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INTRODUCTION

Welcome all Masters, Educational Specialists, and Non Degree Initial Certification students to the Counseling Program in the Department of Counseling and Educational Psychology (CEP). 
The faculty and staff are pleased that you have selected University of West Georgia (UWG) for the pursuit of your graduate education.  We are committed to helping make this time a positive educational, personal, and professional growth experience.  
The faculty and staff want to assist you in meeting your professional goals and increasing your competencies for helping clients with whom you work. Hopefully, the program will be enjoyable and satisfying as well. 

Accreditations
  We are proud to inform you that the CEP master’s graduate program in counseling has been accredited by the Council for Accreditation of Counseling and Related Educational Programs (CACREP). By seeking and achieving this prestigious recognition, we have accepted responsibility to provide quality training programs. We also are committed to continual self-evaluations for improvement and revisions in order to remain current and responsive to the changing needs of society and those persons serving as counselors. A full description of CACREP can be found at www.counseling.org/cacrep/aboutCACREP.html . 
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Additional accreditations that have been awarded to the UWG and the COE include:

· UWG is accredited by the Commission on Colleges of the Southern Association of Colleges and Schools (SACS). 

· COE is accredited by the National Council for Accreditation of Teacher Education (NCATE).

This Handbook is designed to supplement University policy and procedure manuals.  It is not intended to be a comprehensive listing of policy statements.  Students should refer to the University of West Georgia Graduate Catalog for further details on policies and procedures.  
Students must meet with their advisor during their first semester of course work to discuss program requirements as well as their individual plans of study. Students also are recommended to schedule periodic meetings with their advisor to be sure program requirements are being met. Be advised that it is difficult to provide program endorsement at the conclusion of your degree if your advisor is not familiar with your work.  Therefore, it is imperative that you keep in contact with your advisor.  

Because change does occur, it is incumbent on students to check bulletin boards periodically within the department and to visit the CEPD website for notice of change www.westga.edu/cep click “Announcements and Important Dates.”  Additionally, information about deadlines and special events will be published in the Chi Sigma Iota newsletter. 
We wish you great success in your pursuit of a graduate degree from UWG. Hopefully this Handbook will provide information to facilitate a smooth progression through the CEP program.

OVERVIEW OF THE CEP DEPARTMENT 
The CEP department is housed in the College of Education (COE) at the University of West Georgia.  The department offers three graduate degrees: Master’s degree (M.Ed.), a Specialist degree (Ed.S.), and a Doctorate (Ed.D. in Professional Counseling and Supervision – see separate Handbook for information about this degree). The department also provides course work for the Non Degree Initial Certification in School Counseling. In addition to its graduate work in counseling, the department offers supporting course work and expertise in Educational Psychology for the various departments within the COE. The CEP does not offer a degree in Educational Psychology. 

Most CEP graduate course work is offered in the late afternoon and evening during Fall and Spring semesters. Summer semester’s classes are spread over daytime and evening hours. Occasionally, courses are taught on Saturdays or weekends (usually Friday evenings and Saturdays for 5 weekends throughout the semester). Check the University Class Bulletin for course schedules at http://banweb.westga.edu . The CEP clinical courses will include on campus supervision that often requires time before or after class or a return to campus another day. 
The M.Ed. degree programs are designed to meet the academic requirements for licensing in professional counseling (LPC) in Georgia and certification by the National Board for Certified Counselors (NBCC).  Students can become National Certified Counselor (NCC)-eligible after passing the NBCC exam. Graduates are eligible for both credentials after successfully passing the appropriate exams and completing required post degree supervised counseling experiences. The school counseling program is approved by the PSC (Professional Standards Commission) in Georgia and the College of Education holds accreditation by the National Council on Accreditation of Teacher Education (NCATE).
Over 2100 graduate students have completed their degrees since those first awarded in 1969. Currently, there are several hundred CEP students pursuing graduate degrees. Ten to twelve faculty members with diverse teaching and research interests and one administrative assistant comprise the personnel in the department. Occasionally, appropriately credentialed adjunct faculty assist in the instruction and supervision of students.
Transforming School Counseling Initiative 

For over 10 years, CEP has been a pioneer and nationally recognized leader in the nationwide effort to transform the role of school counselors in order to better serve elementary, middle and high school students, especially those in low-income communities. To achieve this status, the CEP applied for and was granted monies from the DeWitt Wallace-Reader’s Digest Fund to support the Transforming School Counseling Initiative (TSCI). Proposals from only five other universities throughout the U.S. were funded. CEP used the TSCI funds to revise the curriculum, recruit more diverse candidates to the program, and partner with local school districts to enhance the role of guidance counselors in schools.  Some of the lasting effects of this initiative include

· The TSCI is influencing both college and school district procedures and documents and there is evidence of a change in the counselor’s role in the schools.

· State, district, and TSCI reform efforts are aligned.

· CEP students admitted under the principles of the TSCI show enthusiasm about the program and current students are exploring what the Initiative means to them.

· There is evidence of widespread awareness and endorsement of the Transforming School Counseling Initiative within the state.

Mission Statements

CEP Department
The CEP is committed to excellence in teaching and an environment of caring friendly student focus. In accordance with this belief the CEP department is driven by the mission statement below:
CEP Departmental Mission Statement

The Process

The Counseling and Educational Psychology Department will seek to provide educational excellence in a personal and professional environment by challenging and supporting individual and professional development; researching and teaching from a sound knowledge base; affirming diversity of ideas, values and persons; upholding the highest of ethical principles in professional conduct; and maintaining a partnership with institutions and communities within the region. We will maintain accreditation from the Council for Accreditation of Counseling and Related Educational Programs (CACREP), and will continue our service through providing educational psychology instruction in the areas of human development, psychological and educational assessment, learning theories, and application of psychological principles to education.
The Product

Graduates will be competent, proactive professional counselors; knowledgeable, ethical, and skilled in their selected fields; flexible and comprehensive in their approach; adaptable to the needs of the people they serve; and effective in meeting those needs. They will be leaders and advocates for human development and effective living within their families, schools, institutions, and communities.

The Impact
The values of the region, state, and beyond will be advanced through the productivity of the department’s graduates. Those served by the graduates will become more effective contributors to the whole of society by increasing their educational competencies, progressing in their career development, developing skills for resolving personal problems and improvement in their family interpersonal relationships.

School Counseling Specialty Area



School Counseling Program Mission Statement
The mission of the School Counseling program is to educate Professional School Counselors.  
Through leadership, advocacy, collaboration, use of data, and action, our graduates will be competent at identifying and removing barriers that impede equal access to educational and career opportunities for all students. We are committed to educating Professional School Counselors skilled in needs assessment who are effective brief counselors and strategic brokers in providing equal resources and support for all students, when needed; and who believe in and are dedicated to   academic achievement, career success, and personal/social development of all students.

Community Counseling Specialty Area
Community Counseling Program Mission Statement

The mission of the Community Counseling program is to prepare skilled and knowledgeable professional counselors for work in a variety of community and agency settings.  Our program is designed to meet educational requirements for Georgia licensure as well as the standards of the Council for Accreditation of Counseling and Related Educational (CACREP) programs. Our graduates will be ethical, reflective practitioners competent in serving a diverse population. We are committed to the delivery of excellent client services, to understanding and respecting human diversity, to ethical and social responsibility, and to leadership in the counseling profession. 

Students will:


-- demonstrate ability to facilitate client growth, development, and coping within individual     

                   and/or group settings


--demonstrate understanding and upholding of ethics and standards of practice endorsed by                

                  the counseling profession

     
--demonstrate understanding and respect for human diversity


--demonstrate ability to use a variety of theories, therapeutic interventions, assessment tools, 

                  and communication skills to assist clients

             
--develop an identity as a professional counselor.



Educational Psychology 

Educational Psychology Mission Statement

The teachers, counselors, speech and language specialists, and educational administrators who take our courses will be:

· dedicated to the equality of education for all students

· effective collaborators with other teachers, parents, counselors, administrators, and other

       service providers

· grounded in a comprehensive knowledge of the personal/emotional development of students

· grounded in a comprehensive knowledge of human learning and effective instructional strategies to promote learning

· effective assessors of student progress.


Instructors will assist educational professionals in developing as reflective persons who, when confronted with the challenges of educational reform and transformation, will take steps to systematically assess needs and develop programs that meet those needs.

Program Evaluations
The CEP evaluates its programs in a variety of ways:

· M.Ed. and Ed.S. students who are exiting the program are asked to complete a program evaluation (recent results discussed in another section).
· Schools and agencies that have hired our recent M.Ed. graduates are requested to evaluate our program and instructional effectiveness.

· M.Ed. graduates of our programs are surveyed to obtain their evaluation of the effectiveness of instruction and perceptions of experiences while a CEP student.

· Current students participate in course evaluations at the end of each semester to provide feedback to the instructor relative to future teaching of the course.



Data from the course evaluations are used by individual faculty members to revise and improve instruction. The data collected from the other evaluation methods are used by the faculty, with input from Advisory Board members, to determine needed program changes. The most recent data collected can be found in the Appendices. 
Recruitment of Students
It is the policy of the CEP department to actively recruit students from a variety of backgrounds, experiences, and cultural influences.  Our faculty and students have diverse backgrounds and the program strives to maintain multicultural awareness and appreciation. The department is committed to recruiting even more students and faculty from diverse backgrounds.
THE PROGRAMS
The CEP offers graduate level course work leading to the Masters of Education (M.Ed.) and Educational Specialist (Ed.S.) degrees with specialty areas in School Counseling and Community Counseling. A non-degree Initial Certification in School Counseling also is available. 

The department recently added a Doctorate in Counselor Education and Supervision (Ed.D.) degree program. A separate Handbook containing pertinent information is available for doctoral students.

Additionally, the department provides graduate and undergraduate course work in Educational Psychology for students majoring in any program in the College of Education.

School Counseling
The major purpose of the School Counseling specialty area is to prepare students in the development of competencies for functioning in the professional role of school counselor in elementary, middle, and high schools. 

Successful completion of the 48-hour M.Ed. program in School Counseling meets the academic requirements established by the Georgia State Department of Education for certification as a school counselor in grades P-12. Students entering the program who have not acquired a teaching certificate will be required to take an additional course in special education that is mandatory for initial certification in Georgia. Graduates of the M.Ed. program in School Counseling also meet the educational requirements for licensure in Georgia as a professional counselor (LPC).

The 27-hour Ed.S. program in School Counseling is designed for graduate students who have earned a Master’s degree in School Counseling (or who have completed the non-degree Initial Certification program), who desire advanced training, and who are currently certified (S-5) as a school counselor. Successful completion of the Ed.S. degree program prepares students to meet the requirements for S-6 certification in school counseling.

Students in the non-degree Initial Certification program must already hold the M.Ed. or Ed.S. in Community Counseling from University of West Georgia (or an equivalent CACREP accredited program from another institution). Completion of the non-degree Initial Certification program enables students to pursue the S-5 level certification for School Counseling. Although the required number of semester hours is generally between 24-30, the exact number of hours will be based on a careful evaluation (following admission) of the individual student’s transcript. Under no circumstances will the program be less than 18 hours.
Community Counseling
The Community Counseling specialty area is designed to prepare students for careers in various public and private agencies and institutions. 

Graduates of the 48-hour M.Ed. program in Community Counseling will meet the educational requirements for licensure as a Licensed Professional Counselor (LPC) in Georgia. The master’s degree is considered the minimum academic preparation for entry level positions in the field.

The purpose of the 27-hour Ed.S. program in Community Counseling is to provide advanced training and specialization beyond the master’s degree. Specific program prerequisites are required and may necessitate the student’s completing more than the minimum 27 semester hours of course work. Refer to program curriculum and seek an advisor’s guidance for additional information. Provided a master’s degree in counseling or equivalent course work, including a minimum of 300 clock hours of practicum/internship has been obtained, the Ed.S. degree will satisfy the educational requirements for licensure (LPC) in Georgia at the Specialist degree level.
ADMISSIONS

M.Ed. (Master’s in Education)
The UWG Graduate School has established procedures for application to any graduate program. Search www.westga.edu/~gradsch Click “How to Apply” for details, including application fee. Briefly, applicants must submit the following to the Graduate School:

· A completed application for admission

· A non-refundable application fee

· One official transcript from each college or university attended

· Satisfactory certificate of immunization, if new student

· Three strong letters of recommendation (include previous faculty, employers, and supervisors with a maximum of one personal reference)

Additional CEP requirements for M.Ed. applicants include:

· Minimum GRE score of 900 or more (450 Verbal and Quantitative or Analytical subtests)

· An undergraduate minimum GPA of 2.7

· A minimum two-page typed personal statement addressing (1) applicant’s reasons for specializing in School Counseling or Community Counseling; (2) an analysis of personal strengths and weaknesses, (3) anticipated benefits to be derived from completing the desired program, and (4) description of career goals. Submit this paper to the Graduate School.

· An interview with CEP faculty to include assessment of factors and dispositions such as emotional maturity professional related experiences, readiness for program content and life experiences. Examples of categories for interview questions include (1) discussion of previous work/volunteer experience, (2) personal motivation to pursue a career in the counseling field, (3) description of influential people, (4) definition of counseling, (5) traits of professional counselors, (6) academic success, (7) dealing with stressful experiences, (8) professional goals and aspirations, (9) description of feedback from supervisors, and (10) diversity issues.

Send all documents (including the 2-page personal statement) to the UWG Graduate School



Graduate School



Cobb Hall



University of West Georgia



Carrollton, GA 30118



678-839-6419 (phone)



678-839-5949 (fax)

Ed.S. (Education Specialist)

The UWG Graduate School has established procedures for application to any graduate program. Search www.westga.edu/~gradsch  Click “How to Apply” for details, including application fee. Briefly, applicants must submit the following to the Graduate School:

· A completed application for admission

· A non-refundable application fee

· One official transcript from each college or university attended

· Satisfactory certificate of immunization, if new student

· Three quality letters of recommendation (include previous faculty, employers, and supervisors with a maximum of one personal reference)

· GRE scores  

Additional CEP requirements for Ed.S. applicants include:

· A minimum graduate GPA of  3.0

· GRE score of 900 or more (450 verbal and quantitative or analytical subtests)

· A minimum two-page typed personal statement addressing (1) applicant’s reasons for seeking an advanced degree specializing in School Counseling or Community Counseling; (2) an analysis of personal strengths and weaknesses, (3) anticipated benefits to be derived from completing this advanced program, and (4) description of career goal. Submit this paper to the Graduate School.

· An interview with CEP faculty to assess readiness for advanced studies and may include assessment of factors and dispositions such as emotional maturity professional related experiences, and life experiences. Examples of categories for interview questions include (1) discussion of previous work/volunteer experience, (2) personal motivation to pursue a career in the counseling field, (3) description of influential people, (4) definition of counseling, (5) traits of professional counselors, (6) academic success, (7) dealing with stressful experiences, (8) professional goals and aspirations, (9) description of feedback from supervisors, and (10) diversity issues.


Send all documents (including the 2-page personal statement) to the UWG Graduate School



Graduate School



1601 Maple Street



Cobb Hall



University of West Georgia



Carrollton, GA 30118



678-839-6419 (phone)



678-839-5949 (fax)

Non-Degree Initial Certification
Applicants for the non-degree Initial Certification program must meet the same admission requirements described for the M.Ed. program outlined above.  For details, including application fee search www.westga.edu/~gradsch Click “How to Apply.” Briefly, applicants must submit the following to the Graduate School:

· A completed application for admission

· A non-refundable application fee

· One official transcript from each college or university attended

· Satisfactory certificate of immunization, if new student

· Three strong letters of recommendation (include previous faculty, employers, and supervisors with a maximum of one personal reference)

Additional CEP requirements for non-degree Initial Certification applicants include:

· Minimum GRE score of 900 or more (450 Verbal and Quantitative or Analytical subtests)

· An undergraduate minimum GPA of 2.7

· An acceptable written personal statement addressing reasons for applying for the program, analysis of personal strengths and weaknesses as a potential counselor, anticipated benefits, and career goals 

· An interview with CEP faculty to include assessment of factors and dispositions such as emotional maturity professional related experiences, readiness for program content and life experiences. Examples of categories for interview questions include (1) discussion of previous work/volunteer experience, (2) personal motivation to pursue a career in the counseling field, (3) description of influential people, (4) definition of counseling, (5) traits of professional counselors, (6) academic success, (7) dealing with stressful experiences, (8) professional goals and aspirations, (9) description of feedback from supervisors, and (10) diversity issues.


Send all documents (including the written personal statement) to the UWG Graduate School



Graduate School



Cobb Hall



University of West Georgia



Carrollton, GA 30118



678-839-6419 (phone)



678-839-5949 (fax)

FINANCIAL AID
Graduate Assistantships
The CEP department is able to employ several Graduate Research Assistants (GRA). The appointments are for 20 hours per week or less.  GRAs must be full time students carrying 9 semester hours.  Preference will be given to students enrolled full time in CEP departmental course work.   In addition to a set salary, students receive a tuition waiver each semester.  GRAs are evaluated each semester by the faculty member(s) with whom they work.

Responsibilities vary according to the needs of the assigned faculty member within the department each semester.  Assistantships introduce students to many opportunities to work with faculty. These opportunities include such assignments as library research, data input, statistical processing, writing, and professional development in the form of presentations with professors.  Interested students should apply in the departmental office so that applications are on file when openings arise.  The department chair will conduct interviews.  Occasionally, professors are able to employ students for work because of research grant funding.  If interested be sure to share your interest with your advisor.

The graduate assistantship application form can be found through the Graduate School’s website www.westga.edu/~gradsch/ 

Scholarships
The CEP selects one candidate in the program each year for the John J. and Ann K. Pershing Memorial Scholarship. This scholarship was established in memory of the Pershings by family, friends, and former students. Dr. Pershing served as Dean of Student Services and also was a professor and acting chair of the Guidance and Counseling Department at West Georgia. The scholarship award is usually around $200.00, though the availability of monies and the actual amount of the award will vary with the economy. 

CEP students may be eligible for other scholarships. Detailed information about all scholarships may be found at the COE homepage http://coe.westga.edu Click “Students,” then “Financial Aid.”

Other Financial Aid

Financial Aid is available in various types, such as scholarships, grants, and loans.  Information about all financial aid matters can be obtained through the Financial Aid office www.westga.edu/finaid/  678-839-6421. 

SELECTING AND REGISTERING FOR COURSES 
AND RELATED INFORMATION 
Course Syllabi 
Generic syllabi for CEP courses are available at the department homepage www.uwg.edu/cep/ Click “Syllabi.” The syllabi contain descriptions of course objectives, activities, evaluation criteria, and other general information. Course instructors may alter some items on the syllabi in the spirit of academic freedom and individual characteristics. 
Syllabi for the upcoming/current semester are posted on Course Den. Students are expected to print the course syllabus and bring it to the first class meeting. You will receive information about logging onto Course Den after you have been accepted into the program. 

Projected Course Offerings
A schedule of the semesters (usually for the next couple of years) that courses are projected to be offered can be found at the department website www.uwg.edu/cep/ Click “Projected Course Offerings.” Note that actual scheduling of courses is subject to change if circumstances beyond department’s control should arise. 

Class Bulletin
A listing of courses offered during the current and, usually two semesters past, can be found at the UWG website. Click “Future Students” or “Current Students” on the homepage www.uwg.edu , then “Class Bulletin.” Courses offered for the next semester are usually posted mid-semester of the current term.

Selection of Courses
Actual selection of courses should be done in consultation with one’s advisor. During advisement sessions, the academic advisor will go over the Plan of Study and discuss scheduling of classes. Be sure to make an appointment with your advisor soon after admission and at other regular intervals. 
Registration for Courses
Current students may register for next semester courses during “early registration.” Registration may be accomplished on-line at http://banweb.westga.edu , in person at the Registrar Office, or by mail. Registration during the “early registration” period is recommended because returning students are more likely to obtain a seat in the desired class. 

Students who are newly admitted in the CEP program will receive an invitation to our New Student Orientation. The announcement about this meeting will be mailed after admission notification. During this meeting, students and faculty will be introduced, important details relevant to CEP will be shared, and students will have an opportunity to register for courses. Because we will have current information about availability of recommended courses for new students, we strongly advise that students wait to register at that time. The New Student Orientation is generally scheduled for the week day before classes begin. 
Fees and Fee Payment
Tuition and fee payment may be made on-line http://banweb.westga.edu (recommended), in person at the Registrar’s Office, or by mail. If payment is late, classes may be dropped and a late fee will be assessed. Other fees include:
· Student Activity Fee: A student activity fee is mandated by the Georgia University System Board of Regents. It is one of several fees charged to students enrolled in 6 hours or more each term. Its purpose is to support extracurricular activities on campus. 

· Practicum and Internship Fee: A fee of $50 per credit hour is assessed for enrollment in clinical courses (Practicum and Internship).
Drop/Add and Withdrawal
If it is necessary to drop or add a course after registration, there is a one to three day opportunity at the beginning of each semester. After that time period, withdrawal policies are in effect, including a grade of  “W” on the transcript and no refund of tuition. See www.westga.edu/registrar/ and click on “Drop/Add and Withdrawal.”
Directed Independent Study
Independent study will only be used in unusual and special circumstances as approved by the advisor and the department chair.  A directed independent study will not be approved for courses being offered within the semester.  All other course requirements for the M.Ed. or Ed.S. must still be completed. 
The Scoop
The Scoop is a per-semester publication (on-line and in hard copy around campus). This indispensable guide contains essential information including the University calendar, general announcements, class periods, exam schedules, registration deadlines, financial aid information, a map of the campus, and other important details.

Find The Scoop at www.westga.edu click “Current Students,” then click “The Scoop.”
EXIT EXAMS

ALL M.Ed. Students  


All M.Ed. students in School or Community Counseling specialty areas are required to take and pass a written comprehensive exit examination in order to graduate or be eligible for licensure/certification. To pass, one must obtain a score at or equal to 1 standard deviation below the mean of the past administration of the exam.  Eligibility to take the exit exam involves (a) having completed all required courses in program of study OR (b) scheduling the exam during the semester of graduation. 

STUDENTS MUST PASS THE EXIT EXAM IN ORDER TO BE ELIGIBLE

FOR DEPARTMENT ENDORSEMENT AND FOR GRADUATION  

The required courses for both school and community counseling are listed below:

School Counseling



 
Community Counseling

CEPD 8102  Lifespan Human Development 

 CEPD 8102  Lifespan Human Development

CEPD 7138  Multicultural Counseling & 

 CEPD 7138  Multicultural Counseling &       Education





Education
CEPD 6140  Introduction to Counseling     
 
CEPD 6140  Introduction to Counseling Practice





Practice
CEPD 6131  Counseling Theories 


 CEPD 6131  Counseling Theories

CEPD 6160  Group Counseling


 
CEPD 6160 Group Counseling

CEPD  7112  Career Counseling


 
CEPD 7112  Career Counseling

CEPD  7130  Assessment & Effective Use of Data
 CEPD 6151  Psychological Appraisal      

CEPD  6180 Professional School


 
CEPD 6141  Professional Community

Counselor






Counseling

CEPD  7152  Research & Program

 
CEPD 7152  Research & Program Evaluation





Evaluation







 CEPD 7111   Psychopathology


A primary purpose for this evaluation of the student's work is to examine the minimum integration of the graduate curriculum into a student’s knowledge base.  The specific goal of this examination is to assess conceptual knowledge acquired throughout the student's core course curriculum. 

Students must make an application for the exit exam. Applications are available in the CEP department. A transcript of coursework must be submitted along with the application. The materials must be turned in to the CEP Administrative Assistant by the deadline set by the department each semester (check for notices posted in the department and on the CEP homepage www.westga.edu/cep/  Click “Announcements and Important Dates”). Note that the fee for the examination must accompany the application. The fee is to be paid by check only made out to University of West Georgia. Please refer to the application form for further details.

The CEP department uses the national Counselor Preparation Comprehensive Examination (CPCE).  The national examination, developed by the National Board of Certified Counselors is a multiple choice format covering content from the eight CACREP core areas (human growth and development, social and cultural foundations, helping relationships, groups, lifestyle and career development, appraisal, research and evaluation, and professional orientation). Students are given 4 hours to complete the examination.  Currently, the criterion for passing the CPCE is set at 1 standard deviation below the mean of the past administrations. This criterion is subject to change each semester by Faculty authorization. 

   If a student fails the examination the first time he/she takes it, he/she will have to retake the exam the following semester on the regularly scheduled examination date.  If the student fails the examination a second time, he/she has the opportunity to take the examination a third and final time. This policy was effective Spring 2003.  If the student fails the examination he/she will have to postpone graduation.   

After three (3) failed attempts on the department’s exit exam, the Counselor Preparation Comprehensive Examination (CPCE), the student may take and submit a passing score on the National Counselor Exam (NCE) in order to be considered for graduation.  This policy is in effect for students admitted spring 2006 and after.  

The CEP faculty considered the following benefits of the CPCE when making the exit exam decision:

· Allows Master’s program comprehensive exam to better meet psychometric needs.

· Gives the program an objective view of the knowledge level of the students.

· Allows program to examine a student’s functioning in the various curriculum areas.

· Promotes longitudinal self study.

· Compares program results to national data.

· Stimulates student integration of knowledge learned in separate courses.

· Gives students comparative strength/weakness feedback.

 The CPCE consists of 160 items with 20 items per CACREP area.  Of the 20 items per section, 17 will be scored; the remaining three will be pretest items that are not identified to the student.  The purpose of imbedded pre-testing is to generate actual score performance data on items.  This allows item selection for future test construction that has the most desirable psychometric attributes.  Scores for each section as well as a total score will be reported for each student. Results include statistics on the program’s students as well as national data.  Each institution is responsible for determining a minimum criterion score for their students.  A demographic questionnaire will be included on the answer sheet for research purposes.

Test Taking Strategies
Focused attention and study during class is a major preparation strategy for the CPCE. Because the exam content resembles that found on the NBCC National Counselor Examination (NCE), students may find published study material for the NCE helpful for CPCE preparation.  Paid subscriptions to exam test banks covering the eight content areas can be obtained from www.counselingexam.com/nce  Lists of other study materials are available at www.nbcc.org/exams/study.htm . Students may obtain free sample questions from the NBCC website: www.nbcc.org/exams/samplequest.htm . Please note that neither NBCC nor University of West Georgia endorses any of these aforementioned study materials.

Other test-taking considerations and strategies include:

   For some students, comprehensive exams can be intimidating experiences because academic records are at stake.  Exam outcome can be affected by the degree of anxiety students experience.  Yet, moderate anxiety can be helpful as it sets the pace for accomplishing the evaluation task.  Excessive anxiety can be thwarted by approaching the comprehensive exam with a clear plan.  

   A practical plan contributes to a sense of control for the student.  It can be advantageous to weigh individual study style so that the maximum study effort can be affected in the most timely fashion. 

 Study options to consider include studying individually, as a member of a group or dyad that meets regularly, or as a member of a group that meets occasionally for support or specific discussion.  An advantage of individual study is autonomy but it lacks support and accountability.  Group study may provide structure but working with others may expose the individual to the anxiety of others.   Peripheral group participation allows independence while offering the opportunity for clarification of questioned concepts.   

   Students should prepare for the proficiency examination by evaluating all past course material.  Gathering and organizing class notes, handouts, study outlines and other material in a systematic manner for ease in studying can be helpful.  Studying smaller units of material over a longer period of time may curb a sense of being overwhelmed.   


Ed.S. Students
Students in the CEP Ed.S. program are required to take an oral exit examination related to their program of study. Normally, exit examinations are held during the semester in which the student is graduating.  However, if graduation occurs during summer semester, the oral examination should be scheduled during spring semester.  The exam usually lasts about ½ hour. Procedures for the exam follow:

· The student completes and files the Graduation forms, including the Admission to Candidacy form that contains a list of the members of the student’s graduate committee. This committee is chaired by the student’s advisor. The other two members of the committee are usually CEP faculty members; however, in consultation with the advisor, the student may invite a UWG graduate faculty member from outside the department to serve. 

· The student contacts the desired committee members requesting their agreement to sit on the graduation committee. This contact is usually made by email and includes a request for available times and dates for the exam. 

· The student determines the date and time of the oral exam based on committee members’ availability.

· The student arranges for a room to conduct the oral exam through the CEP Administrative Assistant.

· The student notifies committee members about the time, date, and location for the exam (email contact is recommended).

· The exam takes place and the student is informed of passing or failing.

· If the student did not pass the exam, the committee will an individualized plan to address the deficiencies. 
School Counseling 

   Preparation for the oral exam might include a review of and reflection on course material. 

Memorization of specific content is not recommended.  Students may be asked questions specific to their specialization, to discuss their theoretical orientation, to consider ethical issues, or to discuss how their experiences in the program have personally affected them.

Community Counseling 
   Community Counseling Ed.S. students are required to prepare a reflective paper according to the guidelines below. The paper should be submitted to all graduate committee members at least one week prior to the exit exam meeting date. Below are instructions:
   Students should prepare a written paper that sufficiently and succinctly covers the following questions: 

1. Corey (2009) states that “…the person and the professional (counselor) are intertwined facets that cannot be separated in reality” (p. 17). Reflect on your experiences in the Ed.S. program of study and respond to the following: How have your experiences in this Ed.S. program had an impact on your personal and your professional life? Cite specific examples.
2. Describe how you conceptualize a client’s problems and how you use that conceptualization to determine how you will proceed with treatment. 

3. Evaluate your relative strengths and weaknesses as a counselor (be specific). Describe your specific plan to continue your development and improvement.
GRADUATION

Application for Graduation

A student is required to make application for the graduation with the Graduate Office.  There is a minimal fee. The deadline for submission of the graduation application is during the semester prior to graduation.  Deadlines for completing and submitting the application for graduation are posted in the CEP office; on the CEP website www.westga.edu/cep Click “Announcements and Important Dates”; in The Scoop; and on the Graduate School website. The forms that make up the application for graduation include the following. A packet of the forms is available in the CEP office. They also can be found on the Graduate School website (www.westga.edu/gradsch ).

Graduate Student Application for Graduation
This form provides pertinent information about students that is applicable to graduation (for example, name as it is to appear on the diploma) and alumni status.

Plan of Study
   The official Proposed Plan of Study is to be filed with the Graduate School at the same time as the Admission to Candidacy.  The planned program of study includes the following: program prerequisite curricular experiences, core curriculum requirements, specialized curricular experiences, supervised practicum and internship requirements, and appropriate elective curricular requirements.  

   The student’s advisor, Department Chair and the Dean of the Graduate School must sign the Plan of Study for the graduate school.  When filling out the official Plan of Study students are to pay particular attention to the “WORD OF CAUTION” provided with the instructions that are included and found in Appendix F. Questions concerning the Plan of Study should be directed to the Graduate School Office 678-839-6419.  

Application for Admission to Candidacy
   The student must file for candidacy by midterm of the semester preceding graduation.  When the student has filed for candidacy, the graduate school will notify the CEP office so that appropriate signatures can be obtained for the Master’s student, and the Ed. S. student may arrange for his or her oral examination. 

     Other Forms
    The student must complete and submit the following forms, if they are applicable to the individual student’s circumstances:

Transfer of Credit (only if transferring graduate credit from another institution). Contact the Graduate School for instructions and a copy of the form.

Program Change form (only if there is a change in the courses listed on the Plan of Study form). Contact the Graduate School for instructions and a copy of the form.
Graduation Regalia and Sundries

   Graduation supplies may be ordered on-line through the University Bookstore website  www.booksore.westga/ Click “General Merchandise” then “Graduation Supplies.” The cost for the cap, gown, tassel, and hood for graduate students can be found at the bookstore’s website. Contact the bookstore for information about announcements, thank-you notes, and other sundries 678-839-6523.
  Chi Sigma Iota (CSI) members may purchase a CSI cord for minimal cost from the CSI faculty advisor (see CEP office).

ACADEMIC AND PROGRAM ADVISEMENT
   Each student is assigned a faculty advisor when admitted to the program.  The advisor is responsible for assisting students in course selection.  The advisor is also responsible for chairing the graduate committee for students enrolled in the specialist programs.  

   Students are required to meet with their advisors during the first semester of enrollment.   A program sheet signed by both the student and advisor must be on file within the department by the end of the first semester of enrollment.  This program sheet is considered the official contract for the student’s program of study and coordinates with the Plan of Study (see Appendix F for “A Word of Caution” regarding this form. The Plan of Study is a form required by the Graduate School for graduation. Search the website for details www.westga.edu/gradsch). Program Sheets for each specialty area can be found in the Appendices:

Appendix A
M.Ed. School Counseling Program Sheet


Appendix B
M.Ed. Community Counseling Program Sheet


Appendix C
Non-Degree Initial Certification Program Sheet


Appendix D
Ed.S. School Counseling Program Sheet


Appendix E
Ed.S. Community Counseling Program Sheet
   Students are expected to set periodic meetings with the advisor throughout the program when issues or concerns arise and to keep advisors apprised of their progress. Advisors are available to meet with students during scheduled office hours. Scheduling of appointments is recommended.  

ACADEMIC STANDARDS
The following academic standards are in place for CEP graduate students: 

· Grade point average (GPA) for work submitted must be maintained at 3.0 or higher.

· When a student has received two C's, one F, or an unsatisfactory (U), he/she is dismissed from the CEP program. 

· Students wishing to appeal dismissal should contact the Dean of the Graduate School.

   Grades are letter grades of A, B, C, and F for graduate students.  The Practicum and Internships are graded with S/U (satisfactory and unsatisfactory).
ACADEMIC EXPECTATIONS AND REQUIREMENTS
   Certain expectations are considered important for high academic achievement.  These are discussed below. 
Faculty Expectations of Students
   Faculty expectations of students’ academic, professional, and personal development are explicit in admission and grade point policies, as well as in the course syllabi.  Students are advised to plan their progress through the program at a pace that allows for meeting normal responsibilities to self and others.  
   Students are responsible for knowing and following all college and departmental policies and procedures.  
   Deadlines are expected to be met.  
   Periodic contact with one's advisor is urged in order to become aware of departmental changes that may impact progress.

Class Attendance
   Attendance is required.  Students are expected to attend each class session, to be on time, and be present for the full class session.  More than one absence or repeated tardiness (or leaving class early) may, at the instructor's discretion, lower a student's grade or require that the student complete additional, assigned make-up material.

   Should an absence be necessary, the student is responsible for obtaining all notes, assignments, and other material missed due to the absence.  In case of an absence on the occasion of an examination, the student must contact the instructor and arrange for a make-up.  Make-up tests are highly discouraged and will only be granted for approved college business and essential medical care.  Make-up tests, when they are given, may be essay, short answer, objective questions or a combination, and may or may not be the same instrument taken by other class members.  

Final Exams
   Final exams are administered according to the published schedule in The Scoop. Any change in the published schedule must come from an official source. Students are expected to be present for the final exams.
Incomplete Grades
   An incomplete indicates that a student was doing satisfactory work but, for non-academic reasons beyond his or her control, was unable to meet the full requirements of the course.  An incomplete will be given only for illness, death in the family, or other major emergencies.  An incomplete must be removed by the completion of work within one calendar year; otherwise, the Incomplete (I) becomes a Failure (F). 

Style Manual for Reports and Papers

Students in Counseling and Educational Psychology are expected to use the Publication Manual of the American Psychological Association (current ed.) as the style manual for writing reports and papers.  This manual is available in the University bookstore and other local bookstores. 

      The APA publication manual addresses correct format, organization of the paper, and plagiarism.  Grades may be lowered due to non-compliance to APA style.  It is the responsibility of the student to learn APA style outside the classroom and ensure papers comply.
Academic Honesty
    Students are expected to adhere to the highest standards of academic honesty.  Plagiarism occurs when a student uses or purchases ghostwritten papers.  It also occurs when a student utilizes the ideas of or information obtained from another person without giving credit to that person.  Additionally, students may not use a previously written paper for one course and present it as work in another course without the approval of the course instructor.  If plagiarism or another act of academic dishonesty occurs, it will be dealt with in accordance with the academic misconduct policy as stated in the Uncatalog, Undergraduate Catalog, and Graduate Catalog. 

Grading Policy for Courses with a Clinical Component
   The following statement represents the grading policy for courses with a clinical component exclusive of practicum and internship.  This grading policy pertains to the following courses: CEPD 6151 Psychological Appraisal, CEPD 6140 Introduction to Counseling Practice, CEPD 6160 Group Counseling, and CEPD 8140 Advanced Group Counseling.  This policy may pertain to other courses as well; refer to course syllabi.

This is a course concentrating on clinical performance. In order to successfully complete the course students must demonstrate clinical skills which in the assessment of the instructor meet at least 80% of the expected level of performance. Failure to meet this 80% criterion will result in the assignment of a grade of C or F for the course. No grade of A or B regardless of academic performance will be assigned to any individual who fails to perform at the 80% level clinically.

Ethical Standards
   Ethical standards of the profession (ACA Code of Ethics) guide and protect the client, the counselor, and the student.  Ethical standards such as confidentiality, informed consent, and dual relationships will be introduced in CEPD 6140 Introduction to Counseling Practice and impressed upon the students throughout the program.  The issues regarding confidentiality will be especially stressed and maintained in courses such as CEPD 6160 Group Counseling and CEPD 8140 Advanced Group Counseling.  During the Practicum and Internship, students will directly adhere to the ethical standards as a part of the counseling experience.  There are likely to be items on professional examinations (i.e., CEP exit exam, LPC licensure exam, etc.) specific to the ACA Code of Ethics. Students are expected to be familiar with the ACA Code of Ethics which can be found at www.counseling.org .
ON-LINE SOCIAL NETWORKS 
   Students who participate in on-line social networks (such as Facebook, MySpace, etc.) should be mindful that as counselors-in-training, they represent the counseling profession. Carefully select “friends” who have access to your information and carefully screen the information about you that has public access. Restrict or remove access to any information (including pictures) that could be construed as unprofessional. Remember, your clients, their families, your peers, UWG faculty members, and others could be looking at your ​​​page. Do not make clients “friends” for your page. 
STUDENT REVIEWS
 
      Semester Assessment of Students

   
A developmental, systematic assessment of each student’s progress is conducted by the full faculty each semester. The concept behind semester assessment is to give confidential, periodic evaluations of students and to help with remediation, if and when necessary. 

   The areas evaluated within the semester assessment include academic performance, personal development, and professional development. These are coordinated to meet the standards of CACREP. The criteria and procedures include, but are not limited to consideration of input from regular, adjunct, and affiliate program faculty; each student’s potential success in forming effective interpersonal relationships in individual and small group contexts; each student’s aptitude for graduate level study; each student’s vocational goals and objectives, and their relevance to the program; and each student’s openness to self examination and personal and professional self-development. Students can also come under periodic academic review during the general CEP faculty meetings other than at the regular semester assessment.


Academic Performance

 In the arena of academic performance, review is conducted on the student’s demonstration of academic performance that is consistent with the expectations of UWG, COE and the CEP. Evaluation of academic performance includes, but is not limited to, such issues as individual class grades; overall grade point average; demonstration and continued development of critical thinking skills; academic honesty; enthusiasm for learning; engagement in classroom activities; and working at a level consistent with potential.


Personal Development
 
 In the arena of personal development, review is conducted on the student’s willingness for continued personal growth and development. Evaluation of personal development includes, but is not limited to, demonstration of a developmentally appropriate level of self-awareness; a willingness for ongoing non-defensive self-examination; the ability to accept constructive feedback and offer the same to others; and willingness to participate in activities requiring appropriate self-disclosure.


Professional Development
 
 In the arena of professional development, review is conducted on the student’s willingness to engage in activities which foster his or her development as a counseling professional. Evaluation of professional development includes, but is not limited to, appropriateness of work habits; class attendance; punctuality; demonstration of initiative; assumption of responsibility; meeting deadlines; completing assignments; accepting and using supervision; demonstrating a cooperative relationship with faculty, site supervisors, and peers; demonstration of appropriate interpersonal skills and relationships; demonstration of a positive and constructive attitude about the counseling profession and the department; demonstration of effective communication skills; and sensitivity to and affirmation of cultural differences.


Students may be dismissed from the program for academic and non-academic reasons. If the possibility of dismissal arises, students have the option of using the Student Review Committee as a vehicle for due process.


     Student Review Committee

  
 The student review process pertains to all students enrolled in CEP programs and is conducted by the Student Review Committee. The purposes of this Committee are to (a) ensure the student’s right to equal application of policies and procedures and (b) ensure due process is met. 


There are two types of student reviews the department will consider. The first type of review pertains to student’s performance not meeting academic standards. The second type of review pertains to student’s behaviors(s) that indicate(s) non-compliance with the standards of the counseling profession and the core competencies required of professional counselors. 

Faculty or students may initiate the student review process by submitting a written request to the Department Chair. The matter will be directed to the current faculty chair of the Student Review Committee.  Students are notified in writing by mail if under review. Additionally, if under review, students will be notified of the process for responding and given an appropriate opportunity to respond.
SELECTED COURSE REQUIREMENTS
Special Consideration for Selected Courses
· Group Counseling: Students enrolled in Group Counseling (CEPD 6160), a required course, will be expected to engage in growth experiences that will include self-disclosure. Students will be involved in the group process by being a member in a counseling group. Students enrolled in Advanced Group Counseling (CEPD 8140) may be expected to both lead and participate as a member of a counseling group.

· Introduction to Counseling Practice: This course (CEPD 6140) has a classroom and a lab component. During the lab, students are expected to practice counseling skills with each other, an exercise that will include self-disclosure when the student is a client for the practice. 

· Practicum: The Practicum course has a classroom and an individual supervision component. The required individual supervision will usually mean a return to campus for the supervision experience on a day other than the scheduled class day. 
· Clinical Supervision Course: This Ed.S. required course (CEPD 8140) may include supervision of a counseling student with less experience. This supervision may entail another trip to campus in addition to the regular class time.

Clinical Courses

The clinical courses require a substantial time commitment. Students are expected to implement a plan that allows for the required clock hours of clinical experiences. 
· The School Counseling Practicum requires a minimum of 100 hours. 

· The Community Counseling Practicum requires a minimum of 150 clock hours.
· Internship for both School and Community Counseling requires a minimum of 600 hours.

Handbooks for the clinical experiences provide details for these courses. They can be accessed from the CEP homepage www.westga.edu/cep Click on “Handbooks/Applications.”
Criminal Background Check
The College of Education requires a Criminal Background Check prior to all field experiences.  The form for this procedure and further information can be obtained from the Office of Field Experiences located in the Education Center

If candidates are found to have ever been arrested for a misdemeanor or felony involving moral turpitude, their placement paperwork is temporarily suspended.  If needed, the candidate's case will be forwarded to an ad hoc committee for final decision. Beyond this committee’s decisions, the candidate has the right to appeal to the Dean. Once candidates have been cleared by the university legal counsel, the committee, or the Dean, their placement paperwork will be processed. Under no circumstances will any candidate who has not completed the College of Education Criminal Background Check Form be considered for field placements or be permitted to begin field experiences.

Liability Insurance
Students enrolled in clinical courses (Practicum and/or Internship) must purchase liability insurance. At the first class meeting, students must provide a copy of insurance verification to the course instructor. 

The American Counseling Association (ACA) and the American Mental Health Counselors Association (AMHCA) and the American Counselors Association (ASCA) offer lower student rates for membership and liability insurance.  Applications for ACA membership and student liability insurance are available in the CEP office. Further information can be obtained as noted below:



American Counseling Association (ACA)



(800) 347-6647



www.counseling.org 



American Mental Health Counselors Association (AMHCA)


   
(800) 306-4722



www.amhca.org/ 



American School Counselors Association (ASCA)



(800) 306-4722



www.schoolcounselor.org/ 


The above is for your information only. The CEP department does not recommend a dollar amount for insurance coverage. Nor does the department recommend from whom students should purchase the insurance. 
UWG and CEP Communication
Address, Email, and Phone Number Changes
For a variety of reasons, it is important that the department is able to reach students.  Therefore, it is necessary to report any change of address or phone number to the CEP Administration Assistant as soon as possible. 

 In addition, changes in contact information also must be made at the Registrar's office.  The CEP department does not make changes for the student to the Registrar’s office.  Likewise, the Registrar's Office is unable to provide the department with an address change for the student's record.  It is the student’s responsibility to make the appropriate changes to both the CEP Office and the Registrar.

CEP Listserv
The CEP maintains a listserv with information delivered through myuwg email (see next section). The listserv is used as a way to communicate with students about important matters such as deadlines, course scheduling changes, job openings, and other current news items.

myuwg email accounts

Students are required and expected to have and use myuwg email for correspondence with faculty and any official communication from UWG. Student myuwg accounts are free. They are automatically set up when the student is accepted into the program. Students must activate the account through Banweb. The account is activated within 2 hours of activation. The most common problem is the password and often the difficulty will cease by setting a new password. For other problems students should refer to Information Technology Services on campus (678-839-6587).
Students are expected to regularly check their myuwg emails.
Course Den
Emails, announcements, and other communication with students registered in a current course may also occur through Course Den. Students are expected to regularly check Course Den.
TECHNOLOGY RESOURCES
Computer Labs
The COE has four computer labs on the second floor of the Education Center. The normal hours of operation are 8:00am to 9:00pm Monday through Thursday and 8:00am to 5:00pm on Friday. Weekend hours may be available. Labs are closed during semester breaks, closing after the last final examination that is scheduled.  Lab hours are subject to change each semester; therefore, check with the lab assistant each semester to determine current lab hours (678-839-6008).
A list of the software available for equipment in the Computer Labs is located at the lab assistant’s desk outside the labs. Also search www.westga.edu/uwglabs for a complete listing. 

Cyber Café
Cyber Café is located on the first floor of the Education Center. It is a gathering place for students to visit and study. Wireless connection to the Internet is available.

Campus Technology Resources
Computer labs and wireless internet connections are available at various locations around campus, such as the Library, classroom buildings, and the third floor of the University Community Center. The Technology-enhanced Learning Center (TLC) houses state of the art technology-enhanced classrooms containing projectors and computers for each student. Internet connections are possible virtually anywhere in the building. Search www.westga.edu/uwglabs for more information about campus computer labs.
MATERIALS RESOURCES
Teaching Materials Center

The College of Education houses the Teaching Materials Center (TMC) located in the Education Center on the first floor. The TMC houses a curriculum laboratory containing a collection of materials representative of those currently used in public schools.  Many services are offered to College of Education majors such as reference material, books for check-out and testing materials.  Often material for use by students in individual courses is placed on reserve in the TMC as well as in the Library on campus by CEP instructors. The TMC website can be found at http://tmc.ed.westga.edu/ .
Ingram Library

   The Ingram Library on the UWG campus houses a multitude of resources, including books, professional journals, government documents, and the Annie Belle Weaver Special Collections. Visit the library’s website www.westga.edu/~library/  for complete information about the library holdings, reference resources, circulation, and other details. A useful service offered by the library is Ask-A-Librarian, an electronic connection to library the staff
UNIVERSITY BOOKSTORE
   The University Bookstore is a campus resource for UWG textbooks, gear and supplies. The bookstore website enables students to buy or sell used and new textbooks; find official UWG gear; and purchase software, gifts, and graduation supplies on-line. Search the bookstore homepage at www.bookstore.westga.edu/ 
STUDENT SUPPORT SERVICES
Counseling Services for Students


Personal counseling for students is available free through Student Development Center (SDC). Students are encouraged to use this confidential service if the need should arise.  Often when learning how to promote growth and change for clients, it becomes necessary to examine one’s own change process.  Faculty may suggest students seek counseling when personal issues appear to be interfering with the student's professional development or with the counseling process during Practicum or Internship. However, because of ethical codes and matters of dual relationships instructors do not counsel students enrolled in their classes on personal issues. Contact SDC at 678-839-6428. 

The SDC also provides career counseling. The Myers Briggs Type Indicator and the Strong Interest Inventory among other resources are used to aid students in career exploration. 

To make an appointment for confidential personal counseling and/or career counseling, contact SDC at 678-839-6418.

Disability Services


The SDC coordinates services for students with a temporary or permanent physical or psychological disability. Students will be supplied with information to share with course instructors regarding accommodations needed to ensure optimal learning, performance in the classroom and testing. Contact the Coordinator for Disability Services at 678-839-6428.

Career Services

Interested students may utilize the office of Career Services. This center can be useful with job search information, student employment, volunteer opportunities, and internships.  The staff also provides help with resume and cover letter writing and mock interviews. Students can take advantage of a service that allows references to be kept on file. Contact Career Services at 678-839-6431. 
PARKING AND VEHICLE REGISTRATION 
All vehicles parking on campus must be registered with Parking Services. Upon vehicle registration, a hangtag will be issued and is required for parking on campus. Failure to display a hangtag will result in a citation. Students must register their vehicles and obtain a hangtag in person at Parking Services in Row Hall (hours 7:30am to 4:30pm). 


Park only in the designated parking area that is depicted on your parking hangtag. It is important to pay all parking tickets promptly; unpaid parking tickets will result in an inability to register for classes until the fine is paid. Parking ticket appeals must be made within 5 days. The procedure requires completion of an on-line form www.bf.westga.edu/Pubsafe/Parking/WebAppeals/ . 


Students should be familiar with the UWG Parking Code found at the Parking Services webpage www.westga.edu/parking/ .

STUDENT I.D. CARDS

Student I. D. cards are free of charge for students enrolled in a University program. The same card is used throughout the entire enrollment period. It is validated as students pay fees each term and is non-transferable. Student I. D. cards are made by the Student Activities Office staff in the University Community Center. 


The I.D. card has many uses, including checking out books and other items from the library and completing financial transactions in the business office. It may also serve as admission to sporting and cultural events on campus. Other uses include identification purposes by personnel in the Registrar’s Office, Testing Office, Health Service and the UWG Police Department. 
CEP AWARDS
   The CEP department presents several awards each year at the College of Education Convocation. These include outstanding graduate student awards at both the master’s and specialist level. There are separate awards for School Counseling and Community Counseling graduate students. Additionally, the department presents awards to practitioners and supervisors for demonstrating excellence in practice.

PROFESSIONAL ORGANIZATIONS 
Professional Counselor Associations

Professional organizations are vital to any profession.  Such organizations foster standards, ethical principles, research, accreditation, and governance.  Students are encouraged to join appropriate professional organizations.  Most professional counseling organizations offer lowered rates for student membership.  
Faculty members belong to professional organizations, attend and present at professional conferences, hold editorial positions for national and state journals, and hold office or chair committees in national and state organizations.  
Students are encouraged to attend professional meetings and to offer proposals for presentations and manuscripts for publication.  Some courses may require participation in professional development activities.  
Benefits of professional organization membership include the following: 

1. Publications of direct benefit to the profession that can function to keep individuals abreast of current issues, practices, and research findings in the field; these may include journals, newspapers, magazines, and newsletters;
2. Reduced registration rates for professional meetings sponsored by the organization;
3. Eligibility for member services (e.g., professional liability insurance, legal defense fund, membership listings, etc.);
4. A means of involvement with activities and issues pertinent to the profession;
5. Affiliation with professionals having similar interests and areas of expertise; and
6. Lowered rates for liability insurance for students (offered by some organizations).

More information can be obtained from the individual professional organizations relevant to the counseling profession and listed below:

American Counseling Association (ACA)
American School Counselors Association (ASCA)
(800) 347-6647




   (Division of ACA)
FAX: (800) 473-2329



   (800) 306-4722; 
E-mail: cneiman@counseling.org

   FAX: (703) 683-1619

Web: http://www.counseling.org

   Email: asca@schoolcounselor.org







   Web: http://schoolcounselor.org 
Licensed Professional Counselors 

       Georgia School Counselors 

of Georgia (LPCA of GA)


       Association (GSCA) 

404-370-0200




      888-455-0997  



Fax: 404-370-0006



       Fax: 770-785-9302   



E-mail: lpca@mindspring.com


       Web:  GSCAK1@aol.com  

Web: http://www.lpcaga.org   
American Mental Health Counselors                           American Association of Specialists
Association (AMHCA)


               in Group Work (ASGW)
(Division of ACA)



        (Division of ACA)
(800) 326-2642




        (800) 347-6647




FAX: (703) 548-4775 



        FAX: (800) 473-2329




Web: http://amhca.org

Chi Sigma Iota                                                               Association for Spiritual, Ethical &


 
(335) 841-8180





Religious Values in Counseling (ASERVIC)
Web: http://www.csi-net.org 



(Division of ACA)








 (800) 347-6647                                               
Multicultural Counseling & Development                  
(Division of ACA)




International Association of Marriage
(800) 347-6647





& Family Counselors (IAMFC)                         


                                                                (Division of ACA)











 (800) 347-6647                                                                            
National Career Development Association 
(NCDA) (Division of ACA)




(800) 347-6647

Chi Sigma Iota

Chi Sigma Iota is an international honor society of counseling professionals and professionals-in-training dedicated to excellence in scholarship, research, and clinical practice.  The purpose of Chi Sigma Iota is to promote and recognize exemplary achievement in counselor education and the practice of counseling. The Gamma Zeta Chapter at the University of West Georgia was initiated in January 1998. 
Membership can be a valuable contribution to professional development. Students who join the organization will become part of a network of professional counselors who ascribe to high standards of scholarship and practice.   
Membership is by invitation. Eligibility criteria for students are a minimum 3.5 GPA and one or more terms of full time counselor education study or its equivalent.  Graduating CSI members may purchase the CSI cord for a nominal price. For more information about CSI, contact the CEP department.

TECHNOLOGY COMPETENCIES

Students are expected to already possess basic computer skills upon entering CEP and to acquire more skills as they progress through the program. Below is a list of computer competencies that describe this developmental expectation:

· Basic Computer Operation and Concepts
· Word Processing Skills
· Spreadsheet Skills
· Internet/Web Skills
· myuwg 
· Library Skills
· Course Den
· Foliotek
POLICIES

Professional Endorsement
   The School Counseling and Community Counseling programs are designed to prepare counselors who are competent to enter into appropriate work settings.  Further specialization is necessary to become competent in specific areas of concentration.  Therefore, endorsements for CEP graduates can be given only for professional positions and position levels specific to the program in which the respective student graduates and appropriate to the student’s skill level.

Transfer of Credits
A maximum of 6 semester hours of graduate credit MAY be transferred from another academic institution.  The following conditions must be met:

1.
Coursework used in another degree cannot be transferred.

2.
The courses must have been completed within the 7-year period allowed for the completion of graduate degree requirements; no course older than 7 years will be accepted for transfer credit.

 3.
The work must have been for graduate degree credit; only credit obtained in a Specialist degree program will be accepted as transfer credit for Ed.S. students.

4.
The residence requirement (one-half of the semester hours for a Master's Degree and one-half of the semester hours for a Specialist Degree) must still be completed on campus.  

   A transfer credit form is available in the departmental office.  The form must be completed and signed by the department chair and the Dean of the Graduate School.  The decision for accepting credit from another institution rests with the student's advisor.
On-Campus Course Requirement
   Students must be sure they meet the on-campus course requirement: At least 50% of courses in a degree program must be taken on the UWG campus.  Counseling practicum is considered to be an on-campus course even though the classes may meet elsewhere. 

Change of Specialty Area within CEP Department
   Students may request a transfer from one specialty area to another within the M.Ed. program (i.e., from the School Counseling to Community Counseling or vice versa). The student making the request must meet all admission requirements in the newly selected specialty area.  
   The procedures for the request are outlined in the Procedures for Requesting a Change of Specialty Area. (See Appendix G or the CEP office). 
   Briefly, the procedures are:
· Write a short paper describing rationale for the request to change specialty areas
· Discuss the request with advisor  

· Submit the request to advisor (following format in Appendix G) 
· The advisor will indicate a recommendation to accept or not accept the request and forward the request to the CEP department chair

· The department will notify the student about the status of the request 
· If request is approved, make appointment with advisor to discuss new specialty area
Time Limit
Graduate work in a College of Education degree program of study must be completed within a 7-year period.  
Weather/Emergency Closing

Classes may be canceled during times of inclement weather or an emergency.  However, because of the difficulty in making up lost time, classes are canceled only in extreme circumstances.  Final decision about University closings rests with the President. Notification of official closing or delayed opening of the University will be made by the Director of University Communications. Announcements are made through local and Atlanta media. Should it become necessary to cancel classes, the University reserves the right to schedule additional class sessions.  


Students commuting from distant points who encounter weather that makes travel difficult are advised to use their best judgment in those situations.  If classes are canceled due to inclement weather students are to consult with individual course instructors about making up lost class time.

COUNSELOR CREDENTIALS
   Credentials define the counseling profession, direct appropriate services to identified societal needs, establish standards for training and preparation, endorse individuals with appropriate training and skills as competent to practice in the profession, and monitor ethical behavior and continued educational development.  Counselor credentials are usually acquired through certification or licensure.

· Certification verifies the professional's qualifications, recognizes competency, and authorizes the official use of the professional title.  
· Licensure is a state credential that restricts the practice and title of the profession.  
· State certification is necessary for school counseling. 
· State licensure is a requirement to practice as a professional counselor in Georgia (Applicable for Community Counseling students and School Counseling students seeking licensure). 

· National certification is a means of identifying counselors who have met specific professional standards and it promotes accountability. This credential does not satisfy state requirements for counselors appropriate to the counselor’s field of practice. 
School Counseling State Certification

Certification Application Guidelines - School Counseling

University of West Georgia (UWG)

At or near the completion of your program, visit the following link at the Georgia Professional Standards Commission website for a Certification Application Package:

http://www.gapsc.com/TeacherCertification/CertificationFormsandApplications.asp 

Choose the following options and print the forms: “Application for Certification,” “Approved Program Recommendation Form,” and “Employer Assurance Form”

1) Georgia PSC Certification Application – You will complete this form (2 pages) in full. 

a. Page 1, Question 3 - Check “Add a New Clear Renewable Certificate Field.” Under “Field,” list School Counseling. Notes: If this is your first Georgia certificate, check “Clear Renewable Certificate.”  If you currently hold a Non-Renewable Certificate in School Counseling, check “Convert Non-Renewable Certificate to Renewable Status.” Beside “Fee submitted,” if you are currently employed in a Georgia school system/agency or if this is your first Georgia certificate, you are fee exempt and should write “n/a” on this line.

b. Page 2 - Academic Record - list all colleges/universities you have attended. If the PSC already has transcripts on file, check “transcript on file.” For your UWG transcript, check “transcript attached.” Once all grades have been posted, we will request an official transcript from UWG that we will attach to your certification package.

c. Page 2 - Assessment Record - write “Praxis II” and record the date you passed the assessment. You must attach copies of all 4 pages of your Praxis II scores. Note: If this is your first clear renewable Georgia certificate, under Assessment Record you also must write “Praxis I” and record the date you passed the assessment. You must attach copies of all 4 pages of your Praxis I scores.  If you exempted Praxis I, write “exempt” and the test with which you exempted (i.e., “SAT”, “ACT”, “GRE”).
2) Georgia PSC Approved Program Recommendation Form – Complete only the upper portion of this form—name, social security number, and date of birth. The remainder of this form will be completed by UWG.

3) Georgia PSC Employer Assurance Form - Complete only the upper portion of this form—name, social security number, and date of birth. The remainder of this form will be completed by your employing school system.

Submission of forms:

You may send the entire packet of forms to the Certification Official at UWG (see address below) after completing your portion. Once we complete the Approved Program Recommendation Form and attach an official transcript, we will send the entire package to your school system (as indicated on Question 2 of the Application) to complete the remaining forms. Your school system will send the entire completed package to the Professional Standards Commission.

Other Requirements:
Students who completed a non-degree Initial Certification program, must attach a copy of the program sheet to the paperwork. This program sheet must include your signature, the signature of your advisor, and any approved course substitutions documented on the program sheet by your advisor. If this is your first clear renewable certificate, you must attach official documented proof of your completion of the Special Georgia Technology Requirement (for example, InTech training). If you met the requirement by completing MEDT 6401, this course will appear on your UWG transcript and additional documentation will not be necessary.

Teacher Certification Test in School Counseling

   The Praxis II Exam for School Counseling sub-test is a 2-hour multiple-choice examination. There is also a listening component to this subtest. The Praxis exam covers the major content areas in the Master's degree program related to the various tasks performed by practicing school counselors.  Class notes and textbook reviews are helpful in preparing for the test.  Preparation workshops are another means of review.  The vast majority of students from University of West Georgia have been successful in obtaining scores above the required score on previous teacher certification exams.

   Registration bulletins and study materials may be obtained from a variety of sources, including the Teaching Materials Center (TMC) in the College of Education at the University of West Georgia and the Georgia Professional Standards Commission office.  Testing sites are the University of West Georgia and Georgia State University. Check the Praxis Registration Bulletin for the dates the exam will be given on the UWG campus.
   When registration is confirmed, the registrant will receive Test At A Glance Booklet that includes information about the test for counselors.  The booklet describes the test, offers sample questions with answers and explanations, and presents information about test purpose and development. 
    The Praxis II must be taken when a M.Ed. or Ed.S. degree is completed in a different major than the original certification field.  Therefore, if you are adding a new field, counseling, to a present certificate, the Praxis II must be taken for the new field.

   Students earning their first Georgia certificate by completing course work in the CEP M.Ed. program in School Counseling must satisfy the Praxis I requirement before they receive a certificate.  Provisional certificates are not recognized by the PSC as first Georgia certificates.  This is in compliance with the Georgia Professional Standards Commission which regulates that as of March 1, 1999, any student not holding an educator certificate in Georgia who enrolls in and completes initial certification in School Counseling, Media, or any area of Special Education will be required to pass Praxis I to receive a certificate.  

  All students in School Counseling who do not hold a teaching certificate must post passing scores on the Praxis I before the University of West Georgia can make a recommendation for certification.  Praxis I may be exempted if high enough scores are obtained on the SAT, ACT, or GRE.  
Exemption scores are as follows:


SAT exemption: 1000 Composite score (combined Verbal and Math scores);


ACT exemption: 43 Composite score (combined English and Math scores);

GRE exemption: 1030  Composite score (combined  Verbal and Quantitative 
                    sections).                                                                                                                     
National Counselor Certification

   National certification for counselors is awarded by the National Board for Certified Counselors (NBCC).  This National Certified Counselor (NCC) credential promotes professional accountability and identifies counselors who have met specific professional standards. 
   This certification is not the same as counselor licensure (see section below). Licensure as a professional counselor is usually required for employment in the community counseling field; NCC is not usually a requirement. Note that the NCC credential is not counselors can be employed without NCC credential. Requirements include completion of graduate course work, passing a national examination, references, and other documentation.

   Requirements for the NCC include completion of specified graduate course work, passing a national examination, references, and other documentation. Graduates from the CEP M.Ed. program meet the educational requirement for the NCC. Because the CEP M.Ed. program is CACREP accredited, students may take the certification exam before graduation. UWG is the testing site. See the CEP office for details.

Information about the certification can be obtained from: 
National Board for Certified Counselors, Inc.

Terrace Way, Suite D

Greensboro, NC 27403-3660

910-547-0607

800-398-5389 

www.nbcc.org/ 

Professional Counselor Licensure
   Licensure is a state regulated credential.  Counseling licensure restricts both the practice and title of the profession, promotes competency, protects the welfare of the public (i.e., clients), specifies counselor roles, and delineates requirements for continuing education.  

   When a CEP planned program of study is followed at the Master's degree level, a student will have completed the educational requirements for licensure in Georgia as a Licensed Professional Counselor (LPC).  
   The Ed.S. degree will satisfy the educational requirements, provided the individual already holds a Master’s degree in counseling or a related educational area and has completed a 300-hour Practicum/Internship clinical experience.  
  Completion of the academic programs outlined above will meet the educational requirements of most other states, although not all.  Students considering changing residency to another state should check with that state’s licensing board to determine the specific requirements of that state.
  Other requirements for licensure in Georgia include passing the licensing exam (Georgia uses the National Board of Certified Counselors exam) and obtaining post-master’s directed, supervised work experience at an approved site. Once licensed, the LPC must obtain continuing education credits to maintain the license.
   In Georgia, professional licensure is regulated by the Georgia Composite Board of Professional Counselors, Social Workers, and Marriage and Family Therapists. Georgia law and Board rules, regulations, and policies pertaining to professional counselor licensure can be found at the Composite Board website. Application forms and other detailed information also are available. Students interested in LPC credential should thoroughly explore this website:  http://sosgeorgia.gov/plb/counselors/ 
The address and phone number for the Composite Board are:
Georgia Composite Board of Professional Counselors, Social Workers, and 

   Marriage and Family Therapists

237 Coliseum Drive

Macon, GA 31217

912-207-1670

CLINICAL COURSES

This section provides information about the Practicum and Internship courses. Students are referred to the Practicum and Internship Handbooks at the CEP website www.westga.edu/~cep . Click “Handbooks/Applications.” Then click on the appropriate Handbook (School or Community Counseling). These Handbooks contain detailed information about the courses. 
       Application and Registration 
1.
Complete the appropriate application that is contained in the Practicum and Internship Handbook and submit it to the departmental Administrative Assistant before the deadline.

2. Complete the verification of Liability Insurance Form also contained in the Practicum and Internship Handbook.
3. Complete the UWG College of Education Field Experiences Website Application found at http://coe.westga.edu/placement/ 
4. Register for the course.
Important points:   
· Students enrolled in Practicum or Internships may begin work at their site the first day classes begin during the semester and not before.  
· Deadlines for applications are during the semester prior to the clinical experience.  
· Exact deadline dates are posted in the CEP office and can be found at the CEP website (www.westga.edu/cep ) .  
· A new application must be completed for each Practicum or Internship course that the student takes.

· NOTE that neither Practicum nor Internship is usually offered during the summer semester.
Supervision Fee
There is a fee of $50.00 per credit hour attached to each Practicum or Internship course. All students will be assessed accordingly.
CLINICAL SUPERVISION REQUIREMENTS 

   Supervision for the Practicum and Internship courses is a required and important component of the clinical experience. Below is information about the supervision requirement. 

Practicum

Both individual and group supervision is required. Note that Practicum students are required to record sessions for supervision purposes.


Individual Supervision
· Practicum students are required to participate in at least 1 hour of individual supervision per week with the on-site supervisor.

· Supervision also is required on-campus for 1 hour per week for up to two students

· On-campus supervision is provided by the course instructor or by an advanced student supervised by faculty

· An exception to on-campus supervision is students placed at the UWG Student Development Center (SDC) who are supervised by SDC staff. 

  
 Group Supervision

· Practicum students are required to participate in on-campus group supervision.

· On-campus group supervision is provided by faculty for 1½ hours per week. This group supervision may occur every 2 weeks for 3-hour sessions.

· An exception to on-campus supervision is students placed at the UWG Student Development Center (SDC) who are supervised by SDC staff.

· Practicum students also are encouraged to participate in on-site group supervision.
Internship
Individual and group supervision also are required for Internship. Internship students may be required to record sessions for supervision purposes.


Individual Supervision

· Internship students are required to participate in 1 hour weekly individual supervision sessions with the on-site supervisor.

Group Supervision
· Internship students may participate in group supervision provided on the internship site by on-site supervisor.

· On-campus group supervision is provided by faculty for 1 ½ hours per week. This supervision may be offered every 2 weeks for 3 hours per session, equivalent to 1 ½ hours per week. 

· An exception to on-campus supervision is students placed at the UWG Student Development Center (SDC) who are supervised by SDC staff.

CLINICAL EXPERIENCES

      M.Ed. Practicum 
   The M.Ed. program requires students to complete a supervised practicum experience.  For Community Counseling (CEPD 6189) students, the supervised experience will total a minimum of 150 clock hours.  For School Counseling (CEPD 6187) students, the supervised experience will total 100 clock hours. This clock hour experience complies with the minimum requirements of supervised practicum for CACREP accreditation. The practicum provides for the development of individual counseling and group work skills under supervision. 

   Below is a brief outline of practicum requirements. Students are referred to the appropriate Practicum and Internship Handbook for details. 
1.
A minimum of 60 hours for Community Counseling Students and a minimum of 40 hours for School Counseling students of direct service with clients, so that experience can be gained in individual and group interactions (at least one-fourth of these hours should be in group work).

2.
A minimum of one (1) hour per week of individual/triadic supervision over a minimum of one academic semester by a program faculty member or a supervisor working under the supervision of a program faculty member.  In order to facilitate individual supervision, the counselor-in-training may need to return to the University of West Georgia campus. This is in addition to attendance in class.  Work samples such as audiotapes, videotapes, and/or direct observation will be used for evaluation. 

3.
A minimum of one (1) hour per week of on-site supervision by the approved supervisor.

4.
A minimum of one and one-half (1 1/2) hours per week of group supervision with other students in similar practicum over a minimum of one academic semester by a program faculty member or a supervisor under the supervision of a program faculty member.

5. 
Evaluation of the student’s performance throughout the practicum including a formal 


evaluation at the completion of the practicum.

CEPD 6189 Community Counseling Practicum Requires:
A.
60 hours of direct service

B.
15 hours of individual supervision by on-site supervisor 
C.
15 hours of individual supervision by university supervisor

C.
30 hours group supervision with faculty member

D. 30 hours related professional activities

CEPD 6187 School Counseling Practicum Requires:
A.
40 hours of direct service

B.
15 hours of individual supervision by university supervisor.  (15 hours are also required from the site supervisor.)

C.
22 hours group supervision with faculty member

D. 23 hours related professional activities

M.Ed. Internship 

   In accordance with CACREP standards, the Master's program requires students to complete a supervised internship of 600 clock hours that is begun after successful completion of the student's practicum.  Consideration should be given to selecting internship sites that offer opportunities for students to engage in both individual counseling and group work.  The internship provides an opportunity for the student to perform under supervision a variety of activities that a regularly employed staff member in the setting would be expected to perform.  A regularly employed staff member is defined as a person occupying the professional role to which the student is aspiring.  Students are referred to the appropriate Practicum and Internship Handbook for specific information These handbooks can be found at the CEP website www.westga.edu/~cep Click “Handbooks and Applications” then click on the handbook for the appropriate specialty area. 

       Below is a brief summary of internship requirements. 
1.
A minimum of 240 hours of direct service with clients appropriate to the program of study.

2.
A minimum of one (1) hour per week of individual supervision, throughout the internship, usually performed by the on-site supervisor.

3.
A minimum of one and one-half (1 1/2) hours per week of group supervision, throughout the internship, usually performed by a program faculty member supervisor.

4.
The opportunity for the student to become familiar with a variety of professional activities other than direct service.

5.
The opportunity for the student to develop audio and/or videotapes of the student's interactions with clients appropriate to the specialization for use in supervision.

6.
The opportunity for the student to gain supervised experience in the use of a variety of professional resources such as assessment instruments, computers, print and non-print media, professional literature, research, and information and referral to appropriate providers. 


7.
A formal evaluation of the student's performance during the internship by a program faculty supervisor in consultation with the on-site supervisor. 


Portfolio Development during School Counseling Internship

   Portfolios for counselors can be useful during the job search because they highlight the developer’s counseling skills and knowledge of counseling issues.  School counseling internship students in the CEP program will be encouraged to begin the development of a portfolio formatted with the transformed 21st Century school counselor roles. Using the school counseling program’s six arenas is a practical format for discussion of the 21st Century roles. Documenting projects as they are accomplished will help the developer be prepared to put the portfolio together before the job search and interview process begin in earnest.  Reflections on the artifacts within the portfolio explain the student’s growth and skills from the use of or development of the artifact.
       Ed.S. Internship (Community Counseling Students Only) 
   Students in the Ed.S. Community Counseling specialty are required to complete an internship experience.  A total of 150 supervised hours is the minimum requirement. These hours will be recognized by the department toward the licensure requirements (LPC) for the state of Georgia.  Application, supervision, and fee requirements discussed above and in the CEP Practicum and Internship Handbook apply to students in this course. Specific activities may vary according to the student’s placement. 
   No internship is required of Ed.S. School Counseling students.  An internship may be taken as an elective.  Should the student need additional school counseling experience or intend to one day apply for licensure, an additional internship may be desired. Requirements for Internship are outlined in the Practicum and Internship Handbook.

M.Ed. Program Evaluation Results
At the end of each semester students are asked to anonymously evaluate each course and instructor.  This is a University-wide evaluation process.  The purpose of this evaluation is to provide the instructor with constructive feedback relative to future teaching of the course.  Additionally, students may at any time communicate to any faculty member their needs, observations, or appraisal. 

CEP conducts other periodic evaluations of the program. Graduating students, graduates of the program, employers of CEP graduates, and CEP practicum and internship site supervisors are surveyed. These are standardized efforts to gather data from valid sources and to use the data to determine and institute program improvement. The process also involves Advisory Board member input. The most recent data are available to administrators, students, and other publics upon request and are summarized below:

CEP Graduating Students Survey  

Graduating students are asked to complete a program evaluation. A summary of the Spring 2007 program evaluation results is below:

· 24 graduating students completed the program evaluation form

· At least of 60 % of respondents indicated agreement or strong agreement that they had gained knowledge and skill development in the following areas:

· Professional identity (86%)

· Social & Cultural Foundations (84%)

· Human Growth and Development (73%)

· Lifestyle and Career Development (64%)

· Helping Relationships (74%)

· Group Work (75%)

· Appraisal (83%)

· Research and Evaluation (60%)

· Specialization (88%)

· Other results included:

· CEPD addressed students’ needs (94%)

· CEPD had a fair and consistent evaluation process of student performance (86%)

· CEPD communication was good (83%)

· Students satisfied with counseling labs, technology, UWG library, and other student services (72%)

· Overall Understanding of the Program

· Very Good (74%)

· Good (22%)

· Poor (3%)

· Very Poor (1%)

· Blank (N/A)

· Overall rating for the program was:

· Very Good (58%)

· Good (25%)

· Poor (N/A)

· Very Poor (4%)

· Blank (13%)

CEP Graduate Survey  
During Spring 2007, a survey of CEP graduates was conducted.  Below is a summary of the results:

· 17 CEP graduates completed the survey; 2 were Community Counseling (MEd) graduates and 15 were School Counseling (MEd) graduates.

· On a 4-point Likert-type scale (1= “not at all helpful” to 4= “very helpful”), average ratings of 5 key aspects of the program were:

· Course work = 3.65

· Practicum = 3.71

· Internship = 3.82

· Exchange with faculty = 3.47

· Exchange with students = 3.41

· On the same 4-point Likert-type scale (1= “not at all helpful” to 4= “very helpful”), the average rating (among those responding) of overall training was 3.75 (N=16).

Employer Assessment  
During Spring 2007, employers of CEP graduates also were asked to complete a survey assessing the CEP program. Below is a summary of the results:

· 13 employers responded to the survey; 11 were from school systems and 2 were from agency or other settings.

· On a 4-point Likert-type scale (1= “very unprepared” to 4= “very prepared”), employers’ average ratings (among those responding) of CEPD graduates’ preparation in 6 key areas were:

· Comprehensive knowledge = 3.83 (N=12)

· Effective use of clinical skills = 3.67 (N=12)

· Compared to graduates of other programs = 3.64 (N=11)

· Professional/ethical behavior = 4.00 (N=11)

· Work ethic = 4.00 (N=13)

· Meeting all job responsibilities = 3.83 (N=12)

· On a 4-point Likert-type scale (1= “very unsatisfied” to 4= “very satisfied”), employers’ average rating of overall hiring satisfaction was 3.92.

Site Supervisor Assessment   
During Spring 2007, site supervisors of CEP Practicum and Internship students completed a survey assessing the CEP program.   Below is a summary of the results:

· 33 site supervisors responded to the survey; 22 were from school systems and 11 were from agency or other settings.

· On a 4-point Likert-type scale (1= “least proficiency” to 4= “most proficiency,” with an “N/A” option), site supervisors’ average ratings (among those responding) of CEPD Practicum and Internship students in 9 key areas were:

· Individual counseling = 3.79 (N=33)

· Group counseling = 3.79 (N=29)

· Career counseling = 3.79 (N=19)

· Classroom Guidance = 3.80 (N=20)

· Conducting assessments of clients/students = 3.85 (N=27)

· Writing case notes or reports = 3.81 (N=29)

· Consulting/Interacting with other professional staff = 3.86 (N=33)

· Ethical behavior = 3.94 (N=33)

· Computer/technical competency = 3.97 (N=29)

· On a 4-point Likert-type scale (1= “very poor” to 4= “very good”), site supervisors’ average rating of overall academic preparation was 3.85.
Final Words


We hope you find this Handbook helpful. If you have suggestions that would improve the handbook, please contact Dr. Painter lpainter@westga.edu or Dr. Chibbaro (jchibbar@westga.edu). 


We wish you great success in your pursuit of a graduate degree or course work leading to initial certification for school counselors.


Stay in touch with your advisor for information updates, discussion of your program of study, and general support.
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IMPORTANT TELEPHONE NUMBERS


Bookstore







(678) 839-6523


Business Office







(678) 839-6400


Career Services







(678) 839-6431


CEP Department






(678) 839-6554


College of Education (COE)





(678) 839-6570


COE Dean’s Office






(678) 839-6570


Office of Field Experience (COE)




(678) 839-5360

Course Den and Technological Services                                                             (678) 839-6587


Financial Aid







(678) 839-6421


Graduate Studies






(678) 839-6419


Health Services







(678) 839-6452


Library - General Information





(678) 839-2350


Library - Reference Desk





(678) 839-6495


Public Safety







(678) 839-6629

Registrar







(678) 839-6438


Student Services






(678) 839-6423


Student Development Center 





(678) 839-6428


Teaching Materials Center 





(678) 839-6574


University Testing Center                                                                                    (678) 839-6435
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APPENDIX G       

APPENDIX A
University of West Georgia
College of Education
Department of Counseling and Educational Psychology

M.Ed. in Guidance and Counseling (Semester System)

UWG Advocacy Achievement Model

Professional School Counselors
The completion of the masters degree curriculum in school counseling meets one of the requirements for initial certification in Georgia as a school counselor (S-5 level) and for recommendation by the University of West Georgia.  A passing score on the required certification test in school counseling and passage of the departmental exam must be accomplished before a recommendation is given by University of West Georgia.  The program conforms to the requirements specified by the Council for the Accreditation of Counseling and Related Educational Programs (CACREP) and requires a minimum of 48 hours.  Educational requirements for licensure as a professional counselor are also met through the degree.

Name:
                                                                         

SS#:
_________________________                                                                 

Address:
                                                                                     Telephone:  _____________________



___________________________________________
                                                   

Email:
                                                                                              Advisor:  _______________________
                                                            

Undergraduate Degree/Major:


Current Certification:

                                                                       

	Admission Requirements
	
	Completion

	_____
	Undergraduate GPA
	
	_____
	Initial Advising

	_____
	GRE Scores
	
	_____
	SPED 6706*

	_____
	Letters of Reference
	
	_____
	Application for Candidacy

	_____
	Personal Narrative
	
	_____
	Department written exam

	_____
	Department Interview
	
	_____
	Praxis II exam in School Counseling

	___/___/___
	Date Admitted to Graduate School
	
	_____
	Pass Praxis I (if needed)**

_____

Exempt: hold teaching certificate
_____

Exempt: SAT, GRE, ACT
               Score  ________




GRADUATE PROGRAM PLAN OF STUDY

	CORE CURRICULUM




















	HRS
	GR
	SEMESTER PLANNED
	SUB

	I.  HUMAN GROWTH AND DEVELOPMENT
	
	
	
	

	CEPD 8102 Lifespan Human Development
	3
	
	
	

	II. SOCIAL AND CULTURAL
	
	
	
	

	CEPD 7138 Multicultural Counseling and Education
	3
	
	
	

	III. HELPING RELATIONSHIPS
	
	
	
	

	CEPD 6140 Introduction to Counseling Practice
	3
	
	
	

	CEPD 6131 Counseling Theories
	3
	
	
	

	IV. GROUP WORK
	
	
	
	

	CEPD 6160 Group Counseling (CEPD 6140, 6131 Prerequisite)
	3
	
	
	

	V. CAREER AND LIFESTYLE DEVELOPMENT
	
	
	
	

	CEPD 7112 Career Counseling
	3
	
	
	

	VI. APPRAISAL
	
	
	
	

	CEPD 7130 Assessment and Effective Use of Data in Schools
	3
	
	
	

	VII. RESEARCH
	
	
	
	

	CEPD 7152 Research and Program Evaluation
	3
	
	
	

	VIII. PROFESSIONAL ORIENTATION
	
	
	
	

	CEPD 6180 Professional School Counselor
	3
	
	
	

	CEPD 6101 Psychology of Classroom Learning
	3
	
	
	

	CEPD 7185  Leadership and Advocacy
	3
	
	
	

	MEDT 6401 Instructional Technology  (this requirement 

may be met by INTEC certification; if so, an elective approved by advisor, may be taken)
	3
	
	
	

	IX. Elective 
Elective must be selected in consultation with and approved by the advisor
	3
	
	
	

	X. CLINICAL INSTRUCTION
	
	
	
	

	CEPD 6187 Practicum: School Counseling (CEPD 6160, 6131, 6140, Prerequisites)
	3
	
	
	

	CEPD 6186 Internship: School Counseling (CEPD 6187, 6180 Prerequisites)
	6
	
	
	


*Note: If you have not previously completed a special education course which meets Georgia Law HB 671, you must take SPED 6706: Special Education in the Regular Classroom.  This will be in addition to the 48 hour program.  You should obtain the practicum and internship handbook as soon as possible.

**Note:   If you do not hold a clear, renewable teaching or service certificate, UWG will not recommend you for certification until you pass or exempt the Praxis I.

Student signature:
                                                                                    
Date:  ____________________

                                                      

Advisor signature:
                                                                                    
Date:  ____________________

                                                      
APPENDIX B
Program Sheet and Plan of Study

M.Ed. in Professional Counseling 

emphasis

Community Counseling
Department of Counseling and Educational Psychology

University of West Georgia

The Master’s program in Community Counseling is accredited by the Council for Accreditation of Counseling and Related Educational Programs (CACREP).  Courses, listed in the eight core areas, satisfy the educational requirements for licensure as a professional counselor in Georgia and as a nationally certified counselor (NCC).  The degree requires 48 semester hours and passing the department exit exam.

Name:
                                                         

Student ID #:  



                                                  

Address:                                                     

Telephone:  



                              

Email:
                                                         

Advisor:




                                               

Completion Dates

                
Initial Advising

_______Application for Practicum/Internship

                
Application for Candidacy

                
Department written exam

PLAN OF STUDY

	CORE CURRICULUM




















	HRS
	GR
	SEMESTER PLANNED
	YEAR PLANNED
	SUB

	I.  HUMAN GROWTH AND DEVELOPMENT
	
	
	
	
	

	CEPD 8102 Lifespan Human Development
	3
	
	Fall/Spring/Sum
	
	

	CEPD 7111 Psychopathology
	3
	
	Fall
	
	

	II. SOCIAL AND CULTURAL
	
	
	
	
	

	CEPD 7138 Multicultural Counseling and Education
	3
	
	Fall/Spring/Sum
	
	

	III. HELPING RELATIONSHIPS
	
	
	
	
	

	CEPD 6140 Introduction to Counseling Practice
	3
	
	Fall/Spring/Sum
	
	

	CEPD 6131 Counseling Theories
	3
	
	Fall/Spring/Sum
	
	

	IV. GROUP WORK
	
	
	
	
	

	CEPD 6160 Group Counseling (CEPD 6140, 6131 Prerequisite)
	3
	
	Fall/Spring/Sum
	
	

	V. CAREER AND LIFESTYLE DEVELOPMENT
	
	
	
	
	

	CEPD 7112 Career Counseling
	3
	
	Fall/Spring/Sum
	
	

	VI. APPRAISAL
	
	
	
	
	

	CEPD 6151 Psychological Appraisal
	3
	
	Spring
	
	

	VII. RESEARCH
	
	
	
	
	

	CEPD 7152 Research and Program Evaluation
	3
	
	Fall/Spring/Sum
	
	

	VIII. PROFESSIONAL ORIENTATION
	
	
	
	
	

	CEPD 6141 Professional Community Counseling
	3
	
	Fall
	
	

	CEPD 7145 Advocacy and Leadership
	3
	
	Fall/Spring
	
	

	IX. CEPD ELECTIVES
	
	
	
	
	

	Elective courses in CEPD must be selected in consultation with and approved by the advisor
	6
	
	Fall/Spring/Sum
	
	

	X. CLINICAL INSTRUCTION (Enrollment in these courses require a criminal background check, meeting departmental application deadlines, and liability insurance)
	
	
	
	
	

	CEPD 6189 Practicum: Community Counseling (CEPD 6160, 6131, 6140, Prerequisites)
	3
	
	Fall/Spring
	
	

	CEPD 6185 Internship: Community Counseling (CEPD 6189 Prerequisites)
	6
	
	Fall/Spring
	
	


Student signature:                                    
_______________


Date:  


__

Advisor signature: 


__________________

     Date:  




APPENDIX C
University of West Georgia
College of Education

Department of Counseling and Educational Psychology

Initial Certification (S-5 Level)/Non-Degree

Emphasis in School Counseling (Effective, Spring 2004)
Graduate students who hold the M.Ed. or Ed.S. in Community Counseling from the University of West Georgia or those with a graduate degree in counseling from another university with a program equivalent to the CACREP accredited community counseling program (48 semester hours) at UWG  may be eligible to pursue initial certification in school counseling (S-5 level).   The prospective graduate student in this “non-degree” program must apply to the graduate school and meet all current M.Ed. requirements for admission.  No credit earned in this program may be applied toward the Ed.S. degree.  After being admitted to the program, an evaluation of the student’s transcript will be completed by the advisor.  An approved program will be developed based on that evaluation and other factors.  The program will generally be between 24 and 30 semester hours but may be more based on the evaluation.  Under no circumstances will the program be less than 18 hours.  All course work must be completed at the University of West Georgia with the exception of SPED 6706 and MEDT 6401.  Upon completion of the approved program, passing the exit exam, and passing the Praxis II Examination in school counseling, a recommendation for certification will be given through the College of Education Certification office.

Name:                                                                            UWG #:                                                      
 

Address:                                                                         Telephone:                                            


Email:
                                                                        Advisor:                                                   

Master’s or higher Degree in Community Counseling (or closely related field):                         


Date:                          
University: 




Title of Degree: 




Current Certification in Education (if any):                                                                                                                    
Current Licensure or certification in Counseling: LPC, NCC, Other (if any):                                                                                                                        

Admission Requirements




Completion
                 
Graduate GPA


                 
Initial Advising

                 
GRE Scores


                
SPED 6706

                 
Letters of Reference

                 
MEDT 6401

                 
Personal Narrative



Praxis II Exam in School Counseling



                 
Department Interview

                 
Pass Praxis I (if needed)**


                 Date Admitted to Program


exempt: hold teaching certificate







______exempt: SAT: 1000 composite score






GRE: 1030 composite score, ACT:  43Composite 






__________     Exit Examination     

APPROVED PROGRAM PLAN OF STUDY

	         CORE CURRICULUM
	HRS
	GR
	SEMESTER

PLANNED
	SUB

	I.  CEPD 6180 Professional School Counselor
	3
	
	
	

	II. CEPD 8197 School Guidance Program Development or approved elective
	3
	
	
	

	III. CEPD 6101 Psychology of Classroom Learning
	3
	
	
	

	IV. CEPD 7140 Counselor as Leader
	3
	
	
	

	V.  CEPD 7130 Assessment and Effective       Use of Data or approved elective
	3
	
	
	

	VI. CEPD 6186 Internship: School Counseling

The internship will involve at least 300 hours (minimum) at a school under the supervision of a certified school counselor at the school site or within the school system.
	3
	
	
	

	VII. Other 
      *SPED 6706 Special Education in the                                             

       Regular Classroom                                                               

      *MEDT 6401 Instructional Technology                                                            


	3

3
	
	
	


**Note: If you do not hold a clear, renewable teaching or service certificate, UWG will not recommend you for certification, until you pass or exempt the Praxis I.

**Note: SPED 6706: Special Education in the Regular Classroom and MEDT 6401: Instructional Technology (or their equivalent) are required to become certified in Georgia.  If already met through coursework or staff development, either or both of these courses may be waived.

Student signature:                                           


Date:                              
Advisor signature:                                           


Date:                              
APPENDIX D
University of West Georgia
College of Education

Department of Counseling and Educational Psychology

Ed.S. in Guidance and Counseling

emphasis

School Counseling

The Ed.S. degree program in School Counseling is designed for graduate students who currently hold S-5 certification in School Counseling.  The successful completion of the program leads to S-6 certification in School Counseling.  Those desiring to meet the educational requirements for licensure in Georgia as an LPC must include in their program 300 hours of Internship.  The degree requires 27 semester hours.

Name:
                                                            
   
UWG#: ______________________________
                                                      

Quarter 1st Enrolled:
_______________________                                        

Address:
                                                             _____
Telephone:  ____________________________
                                         


______________________________________

                                                               
Advisor:

                                                            _____
 Email: ________________________________                                                    

Master’s Degree/Major:

                                                                                         


Current Certification:

_____________________________________________                                                                                         
Colleges previously attended:
_______________________________________________                                                                                         


Admission Requirements



Completion Dates

                
Graduate GPA


                
Initial Advising


                
GRE Scores


                
Application for Candidacy


                
S-5 Certification verified


                
Departmental Oral Exam


                
Letters of Reference


                
Personal Narrative


                
Department Interview (if required)


                
Date Admitted to Graduate School

	CORE CURRICULUM
	HRS
	GR
	SEMESTER PLANNED
	SUB

	Guidance and Counseling Content Field (18 Hours)
	
	
	
	

	CEPD 6101 Psychology for Classroom Learning
	3
	
	
	

	CEPD 8131 Advanced Theories
	3
	
	
	

	CEPD 8184 Research Seminar
	3
	
	
	

	CEPD 8140 Advanced Group Counseling
	3
	
	
	

	CEPD 8141 Clinical Supervision in Counseling
	3
	
	
	

	CEPD 8190 Advanced Practicum
	3
	
	
	

	ELECTIVES/COGNATE AREA (9 HOURS)
	
	
	
	

	Each student must choose 3 of the following courses clearly indicating a specialty direction based on professional interest and goals.  These courses or their substitutes must be approved by the advisor prior to registration.
	3

3

3
	
	
	

	CEPD 6130 Behavior Modification
	
	
	
	

	CEPD 7132 Gestalt
	
	
	
	

	CEPD 7133 Transactional Analysis
	
	
	
	

	CEPD 7134 Family Therapy: Theory & Practice
	
	
	
	

	CEPD 7135 Cognitive Behavioral Therapy
	
	
	
	

	CEPD 7136 Play Therapy
	
	
	
	

	CEPD 6151 Psychological Appraisal
	
	
	
	

	CEPD 8150 Individual Psychological Testing
	
	
	
	

	CEPD 7137 Sexual Abuse Counseling
	
	
	
	

	CEPD 8183 Research Project
	
	
	
	

	EDRS 8402 Quantitative Research
	
	
	
	

	EDRS 8403 Qualitative Research
	
	
	
	


                                                               


______________________________________
                                                                

Student Signature



Date

Advisor Signature




Date

APPENDIX E
University of West Georgia
College of Education

Department of Counseling and Educational Psychology

Ed.S in Guidance and Counseling (Semester System)

emphasis

Community Counseling

The Ed.S. Degree program in Community Counseling is designed for graduate students who currently hold a master’s degree in counseling or a closely related field. It is expected that a prospective student will have taken, as a minimum, CEPD 6131, CEPD 7138, CEPD 6151, CEPD 6160, CEPD 6189, CEPD 6160, CEPD 6161, CEPD 6143, and EDRS 6401 (or their equivalents).  A student who is admitted without having all these prerequisites will be expected to successfully complete them before proceeding with coursework in  the Ed.S. program.  These prerequisite courses will not count toward meeting degree requirements.  Students who have not completed the master’s degree in community counseling from the CEPD department must work closely with their advisors in developing a program that will meet the educational requirements for licensure in Georgia as an LPC.  Courses such as CEPD 8102, CEPD 7111, CEPD 6141, CEPD 7112, and CEPD 6142 are strongly advised.  The degree program requires 27 semester hours.

Name:





  SS#: 







                                                                                    

Address:
                                                           
  Telephone: 






                                                                        
Email:





  Advisor: 






                                                                               
Master’s Degree/Major: 




                                                             

	Admission Requirements
	
	Completion Dates

	_____
	Graduate GPA
	
	_____
	Initial Advising

	_____
	GRE Scores
	
	_____
	Application for Candidacy

	_____
	Letters of Reference
	
	_____
	Department Oral Exam

	_____
	Personal Narrative
	
	Prerequisite Courses

___

CEPD 6131

___

CEPD 6140

___

CEPD 6160
___

CEPD 6151

___

CEPD 6189
___

CEPD 6161

___

CEPD 7152
___

CEPD 7138




	_____
	Department Interview
(if required)
	
	

	_____
	Date Admitted to Graduate School
	
	


	I.  REQUIRED CORE COURSES (15 SEMESTER   HOURS)
	HRS
	GR
	SEMESTER PLANNED
	SUB

	CEPD 8184 Research Seminar 

(Prerequisite: CEPD 7152 or equivalent and admission to Ed.S. Program) 
	3
	
	
	

	CEPD 8131 Advanced Theories of Counseling and Psychotherapy

(Prerequisite: CEPD 6131 or equivalent and admission to the Ed.S. program)
	3
	
	
	

	CEPD 6186 Internship: Community Counseling** (150 hours)

(Prerequisite: CEPD 6189 or equivalent and admission to Ed.S. program)
	3
	
	
	

	CEPD 8140 Advanced Group Counseling**

(Prerequisite: CEPD 6160 or equivalent and admission to Ed.S. program)
	3
	
	
	

	CEPD 8141 Clinical Supervision in Counseling
(Prerequisite: Admission to Ed.S. program)
	3
	
	
	

	II.  ELECTIVE/COGNATE AREA (12 SEMESTER HOURS)**
	
	
	
	

	
	3
	
	
	

	
	3
	
	
	

	
	3
	
	
	

	
	3
	
	
	














Total Hours 27
**IMPORTANT NOTE**


Ed.S. Elective courses MUST be selected in consultation with advisor and reflect student’s professional counseling specialization (e.g., families, children, testing, etc).  All Ed.S. Clinical work must be focused on professional counseling specialization or emphasize teaching/supervision.  Below are elective courses from the CEPD department (courses may be selected from other departments to formulate a professional counseling specialization):

CEPD 6130 Behavior Modification



CEPD 7132 Gestalt

CEPD 7133 Transactional Analysis



CEPD 7134 Family Therapy: Theory & Practice

CEPD 7135 Cognitive Behavioral Therapy


CEPD 7136 Play Therapy

CEPD 8150 Individual Psychological Testing


CEPD 7137 Sexual Abuse Counseling

CEPD 8183 Research Project




CEPD 8191 Advanced Practicum: Community Counseling

EDRS 8402 Quantitative Research



EDRS 8403 Qualitative Research

	
	
	

	Student Signature
	
	Advisor’s Signature

	
	
	

	Date
	
	Professional Counseling Specialization


APPENDIX F
PROPOSED PLAN OF STUDY
A Word of Caution
The Proposed Plan of Study (POS) is being signed with the understanding that you have met all of the rules and regulations of your program and the Graduate School.  If any of the following conditions are not met, it is unlikely you will be able to graduate as planned.  Particularly, it is assumed that you have:

1. Been admitted to the degree program from which you expect to graduate.

2. Not listed any courses that are more than seven years old (for degree programs offered by the School of Education).

3. Not listed more off-campus (including transfer) course hours than on-campus hours.   You may have an equal number of on-campus and off-campus hours.  Off-campus hours (except transfer hours) are coded “E” on your academic history.

4. Listed sufficient hours to graduate.

5. Listed no courses applied towards another degree at this college or any other institution.

6. Determined that any courses you intend to transfer will transfer and that they will transfer for the number of hours you intend.  Courses which place you beyond the time limit for completion of your degree will not transfer without special permission from your department and the Dean of the Graduate School.  Please do not place them on your POS unless written permission has been granted.

7. Complied with all program requirements for your degree.

8. Not violated the Graduate School policy which states that no more than 15 hours taken prior to admission to a master’s degree program can be applied to a program leading to a master’s degree.  This means that you must list at least 45 hours taken after admission to a master’s degree program requiring 60 hours and at least 30 hours of coursework post-admission in degree programs requiring 40 hours plus a master’s thesis.  All graduate coursework for MBA and MPACC degrees is taken post-admission.

9. Listed at least 45 hours of coursework for an Ed.S. degree program.

10. Listed no courses taken prior to admission to an Ed.S. program.

11. Maintained a GPA of at least 3.0 over all work listed on your POS.  For the MBA program you must have separate GPA’s of 3.0 over all undergraduate coursework and all graduate coursework.

The Graduate School Office does all it can to make sure that students are in compliance with Graduate School policies at the time Proposed Plans of Study forms are received.  There is absolutely no problem with the vast majority of POS forms that are submitted.  But we always have a few problems.  We are not a small Graduate School and, due to the sheer volume of work, may fail to detect a violation in the beginning.  Nevertheless, while Graduate Office employees have done an evaluation, rest assured it will be discovered.  Please avoid problems by checking to make sure you have complied with all Graduate School policies applicable towards your degree.  If you have any question, call the Graduate School Office immediately.  Only the Graduate Dean, the Vice President for Academic Affairs, the President of the College, or the Board of Regents has the authority to exempt you from the policies cited above.  If someone tells you that a Graduate School policy does not apply to you, their statement has no merit unless it is stipulated in writing by the Dean of the Graduate School.  Once again, do not hesitate to contact the Graduate School Office of you have any questions  We appreciate your choosing University of West Georgia to fulfill your educational objectives and hope that we can be of service to you in the future.  Please note that conversion to the semester system and the combination of quarter & semester hours have implications for the language and some of the statements above.

APPENDIX G
COUNSELING AND EDUCATIONAL PSYCHOLOGY
Procedures for requesting a change of specialty area


Students who wish to change specialty areas (e.g., from community to school counseling or from school to community counseling) should follow the procedure outlined below.

1. After giving your decision considerable thought, prepare a short paper describing your rationale for the change of specialty area. Follow the format below.

2. Make an appointment with your advisor to discuss your request to change specialty areas and your rationale.

3. Complete any additional tasks your advisor might require.

4. Your advisor will forward your request to the department chair.

5. You will be notified by the department about the status of your request that may include an interview with the department.

6. Make another appointment with your advisor to discuss your program. (Important whether or not your request has been approved.)

Format for requesting a change of specialty area

Name _____________________________________________ Date______________________

Address_______________________________________________________________________

Phone _______________________________Email____________________________________

This is a request to change from the __________________________________ counseling to the 





Community or School
__________________________________ counseling specialty area.
 School or Community 
(describe your rationale) 

Recommend change of specialty  ___          Not recommend change of specialty ___

Advisor Signature ____________________________________   Date_______________

Recommend change of specialty___          Not recommend change of specialty ___

Department Chair Signature ________________________________  Date__________








