the best approach to better coping and adaptation.

B. 
Emotional and Mental Capacities

Uses sound judgment.  Seeks and effectively uses help for medical or emotional problems that interfere with scholastic and professional performance.  Students are encouraged to seek Division (academic advisor) and University level (counseling center) resources to assess the best approach to better coping and adaptation. Engages in counseling resources for self or seeks out support and help if personal problems, psychosocial distress, substance abuse, or mental health difficulties do any of the following:

· Compromise scholastic and other performance,

· Interfere with professional judgment and behavior, or 

· Jeopardize the best interests of those to whom the social work student has a professional responsibility (as outlined in the NASW Code of Ethics which can be viewed online at http://www.naswdc.org/).
III. professional performance skills necessary for work with clients and professional practice

A. 
Professional Commitment

Exhibits a strong commitment to the goals of social work and to the ethical standards of the profession as specified in the NASW Code of Ethics.  Demonstrates commitment to the core principles and essential values of social work that includes the respect for the dignity and worth of every individual and his/her rights to a just share of society’s resources (social justice).

B. 
Professional Behavior

Students are to exhibit behaviors that are in compliance with program policies, university policies, professional ethical standards, and societal laws in the classroom, university community, field and community at large.  Appearance, dress, and general demeanor reflect a professional manner.  Shows potential for responsible and accountable behavior by knowing and practicing within the scope of social work, respecting others, being punctual and dependable, prioritizing responsibilities, attending class regularly, observing deadlines, completing assignments on time, keeping appointments or making appropriate arrangements, and accepting supervision and criticism in a positive manner.

Students are to work effectively with others, regardless of level of authority. Advocates for him/her self in an appropriate and responsible manner and uses proper channels for conflict resolution.  Shows a willingness to receive and accept feedback and supervision in a positive manner, as well as use such feedback to enhance personal and professional development.  

C. 
Self Awareness

Students are to exhibit knowledge of how one’s values, attitudes, beliefs; emotions and past experiences affect thinking, behavior and relationships.  Accurately assesses one’s own strengths, limitations, and suitability for professional practice.  Shows awareness of self and how one is perceived by others.  Reflect on one’s own limitations as they relate to professional capacities.  Is willing to examine and change behavior when it interferes in working with clients and other professionals.

D. 
Ethical Obligations

Current behavior and classroom performance demonstrate adherence to the ethical expectations and obligations of professional practice, noted in the NASW Code of Ethics.  Ethical behaviors include:

· Adherence to the NASW Code of Ethics.

· No history of convictions which are contrary to professional practice.  

· Systematic evaluation of clients and their situations in an unbiased, factual way.  Suspension of personal biases during interactions with others.

· Comprehension of another individual’s way of life and values.  Empathic communication and support of the client as a basis for a productive professional relationship.  

· Appreciation of the value of diversity.  Effective and nonjudgmental relation to and work with others who are different from oneself.  Appropriate service to all persons in need of assistance, regardless of the person’s age, class, race, religious beliefs, gender, disability, sexual orientation, and/or value system.  No imposition of personal, religious, sexual, and/or cultural values on clients.

· Demonstration of respect for the rights of others.  Commitment to clients’ rights to freedom of choice and self-determination.

· Maintenance of confidentiality as it relates to human service, classroom activities, and field placement.  

· Demonstration of honesty and integrity by being truthful about background, experiences and qualifications; doing one’s own work; giving credit for the ideas of others; and providing proper citation of source materials.

· Demonstration of clear, appropriate, and culturally sensitive boundaries.  Does not sexually harass others; make verbal or physical threats; become involved in sexual relationships with clients, supervisors, or faculty; abuse others in physical, emotional, verbal, or sexual ways; or participate in dual relationships where conflicts of interest may exist.  

IV. scholastic performance

By conferring at least once each semester (after, for example, the Registrar releases the semester Grade Report) with students to review and update the Educational Contract, the Faculty Advisor/Undergraduate or Graduate Program Director assures compliance with the academic regulations of the University.
A. Academic Standards (This is a brief summary of the policies as stated on pages 107-8 of the University Catalog)

While a grade point average (GPA) of 2.5 is sufficient for admissions consideration, graduate students must earn and maintain at least a 3.0 GPA.  Undergraduate students must maintain at least a 2.0 GPA.

· Academic Probation when cumulative GPA overall or at CSUS falls below 3.0 for graduate students and 2.0 for undergraduate students.

· Continued Probation when already on Academic Probation and the semester GPA continues to be less than 3.0 or 2.0 for undergraduate students.

· Academic Disqualification when already on Academic Probation and/or Continued Probation and the earned GPA falls nine or more grade points below 3.0 for graduate students, 8.9 points below 2.0 for juniors and 5.9 points below 2.0 for seniors.

· Academic Disqualification also occurs if a graduate student receives 3 or more “C” grades during the course of their graduate studies.
· Academic Dismissal occurs when an undergraduate student has been reinstated after disqualification but earns a semester GPA below 2.0 or fails to meet the requirements specified in the reinstatement contract.  Academically dismissed undergraduate students are not eligible for readmission without at least one semester of absence from CSUS
· Special Contract is required for students reinstated immediately after academic disqualification or readmitted after a break in enrollment after having been disqualified at the end of the previous enrollment.  A student on this status is allowed to continue on a semester-by-semester basis with achievement reviewed at the end of each semester to determine if continued enrollment is appropriate.

B. 
Administrative-Academic Probation and Disqualification when students have:

1. Withdrawn (or fails to enroll) from all or a substantial portion of their courses in two successive semesters or in any three terms;

2. Repeatedly failed to progress toward a degree under circumstances within control of the student;

3. Failed to comply, after due notice, with an academic requirement(s) or regulation(s).

A student’s academic status is determined by grade point average.  Grade Point Average (GPA) is computed by dividing the total number of grade points earned by the number of units attempted, except that neither CR nor NC grades are included in the calculation.  A GPA of 2.0 indicates a C average; a 3.0 indicates a B average; a 4.0 indicates an A average.

Students must report errors shown on the grade report form to the Office of Admissions and Records within three months after the semester ends if they wish to request corrections.

C. 
Indicators of Academic Performance

Indicators of academic performance in the Division of Social Work may include but are not limited to the following:
· Feedback or reference letters from faculty, work supervisors, or supervisors of volunteer human service activity or other field experiences.

· Feedback from agency-based or faculty field instructors.

· Observation of classroom, volunteer, or field behaviors.

· Performance in oral and written assignments, examinations, social work skills labs, or other appropriate coursework.

· Student personal statements or self-assessments.

· Interviews with faculty or other professionals.

· Taped interview situations (audio or video).

· Feedback from students, staff, university, helping professionals, or community.

· Feedback from faculty in other social work programs that students may have attended.

· Signed confidentiality statements, scholastic honesty statements, contract to adhere to NASW Code of Ethics, other contracts (performance and nonperformance-based contracts) between the Division and the student.

D. 
Accommodations for Disabilities

No student, otherwise qualified, shall, on the basis of disability, be subjected to discrimination or excluded from participation in the Division of Social Work.  A student with a disability may be protected by the Americans with Disabilities Act (ADA) and be eligible for a reasonable accommodation to provide equal opportunity to meet academic criteria for professional behavior and scholastic performance. It is the responsibility of any qualified student with a protected disability (NOT the Division or any of its faculty), requesting a reasonable accommodation, to notify the Services to Students with Disabilities office (online at http://www.csus.edu/sswd/) and provide documentation to all parties as needed. The Services to Students with Disabilities office makes recommendations for accommodations.  The Division of Social Work will review academic performance criteria in light of individual student circumstances to explore issues of appropriateness and reasonable accommodation.  An initial assessment, subsequent plan, use of outside experts (including the Services to Students with Disabilities office), and periodic checks between the Division of Social Work and the student are appropriate courses of action in making reasonable accommodations.

student performance review procedures
It should be noted that student performance review procedures discussed here are subject to university rules, regulations, and procedures, therefore, circumstances and situations that warrant immediate suspension or dismissal of a student according to university policies or regulations will be followed.

Information disclosed during student meetings with program, agency or community based personnel if and when the information raises concerns about professional performance. Faculty and program administrators will share pertinent information with each other for the purpose of identifying student issues and in order to further enhance planning, interventive efforts and problem solving relative to potential performance concerns. Faculty and program administrators are obligated to follow university procedures related to responding to real or potential issues of student performance. 

A. 
Performance Issues That May Result in a Student Review or Staffing

Student reviews can occur under any of the following circumstances:

· Failure to meet or maintain academic requirements as stated under Scholastic Performance

· Scholastic dishonesty, including cheating, lying, plagiarism, falsifying academic records, or any act designed to give unfair advantage to the student.  (Faculty must adhere to university guidelines.  For complete University policy and procedures, see California State University, Sacramento (See University Policy Manual or online at http://www.csus.edu/admbus/umanual/) Academic Regulations, Plagiarism and Cheating.)

· Behavior judged to be in violation of the current NASW Code of Ethics

· Behavior judged to be in violation of the Student Discipline Code (See University Policy Manual or online at http://www.csus.edu/admbus/umanual/)

· Any threat or attempt to harm oneself or someone else

· Commission of a criminal act that is contrary to professional practice.

· Consistent pattern of unprofessional behavior 

· Failure to meet any of the performance expectations and standards seen as applicable under these, the Division of Social Work at California, Sacramento Student Performance Review Standards and Procedures

B.
The Two Levels of Review 

Two levels of review can occur in the Division of Social Work when assessing student performance. The level of review depends upon the potential seriousness of the concern(s). For purposes of distinguishing between the two levels of performance evaluation: Level I Review is the less formal but still potentially serious of the two levels while a Level II Review or Student Staffing is the more formal and therefore more complex of the two. What follows next is a discussion of the trigger mechanism(s) to be considered when attempting to make a decision on the appropriate level or review, if any, to implement.

Level I Review

Whenever a faculty member, adjunct faculty or field instructor has concern(s) regarding a student’s performance he/she shall meet with the student to resolve the concern(s). 

It is strongly recommend that the faculty member, adjunct faculty or field instructor raising a performance concern(s) with a student be prepared to communicate that concern(s) in a clear, concise, and factual (when possible) documented manner. 

If the issue(s) are not resolved, the student’s Academic Advisor should be contacted. The student’s Academic Advisor is engaged to help address the concern(s) and, if necessary, conduct additional fact finding activity such as reviewing the student’s academic record (paper & electronic) and or informally consult with other personnel having current contact with student (written notes summarizing the sequence, process and outcomes of these meetings and activities should be made on the contact sheet found at the front of the student’s Division file thus creating a retrievable record of fact gathering and interventive efforts). It should be noted that a Level I Review may originate with a student’s Academic Advisor.

While it is not possible to establish an absolute and precise timetable for a Level I Review to be initiated, conducted and completed, every effort should be made to be as expedient as possible. Acting in an expeditious but nonetheless thorough manner is assumed to minimize the impact on the time and resources of all involved parties. In any event, not more than five business days should elapse from the time that an Academic Advisor is contacted regarding a Level I Review and when he or she directly responds to the request for their involvement. This timeline shall be appropriately amended if such contact is made too close to the end of a semester or the academic year. 

If after these efforts, the concern(s) remains unresolved; the Academic Advisor must contact the Graduate/Undergraduate Program Director, for further assistance and or to determine if a Level II Review (Student Staffing) should be convened. Here too, not more than five business days should elapse from the time that an Academic Advisor contacts the Graduate/Undergraduate Program Director and the time he or she directly responds to the request for their involvement. This timeline shall be appropriately amended if such contact is made too close to the end of a semester or the academic year.

Level II Review (Student Staffing)

If an issue is not resolved at the first level of review, the Graduate/Undergraduate Program Director will decide if an AR&PSC meeting will be convened with the student and involved faculty/program members. 

A Level II Review involves convening the Academic Review and Professional Standards Committee (AR&PSC) which shall be composed of the Graduate/Undergraduate Program Director (AR&PSC, Chair), the faculty member, adjunct faculty or field instructor where concern(s) originated, the student’s Academic Advisor (may be the individual with an expressed concern), and anyone else deemed as appropriate in the judgment of the student’s Academic Advisor or that of the AR&PSC Chair.
If an AR&PSC meeting occurs, it will be the Graduate/Undergraduate Program Director’s responsibility to inform the student (and all parties concerned) in writing of the AR&PSC’s decision(s) which may include one or more of the following actions:

1. Continue the student in the program with no conditions. In these situations, the concern has been addressed and no further action by the student or program is required.

2. Establish formal conditions for the student’s continued enrollment in the program. An interventive or remediation plan will be developed by the student’s Academic Advisor in consultation with the student, and the concerned faculty member as needed.  This plan shall:

a) specify the concern(s) of the faculty member in as much detail as possible

b) indicate the actions to be undertaken by the student

c) indicate the date by which the student must demonstrate the required level of knowledge, skill, behavior, or ethical conduct

d) be signed by the advisor, and faculty member who initiated the concern

e) be reported on regularly by the student’s Academic Advisor

The student will be given a copy of the plan and asked to sign it indicating that he or she received a copy of the document. The student will also be informed, in writing, of the right to rebut the Plan or grieve the decision.  Interventive plans, all Level II (Student Staffing) reports (should include student’s written rebuttal if one is written) will be filed in the student’s Division file. 

The AR&PSC shall, on or before the date specified in the plan for completion of the intervention or remediation, meet with the advisor and the faculty who had the concern(s), for a report on the student progress. Ultimately, one of two outcomes must be attained to finally resolve the concern(s):

a) The plan is met and the concern is alleviated.  This is communicated in writing to all those in the above paragraph, AR&PSC and the Director of the Division.  All documentation pertaining to the student review is held confidential by the division.
b) The plan is not met and concern is not alleviated.  The AR&PSC shall recommend that the student be dismissed from the program through declassification.

In situations where the AR&PSC recommends that the student not be allowed to continue as a student in the graduate or undergraduate program of the Division of Social Work, this decision will be forwarded to a meeting of the Graduate or Undergraduate Committee for a vote of confirmation or no confirmation (requires a simple majority) and the decision will be final at the Division level. That decision will be communicated to the student in writing.
Role of the Academic Advisor in a Level II Review

The mentoring process is critical to helping both students who enter on academic probation as well as those who develop academic or professional difficulties.  The Academic Advisor will set up monthly meetings (more often if necessary) with the student to discuss his or her situation, progress, and development. 

Reapplication after Dismissal through Declassification (Applies to Graduate Program Only)
Any student, who is dismissed from the program through declassification as a graduate student from Division of Social Work, may, if interested in returning at some later point, reapply to the Division of Social Work (but cannot reapply under any circumstances prior to the passage of one full academic year after being dismissed through declassification). Reapplication requires completing the entire application process again and must be done during the regular application cycle and procedures. The reapplication materials must include written notification from the applicant that they were dismissed through declassification from the Division at some earlier time. Failure to provide such notification in writing to the Division of Social Work will automatically disqualify the student and be cause for immediate denial of readmission. 

All reapplication and subsequent readmission consideration to the Master in Social Work graduate program will be considered on case-by-case basis by the Admissions Committee during the regular admissions process and timelines used by the Division of Social Work. In cases of reapplication, the Chair (or their designate) or faculty representatives of the Admissions Committee will always interview the student.

It should be noted that individuals applying as transfer students to the graduate program in social work must arrange for a letter of support and good standing from the Dean, Director (or their designate) of the department, division or school they are interested in transferring from and the student must indicate, in writing, if they have been dismissed from that program and not simply transferring. Likewise, failure to provide such notification in writing to the Division of Social Work will automatically disqualify the student from acceptance as a transfer student to our graduate program in social work or will be cause for immediate dismissal through declassification if this information comes to light after acceptance and enrollment to the program.

Important California State University, Sacramento Web- Based Web Resources and General Web-Based Resources on Social Work

California State University, Sacramento Home Page at http://www.csus.edu/
College of Health & Human Services, CSUS at http://www.hhs.csus.edu/
Division of Social Work at CSUS at http://www.hhs.csus.edu/SWRK/
Research in Social Work at http://www.lib.csus.edu/services/instruction/indiv/MSW2001/
Social Work Resources at http://www.lib.csus.edu/guides/rogenmoserd/socialwork.html
CSUS Guide for Thesis/Project Format at http://www.csus.edu/rgs/gradstud/forms/MANUAL.PDF
CSUS Library at http://www.lib.csus.edu/index.htm
CSUS Bookstore at http://www.foundation.csus.edu/bookstore/
CSUS Catalogue at http://aaweb.csus.edu/catalog/default.asp
CSUS Class Schedule at http://www.csus.edu/webpages/schedule.htm
CSUS News & Events at http://www.csus.edu/webpages/news.htm
CSUS Campus Map and Driving Directions at http://www.csus.edu/scripts/asp/map/map.asp
CSUS Quick Facts at http://www.csus.edu/pubaf/quickfacts/
CSUS Services to Students with Disabilities at http://www.csus.edu/sswd/sswd.html
Council on Social Work Education (CSWE) at http://www.cswe.org/
National Association of Social Workers (NASW) at http://www.naswdc.org/
NASW Code of Ethics at http://www.socialworkers.org/pubs/code/default.asp
The New Social Worker Online at http://www.socialworker.com/
Occupational Outlook Handbook at http://stats.bls.gov/oco/ocos060.htm
Clinical Social Work Federation at http://www.cswf.org/
North American Association of Christian Social Workers at http://www.nacsw.org/
Social Work Career Quiz at http://www.abacon.com/socwk/quiz/index.html
Latino Social Work Network, Sacramento Chapter at http://www.hhs.csus.edu/homepages/sw/torres/LSWnet/index.htm
California Association of School Social Work Educators at http://www.hhs.csus.edu/homepages/sw/torres/CASSWE/index.htm
List of University Forms and Manuals Important for Graduate Students

Get the latest version of graduate study related forms or manuals online at http://www.csus.edu/rgs/gradstud/forms.htm. 

	1. Academic Standards Petition (Admissions & Records)

	2. Add/Drop Petition (pdf) (Department Office)

	3. Address/Phone Number Change Form (pdf) (Office of Graduate Studies, Admissions & Records)

	4. Advancement to Candidacy (pdf) (Office of Graduate Studies)

	5. Application for Classification (pdf) (Office of Graduate Studies)

	6. Application for Graduate Assistantship or Teaching Assistantship (Office of Graduate Studies)

	7. 'Continuous Enrollment' Eligibility Form (Office of Graduate Studies)

	8. Continuous Enrollment Payment Chart (pdf)

	9. Credit/No Credit Option Petition (Admissions & Records)

	10. CSUS Guide for Thesis/Project Format (pdf) (Hornet Bookstore)

	11. Culminating Experience Report (pdf) (Office of Graduate Studies)

	12. Declassification Request (pdf) (Office of Graduate Studies)

	13. Diploma Re-Order Form (pdf) (Admissions & Records)

	14. Excess of 21 Units Petition (Admissions & Records)

	15. Graduate Special Major Application (pdf) (Office of Graduate Studies)

	16. Graduation Application (pdf) (Office of Graduate Studies)

	17. Graduation Date Change (pdf) (Office of Graduate Studies)

	18. How to Complete a Master's Degree Program
at CSU, Sacramento (pdf) (Office of Graduate Studies)

	19. Leave of Absence Request (Office of Graduate Studies; Admissions & Records)

	20. Microfilming and Binding Receipt (pdf) (Office of Graduate Studies)

	21. Name Change (must be done in person with photo id) (Admissions & Records)

	22. Petition for Currency (pdf) (Office of Graduate Studies)

	23. Petition for Exception (pdf) (Office of Graduate Studies)

	24. Petition for Multiple Degree Objective (pdf) (Office of Graduate Studies)

	25. Project Completion Approval Form (pdf) (Office of Graduate Studies)

	26. Reinstatement Request (Office of Graduate Studies)

	27. Repeat Petition (pdf) (Admissions & Records)

	28. Request for Change of Graduation Date (Office of Graduate Studies)

	29. Student Identification Number (must be done in person with photo id and social security card) (Admissions & Records)

	30. Thesis/Project Receipt Form (pdf) (Office of Graduate Studies)

	31. Transcript Request Form (pdf) (Admissions & Records)

	32. Writing Proficiency Exam Waiver Form (pdf) (Office of Graduate Studies)


Nature of the Profession of Social Work

(Information contained in this section adapted from various web resources on social work)

Social work is a profession for those with a strong desire to help people, to make things better, and to make a difference. Social workers help people function the best way they can in their environment, deal with their relationships with others, and solve personal and family problems.

Social workers often see clients who face a life-threatening disease or a social problem. These problems may include inadequate housing, unemployment, lack of job skills, financial distress, serious illness or disability, substance abuse, unwanted pregnancy, or antisocial behavior. Social workers also assist families that have serious domestic conflicts, including those involving child or spousal abuse.

Through direct counseling, social workers help clients identify their concerns, consider effective solutions, and find reliable resources. Social workers typically consult and counsel clients and arrange for services that can help them. Often, they refer clients to specialists in services such as debt counseling, childcare or elder care, public assistance, or alcohol or drug rehabilitation. Social workers then follow through with the client to assure that services are helpful and that clients make proper use of the services offered. Social workers may review eligibility requirements, help fill out forms and applications, visit clients on a regular basis, and provide support during crises.

Social workers practice in a variety of settings. In hospitals and psychiatric hospitals, they provide or arrange for a range of support services. In mental health and community centers, social workers provide counseling services on marriage, family, and adoption matters, and they help people through personal or community emergencies, such as dealing with loss or grief or arranging for disaster assistance. In schools, they help children, parents, and teachers cope with problems. In social service agencies, they help people locate basic benefits, such as income assistance, housing, and job training. Social workers also offer counseling to those receiving therapy for addictive or physical disorders in rehabilitation facilities, and to people in nursing homes in need of routine living care. In employment settings, they counsel people with personal, family, professional, or financial problems affecting their work performance. Social workers who work in courts and correction facilities evaluate and counsel individuals in the criminal justice system to cope better in society. In private practice, they provide clinical or diagnostic testing services covering a wide range of personal disorders.

Social workers often provide social services in health-related settings that now are governed by managed care organizations. To contain costs, these organizations are emphasizing short-term intervention, ambulatory and community-based care, and greater decentralization of services.

Most social workers specialize in an area of practice. Although some conduct research or are involved in planning or policy development, most social workers prefer an area of practice in which they interact with clients.

Clinical social workers offer psychotherapy or counseling and a range of diagnostic services in public agencies, clinics, and private practice.

Child welfare or family services social workers may counsel children and youths who have difficulty adjusting socially, advise parents on how to care for disabled children, or arrange for homemaker services during a parent’s illness. If children have serious problems in school, child welfare workers may consult with parents, teachers, and counselors to identify underlying causes and develop plans for treatment. Some social workers assist single parents, arrange adoptions, and help find foster homes for neglected, abandoned, or abused children. Child welfare workers also work in residential institutions for children and adolescents.

Child or adult protective services social workers investigate reports of abuse and neglect and intervene if necessary. They may initiate legal action to remove children from homes and place them temporarily in an emergency shelter or with a foster family.

Mental health social workers provide services for persons with mental or emotional problems. Such services include individual and group therapy, outreach, crisis intervention, social rehabilitation, and training in skills of everyday living. They may also help plan for supportive services to ease patients’ return to the community. (Counselors and psychologists, who may provide similar services, are discussed elsewhere in the Handbook.)

Health care social workers help patients and their families cope with chronic, acute, or terminal illnesses and handle problems that may stand in the way of recovery or rehabilitation. They may organize support groups for families of patients suffering from cancer, AIDS, Alzheimer’s disease, or other illnesses. They also advise family caregivers, counsel patients, and help plan for their needs after discharge by arranging for at-home services—from meals-on-wheels to oxygen equipment. Some work on interdisciplinary teams that evaluate certain kinds of patients—geriatric or organ transplant patients, for example.

School social workers diagnose students’ problems and arrange needed services, counsel children in trouble, and help integrate disabled students into the general school population. School social workers deal with problems such as student pregnancy, misbehavior in class, and excessive absences. They also advise teachers on how to cope with problem students.

Criminal justice social workers make recommendations to courts, prepare pre-sentencing assessments, and provide services to prison inmates and their families. Probation and parole officers provide similar services to individuals sentenced by a court to parole or probation.

Occupational social workers usually work in a corporation’s personnel department or health unit. Through employee assistance programs, they help workers cope with job-related pressures or personal problems that affect the quality of their work. They often offer direct counseling to employees whose performance is hindered by emotional or family problems or substance abuse. They also develop education programs and refer workers to specialized community programs.

Gerontology social workers specialize in services to the aged. They run support groups for family caregivers or for the adult children of aging parents. Also, they advise elderly people or family members about the choices in such areas as housing, transportation, and long-term care; they also coordinate and monitor services. 

Social work administrators perform overall management tasks in a hospital, clinic, or other setting that offers social worker services.

Social work planners and policy-makers develop programs to address such issues as child abuse, homelessness, substance abuse, poverty, and violence. These workers research and analyze policies, programs, and regulations. They identify social problems and suggest legislative and other solutions. They may help raise funds or write grants to support these programs.

Employment Prospects

Social workers held about 604,000 jobs in 1998. About 4 out of 10 jobs were in State, county, or municipal government agencies, primarily in departments of health and human services, mental health, social services, child welfare, housing, education, and corrections. Most private sector jobs were in social service agencies, hospitals, nursing homes, home health agencies, and other health centers or clinics. Although most social workers are employed in cities or suburbs, some work in rural areas.

Employment of social workers is expected to increase much faster than the average for all occupations through 2008. The aged population is increasing rapidly, creating greater demand for health and other social services. Social workers also will be needed to help the sizable baby boom generation deal with depression and mental health concerns stemming from mid-life, career, or other personal and professional difficulties. In addition, continuing concern about crime, juvenile delinquency, and services for the mentally ill, the mentally retarded, AIDS patients, and individuals and families in crisis will spur demand for social workers in several areas of specialization. Many job openings will also stem from the need to replace social workers who leave the occupation.

The number of social workers in hospitals and many larger, long-term care facilities will increase in response to the need to ensure that the necessary medical and social services are in place when individuals leave the facility. However, this service need will be shared across several occupations. In an effort to control costs, these facilities increasingly emphasize discharging patients early, applying an interdisciplinary approach to patient care, and employing a broader mix of occupations—including clinical specialists, registered nurses, and health aides—to tend to patient care or client need.

Social worker employment in home health care services is growing, in part because hospitals are releasing patients earlier than in the past. However, the expanding senior population is an even larger factor. Social workers with backgrounds in gerontology are finding work in the growing numbers of assisted living and senior living communities.

Employment of social workers in private social service agencies will grow, but not as rapidly as demand for their services. Agencies increasingly will restructure services and hire more lower-paid human service workers and assistants instead of social workers. Employment in state and local government may grow somewhat in response to increasing needs for public welfare and family services; however, many of these services will be contracted out to private agencies. Additionally, employment levels may fluctuate depending on need and government funding for various social service programs.

Employment of school social workers is expected to grow, due to expanded efforts to respond to rising rates of teen pregnancy and to the adjustment problems of immigrants and children from single-parent families. Moreover, continued emphasis on integrating disabled children into the general school population will lead to more jobs. However, availability of State and local funding will dictate the actual job growth in schools.

Opportunities for social workers in private practice will expand because of the anticipated availability of funding from health insurance and public-sector contracts. Also, with increasing affluence, people will be better able to pay for professional help to deal with personal problems. The growing popularity of employee assistance programs also is expected to spur demand for private practitioners, some of whom provide social work services to corporations on a contractual basis.

Competition for social worker jobs is stronger in cities where demand for services often is highest, training programs for social workers are prevalent, and interest in available positions is strongest. However, opportunities should be good in rural areas, which often find it difficult to attract and retain qualified staff.

Earnings

Median annual earnings of social workers were $30,590 in 1998. The middle 50 percent earned between $24,160 and $39,240. The lowest 10 percent earned less than $19,250 and the top 10 percent earned more than $49,080. Median annual earnings in the industries employing the largest numbers of medical social workers in 1997 were:

	Home health care services
	$35,000

	Offices and clinics of medical doctors
	$33,700

	Offices of other health care practitioners
	$32,900

	State government, except education and hospitals
	$31,800

	Hospitals
	$31,500


Median annual earnings in the industries employing the largest numbers of social workers, except medical, in 1997 were:

	Federal government
	$45,300

	Elementary and secondary schools
	$34,100

	Local government, except education and hospitals
	$32,100

	Hospitals
	$31,300

	State government, except educations and hospitals
	$30,800


Training, Other Qualifications and Advancement

A bachelor’s in social work (BSW) degree is the most common minimum requirement to qualify for a job as a social worker; however, majors in psychology, sociology, and related fields may be sufficient to qualify for some entry-level jobs, especially in small community agencies. Although a bachelor’s degree is required for entry into the field, an advanced degree has become the standard for many positions. A master’s in social work (MSW) is necessary for positions in health and mental health settings and typically is required for certification for clinical work. Jobs in public agencies also may require an advanced degree, such as a master’s in social service policy or administration. Supervisory, administrative, and staff training positions usually require at least an advanced degree. College and university teaching positions and most research appointments normally require a doctorate in social work (DSW or PhD).
As of 1999, the Council on Social Work Education accredited over 400 BSW programs and over 125 MSW programs. The Group for Advancement of Doctoral Education in Social Work listed 63 doctoral programs for Ph.D.’s in social work or DSW’s (Doctor of Social Work). BSW programs prepare graduates for direct service positions such as case worker or group worker. They include courses in social work practice, social welfare policies, human behavior and the social environment, social research methods, social work values and ethics, dealing with a culturally diverse clientele, promotion of social and economic justice, and populations-at-risk. Accredited BSW programs require at least 400 hours of supervised field experience.

Master’s degree programs prepare graduates for work in their chosen field of concentration and continue to develop their skills to perform clinical assessments, to manage large caseloads, and to explore new ways of drawing upon social services to meet the needs of clients. Master’s programs last 2 years and include 900 hours of supervised field instruction, or internship. A part-time program may take 4 years. Entry into a master’s program does not require a bachelor’s in social work, but courses in psychology, biology, sociology, economics, political science, history, social anthropology, urban studies, and social work are recommended. In addition, a second language can be very helpful. Most master’s programs offer advanced standing for those with a bachelor’s degree from an accredited social work program.

All States and the District of Columbia have licensing, certification, or registration requirements regarding social work practice and the use of professional titles. Although standards for licensing vary by State, a growing number of States are placing greater emphasis on communications skills, professional ethics, and sensitivity for cultural diversity issues. Additionally, the National Association of Social Workers (NASW) offers voluntary credentials. The Academy of Certified Social Workers (ACSW) is granted to all social workers who have met established eligibility criteria. Social workers practicing in school settings may qualify for the School Social Work Specialist (SSWS) credential. Clinical social workers may earn either the Qualified Clinical Social Worker (QCSW) or the advanced credential—Diplomate in Clinical Social Work (DCSW). Social workers holding clinical credentials also may list themselves in the biannual publication of the NASW Register of Clinical Social Workers. Credentials are particularly important for those in private practice; some health insurance providers require them for reimbursement.

Social workers should be emotionally mature, objective, and sensitive to people and their problems. They must be able to handle responsibility, work independently, and maintain good working relationships with clients and coworkers. Volunteer or paid jobs as a social work aide offer ways of testing one’s interest in this field.

Advancement to supervisor, program manager, assistant director, or executive director of a social service agency or department is possible, but usually requires an advanced degree and related work experience. Other career options for social workers include teaching, research, and consulting. Some also help formulate government policies by analyzing and advocating policy positions in government agencies, in research institutions, and on legislators’ staffs.

Some social workers go into private practice. Most private practitioners are clinical social workers who provide psychotherapy, usually paid through health insurance. Private practitioners usually have at least a master’s degree and a period of supervised work experience. A network of contacts for referrals also is essential.

Student Rights and Responsibilities from the CSUS Policy Manual Online

(At http://www.csus.edu/admbus/umanual/UMS16500.htm)

Preamble
This University exists to provide an opportunity for education to enable students to live a more perceptive and fulfilling life. Its aim is to inspire them in creative and critical thinking and to encourage them to contribute their ideas for the improvement of the society in which they live.

Basic to the achievement of these purposes is freedom of expression and communication. Without this freedom, effective sifting and testing of ideas ceases, and research, teaching and learning are stifled. Knowledge is as broad and diverse as life itself, and the need for freedom is equally broad. The University always must strive to strike that balance between maximum freedom and necessary order which best promotes its basic purposes by providing the environment most conducive to the many- faceted activities of research, teaching, and learning.

Upon enrollment, the student becomes a member of the academic community and thereby accepts both the rights and responsibilities associated with that membership. As a member of the academic community, students have the right to challenge any attempt to deprive them of their rights, either as a citizen or as a student. The policies and procedures contained in this document attempt to define both the students' freedom and the limits to those freedoms.

Statement of Student Rights and Responsibilities is subject to and limited by all applicable regulations of the Constitution of the United States and of state law, including regulations passed by the Trustees of the California State University and local campus regulations duly instituted by the President of the University.

The campus is not a sanctuary immune from civil law and authority, and students may be prosecuted for violation of the law, whether an action occurs on the campus or off; however, University sanctions will be imposed only for those violations that interfere with University functions.

It is the responsibility of each student, faculty, administrative, and staff person to adhere to all policies in this document.

To protect student rights and to facilitate the definition of student responsibilities at California State University, Sacramento, the following statements are set forth: 
Freedom of Access to Higher Education. The University is open to all persons who are qualified according to its admission standards and current resource limitations. In addition, the University shall make all possible effort to provide for the education of all students by making equitable provision for their admission, instruction, counseling, and housing. Under no circumstances will an applicant be barred from admission to the University because of race, religion, creed, sex, national origin, ethnic background, political affiliation, economic status, handicap, or age. The University will inform all prospective students, upon request, of the academic standards required by the University. Normally these standards will be contained in the University catalog.


Rights in the Classroom
The classroom is the essential part of the University, and the freedom to learn should be promoted and encouraged by the instructor. Students have the right to assume and expect:

A. That they will be evaluated solely on an academic basis, not on opinions or conduct in matters unrelated to academic standards. Students will be free to take reasoned exception to the data or views offered in any course of study and to reserve judgment about matters of opinion, but they are responsible for learning the content of any course of study for which they are enrolled.

B. That they will receive thoughtfully prepared presentations which are purposefully related to the stated objectives of the course, consonant with the description in the University catalog.

C. That instructors will inform them of the course requirements, the methods to be employed in determining the final course grade, and of any special requirements, including attendance, prior to the last day to drop a course without penalty.

D. That they will be provided with an opportunity to review and discuss any graded examinations and papers. It is expected that examinations will be graded within a sufficiently appropriate time to make the examinations part of the student's learning experience. Students have the right to review and discuss all tests and papers by the last academic day of each semester, if feasible. Faculty must keep all examinations and papers submitted by students for at least one semester after the completion of the course to enable students to review their work if it was not possible for this review to take place by the last academic day of the semester as noted above.

E. That all instructors will meet their classes regularly and at scheduled times and that an effort will be made to notify students when class is not being held or when an instructor is to be late.

F. That all instructors will provide a reasonable proportion of time for student conferences, and office hours for these student conferences shall be posted and adhered to.

G. That their course grade represents the instructor's good-faith judgment of the student's performance in the course. (A lack of good faith may be established by adequate demonstration that a grade was based on something other than the student's performance in the class, as outlined in grievance procedures.)

H. That unjustified failure of the instructor to meet classes, repeated lack of preparation which results in incompetent performance by the instructor, or discrimination against a student because of his or her race, religion, creed, sex, national origin, ethnic background, political affiliation, economic status, handicap, or age, is a legitimate ground for student complaint to the department, or division, or the dean of the school.


I. That they may participate in procedures designed to solicit their opinion on teaching effectiveness. The school/division deans/chairs, with adequate input from faculty and students, shall be responsible for developing procedures for obtaining and utilizing student opinion on teaching effectiveness. The results may be made available by the department.

J. That race, religion, creed, sex, national origin, ethnic background, political affiliation, economic status, handicap, or age differences shall not be used in a derogatory manner in the classroom.

K. That graduating seniors have the right to complete all requirements for a course before Commencement.

L. That they not be given tests or additional work beyond what has already been assigned during the week prior to final examinations of each semester. With the permission of the instructor, graduating seniors may waive the rights stated in Section K.

Right to Privacy
A. The student has a right to protection against improper disclosure of information concerning grades, personal views, beliefs, political associations, health, counseling, or character which any faculty, administrative, or staff person acquires in the course of his/her professional relationship with the student. Character references and written and recorded statements of ability, including recommendations sought by prospective employers, based upon information contained in cumulative record files, will be provided only with the knowledge and prior written consent of the student. Exceptions will be made only where law dictates.


1. To minimize the risk of improper disclosure of information contained in a student's cumulative record file, separate files shall be kept for each student. The conditions of access to each individual's file shall be contained in a policy statement available in the office of the Dean of Student Affairs. Transcripts of academic records will contain only information about academic status and performance. Disciplinary status will be added to transcripts only when authorized by the President, with notification to the student. Information from cumulative record files will not be available to any person, on-campus or off-campus, without the express written consent of the student involved except where authorized by law. Provision shall be made, in accordance with state law, for routine destruction of non-current disciplinary records in accordance with the "Policy on Disciplinary Records" on file in the office of the Dean of Student Affairs.

2. Students shall have the right to see all cumulative record files pertaining to them and the right to include a response to any information contained therein.

B. Members of the University community enjoy rights of privacy in their living quarters as do members of the general community. The rooms of University residency students shall not be searched and personal possessions of students shall not be seized unless authorized by University regulations as stated in the housing license or by laws of California. Routine sanitary inspection may be conducted by campus officials in on-campus housing when they are accompanied by resident assistants, but only upon prior notice of at least 24 hours. The student must be present during any search or inspection by University officials.
Rights to Freedom of Association
Students are free to organize, join associations, and promote their common interests. Students shall be free to discuss openly all questions of interest to them; and to express their opinions publicly or privately. The membership policies and actions of CSUS student organizations will be determined by those students who hold bona fide membership in the University, as long as they are non-discriminatory and in accordance with law, Trustee, and University policy.
· No student, shall, on the basis of sex, race, religion, national origin, creed, ethnic background, 
· political affiliation, economic status, handicap, or age, be denied the benefits of participation in student organizations at CSUS.

· Affiliation with a non-University organization does not qualify a student organization from      University or ASCSUS recognition. 

· Any organization whose purposes are not prohibited by law or regulations of the Trustees shall be entitled to petition for recognition by the University.

· Student organizations and interest groups are required to submit a current list of officers, a statement of non-discrimination, and a faculty advisor where appropriate, to the Dean of Students or designee. They are not required to submit a list of members as a condition of recognition.

· The University exercises no control over the student's involvement in off-campus events which have no relationship with the University.

Right to Freedom of Inquiry, Expression, and Information
Students are permitted the fullest expression of beliefs through any means that are orderly and do not violate the rights of others.

A. The University will not condone acts of violence, vandalism, coercion, or other illegal interference with its legitimate functions.

B. Students and student organizations are free to invite and to hear any person of their choosing. However, speakers or programs funded from mandatory student body fees are subject to prior review to assure conformance to Trustee and campus policy. If campus facilities are needed and available, the scheduling procedure will insure order and adequate preparation for the event, but in no instance will the University be used as a device for censorship or restraint beyond valid Trustee regulation, University policy, or law.

C. The students, through their official governing body, the Associated Students of California State University, Sacramento, have the right to an effective and representative role in expressing their wishes.

D. The student shall have the right to access all documents containing University, school and departmental policies, procedures, standards, and regulations.



Rights Regarding Publication
Student-controlled media are available to the campus community and are also essential in stimulating intellectual exploration and in keeping open the channels of free and responsible communication.

A. The Associated Students of California State University, Sacramento, student organizations, and individual students may publish and otherwise communicate information and opinion. These groups and individuals are not liable or subject to sanctions and restraints beyond those imposed by provisions set forth by the ASCSUS Media Board, Trustee regulations, University policy, or law.

B. Student publications and other communications media are guaranteed the editorial freedom necessary to engage in free inquiry and expression without advance approval of content. Appointment and removal of editors shall be in accordance with duly established procedures of the appropriate ASI agency.

Rights of Due Process and Appeal

Student Discipline
The student shall have the right of due process and appeal in matters of student discipline, as prescribed by California State University and Colleges Student Disciplinary Procedures, copies of which are available in the office of the Dean of Student Affairs. The student shall be considered innocent unless proven guilty.

At their request, all students shall have the right to counsel during any questioning by any University official that may reasonably lead to initiation of any disciplinary action. The right to counsel may be exercised at any time during questioning in which the student feels that he/she is in need of counsel.

The student shall be informed of this right by the official before any questioning and shall be informed of the capacity in which the official questioning him/her is serving, i.e., discipline investigation or informal conversation.

"Counsel" shall be interpreted to mean any other person the student chooses attorney or lay. The student should be aware that the use of an attorney will mean the possible forfeiture of an informal hearing.

Student Grievances
Procedures have been established to hear grievances of students who believe their basic rights have been denied or violated. These procedures include methods of redress for students whose rights are found to have been abridged. It is hoped that most disputes will be resolved informally.


A. Departments shall have clearly defined procedures for the receipt and consideration of student complaints concerning violation of student academic rights. At the departmental level, these complaints are to be handled on an informal basis. These procedures shall be on file in the department and division or school, as well as in the office of the Dean of Student Affairs.
B. Each school or division shall also have clearly defined procedures for the receipt and consideration of student complaints after the informal means of resolution at the departmental level have been exhausted. These procedures shall allow for a hearing. A student may appeal the ruling of a department to the school or division.

C. If, after a hearing and decision following Section B above, the student feels there was not fairness in the procedure; the student shall have the right to appeal the decision to the office of the Academic Vice President. If there are appeals to the office of the Academic Vice President, that office shall provide for a committee consisting of a representative from that office, disinterested faculty member appointed by the Academic Senate, and a disinterested student appointed by the Student Senate to consider the appeal of the student. The role of this committee within the Academic Vice President's office is to determine whether or not there was a procedural fairness at the school or division level. If there was not procedural fairness, the Academic Vice President will instruct the committee, the school, or the divisional committee to conduct a new hearing.

Right to Substantial Input into the Determination of University Policy and Instructional Programs
The functioning of the educational community requires an awareness of mutual responsibility, understanding, trust and respect in order that all its members may actively contribute to the development of policies and programs. The purpose shall be achieved through continuous cooperation within the educational community.

A. The student has the right to an effective and representative role in recommending University policies. The Associated Students shall be contacted whenever the President of the University is considering the formulation of University policy that would have a direct and substantial impact upon students as students, so that they are afforded the opportunity to forward a recommendation.

B. Students are also guaranteed the opportunity to participate in revision and improvements of curricula through service on curriculum committees.


Responsibilities
It is the student's right and responsibility to know the policies, procedures, standards, and regulations which affect student rights; and it shall be the student's responsibility to obtain and act appropriately on such information. Ignorance of the information made accessible to the student shall not be cause to waive policies, procedures, standards, and regulations.


Responsibilities in the Classroom

It is the responsibility of the student to meet appropriate standards of performance and conduct stated by the instructor.

Responsibilities Regarding Use of University Facilities
Arrangements for speakers and events shall be made through the University's Program Advising Office. The use of University equipment and facilities involves the responsibility of adhering to established procedures for the use and safety of equipment and facilities.

Responsibilities Regarding Freedom of Inquiry, Expression, and Information 
If an individual student or group denies the rights of others or seriously interferes with, obstructs, or disrupts the orderly operation of the University or of organizations accorded the use of University facilities, such actions are subject to disciplinary sanctions contained in Title 5 as administered through the application of the California State University Disciplinary Procedures. Copies of both are available in the office of the Dean of Student Affairs. Information above is also online at http://www.csus.edu/admbus/umanual/UMS16500.htm.

Student Discipline

Inappropriate conduct by students or by applicants for admission is subject to discipline as provided in Sections 41301 through 41304 of Title 5, California Administrative Code. These sections are as follows:

Article 1.1, Title 5, California Administrative Code

41301. Expulsion, Suspension and Probation of Students. Following procedures consonant with due process established pursuant to Section 41304, any student of a campus may be expelled, suspended, placed on probation or given a lesser sanction for one or more of the following causes which must be campus related:

A. Cheating or plagiarism in connection with an academic program at a campus. 

B. Forgery, alteration or misuse of campus documents, records, or identification of knowingly furnishing false information to a campus.

C. Misrepresentation of oneself or of an organization to be an agent of a campus.

D. Obstruction or disruption, on or off campus property, of the campus educational process,
administrative process, or other campus
function.

E. Physical abuse on or off campus property of the person or property of any member of the campus community or of members of his or her family or the threat of such physical abuse.

F. Theft, of, or non-accidental damage to, campus property, or property in the possession of, or owned by, a member of the campus community.

G. Unauthorized entry into, unauthorized use of, or misuse of campus property.

H. On campus property, the sale or knowing possession of dangerous drugs, restricted dangerous drugs, or narcotics as those terms are used in California statutes, except when lawfully prescribed pursuant to medical or dental care, or when lawfully permitted for the purpose of research, instruction or analysis.

I. Knowing possession or use of explosives, dangerous chemicals or deadly weapons on campus property or at a campus function without prior authorization of the campus president. J. Engaging in lewd, indecent, or obscene behavior on campus property or at a campus function.

J. Abusive behavior directed toward, or hazing of, a member of the campus community.

K. Violation of any order of a campus president, notice of which had been given prior to such violation and during the academic term in which the violation occurs, either by publication in the campus newspaper, or by posting on an official bulletin board designated for this purpose, and which order is not inconsistent with any of the other provisions of this Section. 
L. Soliciting or assisting another to do any act which would subject a student to expulsion, suspension or probation pursuant to this Section.

M. For purposes of this Article, the following terms are defined:

(1) The term "member of the campus community" is defined as meaning California State University Trustees, academic, non-academic and administrative personnel, students, and other persons while such other persons are on campus property or at a campus function.

(2) The term "campus property" includes:

(a) real or personal property in the possession of, or under the control of, the Board of Trustees of the California State University, and

(b) all campus feeding, retail, or residence facilities whether operated by a campus or by a campus auxiliary organization.

(3) The term "deadly weapons" includes any instrument or weapon of the kind commonly known as a blackjack, slingshot, billy, sandclub, sandbag, metal knuckles, any dirk, dagger, switchblade knife, pistol, revolver, or any other firearm, any knife having a blade longer than five inches, any razor with an unguarded blade, and any metal pipe or bar used or intended to be used as a club.

(4) The term "behavior" includes conduct and expression.

(5) The term "hazing" means any method of initiation into a student organization or any pastime or amusement engaged in with regard to such an organization which causes, or is likely to cause, bodily danger, or physical or emotional harm, to any member of the campus community; but the term "hazing" does not include customary athletic events or other similar contests or competitions.

O. This Section is not adopted pursuant to Education Code Section 89031.

P. Notwithstanding any amendment or repeal pursuant to the resolution by which any
provision of this Article is amended, all acts and omissions occurring prior to that
effective date shall be subject to the provisions of this Article as in effect immediately prior to such effective date.

41302. Expulsion, Suspension or Probation of Students; Fees and Notification. The President of the campus may place on probation, suspend, or expel a student for one or more of the causes enumerated in Section 41301. No fees or tuition paid by or for such student for the semester, quarter, or summer session in which he or she is suspended or expelled shall be refunded. If the student is readmitted before the close of the semester, quarter, or summer session in which he or she is suspended, no additional tuition or fees shall be required of the student on account of the suspension. In the event that a student who has not reached his or her eighteenth birthday and who is a dependent of his or her parent(s) as defined in Section 152 of the Internal Revenue Code of 1954 is suspended or expelled, the President shall notify his or her parent or guardian of the action by registered mail to the last known address, return receipt requested.

During periods of campus emergency, as determined by the President of the individual campus, the President may, after consultation with the Chancellor, place into immediate effect any emergency regulations, procedures, and other measures deemed necessary or appropriate to meet the emergency, safeguard persons and property, and maintain educational activities.

The President may immediately impose an interim suspension in all cases in which there is reasonable cause to believe that such an immediate suspension is required in order to protect lives or property and to insure the maintenance of order. A student so placed on interim suspension shall be given prompt notice of charges and the opportunity for a hearing within 10 days of the imposition of interim suspension. During the period of interim suspension, the student shall not, without prior written permission of the President or designated representative, enter any campus of the California State University other than to attend the hearing. Violation of any condition of interim suspension shall be grounds for expulsion.

41303. Conduct by Applicants for Admission. Notwithstanding any provision in this Chapter 1 to the contrary, admission or readmission may be qualified or denied to any person who, while not enrolled as a student, commits acts which, were he/she enrolled as a student, would be the basis for disciplinary proceedings pursuant to Sections 41301 or 41302. Admission or readmission may be qualified or denied to any person who, while a student, commits acts which are subject to disciplinary action pursuant to Section 41301 or Section 41302. Qualified admission or denial of admission in such cases shall be determined under procedures adopted pursuant to Section 41304.

41304. Student Disciplinary Procedures for the California State University. The Chancellor shall prescribe, and may from time to time revise, a code of student disciplinary procedures for the California State University. Subject to other applicable law, this code shall provide for determinations of fact and sanctions to be applied for conduct which is a ground of discipline under Sections 41301 or 41302, and for qualified admission or denial of admission under Section 41303; the authority of the campus President in such matters; conduct related determinations on financial aid eligibility and termination; alternative kinds of proceedings, including proceedings conducted by a Hearing Officer; time limitations; notice; conduct of hearings, including provisions governing evidence, a record, and review; and such other related matters as may be appropriate. The Chancellor shall report to the Board his/her actions taken under this section.

Instruction in the Field

Graduate Field Instruction Objectives

The overarching objectives of the field practicum are to provide students with the opportunity to develop and improve upon their use of social work methods and knowledge, to enhance their own sense of social work values, and to develop their professional selves through experiential learning.  It is expected that the field practicum will enable the student to accomplish the following (over the course of the program):

1. Deepen the student’s understanding of social work concepts, principles, and techniques presented in the classroom.

2. Use, in “real life” situations, a synthesis of knowledge and theory derived from other curriculum areas (i.e., social welfare policy, social work practice, social research, human behavior, multicultural theory and practice).

3. Demonstrate an internalized sense of professional identity that causes the student to –

(a) Think, feel, and act in accordance with values and responsibilities of the social work profession,

(b) Analyze and assess the student’s own professional abilities,

(c) Accept a continuing responsibility for the student’s own professional development,

(d) Approach helping or problem-solving tasks in ways that reflect a spirit of inquiry, a capacity for critical thinking, a grasp of the structure of knowledge and theory pertinent to a particular problem, an ability to transfer to specific situation applicable concepts and principles, and a readiness to seek new knowledge when needed to guide the student’s professional activities.

(e) Use the techniques of relationship building, problem analysis, assessment, intervention, and termination/evaluation in a variety of problem-solving tasks involving individuals, families, groups, organizations, communities, and society.

(f) Use in purposeful professional relationships disciplined self-awareness and control, knowledge of resources and methods of intervention most likely to effect goal-directed change, and skills in communication and collaboration.

(g) Demonstrate in discussion and field practice a personal and professional commitment to participate responsibly in efforts to alleviate social problems, improve social functioning, effect social change, and contribute to the research and knowledge needed to achieve these objectives.

(h) Work effectively with diverse populations.

(i) Integrate and internalize the professional values, capacities/abilities, knowledge, and skills of the profession.

Requirements
  

Field practicum is a four-semester course sequence.  The time requirements of the field practicum are two semesters during the first year and two semesters during the second year.  The scheduled course days for MSW I students are Thursday and Friday and for MSW II students the scheduled days are Monday through Wednesday each week throughout Fall and Spring semesters (32 weeks/year total).  Field education accounts for 7 units in the first year (3, 4) and 10 units in the second year (5, 5).  The first year field placement requires a total of 64 days with a human services organization.  These days are fulfilled at the rate of two days each week, eight hours each day, for 32 weeks.  The second year field placement requires a total of 96 days with a human services agency.  These days are fulfilled at the rate of three days each week, eight hours each day, for 32 weeks.

Curriculum

The field practicum curriculum parallels the curriculum of the practice sequence (courses 204A-D) though it is based more on individuated learning and starts where the student "is at".  During the first graduate year the field practicum focuses the student on developing the values and ethics of the profession and generalist practice, knowledge and skills with all client levels of practice (individual, groups, organization, community, and society).  Students are expected to master multidimensional assessment and develop beginning intervention/change effort skills at all levels.  During the second year students are expected to engage in multilevel practice: multi-level interventions and development of the capacity for autonomous practice.

Field Education and Employment Site
Many students inquire about using their job setting as a field practicum site.  No job can be used to earn credit for field education.  It might be possible, however, to do a “Job Conversion.”  Job conversion means using the student’s employment site as a field education site.  There are very clear guidelines for job conversions (please refer to the Field Education Manual).

International Field Education Option 

Upon request of a student, the Division may facilitate an international field experience.  A field placement abroad is only open to prospective MSWI students (all expenses are the responsibility of the student).  Such field placement occur only during the summer months between the 1st and 2nd year (5 days/week for 12 weeks).

Among the reasons for undertaking field studies in other countries are the following:

· To gain a new perspective on social work education;

· To learn about one’s own culture from the viewpoint of others;

· To build relevant career skills;

· To master a foreign language;

· To gain an understanding and an appreciation of the beliefs and norms of another cultural group; and 

· To enrich personal growth.

Pupil Personnel Services in School Social Work Certification & 

Licensed Clinical Social Worker

Section 44266 (c) and (d) of the California Education Code provides for certifying an MSW graduate meeting the requirement for the School Social Work Credential.  An applicant for the credential must be a graduate of the Division of Social Work (must have been awarded the Master of Social Work Degree) and must be certified as eligible for the credential by the Division.

The Division of Social Work certifies as eligible those students who successfully complete the School Social Work Program of the Division of Social Work. The SSWS is a program within, but supplemental to, the MSW program.  The Program consists of several required courses students complete in place of or in addition to their MSW electives and a two-semester school social work field experience.  The program is limited to 15-20 students each year.

MSW I students must apply for admission prior to the start of their second semester.  Inquiries should be directed to the PPSC in SSW Coordinator of the Division of Social Work.

The State of California has developed standards and requirements for the School Social Work Credential.  The School Social Work program of the Division of Social Work was re-accredited in the Spring of 1999.  For additional information and applications, please consult with the Pupil Personnel Services in School Social Work Certificate Program Coordinator.

The Licensed Clinical Social Worker (LCSW) is a state-administered license established in California law and intended to protect the public relative to the professional preparations and practices of private social work practitioners.  The license, however, is a preferred credential in many public social service agencies.  The license may be acquired after securing the Master of Social Work degree from an accredited graduate program in social work and fulfilling the Post Graduate Licensing requirements.  The California Board of Behavioral Science is responsible for the development and administration of the formal examination for the license and should be contacted for information about all requirements for the license and about dates and places of the examinations by graduates interested in securing the credential.  Eligibility criteria include two years of post-master’s professional experience under LCSW supervision.

The Master of Social Work degree is required for the LCSW.  It is necessary to have at least 48 units of graduate level of study (including Advanced Placement units) to qualify for the examinations, but no specific specialization is needed for eligibility to take the examinations or to be awarded the license.  Upon graduating, MSW students should apply immediately to establish candidacy for the license.

Contact the Board of Behavioral Science Examiners at 916-455-4933 or refer to their web site www.bbs.ca.gov for detailed information about licensing requirements.

Advancement to Candidacy

Advancement of Candidacy is a formal procedure required by the University to assure eligibility for the master degree.  No degree will be conferred without having successfully completed this step.  It is the responsibility of the student to initiate the procedure.  Each student who plans to become a candidate for a Master of Social Work degree is required to:

1. Be admitted to classified standing in the graduate social work program;

2. Complete at least 40 percent (24 units) of the graduate coursework in social work;

3. File an application for Advancement to Candidacy for the MSW in the Division not later than four weeks prior to beginning of the final semester of the program.  In order to meet this deadline, the Division of Social Work requires this form from students in early May of the second semester of the student’s full-time studies or the fourth semester of three-year program studies.

Eligibility for advancement to candidacy is based upon the following:

1. Scholarship in undergraduate and graduate work taken prior to advancement as follows:

a. Satisfactory undergraduate preparation for admission to classified standing in the graduate social work program;

b. A minimum grade point average of 3.0 on at least 40 percent (24 units) of the graduate degree coursework.  “C-“ grades will not be counted toward the minimum number of units needed to advance to candidacy.

2. Evidence of a plan of graduate study acceptable to the University and the graduate social work faculty.  This includes the University requirement for the completion of a minimum of 21 units in residence.

3. Demonstration of writing proficiency.  All graduate students are expected to have demonstrated writing proficiency at the undergraduate level as prescribed by the University.  Students admitted to the graduate program without this demonstration shall be required to demonstrate writing proficiency before becoming fully classified in the MSW degree program.  Students admitted conditionally revert to unclassified graduate status after one semester’s enrollment if the writing proficiency requirement is not met.  Writing proficiency may be demonstrated in one of the following ways:

a. Passing the CSU Writing Proficiency Examination with a score of eight or better or passing an equivalent standard approved by the Vice President for Research and Graduate Studies.

b. Achieving a satisfactory score on the CLEP General Examination in English Composition (Essay Edition) or achieving a satisfactory score on an equivalent standardized test approved by the Vice President for Research and Graduate Studies.

c. Writing an acceptable essay and scoring 550 or better on the form of the Test of English as a Foreign Language (TOEFL) that includes the direct writing test.  Validation of the TOEFL examination is required on campus through CSUS English Diagnostic Test.

d. Providing evidence of successful completion of the GWAR at another University of College via Writing Proficiency Exam Waiver Form.

Any graduate student who has not previously demonstrated writing proficiency and who appears to have an insufficient background in the English language to succeed in graduate study may be required by the Vice President for Research and Graduate Studies (after consultation with the Division Director and the Graduate Program Director) to take the CSUS English Diagnostic Test.  If the test result is below the acceptable minimum standard, the student may be declassified from graduate standing.  Writing proficiency must be demonstrated before the student can be advanced to candidacy.

The student completes the Advancement to Candidacy form.  It is essential that the form be completed with great care and is legible.  Course numbers and titles and identification of the semesters in which taken be entered on the form and should be arranged sequentially by semester.  Completing this formal step is facilitated by maintaining the Educational Contract on a semester-by-semester basis and by retaining the grade Reports.  The Completed Advancement to Candidacy form is submitted to the Graduate Center through the Graduate Program Director by the deadline noted.

The student seeks the certification of accuracy from the Faculty Advisor who, if approving, affixes a signature to the form.  The form is also signed by the Graduate Program Director.  Because these steps require time for review, consultation, and certification against the student’s record, it is necessary that the form be completed in advance of the deadline.  Any questions about the entries on the form will be referred to the student for clarification, and further consultation with the student may be required and could result in missing the deadline required by the Graduate Center. 

Missing that deadline could result in a delay in graduating for as much as one year (this would be the case if previously undetected deficiencies were to be noted after submitting the Application after the deadline).

Because the form is submitted during the first week of May in the student’s second semester of study, it is necessary that the student project the courses for the final year of study.  Should a change occur in the projection, the student must then complete an Application for Exception from Regular Procedure form with the required signature(s).  This Application is required for all changes except those involved in the selection of approved social work electives and is not required for courses taken prior to Advancement to Candidacy.  Policy of the Office of Research and Graduate Studies bans any graduate student who has not advanced to candidacy from enrolling in the culminating experience in the final year.
Degree Completion

By the first week in March of the final semester, the student must have completed the Application for Graduation form which is turned-in by the student to the Graduate Center (it is better to complete this step during the late fall semester).  The Thesis or Project Advisor must sign this form, not the faculty advisor and not the Graduate Program Director.

Thesis/Research Project/Comprehensive Examination

Each graduate student must successfully complete the university's culminating research requirement.  The University provides for three plans to complete this requirement.  Plan A is a thesis; Plan B is a research project, and Plan C is a comprehensive examination.  The Division of Social Work offers the opportunity for students to engage in a thesis, a research project, or as faculty are available, a comprehensive examination.  Students are eligible to enroll in SW500 for credit for their theses, research projects, or comprehensive examination any time after being advanced to candidacy.

Plan A: Thesis: A thesis is the formally written product of the systematic study of a significant problem.  It clearly identifies the problem, states the major assumptions, explains the importance of the undertaking, provides the sources for and methods of data collection, analyzes data, and offers a conclusion and recommendations as well as a bibliography.  The finished product must evidence originality, critical and independent thinking, appropriate organization and format, clarity of purpose, and accurate and thorough documentation.
Plan B: Research Project:  A research project is a significant undertaking of a pursuit appropriate to the fine and applied arts or to professional fields.  It must evidence originality and independent thinking, appropriate form and organization, and a rationale.  It must be formally described and summarized in a written report that includes the project’s importance, objectives, methodology, and a conclusion and recommendations as well as a bibliography.  Some samples of types of research projects are outlined below:
1. A creative project in social work is an original contribution to the field.  A film or video of a subject presented from a social work perspective and pertinent to the field is an example.

2. A curriculum project contributes to the social work field of teaching by enhancing communication of a subject matter.  Examples include a course of study, a teacher’s guide, an instructional manual, a design for a new teaching method, the development of new teaching materials.

3. A research project contributes to the physical sciences, natural sciences, social sciences, humanities, or the professions by adding to technical/professional knowledge in the social work field.  Examples include designing an experiment, a field study, a case study, a documentary report, a professional article of publishable quality.
Plan C: Comprehensive Examination:  At present the Division of Social Work does not offer Plan C as an option to our students. A Comprehensive Examination is a specialized project of a faculty member that is approved by the Division's Research Committee as meeting the requirements of the culminating experience.  Faculty wishing to offer students this option will submit a prospectus to the Division’s Research Committee.  Upon approval the faculty member who his/her projects will be identified in the SW500 profile distributed to student prior to choosing a SW500 faculty advisor.
Enrollment in Thesis/Project

In order to register for the culminating requirement (SW 500), students must –

1. Be in classified status,

2. Have successfully completed SW 210 Social Research,

3. Have selected a thesis committee of two faculty members or a project advisor,

4. Have determined a topic for research,

5. Have completed the contract with the research advisor(s) and secured signature(s).

6. Obtained the approval of the Faculty Advisor,

7. Have filed a copy of the contract with the Division’s Research Committee and in the student file.

8. Register for SW 500.  Enrollment without filing the contract is not allowed.

9. Have advanced to candidacy.  Students must not begin work on their thesis or research project before they are advanced to candidacy.

Fulfillment of any of the above culminating requirements shall conform to the appropriate format requirements of the Manual of Instructions for the Preparation and Submission of the Master’s Thesis or Master’s Project; this document is available in the Hornet Bookstore.  Students should also secure copies of the following from the Graduate Center:

1. A Checklist for Approved Candidates for Master’s Degrees

2. Special Library Privileges for Approved Master’s Candidates enrolled for thesis or research project writing or individual master’s study

3. Requirements and Suggestions for Final Typing and Filing of Theses or Projects for Master’s Degrees

The above materials are provided upon advancing to candidacy.

It is advisable to begin the process of selecting a topic and a thesis committee or research project advisor from the very beginning of graduate study but to select such by May in the first year of graduate study.  The student is free to select the thesis committee or the research project advisor and may wish in this regard the advice from the Faculty Advisor and the Chair of the Division’s Research Committee; this committee is comprised of all the faculty members who teach the research courses in the Division as well as a student representative from each the undergraduate and graduate student associations.  It is expected that SW 500 will be completed during the Fall semester of the second year and that an additional SW 500 will be completed during the Spring semester of the second year of study.  Both the thesis and the research project may be undertaken by one and up to three persons, but this practice is discouraged; approval for more than one student may be required from the Vice President for Research and Graduate Studies.

In order to receive a grade for the first semester of the culminating requirement (SW 500), a student must at least complete a research proposal containing the following elements:

1. A description of the problem to be examined;

2. A review of the pertinent literature;

3. A description of methodology to be utilized in the inquiry, including a copy of the research instrument to be employed;

4. A copy of all letters of permission, if the acquisition of data requires the permission of some agency or other authority;

5. A justification of the significance of the research to be undertaken in terms of social work practice;

6. The initiation of a clearance from appropriate committees when the research involves human or animal subjects.

A grade for work completed will be recorded with the Registrar when a copy of the research proposal is filed with the Division along with an “SP” grade from the thesis committee or the research project advisor.  This step permits the enrollment in the subsequent SW 500 course, and enrollment is cleared by the Division’s Curriculum/Programs Secretary when the research proposal is filed.

To complete SW 500, the student must file the completed thesis or project with the Graduate Program Director.  The thesis committee chair or the research project advisor must also file the grade with the Division Secretary.  Students will receive N/C grade if their thesis is not completed.  

Thesis and research projects are expected to be of comparable quality.  The major differences are that the thesis is bound and catalogued in the CSUS Library and is signed by the thesis committee while the research project is not catalogued but is microfiche for the archives.

Collaborative Thesis/Projects
University policy currently allows students to collaborate on theses/research projects.  Collaboration is allowed only when it is clear that the scope of the material and the nature of the problem to be addressed justify more than one researcher and writer and when the work submitted clearly distinguishes the relative research, analysis, and writing done by each of the authors.  The Academic Senate’s Curriculum Policies Committee recommended that collaboration be limited to two students, and this continues under debate by the Senate.

Time Limitations
University policy requires that all graduate course work be completed within seven years.  To calculate that period, begin the count from the first course taken in the degree program and allow 14 semesters.  That information is officially noted at the bottom of the Advancement to Candidacy form by the Vice President for Research and Graduate Studies.  If the seven-year limit is exceeded, the University will cancel the student’s Advancement to Candidacy for the degree; and the student may not continue with the degree program until outdated courses are satisfied. A new Application for Advancement to Candidacy must be filed.  Leaves of absence count against the seven-year limit.

University policy also limits the time for completing a thesis/research project.  Students have four semesters in which to do so and must be continuously enrolled in SW 599 (with payment of fees).  If the thesis/research project is not completed within the four semesters, the student loses those credits and must start over to complete the culminating experience.  The thesis or research project, as with all graduate studies, must be completed within the seven-year limit on such studies.

Presentation of Papers

To a limited extent, the University supports students who present papers at professional and scholarly conferences by providing funds for travel to and from the conference sites.  The Office of Research and Graduate Studies allocates the funds in accordance with the following procedures:

1. Travel funds will be awarded only to students who are presenting papers at professional and scholarly conferences.

2. Application prior to the date of the conference for the funds is made by faculty members on behalf of their students.  A student will be funded only once.

3. A copy of the paper is filed with the Graduate Studies Office prior to the presentation.

4. Funds will be made available only for travel and lodging.  Meals, conference registration fees, typing costs, etc., will not be supported.

5. Awards will not normally exceed $250 in-state and $400 out-of-state

Annually, the CSU sponsors a Student Research Competition; and CSUS students have been successful in becoming recognized. 

Students should be aware of this University support for the scholarly research of students and the presentation of the results.  During the academic year, various professional associations will release a “call for papers” to be submitted for review by the professional groups and, if selected, to be presented at professional and scholarly public activities.  Some groups also offer prizes and awards for such papers and presentations.  Students in the Division of Social Work have been recipients of both travel and prizes for their scholarship. 

Support Services for Students

Most student services programs are housed in Lassen Hall, a separate building located directly behind (or east) of the main University Administration Building (Sacramento Hall).

Financial Aid (CSUS Financial Aid Office - 6000 J Street - Sacramento, CA 95819-6044 
Lassen Hall 1006 Telephone (916)278-6554 - Fax (916)278-6082 or online at  http://www.csus.edu/faid/).

The Office of Financial Aid assists students who have difficulty meeting the cost of attending the University.  Although the primary responsibility for financing an education rests with the student and the parents, many students will require additional assistance to finance their education. Those students who think they may need assistance in meeting their educational costs are encouraged to apply for financial aid.  Of the 24,000 students enrolled at CSUS each year, 11,000 apply for financial aid; and 6,000 receive financial assistance.  Although there is no guarantee that all applicants will receive assistance, an application is essential to the determination of eligibility.

The completion of the Student Aid Application for California (SAAC) is required of all students requesting assistance.  This one application is utilized to determine eligibility for all available financial aid programs.  Students should try to meet the priority deadline for applications on March 2nd.  Because funds are limited, scholarships and financial aid are awarded first to eligible students who meet the priority deadline and have the greatest need.

Eligible students may receive financial aid comprised of scholarships awarded on the basis of academic achievement, grants awarded on the basis of financial need and not requiring repayment, loans awarded by the University and external lending institutions, and/or work-study employment.

To remain eligible, students must make satisfactory progress.  Financial aid staff and counselors are available to assist students with eligibility criteria, procedures, and forms and to answer questions.  See page 62, CSUS Catalog 1998-2000, for additional details about financial aid.

Housing (Housing and Residential Life - (916) 278-6655 TEL (916) 278-5772 FAX or online at http://www.csus.edu/housing/index.htm).

The Housing Office (Sierra Hall) provides information for both on-campus and off-campus living. Applications for fall occupancy of on-campus housing are available on November 1st of the preceding year and are available in August for spring occupancy. 

Off-campus living is available through rentals, most, of which are in close proximity to campus.  There are two on-campus dormitories and off-campus apartments, condos, duplexes, homes, rooms in private homes, and students wishing to share their apartments with other students.  Students contact the property owner and make their own arrangements with them.

The Housing Office also provides such supportive services as copies of rental agreements, bus schedules, bike trails, tenant’s rights, furniture rental information, and referrals for legal assistance.

Career Development and Placement Center (The Career Center - 6000 J Street, Lassen Hall 2000 Sacramento, CA 95819-6064 - Phone:(916) 278-6231 FAX : (916) 278-6872 online at http://www.csus.edu/careercenter/index.htm).

The Career Development and Placement Center assists students in identifying and attaining their educational and career goals through career development, cooperative education, internships, student employment, and candidate preparation and placement.

Career development requires self-awareness, career exploration, and decision-making.  Individual career counseling sessions, small group workshops, and a career library are available in the Center.  A computer-based career-decision making process, campus-wide career awareness activities, class presentations, and other special programs are offered to highlight career development and life planning.

Cooperative education is an academic strategy integrating classroom study with paid professional experience and allows the student to earn university credit while alternating periods of study with period of career-related employment in business, industry, and government.  Counseling, referral, and placement are offered in the Center.

Internships information, interviewing opportunities and special student conferences in the community and the region are available at the Center.

Student employment in part-time work fitting student needs, knowledge, experience, and abilities is available through the Center.  Current job listings are posted daily in the Center, and students should register with the Center for counselor referral and assistance.  Opportunities range from paraprofessional and technical to temporary “spot jobs”.

Candidate preparation and placement assists candidates to prepare for interviews through special workshop offered regularly to address job-seeking tips, resume construction, and interviewing techniques.  More than 300 local and regional employers in business, education, and government conduct on-campus interviews with graduating students throughout the academic year.  This highly active recruitment effort connects thousands of graduating students with prospective employers and provides students with expert guidance in researching and securing employment.  The Center maintains a library of full-time vacancies in education, business, industry, human services, and government.

Testing Center (The Testing Center is located in Lassen Hall, Room 2302. Hours are Monday through Friday, 8 A.M. to 5 P.M. - Evening hours by appointment Office Telephone No.:
916-278-6296 916-278-7867 (FAX) 916-278-6299 (TDD and online at http://www.csus.edu/testing/)

The Testing Center administers such national examinations as the GRE, GMAT, CBEST, NTE, and Miller Analogies.  The Residual ACT is offered seasonally for those students who applied too late for the national entrance examination.  The Center also conducts the Writing Proficiency Examination (WPE).

The Center also administers diagnostic and placement examinations required for specific classes and for those students seeking personal or vocational help through a variety of tests and counseling.  Special arrangements for disabled students are made.

Test consultation services for faculty and students are included in the Center’s services.

Learning Skills Center (Learning Skills Center - California State University, Sacramento
6000 "J" Street - Sacramento, CA 95819-6066 - Office Location: Lassen Hall 2200
Office Hours: Monday - Friday 8:00am - 5:00pm Telephone: (916) 278-6725 Fax: (916) 278-7888 and online at http://www.csus.edu/learningskills/)

The Learning Skills Center assists students in the development of basic and higher level skills essential to successful learning through a variety of programs –including self-instructional laboratories (audio cassette decks, reading pacers and filmstrip viewers, mediated instructional materials), tutorials (including computer assisted stations), workshops, courses in reading, and English language development for speakers of other languages

The Center also has a Disabilities Specialist available for individual diagnostic testing, advising, and development of educational plans for overcoming learning disabilities.

The Student Health Center (The Student Health Center provides health services to currently registered students. The Center is located on the north side of campus--near the main entrance to the university, across the street from the physical education gymnasiums. During the academic year, the Health Center hours are Monday - Thursday 8:00 a.m. to 4:30 p.m., and on Friday, from 9:00 a.m. to 4:30 p.m. and online at http://www.csus.edu/hlth/index.html).

The Student Health Center is responsible for providing on-campus outpatient health services, promoting physical and mental wellness, and preventing illness and injury.  General medical care for acute illnesses and injuries is provided through a staff of physicians, nurses, nurse practitioners, allied health professionals, and medical consultants.  Dermatology, allergy, desensitization, birth control, health education, immunization, minor surgery, nutrition, optometry, physical therapy, pregnancy counseling, psychiatry, wellness/health promotion, and AIDS information, counseling and referral are available.

Basic medical care, some laboratory work, and X-rays are available at no charge.  Filling prescriptions and other lab work are at cost.  Medical, dental, and optometry health insurance covering services not available in the Health Center are provided through the Associated Students Business Office.

Psychological services are provided by psychologist, social workers, marriage and family counselors, and a psychiatrist.  CSUS students are eligible for eight sessions per academic year or sixteen sessions per CSUS career. Confidentiality is strictly maintained for both individual and group counseling.

Services to Students with Disabilities (Services to Students with Disabilities - Lassen Hall, Room 1008 - California State University, Sacramento - 6000 J Street - Sacramento, CA 95819-6042 Phone: (916) 278-6955 (Voice) - (916) 278-7239 (TDD only) - Fax: (916) 278-7825 Office Hours: 8:00 am to 5:00 pm, Monday to Friday (except holidays) and online at http://www.csus.edu/sswd/).

This Office provides services to assure the equal participation of students with disabilities in higher education.  The services include assistance in admissions, advising, registration, disability management, reading, note-taking, interpreting, tutoring, transportation, equipment, testing, parking, advocacy, referral, diagnosis of learning disabilities, skills tutoring, and visual training.  In-classroom support for the hearing impaired is also provided through this Office.

CSUS, Psychological Services (Psychological Services provides individual counseling free of charge - couples counseling, family counseling, group therapy, support groups, biofeedback and relaxation training, crisis intervention, psychiatric services (medication evaluation and treatment), and Learning Disorders Services (assessment and referral). If you would like to explore whether counseling is right for you, the first step is to stop by our Drop-In Clinic. 
The Drop-in Clinic, located on the 2nd floor of the Student Health Center, is open; Monday, Tuesday, Thursday, and Friday from 10:00 a.m. to 11:45 a.m. and from 1:00 p.m. to 2:45 p.m.
Wednesday from 1:00 p.m. to 2:45 p.m. only. No appointment is required. Please bring your student I.D. card. Evening drop-in hours in the University Union Student Health Center Satellite Clinic, are:  Monday to Thursday 4:45 - 6:30 p.m. and online at online at http://www.csus.edu/psysrv/).

You will have a brief interview with a counselor to discuss your concerns. You and the counselor will talk about available options and resources to help you decide how to proceed. 

As a registered CSUS student you are eligible for eight sessions per academic year and sixteen sessions total throughout your CSUS academic career at no cost. There is no limit to the number of group sessions you may have. See information about groups above. Psychological Counseling Services staff is a group of multi-cultural and educationally diverse psychologists, psychiatrists, social workers, marriage and family counselors and graduate/post-graduate interns. We provide assistance to students who are struggling with stress or troubling personal problems. At Psychological Counseling Services you have the right to privacy and confidentiality. No information about your participation is released to anyone without your written consent. No information appears in any other departmental or university records without your prior consent. 

Our staff is available by request to consult with university departments and student groups to develop workshops, presentations, and discussions for students. 

Child Development Center
This Center is for children of students, faculty, staff, and alumni six months to five years of age.  Priority is provided to the children of students.  It is staffed by qualified and experienced teachers, and provides programs of a rich and culturally diverse environment.  Fees are bases on hourly and full-day rates.

Computer Center
University Computing, Communications and Media Services (CCMS) is responsible for all University-wide computing and data communication.  Located on the third floor of  Sequoia Hall  are an IBM 9672CMOSCPU, Digital Equipment Corporation 9210, 8820, 3520 cluster, several Hewlett Packard 9000/735 computers.  In addition, there are over 2000 user workstations located throughout the campus for students and faculty.  The School of Health and Human Services maintains a computer lab located in Solano Hall, third floor, room 3001 for its students. The computer lab is available for classroom instruction, and student lab.  Hours of operation are posted outside room 3001 and are listed on the HHS Web page at www.csus.hhs.edu. A dedicated data communications dial-up network is maintained by the University, for students and faculty for off-campus access to University computing facilities.  

Students enrolled at CSUS may take advantage of a variety of media hardware and equipment resources available from the UMS Classroom Service department located in the lower level of the Library South Wing, Room 12.

This campus is identified as a specialty center for the CSU for purposes of operating a comprehensive computer based education network.  Students and faculty have access to more than 20,000 hours of courseware on the CSUS PLATO system.  The campus is also identified as a specialty center for system-wide access to mini-computers and computer conferencing.

University Library
The six-story University Library is a primary educational facility with 238,999 square feet of floor space and a public seating capacity of 3, 475.  In addition to its holdings of about one million volumes and thousands of maps, slides and pamphlets, the Library has subscriptions of some 4,700 magazines, technical and scholarly journals, and newspaper.

On the Main Floor, an Informational Desk provides general directional assistance and referral to students.  CSUS students may consult the Library homepage at www.csus.edu/csuslibr for additional information and database access.

Hornet Bookstore
Hornet Bookstore carries all textbooks required on campus during the semester.  Textbooks are available two weeks before the beginning of classes, and the Bookstore is open for extended hours during the first week of classes.  The Bookstore offers a variety of general interest books, best sellers, study-aids, children’s books, and magazines.  A special order service is also available.  

In addition to books, the Hornet Bookstore stocks merchandise to make life on campus more convenient.  These items include office supplies, sportswear, backpacks, art supplies, personal grooming, and “munchies” as well as calendars and greeting cards.  Visa and Master Card are acceptable.

Copy Center is located nearby and provides a variety of services: Copying on white or colored stock, binding (velo-bind, spiral, covers, stapling), folding, and lamination.  Typewriters can be rented for use on the premises or on a take-out basis by day, week, or month.

Computer Store offers a selection of personal computers, printers, software, disks, supplies, and computer magazines for students, faculty, and staff.  Computer demonstrations are also available as well as maintenance and repair services.

University Union offers a Union Store for greeting cards, gifts, novelty items, and fraternity and sorority merchandise.  (Currently under renovation to include, hair salon, student travel agency, mailing and postage shop and additional meeting rooms.)

There are numerous campus eateries providing different menus and types of service – from full service in the Sequoia Room and University Center to counter service and vending machines in the various Roundhouses and the Outpost.  The Hornet’s Nest and River Front Market both offer salad bars, sandwich bars, hot sandwiches, and breakfast as well as daily specials; and the Union Station offers pastries, cheesecake, cookies, and brownies.  Other campus eateries include Burger King and The Coffee-House where pizza, sandwiches, nachos, and soups can be purchased and the University Center were luncheon specials are served weekdays. A partial list of just some of the useful campus offices and departments are list below.

	Admissions
	(916) 278-3901

	Bookstore
	(916) 278-6446

	Campus Operator
	(916) 278-6011

	C@sper.Net Information
	(916) 278-8011

	Continuing Education
	(916) 278-4433

	Employment
	(916) 278-6326

	Events Hotline
	(916) 278-4688

	Financial Aid
	(916) 278-6554

	Graduate Studies
	(916) 278-6470

	Housing
	(916) 278-6655

	Police
	(916) 278-6851

	Public Affairs
	(916) 278-6156

	Student Affairs
	(916) 278-6060

	Student Access Center
	(916) 278-4689


Division of Social Work Thesis/ Project Review Procedures

The process for thesis/project approval is outlined below.  Each year the Graduate Center establishes a schedule of deadlines for thesis/project submission to their offices. Missing a scheduled deadline can result in a delay in a student’s graduation.  

The review and approval process is as follows:

1. The thesis/project advisor reviews and approves (signs) the thesis/project. 

2. All thesis/projects must be submitted for a format compliance review by the Graduate Program Director. Please be aware that the Graduate Program Director is responsible for determining if the thesis/project meets formatting requirements and DOES NOT serve as a format editor of thesis/projects. It is the responsibility of the author of the thesis/project to learn and correctly apply the formatting requirements of the Division and the University prior to submission for format review. The Division provides scheduled workshops each year to assist students in learning thesis/project formatting requirements. Also, your Protection of Human Subjects review form must be on file in order for your thesis/project to be reviewed.

3. Students should not place their thesis/project in the Graduate Program Director’s mail box.

4. Please provide the Division with a copy of the title page, abstract, and signed approval page (the one your advisor signed).  The student will need to make their own copies since the staff in the Division’s administrative offices will not make copies. Submit these pages along the thesis/project to a staff in Mariposa Hall 4010. 

5. It is important that the student sign the log kept in the Division’s administrative offices indicating date, time and person submitting the document. Thesis/projects properly logged will usually be reviewed within 48 hours of receipt, after which one of two actions will be taken:

Possible Action One:
If the format requires no corrections, the Graduate Program Director signs the format approval page and returns the document to Mariposa 4010, where it is logged in and can be signed out by the student.  The student is then able to pay the binding fee at the university cashier’s office in Lassen Hall and then taking the finalized copy(s) to the Graduate Center for final submission.

Possible Action Two:
The Graduate Program Director identifies, in writing, the format issues that require correction and returns the document to Mariposa 4010.  The student then retrieves the document from Mariposa 4010 by signing the log sheet, makes the required corrections and once again signs the thesis/project into the Division’s administrative offices. The Graduate Program Director reviews the corrections; and if corrected, signs the format approval page. The student is then able to pay the binding fee at the university cashier’s office in Lassen Hall and then taking the finalized copy(s) to the Graduate Center for final submission.

Waiting until the last day to submit the document may result in delaying your graduation until the graduation cycle.   

Students should make certain that they are in possession of the most updated version of the Guide to Thesis Format.  Students can retrieve this document online from the Graduate Center website at:  http://www.csus.edu/rgs/gradstud/forms/MANUAL.PDF. Also, the Thesis/Project Format Requirements Division of Social Work, CSUS can be retrieved at the Division of Social Work website at: http://www.hhs.csus.edu/SWRK/.

Thesis/Project Format Requirements Division of Social Work, CSUS

Revised May 2002

This document was prepared in consultation with the Division of Social Work Graduate Committee, CSUS Graduate Center and a careful review of current guidelines available in the Publication Manual of the American Psychological Association (5th ed., 2001). Faculty advisors should use this document in their efforts to assist students in meeting the formatting requirements in the preparation of the final version of the thesis/project. This document is designed as a supplement to the CSUS Guide for Thesis/Project Format and the APA manual. Please be aware that the Graduate Program Director is responsible for determining if the thesis/project meets formatting requirements and DOES NOT serve as a format editor of thesis/projects. It is the responsibility of the author of the thesis/project to learn and correctly apply the formatting requirements of the Division and the University prior to submission for format review. The Division provides scheduled workshops each year to assist students in learning thesis/project formatting requirements.

The following categories of information can be found in this document and can be used as a checklist.

	· Arrangement of Thesis or Project Manuscript

	· Abstract

· Appendix Materials

	· References and In-text References

	· Copyright

	· Erasures & Corrections

	· Headings

	· Margins & Pagination

	· Paper & Fonts

	· Tables and Figures

	· Quotation Marks, Abbreviations, & Numbers

	· Miscellaneous Do’s & Don’ts

· Thesis/Project Format Review and Feedback Form


Arrangement of Thesis or Project

Students can use the following as a checklist for the proper sequencing of component parts of the thesis or project. Please refer to the CSUS Guide for Thesis/Project Format for details.

	· Blank Page

	· Title Page. The candidate’s name is to be listed the same as on the graduation application and diploma.

	· Copyright Page (optional)

	· Approval Page (original plus one copy; the original must be on 50% or higher rag content, 20 lb. bond paper). 

	· Format Approval Page (original plus one copy; the original must be on 50% or higher rag content, 20 lb. bond paper).

	· Abstract (original plus one copy; the original must be on 50%+ rag content, 20 lb. bond paper).

	· Preface, Dedication and or Acknowledgement pages (optional)

	· Table of Contents with page references.

· Individual listing of preliminary pages (Preface, Dedication, Acknowledgements, if included.

· Individual listing of (Tables, Figures, and/or Software Specifications, if included).

· List of Chapter and major sections headings

· Appendices

· References

	· Separately listed Tables, Figures, and/or Software Specifications (if included).

	· Text (double spaced).

	· Appendices (if included)

	· References (References is preferred over the heading Bibliography by Division of Social Work). 

	· Blank Page


Abstract

The text of the abstract should be in block form (do not paragraph indent), left and right justified, double spaced, and contain no subheadings. The abstract is a brief, comprehensive, and specific summary of your project (APA, 2001, pp. 12-15, 306). 

Appendix Materials

Sample: Center the word "APPENDIX" and type the applicable appendix letter “A” for the first appendix and “B” for the next and so on.  Then double space to next line and enter the name of the appendix. Please note that all text on an appendix cover page is capitalized. Appendix cover pages require a page number, as do all pages in your thesis or project. The actual appendix material would then begin on the next page with the name of the appendix on the first page of the material but the name need not be repeated on the remaining pages of that same appendix.  


EXAMPLE ONLY

References & In-text References

Because materials referenced to in completing a thesis or project derives from different types of source material it is important to become familiar with the proper way of citing theses sources. Please keep in mind that references acknowledge the work of others used as sources and allow readers to retrieve source materials later so they must be accurate and complete. Thesis and projects are considered finished or final documents and no additional type setting will be done, therefore for readability, the first line of a reference should be left flush and all other lines are indented which is referred to as “hanging indent style”. 

References, like other text of the thesis or project, are double-spaced and the student should be consistent in style used. Given the wide range of source materials cited, the student should refer to the APA Manual for instructions on citing specific sources (i.e., books, periodicals, materials from the internet). 

Sample Citations

Journal Article

Murzynski, J., & Degelman, D. (1996). Body language of women and judgments of vulnerability

to sexual assault. Journal of Applied Social Psychology, 26, 1617-1626. 

[Note: Please note journal name and volume number are italicized.] 

Book

Paloutzian, R. F. (1996). Invitation to the psychology of religion. (2nd ed.). Boston: Allyn and

Bacon. 

[Note: Please note book title is italicized.] 

Web document

Degelman, D., & Harris, M. L. (2000). APA Style Essentials. Retrieved May 18, 2000, from

 
http://www.vanguard.edu/psychology/apa.html
[Note: Please note title is italicized while web address is underlined.] 

Document from electronic database

Hien, D., & Honeyman, T. (2000). A closer look at the drug abuse-maternal aggression link.

Journal of Interpersonal Violence, 15, 503-522. Retrieved May 20, 2000, from ProQuest

on-line database on the World Wide Web: http://www.umi.com/pqdauto
[Note: Please note title is not italicized; name of journal is italicized while web address is underlined.] 

Article or chapter in an edited book

Shea, J. D. (1992). Religion and sexual adjustment. In J. F. Schumaker (Ed.), Religion and 

Mental Health (pp. 70-84). New York: Oxford University Press.

[Note: Please note title is not italicized; name of book is italicized while web address is underlined.]

In-text Referencing Information
· Use the author-date format to cite references in text. For example: as Smith (1990) points out, a recent study (Smith, 1990) shows... 

· For two-author citations; spell out both authors on all occurrences. 

· For multiple-author citations (up to five authors) name all authors the first time, then use et al., so the first time it is Smith, Jones, Pearson and Sherwin (1990), but the second time it is Smith et al., with a period after "al" but no underlining. 

· The first time an "et al." reference is used in a paragraph, give the year, thereafter (if the citation is repeated in the paragraph) omit the year. 

· For six or more authors, use et al. the first time and give the full citation in references. 

· If two or more multiple-author references that shorten to the same “et al.” form, making it ambiguous, give as many author names as necessary to make them distinct, before et al. For example: (Smith, Jones, et al., 1991) to distinguish it from (Smith, Burke, et al., 1991). 

· Join names in a multiple-author citation with and (in text) or an ampersand (&) in reference lists and parenthetical comments. For example: As Smith and Sarason (1990) point out, the same argument was made by in an earlier study (Smith & Sarason, 1990). 

· If a group is readily identified by its initials, spell it out only the first time. For example, "As reported in a government study (National Institute of Mental Health [NIMH], 1991), blah blah..." and thereafter, "The previously cited study (NIMH, 1991) found that... 

· If the author is unknown or unspecified, use the first few words of the reference list entry (usually the title), for example: ("Study Finds," 1992). 

· If citing multiple works by the same author at the same time, arrange dates in order. In general, use letters after years to distinguish multiple publications by the same author in the same year. For example: Several studies (Johnson, 1988, 1990a, 1990b, 1995 in press-a, 1995 in press-b) showed the same thing. 

· For old works cite the translation or the original and modern copyright dates if both are known, for example: (Aristotle, trans. 1931) or (James, 1890/1983). 

· Always give page numbers for quotations, for example: (Cheek & Buss, 1981, p. 332) or (Shimamura, 1989, chap. 3, p. 5). 

· For e-mail and other "unrecoverable data" use personal communication, for example: (V.-G. Nguyen, personal communication, September 28, 1993). These do not appear in the reference list. 

Copyright

Under the 1978 Copyright Act, copyright is secured automatically when a work is created. Students interested in formally registering copyright with the Federal Copyright Office should consult page 4 of the CSUS Guide for Thesis/Project Format.

Erasures & Corrections

Thesis/projects will not be accepted in which erasures have been made or opaque correction fluid used. Make whatever corrections are necessary; then reproduce the page(s) on the appropriate paper.

Headings

Headings indicate the organization of the manuscript and establish the importance of each major component comprising the document. The Publication Manual (5th ed., 2001) covers the specifics on heading levels from pp. 111-115. The level of headings numbers from a Level 1 heading to a Level 5. The manual indicates that the author find the section of the document with the finest level of subordinate categories and use the guidelines to determine the level of headings for the whole document.

Please pay close attention to the sequence and appropriate use of the heading levels discussed next. In thesis/projects with: (a) 2 levels of headings use levels 1 and 3; (b) 3 levels of heading use levels 1, 3, and 4; (c) 4 levels use 1, 2, 3, and 4; and (d) 5 levels use 5, 1, 2, 3, and 4 in that order. In all cases be consistent in applying the heading levels you believe to accurately reflect the major divisions of your thesis/project. 

The following are examples of how they are to be typed:

Example of Level 1 Heading

Centered Uppercase and Lowercase Heading

Example of Level 2 Heading

Centered, Italicized, Uppercase and Lowercase Heading

Example of Level 3 Heading

Flush Left, Italicized, Uppercase and Lowercase Side Heading

Example of Level 4 Heading

Indented, italicized, lowercase heading with a period.

[Please note that text would begin immediately after and on the same line as the heading.]

Example of Level 5 Heading

CENTERED UPPERCASE HEADING

 

Margins & Pagination

The preliminary pages preceding Chapter 1 carry consecutive lower case Roman numerals, centered at the lower margin of the page (1 inch from lower edge of paper), starting with the approval page which is numbered “ii.” The Title Page is unnumbered, but carries the implied “i.” 

The first page of the text carries the number “1” and pages thereafter carry consecutive numbers, including the materials in the Appendices and the References. 

The numbers are positioned in the upper right-hand corner: down one inch from the top and one in from the right edge of the paper. Page numbers are usually placed in the header of the page and should be 1 inch from the top and right edge of the page. It should appear as if there one double-space from the page number to the first line in the text on each page of text on each page. Left margin must be 1.5 inches while top, right and bottom margins must be 1 inch throughout the entire document.

· All text must be printed on single-sided paper, that is, text should appear on only one side of each sheet of paper. 

· All text must be double-spaced, this includes quoted passages, which must be tabbed (as a block of text) and left justified and include source and page number(s) of source. Please remember do not paragraph indent quoted passages.

· Top, bottom and right margins: one inch from edge of paper.

· Left margin: One and one-half inches from the edge of the paper. This measurement is especially critical because of binding.

·  “Hanging Bullet” refers to a heading that appears at the bottom of a page of text separated from its related text. These headings should be repositioned so they are moved to the top of the next page with their related text.

Paper & Fonts

The thesis or project submitted for deposit with the University Library must be on 20 lb., 50% or higher rag content, non-erasable, 8 ½ x 11 paper. Students should include an extra blank sheet of this high quality paper for the front and back of the thesis or project. The thesis or project may be produced on lower rag content paper and photocopied onto 20 lb./50%+ paper. However, the copy must be clear, sharp, and black and white (no gray).

The preferred font is Times New Roman. Arial and similar fonts are also acceptable. The acceptable point sizes are 10-12. Page numbers must be in the same font and size as all other text in the document. Thesis and projects should be printed on laser or ink jet printers with at least 300 DPI print quality. Please note that micro elite is not acceptable.

Tables and Figures

There are two accepted forms for the presentation of data, tables and figures. Please notice how data presented as a table and/or figure should be formatted. Please notice that the text and numbers in a table are to be double spaced just like all other text in the thesis/project (font type and point size are the same as well). Also please note how the name of tables compared to figures is formatted and where such information is to be placed. To avoid confusion and creating too much complexity, anytime data is presented in tabular (table) form it should be called a table and any other illustrative presentation of data, i.e., graphs, charts or illustrations should be called figure.

Example of Table Formatting

Table 1

Number of Events
	
	First Observation Set
	Second Observation Set

	Event A
	3
	4

	Event B
	5
	6

	Event Totals
	8
	10


Example of Figure Formatting

[image: image1.emf]3

 5

4

6

0

1

2

3

4

5

6


Figure 1.  Number of Events

Quotation Marks, Abbreviations, & Numbers
Use quotation marks to set off the title of an article or chapter in a periodical or book when the title is mentioned in text, to introduce a word or phrase considered slang, or as an invented or coined expression. An example would be the "high tolerance" variable (no quotation marks are needed after the initial usage of the word or phrase; APA, 2001, pp. 72-83).

Abbreviations should be used sparingly throughout your paper. Always spell out what the abbreviation means the first time it is used. An example would be Minnesota Multiphasic Personality Inventory (MMPI). Thereafter, use the abbreviation. (APA, 2001, pp. 103-111).

Use the Arabic symbol with numbers 10 and above (12, 50, etc.) except if being compared with numbers 10 and below. For example, the 4th and 11th grades took a test. However, use the numerical symbol for all numbers in your Abstract page. Spell out the number when beginning a sentence and numbers below 10. To make plurals out of numbers add 's' only with no apostrophe (the 1990s). Use combinations of written and Arabic numerals for back-to-back modifiers (six 2-point scales; APA, 2001, pp. 122-136).

Miscellaneous Do’s & Don’ts

1. Avoid biased, pejorative, or ambiguous language. Do not use 'men' to refer to all adults. Some commonly used acceptable references to populations: African Americans, Native Americans, sexual orientation (not sexual preference), people with depression and people with AIDS (not depressives or AIDS victims or sufferers), Asian Americans (not oriental), older persons (not elderly) APA, 2001, pp. 63-76). 

2. Avoid one-sentence paragraphs. 

3. Avoid lengthy paragraphs. A paragraph should be no longer than one double-spaced page. 

4. In general, use professional journals and avoid using 'popular opinion' journals and magazines, or both (i.e., Time, Newsweek, USA Today, and National Enquirer).

5. Do not put running headings on each page.

6. Do not list the abstract in the Table of Contents.

7. Electronic references should have an address permitting retrieval. 

8. If they are used, horizontal rules (lines) should be typed into tables; do not draw them in by hand

9. Hyphenation should not occur at the end of lines, only between words when necessary.

10. Justification should be set to "off" or "left margin only" (the right margin should be uneven). The only exception is the abstract, which is left and right, justified (block style).

11. Use bolding or italicization for emphasis sparingly or avoided altogether.

12. Do not rely on typists for format. Check it out yourself. If you have any questions regarding CSUS level guideline requirements or binding and microfilming questions you should contact Graduate Center staff at (916) 278-6470.

Thesis/Project Format Review and Feedback Form

The following is a sample of the feedback form used by the Graduate Program Director to indicate formatting changes required after the thesis/project has been reviewed. Prior to submitting your thesis/project for format compliance you should carefully proofread your work and should not rely on your typist or thesis advisor for addressing formatting requirements. Thesis/projects submitted that appear to have not been carefully reviewed for formatting will simply be returned until format requirements have been addressed.

	Student Name
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Additional Comments:

Please refer to the three documents listed below for details on corrections.

1. CSUS Guide for Thesis/Project Format

2. Thesis/Project Format Requirements Division of Social Work, CSUS

3. Publication Manual of the American Psychological Association

NOTE: This form must be returned with your corrected thesis/project.
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Interview Questions


1.





2.





3.
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