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Accreditation

In conformance with the requirements of the Council on Social Work Education, the School of Social Work has
met the evaluative standards for accreditation of both the Bachelors of Social Work and Master of Social Work
programs. The Guncil on Social Work Education is the authorized professional accrediting body for social
work education in the United States. The Council has set forth a curriculum policy statement, which specifies
certain content areas on which all social work eduaatfpograms are required to build their curricula to
provide social work students with a professional foundation. A copy of the Accreditation Standards and
Procedures Manual is located in the office of the Director of the School of Social Work, 4434 Cegt&nW
Michigan University.

In conformance with the requirements of the Council on Social Work Educationthe School of Social
Work can not grant social work course credit nor field hours for life experience or previouswvork
experience.



School of Social Work Mission, Vision, and Guiding Principles

Mission
Our core purpose:

Western Michigan University School of Social Work prepares competent and ethical social wor
advocate for social and economic justice tgpewer the poor and oppressed. On a local, national,
international level, faculty provide leadership in professional social work education, is maximally el
in community service, and conducts research and scholarship that creates and disserini@ggethat
informs social work practice.

Vision

We seek to be a school that:

e Strengthens studentsd critical thinking sk
enableghem to move towards the realization of their vision

e Prepares etloal, competent, reflective practitioners to work with individuals, families, gro
organizations, communities, and institutions within a global and changing environment

o Fosters sensitivity to diversity, cultural competence, and practice effectiveness

e Is a nurturing, respectful, inclusive environment that maximizes the contributions and developi
students, faculty, and staff.

Guiding Principles
We believe in:

Facilitating excellence in professional education

Integrating theory and practice

Conducing research on best practices that foster solutions to community needs
Participating and seeking out mutually collaborative relationships

Ensuring professional competence through -g@&teping and bridgbuilding activities
Understanding and interveningthin a persorcentered ecological model

Evaluating educational outcomes, skills, knowledge, and values

Creating a studententered educational environment

Maintaining a commitment to lifeong professional learning for faculty, staff, and alumni
Preparingsocial workers to advocate for social justice.
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INFORMATION ABOUT THE SCHOOL OF SOCIAL WORK

School of Social Work History

While the disline of social work dates all the way back to the mid 1800s, Western Michigan University's
School of Social Work was not established until 1969. Previously however, many social work courses were
offered through the WMU Department of Sociology. The tténsito a professional school was therefore a
relatively easy one. Many new faculty were hired, new courses developed, and both bachelors and masters
degrees were offered to provide students with the appropriate credentials to practice in the field wbskci

The master of social work program was first accredited by the Council on Social Work Education in 1969 and is
currently accredited through 2008. The bachelor of a social work program was first accredited in 1975 and is
currently accredited throug2008.

In 1976, the University added the School of Social Work to the administrative roster of the College of Health
and Human Services, recognizing the integral relationship between physical, mental, and emotional health and
well being of individuals, dmilies, groups and cultures. In August 2005, the School of Social Work joined the
other schools and programs in the College of Health and Human Services, in moving to a new building on
Oakland Drive in the historic WMU East Campus. This is the first tiraeall programs/schools were located in

the same building.

The Journal of Sociology and Social Welfare

The Journal of Sociology & Social Welfare (JSS\V8)an international publication housed in the School of
Social Work at Western Michigan Universitit has 625 individual and library subscribers from the United
States and abroad. The Journal's mission is to promote the understanding of social welfare by applying social
science knowledge, methodology and technology to problems of social policycgdhig social ecology, and

social services. It also features an outstanding book review section as a regular feature of each issue.

Since its first printing in 1974)JSSWhas published articles on such topics as social change, gender, race,
homelessnessocial welfare history, cultural diversity, international social welfare, and the social dimensions of
health and mental health. It is published quarterly in March, June, September, and December. At least one issue
in every year is dedicated to a speti@me. For example, in March 1998BSWpublished a special issue on
"Population Aging: Social Problems and Solutiongith Guest Editors Jordan |. Kosberg and Nelson W. S.
Chow.

The Editorial Board includes outstanding scholars such as Mimi Abramdreiliassana Balgopal, David Gil,

Alice K. Johnson, Wilma Peebl&¥ilkins, Eunice Shatz, John Tropman, and Katherine Tyson. Robert D.
Leighninger, Jr., serves as Editor and Frederick MacDonald as Managing Editor. The Associate Editor is Jose
Ashford and theBook Review Editor is James MidgleySSWis indexed and abstracted in the applied Social
Sciences Index and Abstracts, Psychological Abstracts, Social Work Research & Abstracts, and Sociological
Abstracts.

The School of Social Work NorDiscrimination and Human Diversity Policy

1. As faculty in the School of Social Work at Western Michigan University, we declare our support for
institutional equity. We subscribe to the institutional equity policies of the university and believe that they
are essential inrpmoting equal access to education, improving the quality of education for all students, and
contributing to equality of opportunity in the society at large.



2. The School of Social Work will comply with all applicable laws regarding institutional equidyequal
opportunity. The school will not discriminate on the basis of race, gender, age, color, national origin, height,
weight, marital status, sexual orientation, religion, handicap or Veteran's status in its educational programs,
activities, admissiosy or employment practices.

People You Should Know

Dr. Earlie M. Washington Dean, College of Health and Human Services
(269) 3872638

Dr. Linwood Cousins Director, School of Social Work
(269) 3873171

Dr. Fritz MacDonald Associate DirectorSchoolof Social Work
(269) 3873191

Dr. Linda Reeser Coordinator of Baccalaureate Program
(269) 3873177

Ms. Barb Howes Coordinator of Field Education
(269) 3873173

Ms. Amy Tuley Director of Admissions and Student Services
(269) 3873200

Ms. Helen Beck Admissions and Student Services Office Assistant
(269) 3873201



School of Social Work Office Directory 208-09

BARTON, Dr. Barbara........... Assistant Professar........cooocvvveeveevevneens CHHS 4409.....387-1097
BECK, Ms. Helen................... Office ASSIStant........cocevvveivnieiiniiieemenn CHHS 4425.....387-3201
...................................................................................................................................... 387-3180
CLEMENTS, Ms. Jennifer......Office Coordinator.............ccccceeeeerirviennn. CHHS 4436.....387-3172
CRISWELL, Ms. Patti............| INSEIUCTON.....ccieieici e CHHS4401....... 387-3174
COONEY, Dr. Donald............ Associate Professar..........cccceeeeeeeieeineee CHHS 4404.....387-3190
DINGMAN, Ms. Christine....... Office Assistant, Gnad Rapids................ GR Beltline....... 771-9481*
GRINNELL, Dr. Rick..............] Endowed Chair for SW Research......... CHHS 4432.....387-3189
HENRY, Dr. James................ Associate Professar.........ccovveeveiiinienns CHHS 4412.....387-3175
HOWES, Ms. Barbara............| Field Education Coordinatar.................! CHHS 4438.....387-3173
JUDD, Dr. Peter..................... 2] (0] (ST o | G CHHS 440....... 387-3188
LEJA, Dr. James.........cccc........ Interim Director& Professot..................! CHHS 4466......387-3171
MacDONALD, Dr. Fritz........... Assoc.Director& Assoc. Editor JSSW...CHHS 4416.....387-3191
MATHEWS, Dr. Gary.............! PrOfESSON ... vt CHHS 4410Q.....387-3198
McCORMICK, Ms. Melinda... Office ASSOCIAte..........ccvvvveieeiieiiieneenn CHHS 4419.....387-3158
McKINNEY, Dr. Robin............ Associate Professar........c.cccevveeveeeivnien. CHHS 4422.....387-3192
MELLEIN, Mr. John............... INSEIUCTOL...ue e CHHS 4410.....387-8239
NIELSEN, Dr. John................ Grand Rapids Program Coordinator..... Beltline............. 771-9480*
Kalamazoo Office..........cccvvvviiiiiiiicieen, CHHS 4417.....387-3674
POUNTAIN, Ms. Robin.......... Office Associate............cuvvvieeiieeeiieenn..l CHHS 4435.....387-3171
REESER, Dr. Linda............... Professor and BSW Coordinator........... CHHS 4406.....387-3177
SARTORIS Mary Ellen .......... Assistant Field CoordinatpGrand Rapid&R Beltline........ 771-9486*
TULEY, Ms. AmY..........ccouvuenn. Director of Admissions & Student SvcsCHHS 4430Q......387-3200
TYSON, Mr.Ronnie................ INSEIUCTOL .. CHHS 4405.....387-3202
UNRAU, Dr. Yvonne.............. Associate Professar.........ccovveeeveieinienn. CHHS 442Q.....387-3185
VANDEUSEN, Dr. Karen....... Associate Professor, Grand Rapids..... GR Downtown..771-9928*
Kalamazoo Office..........cccvvvviiiiinieiieen. CHHS 4411......387-8342
WASHINGTON, Dr. Earlie.....Dean of CHHS and Profess.................. CHHS 4434.....387-3171
WAY, Dr. Inekeé........cccooevvnne.n. Associate Professar........coeeeeeveeeinneennnn CHHS 4418.....387-3195
WEINGER, Dr. Susan........... Associate Professar..........coooveveveivniiieene CHHS 4408.....387-3196
WEINREICH, Dr. Donna........ ASDCIAE Professor.......couvvveiiiiiiiiiiiieaee CHHS 4403.....387-3193
WERTKIN, Dr. Robert............ ProfESSOL....uniiieiiiieei e CHHS 4414.....387-3187

Social WorkPrimary Number (269) 3873180
Social Work Fax Number......(269) 3873183

Grand Rapids Primary Number........ (616) 7719470
Grand Rapids Fax # (Beltling).......... (616) 7719483

Parttime Faculty................... (269) 3873174- 4401  Grand Rapids Fax # (Downtown)....(616) 7714200
Parttime Faailty .................... (269) 3877329- 4402  JSSW OffiCe....cuvviieeeiiiiiiieeeeiieeens (269) 3873205
Field Office, Grad Assistants(269) 3873206- 4437  Graduate AsSistants........................ (269) 3878362

*Area Code for Grand Rapids is (616)



School of Social Work EMail Directory 2009-10

Faculty
Barton, Dr. Barbara.......... Assistant Professor..........ccccvvvvvvvvviviieenn... barbara.bartom@wmich.edu
Criswell, Patti................... INSETUCTOT ... patricia.criswell@wmich.edu
Cooney, Dr. Donald......... Associate Professor...........uvvvvvvviveiiiieen. donald.cooney@wmich.edu
Grinnell, Dr. Rick.............. PrOf@SSON. . e rick.grinnell@wmich.edu
Henry, Dr. Jim................. Associate Professor.........ccooeeveeeiiieiiiiaaensd james.henry@wmickdu
Howes Ms. Barbara......... Field Education Coordinator..................... harbara.howes@wmich.edu
Judd, Dr. Peter................. Professor.......ccceiiiiiiiiiciciv peter.judd@wmich.edu
MacDonald, Dr. Fritz........ Associate Directo& Associate Professor. frederick.macdonald@wmich.edu
Mathews, Dr. Gary........... Professor.......coooeeiiiiiiiiiieiiiv gary.mathews@wmich.edu
McKinney, Dr. Robin........ Associate Professor.......cooceevviveviivinieennnnd robin.mckinney@wmich.edu
Mellein, Mr. John.............. (a1 [ (o] S melleinj@wmich.edu
Nielsen, Dr. John.............. Tri-county ProgranCoordinator................ john.nidsen@wmich.edu
Reeser, Dr. Linda............. Professor......uvuuiiieiiiiieeee e, linda.reeser@wmich.edu
Sartoris, Mary Ellen.........Tri-county Assistant Field Coord.............. SartorisM@groupwise.wmich.edu
Tyson, Mr. Ronnie............ INSEIUCTON.....cvvviiiiiiiiiieeee e r2tyson@wmich.edu
VanDeusen, Dr. Karen.....Associate Professor.........coeevvvevvivniriiemnnn, karen.vandeusen@wmich.edu
Washington, Dr. Earlie......Dean of CHHS & Professor..................... earlie.washington@wmich.edu
Way, Dr. Ineke................. Associate Professor.......coooceevviviivivnnieennn ineke.way@wmich.edu
Weinger, Dr. Susan.......... Associate Professor.........ccccvvvvvvvvvvvviennn.. Susan.weinger@wmich.edu
Weinreich, Dr. Donna...... Assistant Profe@Ssor..........ceevveveveiveeiiemnnnn. donna.weinreich@wmich.edu

Part-time Instructors

Jones, Ms. Rida................ 1Y (8 o3 (o rjones@hotmaitom
Ortiz, Olga....cccoeeeeevvvennnnnn, [Ty (8 (o3 (o TR alga.ortiz@wmich.edu
Renstrom, Mr. Daniel.......\ 1Y (8 o3 (o drenstrom@yahoo.com
Schlinz, Mr. Michael......... N1 (U o1 (o ] ST Mschlinz@Kazoocmh.org
Youker, Mr. Brandon......... 1Y (8 o3 (o brandon_youker@yahoo.com
Staff
Beck, Ms. Helen............... Office AssistantOffice of Admissions....... helen.beck@mich.edu
Clements, Ms. Jennifer.....Office Coordinator..........ccoeevvvveivniiiiemnnnnns jennifer.k.clement@wmich.edu
Dingman, Christine........... GR Office ASSIStant........ccovvvviiiiieiinieeesd sullivan@groupwise.wmich.edu
McCormick, Ms. Melinda..Office ASSOCIAte........c.cvveveiiieiieeeieeeeeeen, melinda.m.mccormick@wmich.edu
Pountain, Robin................ Office ASSOCIAtE.......c.coevviiveiiiiie e, jane.ferguson@wmich.edu
Tuley, Amy...........oeeeeeen. Dir. Admissiors and Student Services.....amy.tuley@wmich.edu



mailto:barbara.bartom@wmich.edu
mailto:patricia.criswell@wmich.edu
mailto:donald.cooney@wmich.edu
mailto:rick.grinnell@wmich.edu
mailto:james.henry@wmich.edu
mailto:barbara.howes@wmich.edu
mailto:peter.judd@wmich.edu
mailto:frederick.macdonald@wmich.edu
mailto:gary.mathews@wmich.edu
mailto:robin.mckinney@wmich.edu
mailto:melleinj@wmich.edu
mailto:john.nielsen@wmich.edu
mailto:linda.reeser@wmich.edu
mailto:SartorisM@groupwise.wmich.edu
mailto:r2tyson@wmich.edu
mailto:karen.vandeusen@wmich.edu
mailto:earlie.washington@wmich.edu
mailto:ineke.way@wmich.edu
mailto:susan.weinger@wmich.edu
mailto:donna.weinreich@wmich.edu
mailto:rjones@hotmail.com
mailto:olga.ortiz@wmich.edu
mailto:drenstrom@yahoo.com
mailto:Mschlinz@Kazoocmh.org
mailto:brandon_youker@yahoo.com
mailto:helen.beck@wmich.edu
mailto:jennifer.k.clement@wmich.edu
mailto:sullivan@groupwise.wmich.edu
mailto:melinda.m.mccormick@wmich.edu
mailto:melinda.m.mccormick@wmich.edu
mailto:jane.ferguson@wmich.edu
mailto:amy.tuley@wmich.edu

Date
September 4
September 7
September 8
September 14
September 16
September 17
September 21
October 2
October 19
Octobe 28
November 9
November 25
November 30
December 1
December 14 18
December 19
December 25

January 11
January 15
January 18
January 20
January 21
January 25
February 1
February 8
February 15
February 26
March 1
March 5
March 8
March 22
April 267 30
May 1

February 1
February 15
May 10
May 10
May 14
May 21
May 14
May 31

June 4
June 26
June 30

WESTERN MICHIGAN UNIVERSITY

Day

Friday
Monday
Tuesday
Monday
Wednesday
Thursday
Monday
Friday
Monday
Wednesday
Monday
Wednesday
Monday
Tuesday

Saturday
Friday

Monday
Friday
Monday
Wednesday
Thursday
Monday
Monday
Monday
Monday
Friday
Monday
Friday
Monday
Monday

Saturday

Monday
Monday
Monday
Monday
Friday

Friday

Tuesday
Monday

Friday
Saturday
Wednesday

Academic Calendar 200-10

Fall 2009

Advising Day

Labor Day Reces

Classes begin 8 a.m.Tuition Due
Drop/add ends; last day of 100% refund
$100 | ate add fee

Last day for 50% tuition refund for partial withdrawal
Last day for 50% refund for complete withdrawal
Spring Registration begins

Last day for 25% refund for fall complete withdrawal
Last day to withdraw from fall courses

Thanksgiving Recess begins at noon

Classes resume

Last day to apply for April graduation

Final examination week

Semester ends/Commencement

Winter Closure begins

Spring 2010

Classes resume 8 a.inTuition Due

Drop/add ends; last day of 100% refund

Martin Luther King Day activitie$ no classes
$100 late add fee beings Withdrawrecd e d a s
Last day for 90% refund for complete withdrawal
Last day for 50% refund for partial withdrawal
Last day to apply for August graduation

Last day for 50% refund for complete withdrawal
Registration

Spirit Day no classes

Spring break begins

Last day for 25% withdrawal

Classes resume

Last day to withdraw from courses

Final examination week

Semester ends/Commence

Summer | 2010
Last day taapply for June graduation
Registration begins
Classes begin at 8 a.m.
Tuition and fees due
Drop/add ends; last day of 100% refund
Last day of 50% refund for complete withdrawal
$100 late add fee begins
Memorial Day Recess
Last day to withdrawal
Last day for 25% refund for completétiadrawal
Commencement
Session ends
5

begi ns.
Last day for 90%tition refund for complete withdrawal

i Wo

Wi thd



Date Day Summer |1 2010

July 1 Thursday Classes begin 8 a.m. Tuition due

July 5 Monday Independence Day Recess

July 8 Thursday Drop/add ends; last day for 100% refund

July 12 Monday $100 lat add fee begins

July 13 Tuesday Last day for 50% refund for complete withdrawal

July 26 Monday Last day for 25% refund for complete refund
Last day to withdraw

August 20 Friday Session Ends

August 24 Tuesday Summer Il grades due at noon

Graduation Application Deadlines

These dates are final. Anyone applying for graduation after the datedga above, will not graduate until the
following semester.

December L.....cooii i e April Graduation
February L. e June and August Graduations
8T 1 A December Graduation



Student Rights and Responsibilities for Developing and Modifying School Policies
Policy

According to Article | in the School of Soci al Wo
responsibility, and the pilege of University faculty to participate in the governance of their departments.
Fundamentally, what is desirable and intended by the Department Policy Statement is to ensure meaningful
participation by department faculties and procedural regularityimihe departments. It is understood that the
ultimate power of decision making resides with the administration. This Policy Statement is one means by
which the faulty of this department make recemmend
rights and responsibility for assisting in the development and modification of existing School curriculum policy.

Procedure

In September of every year, the School of Social Work asks the Master of Social Work Student Organization
(MSWSO0) and the undgraduate student organization Eta Eta, to nominate one undergraduate and one graduate
student representative to each of the School s st
Committee and the Personnel and Sabbatical Committee). The gtandimittees open to student participation

are the Admissions and Student Services Committee and the Curriculum Sequence Committees: Field, Practice,
Policy, Human Behavior and the Social Environment (HBSE), and Research. The students appointed to each
committee attend the monthly meetings and participate as members with voting privilege. Students can count
their time attending meetings as part of their field education time requirements.

Policy Information

Under the General Principles of Article |, it stes t hat nj oint facul ty, f ac
administrative participation in decisianaking shall be maximizedStudentinvolvement on appropriate
standing committees, sabo mmi t t ees, and ad hoc committees wil/ b

Article Il further delineates student rights and responsibilities for amending the School Policy Statement.
Specifically the procedure for amending school pol
studentswill be circulated taBBSW and MSW studeorganizationdor feedback at least 5 working days prior to
meeting for discussing the amendment 0.

Article V states AWhen any policy items are to be c
faculty members and to thafficers of he graduate and undergraduate student organizatiansotice that

policy or procedural changes will be presented for a vote. This notice, including a brief statement describing
proposed changes, shall be disseminated at least 5 working days prior teetimg mewhich a vote is to be

taken.

Furthermore it states that f#dApublication of al/l pol
writing, including the article number and title, and made available to all faculty members, the darettiorthe

officers of the graduate and undergraduate student organizatimesigh normal communication channels

within five (5) working days after decision is made. This may be accomplished by dissemination of committee
minutes, or by a special noticehd minutes or memo should include a prominent notice of a "Policy Change."

The policy statements are located in the offices of the School's representative to the Association Council and
director. Curriculum Policy Statements are located in the offickenflirector. Admission Policy Statements are

| ocated in the office of the director of admissions

As soon as a policy becomes effective, it is the responsibility of the committee Chairperson to disseminate to all

1 Taken for the School of Social Work, Departmental Policy Statement, approved by the social work faculty on April 3, 295 app
with changes by the Interim Director on April 5, 2007, and submitted to the WMU Director of Academic Collective BargaiAjpril
22, 2007. This document is still under review by the WMU Director of Academic Collective Bargaining.
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faculty and toofficers of the graduate and undergraduate student organizaéionsi Pol i cy Change Mt

See Appendix Il for more information.

The School of Social Work Standing Committees
The Curriculum Committee

The Curriculum Committee shall be arsdlang committee. The structure, membership, and function of the
committee shall be as follows:

Membership and Structure of the Curriculum Committee

1. The Curriculum Committee shall have the following five standing subcommittees to assist in carrying out
its work. The subcommittees make recommendations to the Curriculum Committee.

Practice Sequence Committee

Policy and Macro Practice Sequence Committee
HBSE Sequence Committee

Research Sequence Committee

Field Sequence Committee

2. The Curriculum Commiee shall consist of six tenure track or term faculty members. Five members will be
comprised of persons elected to serve as Chairs of the Sequence Committees noted in #1; and a sixth
member will be the BSW Coordinator.

3. The Chair of the Curriculum Conittee shall be elected from the pool of tenure track and term faculty.

Functions of the Curriculum Committee

1. Develop, monitor, evaluate and make recommendations about the overall curriculum for the School
including:

e Development of new curriculum pragm components

¢ Revision of existing curriculum program components

¢ Discontinuance of existing curriculum program components

¢ Funding requests for special projects and grant proposals related to instruction and/or curriculum

2. Make recommendations to theelitor concerning individual student requests for exceptions to curriculum
policy and degree requirements. This responsibility may be delegated.

3. Approve, monitor, evaluate, and make recommendations relative to individual courses as to their pertinence
and congruence with the overall plan of instruction, including:

o All social work courses offered within the undergraduate and graduate programs
o All social work courses offered through the Division of Continuing Education (or its equivalent)

4. Promote thedevelopment of course content that maintains the basic philosophy and principles of the
profession (e.g., special populations, women and minorities) and monitor its implementation.

5. Formulate and recommend degree requirements to the faculty, toréwtodi and to the appropriate
University bodies.

8



6.

Formulate and recommend student evaluation and dismissal policies to the faculty, to the director, and to
the appropriate University bodies.

Curriculum Sequence Committees

1.

The curriculum committedhas the responsibility of vetting recommendations made at the sequence
committee level, and passing on decisions and/or relevant matters to faculty via Faculty meetings. In this
role, the curriculum committee c a&thesumbevoécurdcsluma wor
revisions happening across the sequences at any one time.

2. Faculty andStudenMembership on the Sequence Committees

e Each sequence committee will be made up of tenure track/term faculty meoteBSWand one
MSW studenmember.Studentmembers will have the same voting privileges as faculty members.

e The chair of Practice, Policy and Macro Practice, HBSE and Research sequence committees will be a
faculty member that is elected by the members of the committee.

e The chair of tle Field Sequence Committee will be the Field Education coordinator.

Functions of the Sequence Committees

¢ Develop and approve master syllabi

e Vertical and horizontal integration of courses within a sequence

Integration of key content: ethics & valuedyatsity, vulnerable populations, social and economic

justice

A resource to instructors teaching courses within the sequence

Discuss and integrate feedback based on student outcome assessment

Recommend to the Curriculum Committee

The Sequence Committees rlat:

0 Assign textbooks (but can recommend selections)

o Dictate course assignments (but does encourage discussion between instructors, particularly across
multiple sections of the same course)

0 Address administrative matters (e.g., teaching assignmentsnsav@uations, complaints)

Admissions and Student Services Committee

The Admissions and Student Services Committee shall be a standing committee. The structure, function, and
membership of the committee shall be as follows:

Membership and Structure tife Admissions and Student Services Committee

1.

The Committee shall consist of no less than four-time faculty members and two studentsie
undergraduate and one graduate. The faculty members and the Chair of the committee shall be appointed by
the director of the School. Thendergraduate studerghall be selected by the undergraduate student
organization; thgraduate studerghall be selected by the graduate student organiz&tadentmembers

shall not participate in the committee meetings wétedent applications are being reviewed or discussed.

The director of admissions and student services shall be a full participating member of the committee but
shall abstain from voting on student admissions decisions.

Faculty members shall serea the committee for a minimum period of two years, whereas the director of
admissions and student services shall continue membership as long as he/she holds the designated position
in the School.



Functions of the Student Services Committee

1.

Recommendpolicy and criteria governing the administrative processing and decision making on
applications for financial aid and admission to the various programs of the School.

Evaluate (or have faculty designees evaluate) financial aid and admissions apgliGaith make
recommendations to the director for admission and the distribution of financial aid. Students may not
participate in this function.

Make recommendations to the director of the School regarding the size of the graduate and undergraduate
progams, adhering to the following procedures:

¢ In each Fall semester the committee shall request the School's director to provide information relative to
resources available for the next academic year, including the projections for any faculty increases or
reductions for that year. Also, the report shall include his/her recommendations in respect to the program
size.

e Based upon the facts as presented in the director's report the committee shall recommend the program
size and shall submit such recommendatthe faculty for ratification. This recommendation shall be
forwarded to the director for approval, and then to the Dean, and appropriate officials.

Encourage, promote, and participate in the recruitment of students at the undergraduate andeyrelduate
with particular attention to students from historically underrepresented groups.

Address and/or respond to "Student Life" concerns, defined as thosecstigral issues affecting students
that are not clearly the responsibility of any othemding committee and/or any other administrative
person. The activity around these issues is primarily of a prebidving nature, not decisiemaking or
policy-making.

Formulate and recommend student advisement policies and practices to the fattdtyhe director.
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ADMISSION POLICIES

WMU Admission Requirements
Admission

Western Michigan University admits students whose educational backgrounds indicate a high probability for
success in college work. Whether students apply online, mail tHeajgm, or have a onerrone onsite
admission, the major factors considered in the admission decision are grade point average, ACT/SAT scores
(optional writing test recommended), college prep courses taken, and trend of grades. Additionally, other
varialdes, such as letters of recommendation, the optional essay, andwexitalar activities are reviewed.

Offers of admission made to students still in high school are provisional pending graduation from high school
and the University's review of final wer year grades. Poor performance may result in a change of admission
status or withdrawal of the admission offer.

In reviewing applications from prospective transfer students, the University makes decisions on the basis of
previous college work (and Higschool grades if fewer than twerdix semester hours will be transferred). At

least a "C" average in transferable work is required for initial consideration. Offers of admission made to

students currently enrolled in another college or university sreigional, pending successful completion of

work in progress. Poor performance may result in a change in admission status or withdrawal of the admission
offer.

The University reserves the right to withdraw, revoke, and/or cancel an admission decisioyn feason, and
at any time, it deems warranted. This right shall also apply in instances when the University acquires
information about an applicant or student after an admission decision is made.

Admission to Western Michigan University is ndiscriminatory.
Readmission

Students who make an initial enroliment at Western but do not return the following semester/term will have one
year's valid admission status in which teereoll, providing they left in good standing and have not attended
another ctiege since leaving WMU. After one year, students in good standing and with no college work since
leaving WMU may reactivate their admission status by completing a readmission form.

Students who leave the University in good standing and subsequenthaddk®snal college work must
complete a readmission form and have official transcripts sent from each institution attended. The readmission
decision will be made under existing transfer admission standards.

Dismissed students applying for readmission ncostplete a readmission application and obtain an authorized
college advisor's approval for readmission. University students who have been dismissed will normally not be
readmitted for at least one fifteen week semester. The University will require evittexiche causes of past
academic problems have been removed before approving readmission.

Academic Forgiveness Policy

WMU undergraduate students who have not earned a degree and have not attended the University for at least
four years may apply for ademic forgiveness through the Office of the Registrar. Students who are granted
academic forgiveness may have work still applicable to their program counted toward graduation requirements,
but grades will not be calculated in their grade point average WKMU grade point average will be calculated

from a minimum of twelve graded hours of work attempédebr the reentry date. All other University
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regulations apply. As a matter of course, the Registrar will advise students granted forgiveness to meet with
college advisor.

Credit Evaluation

Students accepted for transfer to WMU will receive an evaluation of their previous college work, showing
courses transferred with WMU equivalencies. Course equivalencies for Michigan's public community colleges
and other transfer information are available in the counseling offices of those community colleges or at the
Office of Admissions web siteww.wmich.edu/admissionredit transfer information for loér institutions is

also available from the Office of Admissions.

Transferable courses completed at another college will be accepted for credit only, and only courses in which a
"C" or better was earned will be eligible for transfer. Grades earned ie tiasses will be used only to
determine admissibility to the University; they will not be recorded on the WMU transcript. Credit earned by
examination does not normally transfer to the University. Students who have taken AP or CLEP examinations
should hae official score reports sent to the Office of Admissions, according to the "Credit By Examination”
information elsewhere in this catalog.

Western Michigan University normally accepts work taken at a college or university accredited by a regional
accrediing agency (for example, North Central Association of Colleges and Schools). Work taken at a college
or university accredited by an agency other than a regional accrediting agency may be accepted on a provisional
basis, subject to validation. The validatiprocess consists of successful, subsequent completion of 26 semester
hours of course work at WMU or at another regionally accredited school with a minimum GPA of 2.0. Trend of
the most recent grades also will be taken into account. The credit willdreedvafter the validation has been
completed.

Transfer credit from foreign institutions will be evaluated by the Office of International Student and Scholar
Services and credit awarded on a codmgeourse basis depending on the result.

WMU Students Transferring Credit Back to WMU:
All regulations and procedures concerning transfer of credit for new students also apply to WMU students who
take work at other institutions to transfer back to Western. Before enrolling at another institution, WMU
studentsshould discuss course selection with their WMU academic advisor and a credit evaluator in the Office
of Admissions to ensure transferability.

School of Social Work Admission Requirements
Students interested in a social work major will be admittedtih@gresocial work curriculum at the time of
admission to the University. This does not guarantee admission to the social work major. The School of Social
Work provides a prsocial work orientation session during the fall and spring semesters.
Admission Requirements for the Social Work Major

1. Admission to the University;

2. All application materials must be submitted to the Western Michigan University School of Social Work,
Office of Admissions and Student Services by the deadline date. (Janudgsiyl®5, and October 1);

3. Completion of SWRK 2100;
4. Minimum of 45credit hours completed prior to application;
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5. Minimum overall GPA of 2.5 (all coursework completed at other colleges/universities will be included in
this calculation).

Admission Criteria

This is a competitive admissions process with a limited number of students admitted each year. Specific criteria
for selection of candidates are based on:

1. Competitive overall GPA. The minimum cumulative GPA is 2.5 (all grades from previocusigleted
college coursavork will be used when determining cumulative GPA);

2. General and social work related employment;
3. Participation in community service, leadership activities, and volunteer experience;

4. Written communication skills, persahqualifications, and basic knowledge of the profession as evidenced
in the supplemental statement.

None of the above criteria is considered mutually exclusive; rather, they are viewed as interrelated in the overall
assessment of the individual applitan

In conformance with the requirements of the Council on Social Work Education, the School of Social

Work can not grant social work course credit or field hours for life experience or previous work
experience.
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ADMISSION DETERMINATION PROCEDURES

The BSW program has a wetlefined admission process. Admission criteria are clearly described in the
Undergraduate Social Work Application. The paeial work advisors at the Collegé ldealth aad Human
Servicesas well aghe office assistant and the directoraglimission and student services (DASS) in the School
of Socal Work Office of Admissions Student Services meet regularly with applicants to answer questions
regarding the application process.

All admissions decisions are made by a faculty committesisting of 10 faculty members and the DASS.

Each admission criterion is weighted so that the overall score is 100. All admission files are reviewed by the
DASS who determines the score for GPA, employment, and community service. The applicationsraggthen

and scored by two readers. The final score for the application is determined by averaging the two faculty total
scores and adding the averaged faculty score to the DASS score. If the two faculty scores vary by more than 6
points for the BSW applicatits, a third reader is assigned. When a third reader is required, the two scores that
fall within the required 6 points are used. If no two scores are within 6 points, a fourth reader is required.

Practice Readings

The goal of the Admission Committee tic make consistent and fair admission decisions. Each year, the
Committee conducts reliability sessions for scoring of the BSW applications. Three BSW applications from the
previous year are selected and all committee members read and score thesebapplidatitifying information

is purged from the applications so that applicants remain anonymous. All scores are tallied and the Committee
examines variations in scoring to discuss each admission criterion and how it is being interpreted.

Admission Dedsion Process

1. Committee members review and revise admissions policies as needed (major changes concerning
admissions decisions for a particular program do not go into effect during the admissions season for that
program, but instead are implemented beforafter an admissions season).

2. Committee members determine the admissionsoffuscore for all social work programs (changes
concerning admissions eaff do not go into effect during the admissions season, but instead before or after
an admissions sean).

3. Committee members read applications and return admissions score sheets to Admissions Office Assistant by
the given due dates.

4. Committee members review final scores for errors and for feedback concerning their scores as compared
wi th ot hsoresr eader so

5. All applicants whose admission score fall above the cutoff set by the Admissions Committee will be
considered admitted if room is available in the particular program.

6. The DASS, the BSW coordinator, and the director will determine the numbegrtsf aeilable in each
social work program, review the applications that meet theoffutcore, admit applicants as room is
available starting with the highest score and working downward, and placing other admitted applicants on
hold until room is availale!.
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7. All applications must be received by the given due date. BSW applications must be received by each
deadline period: Octoberf'1January 18, and May 15. MSW applications for the fulime and extended
study programs received by the MarcH' #®adine, will receive first priority for available seats.

Applicants with Criminal History

The School of Social Work requires all applicants to report any/all criminal history, as defined as a history of
civil adjudication and/or criminal conviction(s), tmeir application to the MSW and BSW programs.

Prior to making a final admission decision on an application which reports a criminal history; the applicant must
provide a Department of Human Services Central Registry Report and/or criminal backgrecikdatiend an
interview, and answer questions relevant to the adjudication/conviction(s), such as his or her personal
development since the offense(s) and her/his ability to provide social work services to vulnerable clients. The
interviewers will also dicuss the potential impact a criminal record may have on completing the program,
securing a field placement, and obtaining a social work license, malpractice insurance and future employment as
a social worker.

The School of Social Work reserves the rightdeny any applicant whose civil adjudication and/or criminal
conviction is of a nature that is contrary to the NASW Code of Ethics. In some circumstances, the School of
Social Work may request additional information from a higher level background bleémie an admission
decision is reached. Final acceptance is dependent upon the applicant signing a waiver, holding the School and
University harmless for possible problems associated with obtaining a placement, licensing, and / or
employment. The studei#t responsible for paying any fee required for the criminal background check(s).

If the School of Social Work discovers that an applicant did not provide truthful information about their criminal
history at the time of application, and the applicantnioided in the MSW or BSW program, the DASS wiill
request and coordinate a professional review committee (PRC) meeting with the student. The PRC committee
will determine if the student may continue in the social work program, and if so, may define potardifibns

for continuance.

Admission Decision Appeals

1. An applicant who has questions regarding the admission decision may contact the director of admissions
and student services (DASS). Following review of the application, the DASS will specify apphieant
the criteria for decisioimaking and the strengths and weaknesses of the application.

2. After reviewing the application with the DASS; the applicant may decide to appeal the committee's
decision. To do this, the applicant must submit a writatement to the director of the School, requesting
an appeal. The director must receive this statement within ninety calendar days from the date of the
admission denial letter. The statement must identify the basis of the appeal. It must state whyetel
applicant believes the admission decision should be changed.

3. Once the appeal has been submitted to the director, the applicant may schedule a meeting with the director
to discuss the written request for appeal.

4. Following the conference witthe student, the director may or may not recommend to the committee that
the committee members-eev al uat e t he studentdés application. T
decision. The director will respond in writing to the applicant with a copygg@ommittee. In this letter, the
director will confirm the meeting with the applicant and recap their discussion.

5. The committee will then decide if a-evaluation is warranted. If the committee decides thatveduation is

16



warranted, a designatedramittee member(s) will read and score the application and the score will be averaged.
The applicant will be reconsidered based upon the revised score. The decision of the committee at that time
final.

If the applicant is not satisfied with the cortiee’s final decision, the applicant can then appeal to the Office of
the University ombudsperson. The appeal must be made within 30 calendar days after the chair/director's let
was sent to the student. When the Ombudsperson receives the appeahutspamson will schedule a meeting

of a panel established by the Professional Concerns Committee established for this purpose. This committee ¢
effectuate the admissions committee decision or a reversal of the decision by majority vote.
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PROGRAM PREPARTION

Orientation to the Social Work Major

Mandatory New Student Orientation

The New Student Orientation is provided for all incoming BSW students prior to the start of their program. The
School of Social Work invites all faculty members to come tmduce themselves and to be present when
students introduce themselves. The agenda for the orientation always includes a welcome from the director,
DASS, and the BSW coordinator; and information about the program policies and procedures, student services
assistance, field education, NASW membership, student organizations, and preparing for acceptance into the
MSW Advanceedstanding program. Orientation is mandatory. If students fail to attend or are late in attending
orientation, they are at risk of delagitheir enroliment in the undergraduate social work program.

New Student Orientation and Student Handbook Materials

In addition to the previously mentioned orientation presentations, new BSW students receive information packets

provided at orientationral in the student handbooks. Information includes:
e Program goals and objectives.

Course registration information.

Social work curriculum.

Certificate and specialization programs.

Field education.

Criminal background checks: policy and procedure statement.

Course sequencing requirements.

Prerequisites.

Course grades and grading requirements.

Incomplete grades.

Dealing with problems in the school of social work.

Course grade appeal process.

Academic dishonesty.

Student academic and professional evaluatioicyol

The Professional Review Committee (PRC).

Student dismissal, grievance, and appeal procedure.

Student requests for enrollment changes.

Requesting a change of course scheduling.

Taking a leave of absence.

Withdrawing from the school.

University policies

NASW membership benefits.

NASW Code of Ethics.

University services and support program.

Student organizations.
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Course Registration
BroncoNet ID (not the same as the Bronco ID Card or Student Number)

New Students

New students will receivelatter from the Admissions office with their BroncoNet ID, WIN (Western
Identification Number), enail address and temporary password. A temporary passmsibe
changed before using the Bronco NetID to access WMU ser@eelere to change your temporary

password

Main Campus Students

Main campus students may obtain a Bronco NetID by swiping Bieirco/WMU ID cardat one otthe
card swipe locations:

Bernhard Center Lab (BC{Cpwer level of the John T. Bernhard Center

CAE Center Parkview Campus

Kellogg Computer LapRoom 2200 Schneider Hall

OIT Computing Help Desksecond floor of the University Computing Cer{teext to Waldo Library)
Reqistrar's OfficeRoom 3210 Seibert Administration Building

Rood Hall Arts and Sciences LadRoom3374 Rood Hall

Sangren LahsRoom 3206 Sangren Hall

University Computing Center Lab (UC&econd floor of the Univsity Computing Center (by Waldo
Library)

Branch Campus or Distance Education Students

If you know you have a Bronco NetlID, but do not know what it is, or what your password is, you may
obtain your Bronco NetID or password by:

Contacting your locaBranch Campus

Contacting the Account Coordinatdr you will receive a response in one to two business days
Swiping yourBronco/WMU ID cardat one of the above Kalamazoo card swipe locations

If you know you do not already have a Bronco NetID, you may:

Contact your locaBranch Campus

Submit anaccount applicatiod you will receive your Bronco NetlD via USPS mail

Swipe yourBronco/WMU ID cardat one of the above Kalamazoo card swipe locations

Still have questions or concerns? Please contact yourBogath Campus

Need More Help? If you need assistance, please contact the account coordinator at (EE)FRR&tion 2,
or send email toaccount_mgr@wmich.edu

Student Photo ID (Bronco ID Card)

The BroncdD Card is your photo identification card at WMU. In addition, your Bronco ID Card is your access
card for library, dining areas, Student Recreation Center, computer centers and security access card for buildings
on campus. Your Bronco ID Card also enahteu to ride Metro Bus Service on any route around Kalamazoo

area. Your Bronco ID Card has the size, look, and feel of a credit card. Included on the card are your picture,
signature, and student number. On the back of the card is a magnetic stripy @bectfonic authentication,

barcode for checking out computer in the Computing Ceael your student ID number. See the Bronco ID

Website ahttp://www.wmudps.wmich.edu/bronco_id.html

The Bronco ID Card will be your University ID for as long as you are a student at Western Michigan University.
Currently registered students can obtain a new or replacement Bronco ID Card with a $25 fee by going to the
lower level of Bernhard Center. All stants will be charged $30 for a new Bronco ID Card if their old Bronco

ID Card is confiscated. Bring a picture ID and a Course Registration with you. Your Bronco ID Card can be
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printed while you wait; it takes only a couple of minutes. Bronco ID Cardsldhmmi kept protected and
separate from keys and other cards. The Bronco ID Card Center provides card jacket at no cost for students
(supplies limited).

If students experience a break in their academic career (e.g., a term or year off), students taoulckire
original Bronco ID Card, as it is still their official ID card. . If students complete their undergraduate degree and
enter graduate studies at the University, their original Bronco ID Card is still valid.

If your Bronco ID Card is lost or stah, call 26938-SMART to make a report. If your card is not reported lost
or stolen you may be liable for the use of your Bronco ID Card. Bring picture ID to obtain a new Bronco ID
Card. There is a $25 charge for a replacement card billed to your studeabha

Problem Areas in Registration

All students can access their current registration and billing in the GoWMU portal. This portal can be found on
the WMU home page atww.wmich.edu To access all student recorgdgjdents need to know their Bronco
NetID and password. This information was sent to all new students with their admission confirmation from the
University.

If you owe any money to the University or have any other restrictions on your registration, utenazr
Account Services Office wildl pl ace your course reg
Your course registration will be canceled on the payment deadline if the obligation is not cleared. Registration is
withheld by the Custmer Account Services Office because of outstanding debts, i.e., past due student rent,
parking tickets, and tuition from previous semesters and will be allowed upon settlement of money due.

Drop/Add
Students should pay close attention to deadlinesdding and dropping classes without penalty. The dates for

these deadlines can be found in the academic calendar on page 5 of this document;li@daton
http://www.wmich.edu/registrar/calendatml.

Withdrawal from a Class

The final date to officially withdraw from classes without academic penalty is the first Friday pastmmedter.
Academic penalty means receiving an "X", which is computed as an "E". The specific date will be published i
the Course Offeringschedule each semester. Petition may be made at the Records Office for exceptions to this

policy.

After registration has closed, students must process dropped courses at the Registrar's Office.
The WMU Customer Account Services lgrant 100% refund for dropped classes through the drop/add period,
after which there is no refund for less than total dropped hours. If a student completely withdraws from all
courses, there is a 50% refund through the fifth week of class in a sermébesecond week in a session.

Financial Aid Resources
College Work-Study Program
These state and federal programs provide work opportunities for students demonstrating financial need. The

WMU Student Employment Referral Service Office places stesdantcampus jobs. In order to apply, the
financial aid form or family financial statement must be completed and filed. Attempts are made to place the
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student at a job related to his or her area of study. A student can work a minimum of 10 hours anduenmaxim
of 20 hours per week.

Short-term Student Loans

WMU Shortterm Loan Program

There are shottierm loans available through the WMU Office of Student Financial Aid and Scholarships for
students in time of emergency. The purposes for which the loateassed are opeended, but must be used

for educational related expenses. When funds are available, the usual amount of the loan is $ 150 to $300 for
books and $300 for emergencies. These amounts may be less depending on the availability. Loandlgre genera
due in 30 days but no later than the last day of your enrollment for the academic year. If not paid by the due
date, students will incur a service charge at 1.5% a month on the unpaid balance. Delinquency in the repayment
of a shortterm loan will preent future registration or release of transcripts. If the gkomt loan
application/promissory note is completed by 4:30 p.m., the-sdiontloan check will be available in Room

1080 Seibert Administration Building, after 8:00 a.m. in two business days.

School of Social Work Sheterm Loan Program

In addition to the WMU Shoiterm Loan Program, there are shietm loan accounts through the School of
Social Work which are designated for social work students only. The maximum amount of these loans is
$500.00 but may be increased to $1,000 in emergency situations. While the Financial Aid Office administers
these accounts, the School of Social Work director of admissions and student services must authorize all
requests. Eligibility requirements specifyat the student is both a fuliime or partime degree student and that

he or she has no outstanding financial obligations to the University. A promissory note must be signed for the
full amount of the loan. Delinquency in the repayment will prevent @estufrom registering until the amount

due is paid. The student applies for the loan at the School of Social Work's Office of Admissions and Student
Services, room 4424 CHHS. Loans are granted on actrse basis and once the application is approved, the
loan can usually be processed within two days.

Employment Opportunities

For those students interested in employmentcampus jobs can best be obtained by direct contact with the
department or office in which a student wishes employment. A list e€thetential university employers may

be obtained from the Career and Student Employment Services in the first floor of Ellsworth Hall, by calling
(269) 3872745 or online athttp://www.broncojobs.wmich.eduAnother source to contact is the University's
Human Resource Department in 1310 Seibert Administration Building (2698&&Y. For offcampus
employment, the Career and Student Employment Services offers employment services for WMU students
seeking partime employment.

School of Social Work Scholarships

In an attempt to assist students with some of their financial burden, the School of Social Work offers a few
scholarship opportunities. The application deadline for School of Social Work schddasshlpays the end of

the first week in the fall semester. These scholarship awards will be determined throughout the academic year.
Awards are determined using information from the Scholarship Application form and the requested attachments
(see AppendiAl for the application form). Bonomic need serves as the secondary criteria in making award
decisions.
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Scholarships for both MSW and BSW Students

Nathaniel McCaslin Scholarship

Western Michigan University created this scholarship to honor Mr. Nathdot@aslin upon his retirement

from the WMU School of Social Work. Mr. McCaslin has made outstandindplifg contributions to

improving the quality of life in the community and the quality of social work education. Commitment to

providing educationalogpr t uni ti es for minority students has bee

The Nathaniel McCaslin Scholarship is awardedne BSW student and one secorgear MSW student
Priority will be given to those who meet one or more of the follovemigria:

¢ First generation family member pursuing college degree;

¢ Commitment to working with adolescents;

e Single parent status;

e History of, or interest in, working in a community service area;
The Nathaniel McCaslin Scholarship is awarded during thegpemester.

Robert Barstow Scholarship

In 1991, the School of Social Work Alumni Association started a collection to develop this scholarship to honor
Mr. Robert Barstow. Mr. Barstow was the associate director of the School of Social Work frorh 1968

and director in 1974. His commitment to child welfare was demonstrated by employment as a caseworker,
Director o f Juvenile Court, Director of the Child
Society, and Deputy Director of the Childees Charter of Courts on Michigan.

This $500.00 Robert Barstow Scholarship is awarded each yeametd3SW studentand one first-year
graduate student (full-time or extendedtudy). Priority is given to those who meet one or more of the
following criteria:

e Current or past FIP/TANF/AFDC recipient;

e Current or past employee of Family Independence Agency;

¢ Interest in a child welfare career.
The scholarship is awarded during the spring semester.

Deloris Jordan Phillips Scholarship

Deloris Jordon Phillipsetired from the faculty of the School of Social Work in December 1996, after 22 years

of service. She taught courses in both the graduate and undergraduate programs. She had been an active
participant, community member, and board member to numerous catyratganizations, including the Boy

Scouts, NAACP, Kalamazoo Council of the Arts, YWCA, and Kalamazoo Civic Players. Upon her retirement,
President Diether Haenicke allocated funds for the establishment of the Deloris J. Phillips Scholarship to honor
heryears of service to the University and the community.

This $1000.00 scholarship is a twear award, which contributes $500.00 to the recipient each of the two years.
It alternates every two years between an undergraduate social work major and a gtadaateThe fall 2005
award went to an undergraduate student. The next award will be givgmaduate studentin the fall of 2007.

The scholarship recipient will be chosen on academic merit.

Establishing Michigan Residency

If you are an oubf-stae student and desire to establish residency in Michigan for the purpose of tuition
reduction, you can apply for such status through the Office of the Controller, 3082 Administration Building,
Western Michigan University. Although you can apply at any tigeu must have resided in the State of
Michigan for at leasbne year beforgour application will meet the University's eligibility criteria. The best
time to apply is toward the end of July or the beginning of August if you started school duringvibaspfall
semester. You should receive a reply within two to three weeks from the time you file your application. You
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must file your application no later than 20 calendar days following the first day of classes of the term for which
reclassification is amht.

It is suggested that you secure a copy of the residency procedures and an application which can be found at
http://www.wmich.edu/vpbusfin/docs/residency app gsisoon as possébin order to familiarize yourself with

the eligibility requirements for establishing residency and begin gathering documentation for your claim.
Western Michigan University residency policy states that: "A student shall not be considered domiciled in
Michigan unless the student is in continuous physical residence in this state for one year and intends to make
Michigan his/her permanent home, not only while in attendance at the University, but thereafter as well, and had
no domicile elsewhere." Emphasis given to "continuous physical residence” in Michigan for one year,
especiallyduring the summerTherefore, it is important that you provide documentation in support of your
claim. Examples of documentation are a valid Michigan driver's license; vgistragion; income tax returns;
verification of US citizenship; supporting letters from employers, landlord, clergy, and friends; rental
agreement; and automobile registration.

If your application is approved after you have paid tuition, an appropriatedravill be made. Any specific
qguestions regarding residency should be directed to the Controller's Offie2338.7

Parking on Campus

The Department of Public Safety, Parking Services, controls vehicle registration, issuance of parking stickers,
andall traffic and parking regulationgll motor vehicles, including motorcycles and mopeds, parked on the
main campus, the College of Engineering Parkview Campus or the College of Health and Human Services
Campus, by any student must be registered wittUtiigersity Department of Public Safety and shall display a
University parking sticker. Fees for parking stickers are based on term use and number of credit hours carried.
Visit Parking Services website lattp://paking.wmich.eduto register your vehicle and obtain a parking sticker.

The current rate for parking B300 for the calendar year (Septembehugust), and $180 for one semester

only. The cost of the parking sticker will be billed to your WMU studenbaat after you have completed the

web registration. Details about when and where to pick up your parking sticker will be indicated on the web at
that time.Students living in family housing receive one parking sticker free. Students can park in student (W)
parking lots the first seven days of school without parking stickers. Student parking for the College of Health
and Human Services can be found on the west side of the building, lot 105.
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THE UNDERGRADUATE SOCIAL WORK PROGRAM

BSW Program Gods

To provide a professional education that prepares advanced practitioners to enhance, advocate, and support
social and economic justice and personal well being for all people.

To prepare advanced practitioners who demonstrate the knowledgelEntesiessary to work effectively
with diverse, vulnerable, and underserved populations.

To prepare advanced practitioners who possess critical thinking skills, embrace social work values, and
have the requisite skills needed to formulate and realizsion of a just society.

To prepare ethical, reflective, and competent advanced practitioners in Interpersonal Practice to work with
individuals, families, and groups; and in Policy, Planning, and Administration to work with organizations,
communites, and institutions within a global and changing environment.

To prepare advanced practitioners who effectively intervene with individuals, families, groups,
organizations, communities, and institutions by utilizing evidérased knowledge and thes and
guided by persogentered ecological models.

To prepare advanced practitioners who possess the knowledge and skills necessary to consume and produce
social work knowledge and the ability to actively participate in the evaluation of profegsiacite.

To prepare advanced practitioners who are grounded in@shehoesociatspiritual framework, understand
the historical roots of the social work profession, and can analyze, develop, and utilize social policy.

BSW Program Objectives

BSW Program (and MSW Foundation) Objectives

1.

Conduct reflective practice, develop and articulate reasons for practice decisions, and generate alternative
intervention strategies as needed.

Practice within the values and ethics of the social work profeseimih an understanding of and respect
for the positive value of diversity.

Demonstrate an awareness of how personal feelings, thoughts, attitudes, values, and experiences influence
your practice.

Maintain the mutuality of workeclient system and demstnate a willingness to explore, learn, and grow
through interactions with client systems.

Assess the psychosocial impact of oppression and discrimination, and empower clients by mobilizing and
enhancing their strengths and resources to resolve probfehmeduce oppression.

Understand the histories of soci al wel fare and th
unique commitment to social justice.

Apply the principles and techniques of generalist social work practice in integweitmindividuals,
families, groups, organizations, and communities.
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8. Use atheoretical framework to understand the interactions among individuals and between individuals and
social systems (i.e., families, groups, organizations, and communities).

9. Apply knowledge of bigpsychaesocial variables to interpret human growth, development, and behavior
relative to the broader environmental context. The broader environmental context is understood to
encompass social, cultural, historical, political, and econfonies.

10. Analyze the impact of social policies on client systems, workers, and agencies, and engage in intervention
strategies that facilitate socially just policies and practices within human service systems and the larger
community.

11. Seek out, criticallyconsider, integrate, and apply relevant professional literature to practice.

12. Evaluate the effectiveness of your own professional practice through reflection, consultation, supervision,
and application of formal models of practice evaluation.

13. Recognizeand appropriately respond to the unique characteristics, strengths, and dynamics of diverse
populations and client systems.

14. Communicate effectively with colleagues and members of the community to build networks and engage in
collaborative processes foralgion making.

15. Demonstrate a commitment to professional development by seeking out and using consultation and
supervision, through participating in professional associations, and by keeping abreast of the professional
literature.

16. Assess organizationairacture (formal and informal) and function effectively within the parameters,
strengths, and constraints of the agency.

17. Evaluate organizational and/or program effectiveness and advocate for improvements in order to enhance
service delivery and client fgtioning.
The Advising System
The purpose of advising is to provide information on program requirements and curricular matters, professional
development, and resource location and referral. School of Social Work faculty and staff are committed to
assising each student to achieve their educational goals. Advising is one important element in the educational
enterprise.

The School of Social Work Advising Policy

At the beginning of each year, the director of the School assigns student advisees tesroéthbdaculty.

According to the current Agreement between Western andthe MMUWJ P, A The academic adyv
students is a regular part of the responsibilities of afillme f acul ty member é Advi si ng
advice on program requirementsd cur ri cul ar matters. o Mai ntenance

provides convenient, predictable access for advisees. Another key is communication, by means of meetings, e
mails, telephone contacts or letters.

Presocial work advising, (includingeneral education requirements), program and curricular planning and
graduation audits are accomplished through the College advising office. Undergraduate students are also
assigned a faculty advisor for information about the profession of social weigeash how to cope with
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problems of a general nature which interfere with the educational process, and information and referral on the
topic of graduate education.

The School of Social Work Advising Practice

Advisers gui de t he rosghthelpeogrand Bheyrfodow icurrentipbliaytaccording to lofficial
program documents such as 20708 Undergraduate Cataloghdvisers make contact within two weeks of

being assigned an advisee, and at least once each semester. Advisors make daveryesfiond to

communications from advisees promptly. They are available during office hours and by appointment. During
those times of the year that faculty members are absent the director of the School or the director of admissions
and student serviceslbe responsible.

Advisers familiarize themselves with the special circumstances and individual concerns of each student to whom
they are assigned. Advisors know where the program plans are kept in hard copylinadTdre adviser
knows how to direcstudents to the website of the Office of Field Education.

When students experience difficulty in academic or internship performance, the advisor is informed by the
advisee, involved faculty, and/ or t dtakwihtheadvisee ad mi n i
directly. The next step is to participate with the advisee to record plans to correct student problems, in concert
with the director of admissions and student services, the coordinator of Field Education, and/or members of
professimal review committees (PRCs), and all other involved parties.

Advising is an important aspect of the educational experience. The goal of advising is to facilitate matriculation,
adhere to University policy, and eventually graduate every social work studelergraduate and graduate; on
campus and off. Advising is a collective enterprise which requires active participation and frequent
communication on the part of every member of the School of Social Work community of scholars.

The advising process is ategral part of your social work education. It is a process that is shared by faculty and
students in the School. The goal of the advising process is to assist students in course selection, program
planning, and career plans.

Pre-Social Work Advising

Pre-social work students receive advising on General Education requirements, the Interdisciplinary Minor, and a
general description of the requirements of the Social Work major at the College of Health and Human Services.
Students transferring to WMU willeceive information on how courses at the other school related to General
Education, Interdisciplinary Minor, and social work requirements.

Program Planning

Social Work majors see the College advisor, Ms. Melinda Lockett, to complete program plannimg. Dur
program planning, the advisor will map out remaining semesters at WMU. A specific academic plan is developed
outlining remaining General Education requirements, completion of the Interdisciplinary Minor, and required
social work courses. The most imgont part of this plan will be the scheduling of students' field education,
SWRK 4100/4110. Students are scheduled into these courses in advance and in limited numbers.

Ongoing Advising
Students are assigned to a School of Social Work faculty advisadnaission to the undergraduate major.

Students are encouraged to see their advisor whenever questions arise about items beyond program planning o
about a career in social work. All changes to program plans require meeting with the BSW coordinator.
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Career and Graduate School Advisement

The BSW coordinator, the director of admissions and student services, faculty advisors, and faculty who teach
the fieldwork component (SWRK 4100 & 4110) can help answer questions about graduate education or future
employnent. SWRK 4110 fieldwork seminar typically includes a session with the University Career and Student
Employment Services office personnel about careers and employment in social work.

Social Work Curriculum Requirements

The Undergraduate Social Work Majimcludes a specified minor which is called the Interdisciplinary Minor.
This is required for all Social Work Majors.

Baccalaureate Writing Requirement (3 hours)

Students who have chosen the Social Work major will satisfy the Baccalaureate WritingeReqtiiny
successfully completing the following course or a comparable course approved by the college advisor.

e OT 4780- U.S. Policy in Health and Human Servicaiedits: 3 hours
General Education Requirements (37 hours)

Requirements for the Social WorkMajor (38 hours)

¢ SWRK 2100- Social Work Services and Professional R@esdits: 3 hours
¢ SWRK 3000 Social Welfare as a Social Instituti@uedits: 3 hours
e SWRK 3200 Social Work Interviewing and DocumentatiGnedits: 3 hours

¢ SWRK 3330 Introducion to Culture, Ethnicity, and Institutionalized Inequality in Social Work
PracticeCredits: 3 hours

¢ SWRK 3500- Human Behavior and the Social Environmé&nedits: 3 hours

e SWRK 3510 Social Work Concepts in Group, Community and Organizational Beh@veaalits: 3
hours *

e SWRK 4000- Social Work Practice: Engagement, Assessment, and Pla@neadgfs: 3 hours =

e SWRK 4010 Social Work Practice: Intervention and Evaluatoredits: 3 hours*

¢ SWRK 4020 Social Work Practice: Policy Analysis and Organizati@@entextCredits: 3 hours*
e SWRK 4100 Field Experience and SeminaCtedits: 4 hours*

Completed field applications are due at least 15 weeks prior to the semester in which
field work is to be started.

e SWRK 4110 Field Experience and SeminarGredits: 4 hours*
¢ SWRK 4600 Social Work with Communitie€redits: 3 hours*

Required Research Component (6 hours)

e Any undergraduate statistics couseedits: 3 hours
e SWRK 3650- Social Work Research Metho@sedits: 3 hours

* Open only to students admitted into the Social Work Major.
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Required Guided Interdisciplinary Minor (21 hours)

Includes:
e COM 1040- Public Speakingredits: 3 hours

e ECON 2010 Principles of Microeconomic8redits: 3 hours

e OT 2000- Human Functional Anatom@redits: 3 hours

e OT 4780- U.S. Policy in Health and Human Servica®dits: 3 hours
e PSCI 2000 National Governmentredits: 3 hours

e PSY 1000 General Psycholog€redits: 3 hours

e SOC 2000 Principles of Sociologgredits: 3 hours

Electives (24 to 26 hours)

Students are encouraged to elect additional courses in any area spéoéic interest. Particularly

recommended in preparation for social work practice are: anthropology, communications, economics, history,
philosophy, political science, psychology, sociology, or women's studies. The following social work courses are
alsoavailable as electives for undergraduate students.

¢ SWRK 4130 Social Policy and Service Delivery in Selected Problem A@radits: 3 hours
e SWRK 4620- Community Organization in Urban Are&sedits: 3 hours

e SWRK 4640- Problem Solving in Gerontolog®redits: 3 hours

e SWRK 4650 Special Studies in Social Welfare Praci@redits: 1 to 4hours

¢ SWRK 5980 Readings in Social Workredits: 1 to 4 hours

Social Work Course Descriptions
SWRK 1000 INTRODUCTION TO SOCI AL SERVICES (Not part of the BSW Major)

This course provides a fundamental image of the subject matter with the profession of social work. It takes a
look at the broadest units of consensus within the profession and differentiates one broad topic from another. It
identifies exemplars, theoggand methods of practice in a way that newcomers to the profession can
comprehend.

SWRK 2100 SOCIAL WORK SERVICES AND PROFESSIONAL ROLES

This course introduces students to the social work profession: its code of ethics, value base, commitment to
socialand economic justice, and historical development. The course examines the evolution of social work as a
profession, acquaints students with contemporary roa
responsibilities in the delivery of sociabrk services to minority and majority groups in the public and private
sectors.

SWRK 3000 SOCIAL WELFARE AS A SOCIAL INSTITUTION

This course analyzes social welfare as a response to social problems and human needs. It examines the social,
economic, patical, and philosophical forces that have led to the historic development and institutionalization of
social welfare. It encourages students to develop a critical perspective on social welfare policies and programs
and stresses an understanding of thearhpf age, race, gender, sexual orientation, and social class upon social
policy and service delivery. Restriction: Excludes Freshman status.
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SWRK 3200 SOCIAL WORK INTERVIE WING AND DOCUMENTATI ON

This course seeks to provide students with professiomaliatving skills, an enhanced understanding of verbal

and nonverbal communication listening skills, and an awareness and understanding of diverse issues related to
the interviewing process. The persorenvironment perspective will be utilized throughthis course.

Students will develop beginning proficiency as generalist social work practitioners when interviewing clients
and other professionals who may work in an interdisciplinary setting. Various approaches to practice will be
introduced including olesvation and rapport development within the context of strergthed social work

practice. Students will begin to develop knowledge and proficiency in how to translate interview information

into a written format. Professional documentation and recoskitig will be developed. Students will learn
specifically how to translate interview information into a-p&ychoesocial assessment. Students will also learn
introductory skills relating to the problesolving model, particularly engagement and probléeniification.

Students are expected to demonstrate increased insight into their own behaviors, values, beliefs, and attitudes as
they relate to professional social work practice. Prerequisites: COM1040, SWRK 2100. Corequisite: SWRK
3330.

SWRK 3330 INTRODUCTION TO CULTURE, ETHNICITY, AND INSTI TUTIONALIZED
INEQUALITY IN SOCIAL WORK PRACTICE

This course focuses upon ethnic/racial groups who are among social welfare consumers and social work
clientele. Individual and institutional racism are examined. Raaltural characteristics and group strengths,

needs, priorities, and experiences in the context of social welfare and social work are also explored. The course
reviews implications of ethnic factors for social work practice, social policy, and soclakbdocation.

Prerequisites: SWRK 2100, SOC 2000. Corequisite: SWRK 3200 or Consent.

SWRK 3500 HUMAN BEHAVIOR AND T HE SOCIAL ENVIRONMEN T

This course provides the student with a basic understanding of human behavior related to human development
processesggo psychology, learning theory, and family social and cultural dynamics. The course examines
socialization and its influence on human behavior; identifies significant physical, mental, emotional, social, and
cultural factors which affect client systeriifie social and cultural factors examined include such things as

social class, race, gender, age, sexual orientation. Prerequisites: SWRK 2100, PSY 1000, SOC 2000, OT 2000.
Prerequisite with concurrency SOC2830 or STAT1600 or STAT 3660 or PSY3000, Jatir St

SWRK 3510 SOCIAL WORK CONCEPTS IN GROUP, COMMUNITY AND ORGANIZATIONAL
BEHAVIOR

This course introduces the student to human behavior as it relates to small group process, formal organizations,
and community dynamics. Students are introduced to selsgstems concepts. The interplay of various forces
which affect the development of social groups, organizations, and communities, and the effect of such
interdependent systems on the client system are examined. The impact of race, sex, and agaes @onside
relation to groups, organizations, and communities. Prerequisites: SWRK 2100, SWRK 3000, SWRK 3200,
SWRK 3330, SWRK 3500, PSCI 2020, and Junior status. Corequisites: SWRK 3650, SWRK 4000.

SWRK 3650 SOCIAL WORK RESEARCH METHODS

Thisthreecredto ur se is designed to increase studentsodé kno
practice. Students will acquire the basic skills and knowledge to utilize existing social research for practice

related decision making as well as the capacity to @atgystematic methods of inquiry in their practice

setting. The implementation of these research skills will enhance social service delivery and contribute to the
knowledge of the profession. The course also emphasizes program evaluation in humaarganizations

and the opportunity to integrate the content learned through experiential practice examples and applications in
social work. Prerequisites: ENGL 1050, SWRK 3500 and (any general statistics course). Corequisites: SWRK
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3510 and SWRK 4000.

SWRK 4000 SOCIAL WORK PRACTICE : THE PROBLEM SOLVIN G PROCESS WITH
INDIVIDUALS AND FAMI LIES

This is the first of three generalist practice courses within the BSW Program. Students will learn practice
theories and intervention strategies for use with indivglaad families. The course focus on problems related

to violence, substance abuse, and crisis as they pertain to intervention with individuals and families. The aim of
this course is to assist students in building upon the assessment skills learnedir8B33HRnd translate
assessment data into intervention strategies. The predaBimg process serves as the basis of intervention
strategies for this course. Students will also utilize a parsemvironment framework as well as focus on client
strengthgonsistent with the lifeycle development perspective as learned in SWRK 3500. Emphasizing the
generalist intervention model, students learn social work roles including advocate, facilitator, case manager, and
broker. Students will be expected to demmatstan ability to formulate case plans including intake, assessment,
plan of service, evaluation of intervention, and termination of services. Methods of practice evaluation are
presented, including singystem design. Prerequisites: ENG 1050, SWRK)360requisites: SWRK 3510,
SWRK 3650. Social Work Major

SWRK 4010 SOCIAL WORK PRACTICE : PROBLEM SOLVING PR OCESSES WITH GROUPS
AND ORGANIZATION

This course is the second in a thpsat sequence in generalist social work practice. This course spbcifica

focuses on assessment and interventions with groups and organizations. Students will learn basic systems theory
and its application to assessment and intervention with groups and organizations. Students will also learn
application of the probleraolving process to groups and organizations. Particular emphasis will be placed upon
race, ethnicity, gender, sexuality, and environmental influences on group and organization functioning. As with
the preceding practice courses, the strengths perspectiveavidipra framework from which students will

learn to engage groups and organizations, building upon skills learned in SWRK 4000. Prerequisite: SWRK
4000. Corequisites: SWRK 4100 and SWRK 4020. Social Work Major, Senior Status.

SWRK 4020 SOCIAL WELFARE PO LICY

This is the second course of the undergraduate social welfare policy sequence. Its purpose is to introduce the
subject area of social welfare policy as a central concern of social work. The goals of the course are to help the
student identify evolvig sociecultural and economic bases of social welfare in America, to gain understanding
of the substance of particular social policy areas, and to learn to approach the study of social welfare policy
within the context of analytic frameworks. It pays atitemto the impact of social policy on human service
organizations analyzing the effects of specific policies on workers and clients. While SWRK 4020 places
primary focus on the content of social welfare policy, other policy courses focus on specifit stdgs or on

the development of policy practice skills. Prerequisites: ECON 2010, PSCI 2000, Social Work Major, Senior
status, SWRK 4000. Corequisites: SWRK 4010, SWRK 4100.

SWRK 4100 FIELD EXPERIENCE AND SEMINAR I

This is the first of two field edutian courses that entails two hundred (200) hours practicing in a human service
agency under the guidance of an agency social worker and a faculty member. Also included in the course are
three sixhour field labs and biweekly seminars. Field placementgamintegral part of the preparation of

students for professional responsibilities in social work and serves as the integration of coursework into actual
practice. All placements begin with ardepth orientation to the specific agency setting. Studinislop a
working knowledge of the agencybés functions, struct
community. Students apply knowledge and develop skills in conducting interviews, problem identification, data
collection, problem assessnmeand goal formulation with the client systems in the context of social work

values and ethics. Students integrate-getireness and appreciation of diversity into professional practice. The
BSW field experience emphasizes generalist social work peaatithe micro, mezzo, and macro levels. This
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course is graded credit/no credit. Prerequisite: SWRK 4000. Corequisites SWRK 4010 and SWRK 4020, Social
Work Major and Senior Status

SWRK 4110 FIELD EXPERIENCE AND SEMINAR II

This is the second of two fieleducation courses that entails an additional two hundred (200) hours of practice

in a human service agency under the guidance of an agency social worker and a faculty member. Biweekly field
seminars are continued as a required part of the course as in 8¥0RKField placement forms an integral part

of the preparation of students for professional responsibilities in social work and serves as the integration of
coursework into actual practice. Student dunctioms)t i nue
structure, processes, and its service provider role within the community. Students improve their abilities to apply
knowledge and develop skills in conducting interviews, problem identification, data collection, problem
assessment, and goalrfarlation with the client systems in the context of social work values and ethics.

Students continue to integrate salfiareness and appreciation of diversity into professional practice. The BSW
field experience emphasizes generalist social work practtbe aticro, mezzo, and macro levels. This course is
graded credit/no credit. Prerequisites: SWRK 4010, SWRK 4020, and SWRK 4100, Corequisite: SWRK 4600,
Social Work Major, Senior Status

SWRK 4600 SOCIAL WORK WITH COM MUNITIES

Social workers have a riclehitage in advocating for social justice. This course involves an examination of

major theoretical and conceptual tenets of community practice from a social work perspective. Students will

learn practice methods for community organizing, advocacy, comymignelopment and other community

practice skills. It also involves a practical integration of theoretical and conceptual knowledge of community
practice through assignments which will focus on communities that are available through field placements or
other arrangements. Students wil!/ l earn about communi
emphasis on fempo wemnvinoanment hterfacedPretetuisite BWRK d010, SWRK 4020

and SWRK 4100. Corequisites: SWRK 4110, SenioruStat

Field Education

Field education strives to address and create opportunities for students to develop a working knowledge of the
social work profession while integrating values and skills. Through the field placement, the student is given the
opportunty to test out skills and theories taught in the classroom. Differing from the classroom, however, the
learning is more direct, immediate, and personal. It is an active process with emphasis on participation. The
opportunity is provided for the studentdeepen, extend and apply foundation knowledge. The field placement
should provide opportunities for the student to assume responsibility for productive tasks within the agency, to
observe, identify, and shadow social work role models in various profelssimea in the agency and
community, to assess his/her interest in and suitability for a career in social work or another helping profession,
and to develop his/her direct practice skills and knowledge of community resources.

Students will be asked to delep a list of agencies where they are interested in doing their field placement.
There is an Agency Search database on the Office of Field Education websitewinich.edu/~hhs
swi/field/field.him). Students should research agencies on this database so that they can identify a list of
preferred agencies on their field application. Students will be matched to a specific field placement setting by
the coordinator of field education and will inteswi with a proposed field instructor. This allows the student to

meet and be evaluated by their potential field instructor, to learn about the agency expectations, and become
familiar with the functions of the agency. It also gives both the field instractdrstudent the opportunity to
find out i f the placement woul d be a g¢go o &tudentst for
applying for their internship, who are rejected for placement by three or more agencies in one semester, for
reasons elated to their appropriateness or readiness for internship may be dismissed from the program.
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Work-Study Option

Work-study proposal guidelines are available in thelio@ Field Manual. This is an opportunity where a
student who is already working in agency can submit a proposal to do one of their required field placements
in their agency in a different department with a different client population and with a person other than their
supervisor functioning as their field instructor. Arrangements forveanyes received by the student for the 16
hours of field education per week are strictly between the student and the employer.

The Field Placement and Field Hours

The field placement courses, Field Experience and Seminar | (SW 4100) and Field ExperieSeenaar Il

(SW 4110) are taken concurrently with the practice courses. Students receive four credits for each field course.
Students begin field placement in the senior year with the option of -aeémester experience Fall/Spring or
Spring/Summer |. Ha and Spring field placement requires approximately ahdér per work week
commitment, the Spring and Summer | require a 16 ardo2® work week commitment respectively. The idea

is to log approximately 16 (or 29 depending on the semester/sessiomeimplhours per week to allow for a

full range of learning experiences over time, whahiould go until the end of the semester/sessibiis

important for these learning experiences to build over the course of each semester. Students are encouraged tc
log a few additional hours to cover an unexpected absence or an illness, but the bulk of the required hours must
be logged continuously and contiguously over the course of the semester(s). Students at times may also be
required to attend their field placents during the university breaks for a few hours so that client relationships

are maintained. This is decided between the student and their field instructor.

Field Laboratories

Students are introduced to the field education program in a series of refieidedducation laboratories
conducted by the faculty liaison. The labs are used to orient students to the field education program, teach basic
communication skills, introduce safety concepts, enhance group cohesiveness, and help socialize students to the
profession. The field labs are scheduled during the first two weeks of the semester (SW 4100) withidag three
period prior to students' entry into the field placement. The field lab also includes a beginning and basic
introduction to safety issues ihd field, which includes awareness, assessment, and interventions in potentially
violent situations. The training is didactic as well as experiential. Refer to the chapter in the Field Manual on
Safety Preparation. Students must attend the scheduledttaiewdefore starting the field placement.

Field Seminar

All Fall and Spring placements require aneekly seminar, and Spring and Summer |-awéekly switching to

a weekly in Summer | session. The seminar is a time when students share their eeggrithedr field

placement and discuss how to make the links between the theory classes and their practice in the field agency.
They also have written and oral assignments, which relate to the use of practice theory in the fieldwork.

Safety Training

In 1993, a Western MSW student was murdered by a client during heinparemployment at a local family
service agency. This tragic event stunned the University and community and served as a catalyst for developing
strategies to train students about saietyocial work practice.

Social Work faculty provides training in the Field Education Labs to alert undergraduate and graduate students
about safety issues and to suggest ways of preventing and coping with danger. Training is organized around the
following objectives:

1. Raise student consciousness about potential violence and place such violence in a contextual frame so that
students maintain empathy with clients.

2. Place emphasis on preventing violence by providing students with knowledge of precgutieasures,
including alertness to possible danger signals about the immediate environment and behavior of clients.
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Encourage students to assume more responsibility for their own safety and to trust their feelings and
intuitions.

Help students develop framework and various options for responding to potential danger without
suggesting an oversimplified formulaic recommendation of how to respond.

Provide activities for students to demonstrate how safety information is relevant in practice situations.
Provide relevant content for various student practicum settings and field placement responsibilities.

Provide content that is consistent with social work values and principles and congruent with the curriculum.
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THE SCHOOL OF SOCIAL WORK POLICIES AND ACADZIC REGULATIONS

Grading Policies: Interdisciplinary Minor and Social Work Major

Any student who fails to meet the following criteria will be notified in writing by the School of Social
Work undergraduate advisor that he/she is in jeopardy of being termiiated from the social work major.

A student must receive a ACO or higher in each requ
may repeat one required social work course to raise his/her grade.

The student must maintain an overall averaf2.0 in the interdisciplinary minor. Transfer students note that
courses transferring into the min-gearcalegecartbeusedtoed wi
balance a lower grade in a course at WMU).

The School may refuse to petraistudent to continue in the curriculum if at any time it is deemed that the
student is exhibiting a pattern of professionally incompetent or inappropriate behavior as determined by the
standards of the National Association of Social Work Code of Efjoiesrning social workers and their
professional relationships with those they serve, with their colleagues, with their employing agency, and with
the community. Further details on this policy and procedure may be obtained from the School of Social Work
undergraduate coordinator.

Students having academic difficulty (e.g., on probation in the University or having trouble maintaining required
grades in the major or minor) will meet with their advisor in order to develop a plan to resolve academic
difficulty. The advisor may refer students to various services on campus such as the Academic Skills Lab or the
Counseling Center.

Incomplete Grades

Under extenuating circumstances, students can request an "incomplete” () from an instructor. This is a
temporary gade that the instructor may give to a student when illness, necessary absence, or other reasons
beyond the control of the student prevent completion of course requirements by the end of the semester or
session. The student must be passing the course agddompleted the majority of the course work to be
eligible to receive an "I'The grade of "I" cannot be given as a substitute for a failing grade (D, E, or X).

Once the instructor has granted the incomplete, the student cannot enroll in any course wieethe course

is a prerequisite, until the incomplete is removedAdditionally, if the incomplete is not removed within one
calendar year, the grade will be converted to an "X", which equates teradiband is figured into your grade

point average as g honor points. Students who receive an incomplete grade in a course must not reregister for
the course in order to remove the "I".

Only the instructor who teaches the course can give or remove an "." If you request an "I," it is to your
advantage todve the professor clearly write out what requirements need to be fulfilled to remove the "I." While
University policy requires that an "I" grade must be removed within one year, the instructor can set any deadline
within that year. Once you fulfill the gaiirements, it is up to the instructor to initiate the necessary paper work

to remove the "I.

Prerequisites

The School of Social Work checks course registration and will instruct students who may have registered
without taking the necessary prerequsitto drop the class. Therefore, students are to take courses in the
sequence recommended and to take the necessary prerequisite before registering for any given class.
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Criminal Background Check: Policy and Procedure Statement
Current BSW Students who areArrested and Convicted/Adjudicated During Enroliment
Policy

The School of Social Work requires all students to report any criminal activity, as defined as a charges and
rulings of civil adjudication and/or criminal conviction(s) while enrolled in thé\B@ogram. The School of

Social Work reserves the right to suspend or dismiss any student whose criminal offense and conviction or /civil
adjudication is of a nature that is contrary to the NASW Code of Ethics, and/or when the
conviction/adjudication probhits the student from securing a field placement after three agency rejections.

Procedure

1. All students must immediately inform the director of admissions and student services (DASS) and the Field
Education coordinator if he or she is arrested or abediof any criminal offense civil adjudication while
enrolled in the social work program;

2. The student must provide the DASS with an official Michigan State Police criminal background check
and/or DHS Central Registry report (or a background check fhenState Police agency in another state
when the offense and conviction take place outside of Michigan);

3. The DASS will then schedule a Professional Review Committee Meeting (PRC) with the student, the Field
coordinator, and relevant faculty members;

4. The committee will follow PRC policy and procedures to discuss and recommend whether the student may
continue in the program, and under what particular conditions;

5. If the field placement is discontinued due to this offense, and/or the studejecied for a field placement
by up to three field agencies, the DASS will schedule a PRC meeting to discuss and recommend whether
the student may continue in the program, and under what particular conditions;

6. The School of Social Work associate etitor will review the PRC recommendations and make final
decisions which will be written and sent to the student;

™~

| f the student is dissatisfied with the committe
director of the School of S@ Work and request a meeting, and if dissatisfied with the director's
recommendations, the student may proceed to the appropriate university appeal procedures.

Dealing with Problems in the School of Social Work
Students are advised to deal with conseaind problems before they become overwhelming. When a student has
a concern, the student is advised to follow these steps when the concern is relevant to:

Classroom Instruction

1. The student should first talk with the instructor and attempt to resbkvissue. If a satisfactory resolution
is not reached, then

2. The student meets with the director of the School, who will attempt to ascertain the basic facts of the matter,
and
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3. In most instances, the director of the School will arrange for aimgeietvolving both the student and the
instructor.

Field Education

1. The student should first talk with the field instructor and attempt to resolve the issue. If a satisfactory
resolution is not reached, then

2. The student should meet with his/hetdigaison. If resolution is not reached through the collaborative help
of the field liaison and field instructor, then

3. A meeting involving the concerned parties should be arranged with the field coordinator. If resolution is not
reached during this naéing, then

4. An appointment to meet individually or collectively with the director of the School should be made.
If the concern is not directly related to Field Education or Class Instruction:
1. The student should first speak with his/her advisaa.résolution is not reached, then

2. The student should speak with the director of admissions and student services. If the concern is not
adequately addressed at this level, then

3. An appointment should be made to meet with the associate directoe &ctiool. If resolution is not
reached during this meeting, then

4. An appointment to meet individually or collectively with the director of the School should be made.

Course Grade Appeal Process

This process is used when a student wants to appewladiurse grade that has been recorded by the Registrar
on the studentds academic record for reasons other
in research policies. Therefore, the grade appeal cannot be made in response ¢opargatyl assessed as a
result of an official finding of responsibility for academic dishonesty. Again, this finding will have been made
through the procedures provided in the academic honesty policy.

Grade appeals or other complaints based on chargdisapimination or sexual harassment should be taken to
the Office of Institutional Equity or other office(s), pursuant to other University policies and procedures.

Beginning the Course Grade Appeal Process

Step 1 Informal meeting with Instructor

Although this meeting is not required, the student is encouraged to begin the appeal process by meeting with the
instructor who assigned the grade. Such meetings often help students understand the grading practices of
instructors and often lead to resolutimidifferences over grades.

Step 2 Written appeal (within 90 calendar days of the last day of semester or session the grade was recorded)
and conference session with the academic unit chair/director.

1. Written appeal The student must submit aitteén statement requesting an appeal to the academic unit
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chair/director.This statement must be received by the academic unit chair/director within ninety (90)
calendar days of the last day of the semester or session in which the grade was recorded on the

st udent 6Any extensian 0fdhe ninetglay period may be granted only by the University Provost or
designate. The statement must identify the basis of the appeal. It must state in detail why the student
believes the grade should be changed.

2. Conference sessionThe student must hold a conference with the academic unit chair/director to discuss the
written request for appeal.

Step 3 Director's recommendations

Following the conference with the student, the chair/director may or may not recwhimthe instructor that

the instructorre val uate the studentds work in the course. T
The chair/director will respond in writing to the student with a copy to the instructor. In this letter, the
chairdirector will confirm the meeting with the student and recap their discussion.

If the student is not satisfied with the instructor's response to the director's recommendations, the student can
then appeal to the Office of the University Ombudsperson.appeal must be made within 30 calendar days

after the chair/director's letter was sent to the student. When the ombudsperson receives the appeal, the
Ombudsperson will schedule a meeting of a panel of the Grade and Program Dismissal Appeals Committee
(GAPDAC) using procedures established by the Professional Concerns Committee of faculty established for this

purpose. The GAPDAC can effectuate a grade change or a reversal of a program dismissal decision by majority
vote,

Student Academic and Professional #aluation Policy

Introduction

The School of Social Work has the responsibility for evaluating and screening students for the social work
profession.

The Student Academic and Professional Evaluation Policy (SAPEP) describe the policy and procedures to be
followed when students are reported to have academic and/or professional deficiencies. The procedures detailed
in this policy statement reflect the following principles:

1. Early consultation with students reported to have academic and/or professiaiahdies.

2. Written notification to students that identify deficiencies and performance goals.

3. Due process which allows sufficient time for students to prepare materials relevant to the questions raised,
prompt consideration of the matter, studentess to data, and the possibility of student initiation of a
formal hearing.

Policy

Performance in the School goes beyond classroom performance and attendance, to include ethical behavior, gooc

conduct, competence, and psychological Wweihg sufficiet to interact positively and constructively with
clients, field instructors, agency staff, faculty, and students (Cobb & Jordan, 1989).
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1. Academic Competence

Undergraduate students must be in good academic standing with the University (minimenpagrad
average 2.0) and must have a grade point average of 3.0 in their social work courses. If a grade of no credit
is received in SWRK 4100 or 4110, students must obtain approval from their advisor to repeat.

2. Professional Competence Problems

Professional incompetence signifies that a student is not adequately or appropriately performing at his/her
program level. The following list of behaviors is an example, but not a complete list, of behaviors that
constitute professional incompetence.

e Engagingn sexual activities with clients

Inability to establish and maintain positive and constructive interpersonal relationships with clients and
field instructors.

Unable to perform professional duties due to personal problems.

Inability to accept constructiieedback from field instructor.

Failing to show up at a field agency in a timely manner.

Consistent lateness in meeting deadlines to complete work.

Students applying for their field internship, who are rejected for placement by three or more agencies in
one semester for reasons related to their appropriateness or readiness for internship may be dismissed
from the program.

3. Ethical Behavior or Misconduct

Undergraduate or graduate students in the School of Social Work should conduct themselves docording
the NASW Code of Ethics. This Social Work Code of Ethics is the primary basis for making decisions about
whether students are exhibiting unethical behavior. Ethical behaviors as designated by the Social Work
Code of Ethics are part of the requiremenmntd atandards for the program. All students will be presented
with a copy of the NASW Code of Ethics upon entering the program. Discussion about the code will occur
in social work practice classes. Misconduct is defined as conviction of a felony offersanathie social

work program.

Students are encouraged to become familiar with
entirety. The full text can be foundwatvw.osc.wmichedu/studentcode/studentcode.pdf

The following behaviors are examples, but not a complete list of behaviors, which constitute a violation of
the NASW Code of Ethics, or misconduct that will result in a meeting of the Professional Review
Committee and @y result in dismissal from the program:

Engaging in sexual activities with clients

Participation in dishonesty, fraud, deceit, or misrepresentation

Exploitation of clients for personal advantage

Conviction of a felony offense while enrolled as a studetié program.

The Professional Review Committee (PRC)

Undergraduate students who are not meeting academic and/or professional standards are informed of problems
in writing by the DASS, the student 0 sareaa addressed by a n d
the student, and/or if the student violates the NASW Code of Ethics, the WMU student code, or the School of
Soci al Wor k academic and/ or professional conduct
Professional Review @amittee (PRC).The Professional Review Committee reviews the individual student's
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academic and professional performance during a PRC hearing and develops recommendations concerning the
individual's status in the School of Social Work.

The PRC chairpersé,nthe director of admissions and student services, the advisor and one other relevant
faculty member will constitute the minimum required membership of the PRC. Relevant is defined as faculty
members who have direct knowledge of the student and his aphmgretence in the areas that are the focus of

the professional review. The coordinator of field education, faculty liaison, and field instructor will serve as
members when the performance issue is related to the field practicum. The chairperson amgdheviid
determine the other members of the committee. The director of admissions and student services will serve as the
policy administrator to assure that the relevant School and PRC policies and procedures are being followed, and
that the student isding informed of the options that are available to him or her. The director of admissions and
student services will serve as a nonvoting member. Students will receive written notification of concerns, date,
time and place of the hearing, and compositiothefcommittee.

Students have the option of bringing an observer and relevant supporting material (e.g., signed witness
statements) to the hearing. An observer shall not participate in any capacity other than of a silent,
nonparticipating observer durinfie meeting. Students who wish to consult with their observers during the
proceedings may call a recess. The consultation will occur outside the meeting room.

The meeting format will consist of the presentation of faculty and/or field instructor confrélmsed by the
studentds response to the concerns. After all conc
student will be excused. The meeting is expected to last approximately one hour.

The committee will then meet to discuss issupresented, and develop recommendations. These
recommendations will be forwarded to the assistant/associate director, for his/her TéMessistant/associate
director makes the final PRC determinations, and sends the student a letter with hisghensdethis letter
serves as a behavior al contract for the student os
studentds di smissal from the BSW progr am. Di smi ssal

The process ideally gives the student sugficinotification and opportunity to improve his or her performance.
The student's faculty advisor is responsible for advising and supporting the student through the professional
review process

Student Dismissal Policies
School of Social Work Program Dsmissal Policy

The Professional Review Committee reviews an individual student's academic and professional performance and
recommends to the assistant/ associate director dec
BSW program. The asgant/associate director makes the final PRC determinations, and sends the student a
|l etter with his/ her decisions. This | etter serves
program, or as a f or mal romohe BSWWeprogrdm. Dismissalsstexerdised as@ Bst d i s
resort.

The process ideally gives the student sufficient notification and opportunity to improve his or her performance.
The student's faculty advisor is responsible for advising and supportinguttentsthrough the professional
review process.

The director of the School of Social Work will name the chairperson.
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University Dismissal Policy

According to university policy, a student admitted with Conditional Admission or Provisional Admission status
must meet the specified performance level within the time fragmifebd in the letter of admission or may not
continue to enroll in University courses. Further, the Academic Standing policy inherently presumes the student
will first meet satisfactorily any obligations or requirements specified in the letter of aoimifore the

Academic Standing policy shall have any effect on the continuing enrollment of the student.

Undergraduate students may be dismissed from the University if they fail to achieve and maintain the University
minimum cumulative grade point avge The Academic Standards policy states that a student is in good
standing whenever the student's overall grade point average is at least 2.0.

WMU defines the academic standing criteria for graduate enrollment for the following categooigs:

standing warning, probation, probation removed, extended probation, final probation, and disgtisbahts

on Probation or Extended Probation who fail to achieve at least a 2.0 grade point average for the enroliment
period, or students on Final Probation whibtfaachieve a 2.0 overall grade point average will be dismissed
from the University.

Student Dismissal: Grievance and Appeal Procedure
School of Social Work Dismissal Appeal Process

The School of Social Work student dismissal appeal process spéhdiaf the PRC recommends that a student

leave the program, and the assistant/associate director concurs, but the student disagrees, the student may appe:
the director of the School to reconsider the program termination. If the director reversamthatitn, the

director will develop a behavioral contract that the student must follow to remain in the program. If the student
does not foll ow the behavioral contract, the direct
directorte mi nates the studentdés enroll ment or does not
can proceed to use the appropriate university appeal procedures. Throughout this process, the Office of the
Ombuds is available to students and instrudimrassistance on procedures and clarification of the rights of all
parties.

University Dismissal Appeal Policy and Procedures

The student academic and professional policy for graduate students includes an appeal procedure for students
who wish to griee their termination from the program. The accepted bases of a program dismissal appeal are:

e The program dismissal decision was made in a manner inconsistent with University policy or the
program policy.

e The program dismissal procedures were not followed.

e Evaluation/performance standards were arbitrarily or unequally applied.

A program dismissal appeal cannot be made in response to an academic integrity or conduct dismissal from the
University. The studentés st at inunalteeduntda sicoessusapmeal f r o |
is completed.

Note: A program dismissal appeal based on charges of discrimination or sexual harassment should be taken to
the Office of Institutional Equity or other office, pursuant to other University policieperadures.

This appeal must be initiated within twenty business days of the notification of program dismissal. The student
will initiate an appeal through the Provost's Office. When the appeal is received, the Provost or designate will
schedule a meetingf GAPDAC using procedures determined by the Professional Concerns Committee of the
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Faculty Senate. The GAPDAC will consist of three members drawn from a panel of faculty established for this
purpose. In a program dismissal, the student appellant shibeitdl ahe meeting of the appeal panel and must
provide a written statement describing the grounds for appeal. A University representative from the program
must attend the meeting and must provide a written statement describing the grounds for and noesimkta
dismissal.

A GAPDAC may reverse or sustain a program dismissal by majority vote. The decision of the hearing panel is
final and not subject to appeal . o

Taking a Leave of Absence

There are times when students are faced with catastrophica@itutiat necessitate a leave of absence. The School
of Social Work values the students' commitment to family, medical, emotional and financial needs. Therefore, th
School is flexible and willing to work with students on an individual basis to help stucheet their needs.

TheSchool of Social Work requires that when a leave is being considered, the student must:

Meet with his/her advisor,

Determine and put in writing a revised program plan of study,

Document in writing the reason(s) for the leavthvan estimated time of return to the program,
Send all documentation to the Social Work Office of Admissions and Student Services.

Please be aware that prerequisites must be completed prior to continuing with the program plan (e.g., incomple
grades rast be removed).

Withdrawing from the BSW Program

If for any reason, after enrolling in the School, you find it necessary to leave the program (health, academic
considerations, finances, etc.), it is important that ydarm your advisor and the direx of admissions and
student services immediately.is important that you discuss your situation with your advisor and the director of
admissions and student services so that you are fully aware pdsbibleconsequences of your withdrawal (e.g.,

no refund of tuition money, the need toapply if wanting to return, exceeding time limits if returning, or losing
credit for a course). The School will make every attempt to assist you in your withdrawal.

Full-time and Part-time Advancedstanding Master of Social Work Program

Students who have earned a bachelor of social work degree from a CSWE accredited program within six years
of application may apply to the 3%edit hour, 12month Advanceétanding Program. Applicants must meet
the following critera:

e BSW degree from a CSWE accredited program that is not more than six years old

e Overall GPA of 3.0

e No more than one BSW course below a B. Any BSW course below a B will require retaking an
equivalent course in the BSW curriculum

¢ One year of fulltime pst BSW human service work experienceeisommended

e One of the three |l etters must address the appli
success in an advanced standing program.

Students will be admitted each spring into the Interperderaaitice Concentration and the Policy, Planning and
Administration Concentratiopplicants may seek admission to either the Kalamazoo campus program or the
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Tri-county (Grand Rapids) prograifhe application deadline for the Kalamazoo-tutie advancedtanding
program and the patime Tri-countyprogram is January 15. Fualine Kalamazoo students begin their program
in the summer | session and proceed for one calendar yeatin®aftri-countystudent begin their program in
the summer Il session andopeed for two calendar years. All classes at the Grand Rapids campus convene
during evening hour®ue to the rigorous demands of this program, those who plan to be employed full time
should apply to the THtounty partime advancedtanding program.

Student Files/Records

Student files are maintained in the Admissions and Student Services Office. Files contain admission material
(application, reference letters, and transcript) and academic material (field evaluations, candidacy application,
etc.). Studets may request to review their academic file, with the director of admissions and student services,
during a scheduled appointment. The University also keeps an academic file. If you wish an official transcript,
you must go to the Registrar's Office i tAdministration Building and request one in person or in writing.

Students can request an unofficial, student copy of
portal without a fee. Student files are maintained in the School of Sbigt for ten years after graduation,
after which they are destroyed.

Student Mailboxes

All students in the undergraduate and graduate social work programs have student mailboxes. Student mailboxe
are located in front of the entrance to the School aigs&Vork on the fourth floor of the CHHS building for
Kalamazoo students. Important information, messages, assignments, events, etc., are communicated through tf
students' mailboxedt is important to check the contents frequenfigculty mailboxes afecated at each campus

in case you need to leave messages or assignments.

Student E-mail

All students are assigned anmail address when enrolled at Western Michigan University. Students access their
e-mail in the GoWMU portal by typing in their BroaNet ID and password and clicking on thenail icon.
Students must review theirmaail on a regular basis as important information from the School of Social Work, Eta
Eta, and the University will be sent to their WMurail address throughout the coucdeenrollment

Smoking Policy

Smoking is prohibited throughout the University except in designated sites. This policy applies to faculty, staff,
students, and visitors. The University, as of January 1987, falls under the jurisdiction of the CleaAimélcior

of Michigan. This law contains a fine of up to $100 for smoking in other than designated areas for a first offense
and up to $500 for subsequent violations.

Emergency Messages
The School will make every effort to deliver your emergency messaggs calls from babysitter or school
concerning an ill or injured child, wife in labor, etc. The emergency phone number to use3i2038@r 387

3180. Noremergency messages will be left in your student mailbox. Please assist the School of Sodl Work
providing information on your location, if you are expecting to receive a call relating to an emergency.
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Photocopying

Students are not permitted to operate the photocopying machine in the School of Social Work Faculty Lounge.
Personal photocopyingan be done in the Learning Resource Center, room 1466 CHHS.
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GRADUATION PROCEDURES AND AUDITING

The School of Social Work Graduation, Hooding, and Pinning Ceremony

The School of Social Work Graduation, Hooding, and Pinning Ceremony should not be daonithisthe WMU
Commencement. This ceremony is organized and funded by the WMU Master of Social Work Student
Organization and the undergraduate student organization, Eta Eta, at the Kalamazoo campus, and the Extende
University Program and student fund nags at the Grand Rapids campus. It involves only social work faculty,
social work graduates, and their families and friends. This is a time to celebrate the social work profession and the
accomplishments of our students. This ceremony is typically helBritiay evening before the April graduation
commencement for Kalamazoo campus students, and the Friday evening before the June graduatior
commencement for Grand Rapids students.

This is an event that is fun for all and should not be missed. It servegreat avay for the School to honor you
and your families in all that they have done to help you survive your busy life as a graduate or undergraduate
student. It also gives family the opportunity to meet with your instructors and cohorts, to put a diicindo

stories they may have heard. While this event <can

wear their graduation regalia (cap, gown, hood, and tassel) for the ceremony. All students will be presented
individually,andallhonr s and awards wil |l be announced. Addi t i c
by faculty and graduate students wil/ be Ahoodedod

of Social Work degree.
Students are asked (and sommets begged) to help in the funaising and the planning for this ceremony
throughout the year. The student organizations always need help, so please help when you can.

Applying for Graduation: The Graduation Audit

In order to graduate, you must obtain application for graduation and an audit from the Registrar's Office.
Return the completed application with the required fee to the Cashiering Office.

Graduation Month Last Day to Apply $45 Application Fee
April December 1
July Februaryl
August February 1
December August 1

Although the deadlines for applying for graduation audit without incurring additional fees are presented above,
students are advised to initiate their graduation audit much earlier than the deadlines wowsid Beggase of

potential difficulties in scheduling required courses, students are advised to proceed with their graduation audit
one calendar year in advance of planned graduation. This is to permit adequate time to receive the report back
from the Graduigon Auditor, and to schedule any courses or proficiencies that need to be completed in order to
meet degree requirements.

A separate audit is required for each degree or graduate certificate to be received. For instance, a student
graduating with both adzhelor of arts degree and a bachelor of social work degree must submit separate
applications and receive a separate audit for each.

Applications for a graduation audit are available in the *College Advising Offices. Major slips, minor slips and
curriculum guides must be secured from the appropriate advisors and submitted to the Office of the Registrar. A
$45 application fee will be applied to your student account.
*College Advising Office:
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College of Health and Human Services
2137 CHHS (269) 382656

Any outstanding balances owed to the University must be paid in full before your application can be accepted.

WMU Commencement Information
Official Graduation

All students are candidates until the academic record of each student has been giveaudifif@l graduation.

The audit is generally completed within four weeks. Your diploma will be mailed as soon as possible after that

date (and a cover if you did not participate in the ceremony) along with a form to order a complimentary copy of

your trarscript. Upon receipt of your complimentary transcript, please examine your academic record and inform

the Office of the Registrar if there appears to be some discrepancy. All future transcripts must be requested ir
writing. Be sure your graduation auditeais the correct address for mailing your diploma. In addition, a card will

be enclosed that needs to be returned to immediately to the Registrar. The administration and faculty of Westert
Michigan University wish you success as you leave the Universithape that you will contact them if they can

be of further service to you. If you are planning to attend commencement exercises, mail your confirmation card
today!

Further questions should be directed to:
Office of the Registrar
Phone: (269) 384312

Procedure for Granting Degrees

Dr. Lewis Pyenson, Dean of the Graduate College, will present the doctoral candidates to the Dr. John Dunn,
WMU President. The president will invite the candidates to the platform for the conferral of the appropriate
degrees. Each candidate will then return to his or her seat. The president will then invite Specialists, Masters, and
Bachelors degree candidates to the platform to receive their diplomas. Guides will direct you to the platform.
Regalia

The academic costumis a traditional black cap and gown. It is required for your participation in the
Commencement ceremony. Caps are worn with a colored tassel indicating the degree beingsocatiadrk

is citron). Masters candidates will also receive a hood withcibler indicating field of study (social work is
citron). Graduation regalia will be on sale at the WMU Bookstore, beginning at Grad Fair 2004 in room 107 of the
Bernhard Center and thereafter in the WMU Bookstore. Plan ahead and receive a 20% discowtuwhen
purchase your regalia at Grad Fair 2004!

Regalia History

The use of academic dress stems from costumes worn in universities in the 14th and 15th centuries, particularly &
Cambridge and Oxford in England. Since colonial times, it has been wotheitUnited States and was
standardized by an Intercollegiate Code in 1895. The major distinguishing characteristics of the gowns are the
sleeves, styled in the following fashions: bachelor, long pointed; master, oblong; and doctor and specialist, bell
shamd. The doctor's gown has a velvet collar, facing and three bars on the sleeves. The specialist's gown differ:
from a doctor's in that it has no sleeve bars. Masters, specialists and doctors wear hoods lined with the official
colors of the university fromwvhich the degree is granted. They vary in size and shape to indicate the several
degrees. The doctor's hood is the largest and most lavishly decorated. The color of the velvet that circles the
opening of the hood shows the degree eatighd blue for doocbr of education, dark blue for doctor of
philosophy, and peacock blue for doctor of public administration. Caps are mortar boards with the tassel worn
over the left front quadrant. The tassel's color indicates the academic program area.
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Tickets

The Uniersity regrets limiting admittance to the ceremony, but seating in Miller Auditorium is limited to the size
of the graduating class and the number of expected participants and guests. If all guests with tickets have bee
seated, and empty seats remaimitier Auditorium, guests without tickets will be invited to occupy the unused
seats.

Guests without tickets may view the exercise on the large screen TV in room 3512 KnaussoHalkets are
necessary.

Questions about graduation seating shouldikexted to:
Miller Auditorium - (269) 3872300

Extra tickets may be available on a first come first served basis only beginning the day before graduation at 10:0C
a.m. at Miller Auditorium box office. Eligible students will receive up to two additidicabts (if available).
Pictured student identification will be required.

47



48



COLLEGE OF HEALTH AND HUMAN SERVICES
BUILDING POLICIES

Building Hours

Monday through Thursday

Unlock Lock
North and South Entrances 7:30 5:00
West Entrance 7:30 9:00
Arc (Departmental/School Offices) 7:30 5:00
Learning Resource Center 8:00 8:30
Student Computing Lab 8:30 8:30
Friday

Unlock Lock
North and South Entrances 7:30 5:00
West Entrance 7:30 5:00
Arc (Departmental/School Offices) 7:30 5:00
Learning Resource Center 8:00 5:00
Student Computing Lab 8:30 5:00

Saturday and Sunday
Building closed. Faculty and staff may access with WMU |.D.

Smoking Areas

This is a smoke free building. No smoking is permitted around the entrance andexibdewindows to
preserve the air quality in the building. Please smoke in designated areas in the parking lots only. Smokers
should use appropriate receptacles for their refuse.

Food and Beverage Guidelines

There will be no food or beverages othemtltapped bveragesn the classrooms. Faculty, staff, students, and
administrative personnel should eat in the common area of the first floor or the college break/workroom areas. If
eating in other areas of the building, faculty, staff, students, dminatrative personnel are responsible for
cleaning up after themselves.

Cleanliness Guidelines

It is the responsibility of all occupants of the College of Health and Human Services (CHHS) building to:
¢ Deposit trash in the appropriate receptacles
e Notify the Building Manager of spills
e Replace chairs and tables which they have moved from their proper locations
e |t is everyonef6s responsibility to maintain gen:
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Animals
In keeping with University policy, expt for service animals such as guide dogs and trained companion dogs,
animals are not permitted in the College of Health and Human Services building.
Posters, Fliers, and Information Boards
Signsl/fliers may be posted in designated areas only. Tapetladmethods of attaching fliers to the walls and
glass damage wall surfaces and other areas. The CHHS advising office will assist in locating the numerous
options that are available for posting and some activities can be included on the college welsfteraation
boards. Contact Kurt Haenicke about website and information board postings.
Open Flames
No open flames are allowed in the College of Health and Human Services building. This includes candles,

incense, potpourri, or any other device thegsian open flame. Exceptions may be lab areas. See the department
member in charge of the lab for permission.
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UNIVERSITY POLICIES ANDACADEMIC REGULATIONS

Academic Standing

Notwithstanding the Academic Standing policy outlinetbtye a student admitted with Conditional Admission

or Provisional Admission status must meet the specified performance level within the time frame identified in
the letter of admission or may not continue to enroll in University courses. Further, themic&tanding

policy inherently presumes the student will first meet satisfactorily any obligations or requirements specified in
the letter of admission before the Academic Standing policy shall have any effect on the continuing enrollment
of the student.

Good Standing
A student is in good standing whenever the student's overall grade point average is at least 2.0.

Warning
Whenever the grade point average for any enroliment period is less than 2.0, but the overall grade point average
is 2.0 or above e student will be warned.

Probation

The student will be placed on probation whenever the student's overall grade point average falls below 2.0. A
student who is admitted (with Conditional Admission status) to the University on academic probation and
receives at least a .01 grade point average, but less than a 2.0 grade point average at the end of the first
enrollment period, will be placed on Final Probation. A first semester grade point average of 0.00 will result in
Dismissal.

Probation Removed
Whenever the conditions of Good Standing are restored, Probation will be removed.

Extended Probation
The student will be placed on Extended Probation when, following a semester on probation, the student's overall
grade point average is below 2.0 and thadgrpoint average for the enrollment period is 2.0 or above.

Final Probation

The student will be placed on Final Probation when, following a semester on Extended Probation, the student's
overall grade point average is below 2.0 and the student's gradeaperage for the enrollment period is 2.0 or
above.

Dismissal
Students on Probation or Extended Probation who fail to achieve at least a 2.0 grade point average for the

enroliment period, or students on Final Probation who fail to achieve a 2 @llgrade point average will be
dismissed from the University.

Attendance

Students are responsible directly to their instructors for class and laboratory attendance, and for petitions to
excuseabsences.
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Course Grades and Grading System

The stulent receives one grade in each course taken. This grade combines the results of course work, tests, and
final examinations. Grades are indicated by letters, to each of which is assigned a certain value in honor points
per hour of credit, as shown in ttedbte below.

Honor
Grade Significance Points
A Outstand_ingExceptional, 40

Extraordinary

BA 3.5
B Very Good, High Pass 3.0
CB 25
C Satisfactory, Acceptable, Adequate 2.0
DC 15
D Poor 1.0
E Failing 0.0
X Failure (Unofficial Withdrawal)
w Official Withdrawal
I Incomplete
CR Credit

NC No Credit

AU Audit (non-credit enroliment)

Credit/No Credit System

The regulations of a system supplementing the ACBD, and E grading system for undergraduate students but
not replacing it, except as the student wishes, are as follows:

1. The name of the program shall be "Credit/No Credit."

2. "Credit" will be posted for each undergraduate student who earns theofradieor better. "No Credit"
wi | | be posted for any grade
a course for a grade or for Credit/No Credit.

bel

ow

a

nC.

0

Facul t

3. A student may elect for "Credit/No Credit" any course approved foe@kEducation or General Physical
Education credit, as well as other courses not counting toward his/her major or specified in his/her
curriculum as defined in the Universityndergraduate Catalogintern Teaching, a required course, is,
however, taken o a credit/no credit basis. Acceptance of "Credit/No Credit" in required courses may be
permitted on an individual basis by the head of the department or dean of the college requiring the course.

4. A student may changenly during the drop/add period frot€redit/No Credit" to letter grade or from letter

grade to "Credit/No Credit."

5. All undergraduate students, regardless of classification or probationary status, will be allowed to enroll

"Credit/No Credit."

6. "Credit/No Credit" courses, while countirgmard a degree, will not be used to determine the overall grade
point average (GPA) of the individual student.
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Important: Students should be fully aware of the implications of this system for acceptance in graduate schools.
It has been ascertained thatshgraduate schools will accept students who have elected to take courses on a
"Credit/No Credit" basis, but that if courses taken on this basis are sufficient in number on the transcript, the
Graduate Record Examination may be utilized to determinettiierst’'s acceptability. Graduate schools, in
general, do tend to favor those applicants who have good letter grades on their transcripts.

"I Incomplete

This is a temporary grade, which the instructor may give to an undergraduate student whemdtesssry
absence, or other reasons beyond the control of the student prevent completion of course requirements by the
end of the semester or sessi®he grade of "I" (Incomplete) may not be given as a substitute for a failing

grade.

A grade of "I" mus be removed by the instructor who gave it or, in exceptional circumstances, by the
department chairperson. If the unfinished work is not completed and the "I" grade removed within one calendar
year of the assignment of the "I," the grade shall be cted/éo an "E" (failure)Students who receive an
incomplete grade in a course must not reregister for the course in order to remove the "I."

An instructor who assigns a grade of "I" will complete an official Report of Incomplete Work form indicating
the remaining requirement for removal of the incomplete grade and indicating the time allowed, if less than one
full year. The instructor will retain a copy for his/her own records and submit a copy to the departmental office.
The remaining copies will betxgned to the Registrar's Office, which will provide the student with a copy.

"W" & Official Withdrawal

A grade of "W" is given in a course when a student officially withdraws from that course or from the University
before the final withdrawal date indlsemester or session specified inRlegistration Informatiofooklet. The
"W" is a hoRpunitive grade.

"X" & (Failure) Unofficial Withdrawal

The symbol "X" is used to indicate that a student has never attended class or has discontinued attendance and
does not qualify for the grade of " I." The "X" will be computed into the student's grade point average, as a 0.0,
the same as an 'E".

Grade Change

A student who believes an error has been made in the assignment of a grade must follow the procedures
described inStudents Rights and Responsibilitig€ourse Grade and Program Dismissal Appeals." The policy
describes the appeal procedures, the stages of appeal, and the time deadlines for submitting the appeal at the
various stages.

Grade Point Average

A grade point average is obtained by dividing the total number of honor points earned by the total number of
semester hours of work for which the student is officially enrolled during any period. For example, a total of

thirty-two honor points earned in a semester by a student officially enrolled for sixteen hours of work, gives a
grade point average of 32 +~ #62.0 for the semester.

Honor Points

The number of honor points earned in a course is the number of semester hour credits given by the course
multiplied by the honor points assigned to the grade earned in the course. (See the "Grading System" table
above.) For example, a grade of B (3 honor points) in a 4 credit hour course gives 4 x 3, or 12 honor points.
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Academic Dishonesty
Violations of academic honesty include but are not limited to:

Cheating,

Fabrication, falsification, and forgery,
Multiple submission,

Plagiarism,

Complicity, and

Computer misuse.

(These are defined in tf290809 Undergraduate Catalpg

All violations of academic honesty may result in penalties ranging from reprimand to dismissal from the
program and the University. Atudents have the right to appeal. Complete information can be found at
www.osc.wmich.edu/

Charging a Student with a Violation

An Academic Dishonesty/Conduct in Research Charge Form is filled out by theciostior the purpose of

charging the student. After the instructor completes the form, the instructor sends it (or may fax it) to the Office

of Student Conduct (OSC). A staff member in that office will then contact the student and schedule a meeting
between the student and the OSC. An OSC staff member will also notify the Registrar of the pending case, and
wi || institute a fAdisciplinary holdo preventing the

If the student admits to the charge:

If the student admits responsibility, the OSC will contact the instructor and arrange an appointment between the
instructor and the student to communicate the instr
not to meet with the studenth@& instructor may impose an academic penalty up to failure of the course in which

the student is enrolled. The OSC may also imposegnaderelated penalties ranging from reprimand to
dismissal from the University.

If the student denies responsibility:

| f the student denies the charge, the OSC will con.
as to the hearing type. The hearing may be a meeting between the instructor and the student or a meeting
between the student and an Academiegrity Committee. An Academic Integrity Committee will consist of

three faculty members and two students, selected using procedures established by the Professional Concerns
Committee of the Faculty Senate. T The ORChwalli assist the f he
instructor in setting up the hearing and will notify the student of its time, date, and location.

If the student wants to appeal a finding of responsibility after a hearing with the instructor:
A student may appeal a finding mdsponsibility resulting from a hearing with the instructor to an Academic
Integrity Committee within five University business days. The student cannot appeal after that time has elapsed.

The authority of the Academic Integrity Committee:

An Academic Inégrity Committee will conduct hearings to determine whether the student is responsible for
academic dishonesty. An Academic Integrity Committee makes no decisions regarding the penalties and/or
grades to be imposed, either by the instructor or by the OSC.

| f a finding of i r e stipecinstsuctdy Imayoimpbsa an atadeenic penaitydup to and
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including failure of the course in which the student is enrolled. A decision by the instructor regarding a grade
penalty cannot be appealed by the studemte the student has been found responsible and has exhausted or
waived all appeals. Also, once the student has been found responsible and has exhausted or waived all appeals
that studentds continued att enda mpasedibynthetinktractor amd/oe v a n't
the OSC. If the instructor determines to fail the student in the course, the student is not permitted to continue
attending class. Again, following a finding of responsibility, the OSC may impose additional penaltiag rangi

from reprimand to dismissal from the University. In all cases when a final finding of responsibility has been
made, t he finding wi | | be i ncluded i n t he student
withdraw from a course to avoid imptign of any academic penalty.

I f a finding of finot ,theckameisdsmibskdeand nh @esaltids are imposed.d e

Western Michigan University Student Code

A student who chooses to enroll at Western Michigan University assumesligptiob for conduct that is
compatible with the Universityés mission as an ed:¢l
enroll at the institution of their choice, choosing to enroll at Western Michigan University requires a student to
bemme aware of, and to abide by the behavior standards of the University. Ignorance of acceptable boundaries
of student behavior as contained in 8tadent Codés not a basis for excusing inappropriate behavior.

Western Michigan University is an educa@bieommunity that aspires to be purposeful, open, just, disciplined,
caring, and celebrative. Thstudent Codeand the Office of Student Conduct are tangible examples that
illustrate commitment to these ideals. T3teident Coddescribes the boundariesaifceptable student behavior
and is approved by the Board of Trustees. The Office of Student Conduct interprets and enf@uedetite
Code

The University disciplinary process is not analogous to, is not equivalent to, and does not conform to, criminal
law processes. This process is designed, in part, to determine responsibility, or lack thereof, for violations of the
Student Codenly - not guilt or innocence relative to criminal matters. The University disciplinary process shall
be informal in naturesas to provide substantial justice and it shall not be bound by legal jargonlil@urt
proceedings, or legal definitions, which are the province of the criminal courts.

The discipline of students in the educational community is a part of the teacboesp and as such, its focus

shall be educational. This includes the possible use of suspension or expulsion as disciplinary measures as they
may prove invaluable tools in the education of the University community. The student judicial system is not
onyconcerned with the individual student 6s wel far e,
guestion about the processes, rules, or policies, or any other concern not specifically covereftigetite

Code shall be decided solely by the Deah Students or his/her designee. Additionally, ®ident Code
provisions may be extended or amended to apply to new and unanticipated situations which may arise.

Enroliment in the University does not insulate students from their obligation to behaveannar consistent

with local, state, and federal law. Violation of local, state, and federal law while on University premises is a
violation of theStudent CodeWhile the University does not desire to act as a policing authority for the
activities of thestudent off of University premises, the University may take appropriate action in situations
involving misconduct demonstrating flagrant disreg
student organi zati on 6 s thé kehlth, safetyr and/os propentyd af ang indiviolualtoh r e a
group. Many of the items of misconduct referred to inShedent Codenay also constitute violations of local,

state, and federal law and carry the possibility of criminal prosecution as well.

While any violation of th&tudent Codés considered a serious matter, certain violations are considered to be of
an especially serious nature. These violations include acts of academic dishonesty, any acts that disrupt the
functions of the University, and gracts that threaten the health or safety of any member of the University
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community or any other person. Student involved in these activities are considered a threat to the orderly
functioning of the University, and their behavior is considered detrimienté educational mission.

The complete text of the Western Michigan Universtyident Codes published by the Office of Student
Conduct of the Division of Student Affairs and may be obtained from that Office dmeonat:
http://osc.wmich.edu/
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UNIVERSITY POLICIES: STUDENT RIGHTS

Policy on Sexual Harassment and Sexism

Western Michigan University is committed to an environment which encourages fair, humane, and beneficial
treatment of all faculty, staffna students. In accordance with that fundamental objective, the University has a
continuing commitment to assure equal opportunity and to oppose discrimination because of race, color, sex,
sexual orientation, age, religion, national origin, handicap, hewgtight, or marital status. Therefore, in that
same perspective, neither sexual harassment nor sexism will be tolerated at Western Michigan University. It is
expected that each member of the University community will consider himself/herself resplamsitdeproper
observance of this policy.

Sexual Harassment

Sexual harassment is defined as unwelcome sexual conduct which is related to any condition of employment or
evaluation of student performance. This definition is intended to include more thdradvances toward actual
sexual relations. It applies as well to repeated or unwarrantecklsg¢ed statements, unwelcome touching,
sexually explicit comments, and/or graphics. All persons should be sensitive to situations that may affect or
cause the actipient discomfort or humiliation or may display a condescendingoasad attitude towards a
person. Sexual harassment is illegal under both state and federal law. In some cases, it may be subject also to
prosecution under the criminal sexual conduct@onduct will be defined as sexual harassment when any or all
three of the following conditions exist:
e The sexrelated situations are unwelcome by the recipient.*
e A specific or implied connection with employment or student status is involved.
e The sexuaharassment continues after the recipient has made it clear that the conduct is unwelcome.*
¢ Note: In some cases of overt physical sexual conduct, a blatant threat if sexual favors are not given, or
promised reward in exchange for sexual favors, no ndkiae the conduct is unwelcome shall be
necessary and a finding of sexual harassment may be based on a single occurrence.

Sexism

Sexism is defined as the perception and treatment of any person, not as an individual, but as a member of a
category based osex. Whether expressed in overt or subtle form such askdgd jokes or materials, sexism

in the classroom or workplace is unacceptable at the University; and its elimination shall be the responsibility of
the entire University community. Depending apbe seriousness of the misconduct, informal corrective action

may be adequate.

Complaint Procedure

Sexual harassment and sexism constitute acts of misconduct. Therefore, whenever such acts are reported anc
confirmed, prompt, disciplinary action will laken, up to and including discharge. However, to enable the
University to act through these formal procedures, employees and students are encouraged to report such
incidents. Employees should report such conduct to the Director of Compensation andegnipitgtions,

1275 Seibert Administration Building (38620). Students should report such conduct to the Affirmative
Action Director and Assistant General Counsel, Office of Institutional Equity, 1015 Trimpe Building (387
6316).

The Director of Compensian and Employee Relations and the Affirmative Action Director and Assistant
General Counsel shall jointly establish appropriate procedures to implement this policy. They shall also
investigate thoroughly any complaints of alleged sexual harassmentismsand then report the results of
such investigation to the President of the University.
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If you hesitate to file a sexual harassment complaint for fear of retaliation, you need to know that: Federal and
state law, as well as University policies, protagy person who has filed a complaint of sexual harassment or
sexism from being intimidated, threatened, coerced, discriminated against or any other form of retaliation.
Likewise, protection is afforded any person who testifies, assists or participatesy i manner, in an
investigation resulting from a sexual harassment complaint.

Therefore, any individual so harassed, intimidated, or otherwise retaliated against may file a complaint alleging
harassment, intimidation, or retaliation. Such complaintikhbe filed with the Office of Institutional Equity,
1015 Trimpe Building (386316).

President's Statement on Racial and Ethnic Harmony

Western Michigan University is firmly committed to the principles of racial equality and nondiscrimination. On

its campus, students, faculty, and staff of many races and ethnic backgrounds live and work closely together day
by day in offices, classrooms, and residence halls. This racial and ethnic mix brings richness and diversity to the
cultural, intellectual, andgrsonal dimensions of campus life. The University benefits from this diversity and
seeks to enhance it.

All members of the University are expected to contribute to an atmosphere of racial and ethnic harmony on
campus, displaying tolerance for culturalfdiEnces and courtesy and civility in discourse with students,
faculty, and staff of diverse backgrounds and origins. In this environment there is no room for any derogatory
comments of a racial nature, be they in the form of slurs, posters, songsgjaKs, or the like.

Most members of the campus community need not be reminded of the institutional position in this regard. The
very few who need the admonition must realize that the University will take the strongest possible action,
including dismisska against those who through racist acts bring discord to this campus.

Discrimination: Complaints and Grievance Policy and Procedure

Western Michigan University, in accordance with the law, prohibits discrimination in the provision of all
student instration, activities, and programs. Discrimination based on race, color, religion, national origin, sex,
sexual orientation, age, disability, height, weight, veteran status, family status, or marital status shall not be
tolerated in the determination of eligity, participation, or grading for any courses or program established for
the benefit of students unless otherwise provided by law.

Students who have inquiries about the University's -Bidcrimination Policy or about antiiscrimination
laws, includhg Title IX and the Rehabilitation Act of 1973, or who have complaints of prohibited
discrimination, may file their inquiries and complaints with the Office of Institutional Equity, 1015 Trimpe
Building (387%6316).

The Office of Institutional Equity wilteceive and investigate complaints of prohibited discrimination filed with

it by students and may assist the students in resolving their concerns. The complaint, an oral allegation or charge
against the University, an employee(s), or agent, stating ptethidiscrimination has occurred, must be filed

with the Office of Institutional Equity or professor, instructor, or program director within fourteen (14) calendar
days of events or knowledge of events giving rise to the complaint. A complaint must oy filedlstudent and
discussed with the Office of Institutional Equity before any formal grievance can be initiated.

The Office of Institutional Equity will make reports and recommendations to the complaining students and to
the academic dean or progranredtor concerned. In the event the student's complaint is not satisfactorily
resolved, the student may file a formal written grievance. Formal written grievances protesting prohibited
discrimination shall be filed in accordance with the AbigcriminationGrievance Procedure for Students.

A grievance is defined as a formal written allegation by a student or students that there has been a violation of
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the University's AntiDiscrimination Policy or a discriminatory application of official University policies
procedures, rules, or regulations regarding student rights or privileges.

Any student who wants to file such a grievance should contact the Office of Institutional Equity, 1015 Trimpe
Building (38%#6316). The grievance must be filed with the Affirmatiketion Department on an official
University Grievance Form and be signed by the student(s) involved. The grievance must be timely, state all
facts relevant to the protested events, indicate when the incident(s) occurred, and specify the discrimmatory act
and policies, rules, or regulations involved. The Office will serve as an intermediary for written grievances and
is to receive copies of all grievance correspondence. Any student(s) filing a written grievance may choose to
have a representative presattany step in the Grievance Procedure, provided the Office is given at least
twenty-four (24) hours notice prior to the concerned meeting.

The Grievance Procedure
Step 1: Departmental Level

A formal grievance must be filed with the Office of Institut Equity no later than thirty (30) calendar days

after the event or events being grieved took place. The Affirmative Action Department will then forward the
grievance to the Step 1 representative, who will be the Department Head or any other persateddsjghe
appropriate Vice President to respond to the grievance. The Step 1 representative must provide a written answer
within fourteen (14) calendar days after receiving the formal grievance.

Step 2: Appeal to the Vice Presidential Level

If the grievance is not resolved at Step 1, the student may appeal to the appropriate Vice President within seven
(7) calendar days after receiving the departmental representative's written answer. The student must file the
appeal with the Office of Institutionalggity, using an official University appeal form. The Office will, in turn,

notify the departmental representative and the appropriate Vice President of the student's appeal. The
appropriate Vice President or his/her designated representative will thageaaaneeting with the grievant,

his/her representative (if requested), and any other individuals who may help resolve the grievance. This
meeting must be held within fourteen (14) calendar days after the appropriate Vice President or his/her designee
heaing the appeal receives the grievance from the Office of Institutional Equity. Within seven (7) calendar days
after this meeting, the appropriate Vice President or his/her designee hearing the appeal will communicate an
answer in writing to the involved pées.

Step 3: Appeal to the Presidential Level

If the grievance has not been resolved at Step 2, it may be appealed to the University President. The Office of
Institutional Equity must receive the appeal within seven (7) calendar days after the geegams the Step 2
answer. The President, at his/her discretion, will handle the grievance personally or will designate a
representative to conduct a hearing or investigation of the grievance, report findings, and recommend a decision.
The President wilimake the final grievance decision and communicate it to the appropriate parties.

In addition to filing a grievance with The Office of Institutional Equity, the student may file a complaint directly
with the Office of Civil Rights, U.S. Department of Edtion, or pursue both avenues of complaint resolution.

The Family Educational Rights and Privacy Act

The Office of the Registrar is the institutionbés o
the final responsibility in the enfoement of the Federal Educational Rights and Privacy Act of 1974 (FERPA).
Maintaining confidentiality of educational records is the responsibility of all users whether the individuals are
faculty, staff, or students.
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The Family Educational Rights and ¥ty Act affords students certain rights with respect to their educational
records. They are:

1. The right to inspect and review the studentbés ed:l
receives a request for access.

Students shouldubmit to the registrar, dean, head of the academic department, or other appropriate official,
written requests that identify the record(s) they wish to inspect. The University official will make
arrangements for access and notify the student of the tichplace where the records may be inspected. If
the records are not maintained by the University official to whom the request was submitted, that official
shall advise the student of the correct official to whom the request should be addressed.

An educatimal record is a record which is maintained by the institution directly related to a student, and
from which a student can be identified. Educational records do not include the records of instructional,
administrative, and educational personnel, which ar¢he sole possession of the maker and are not
accessible or revealed to any individual except a temporary substitute, records of the law enforcement unit,
student health records, employment records, or alumni records.

2. Students may not inspect andimv the following as outlined by the Act:
e Financial information submitted by their parents
¢ Confidential letters and recommendations associated with admissions, employment, or job placement.
¢ Honors information to which they have waived their rights gbéasion and review.
e Educational records containing information about more than one student, in which case the institution
will permit access only to that part of the record which pertains to the inquiring student.

3. The right to request the amendmelit ot he student 6s educational reca
i naccur at e, mi sl eadi ng, or otherwise in violation

Students may ask the University to amend a record they believe is inaccurate or misleading. They should
write the University official responsible for the records, clearly identifying the part of the record they want
changed, and specify why it is inaccurate or misleading. If the University decides not to amend the record as
requested by the student, the Umsrgy will notify the student of the decision and advise the student of his

or her right to a hearing regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the student when notified of the righhhimaring.

4, The right to consent to disclosures of per sonal
educational records, except to the extent that FERPA authorizes disclosures without consent.
One exception, which permits disclosure with consent, is disclosure to University officials with
legitimate educational interests and/or needs to review an educational record in order to fulfill his or her
professional responsibility.

A University official for the purpose of this policy is dedd as follows:

o Members of the faculty

e Members of the professional, executive and administrative staff, excluding any member of the WMU
Police Department

e Students, when properly appointed as members of a hearing panel or screening committee

o Representates of the State Auditor General when performing their legal function

e A person or company with whom the University has contracted (e.g., attorney, auditor, or collection
agency) but limited to only the specific student information needed to fulfill ¢bairact

e Others as designated in writing by the President, Vice President, of Dean

e Persons in compliance with a court order

e Accrediting agencies performing an accreditation function
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The University, upon request, may disclose educational recordgdialsfbf another school in which a student
seeks to enrol |, with a studentodéds consent .

Anot her exception that permits disclosure without ¢

I nformation. 0 Directory réleaded by vaiveisity facultysand stafeat theirb | i <
discretion. Unless a student specifically directs otherwise, as explained more fully in paragraph four (4) below,
WMU designates all of the following canyglomfiesmati o

e Name

e Address

e Telephone number

e Date and place of birth

e Curriculum and major field of study

e Dates of attendance

¢ Enroliment status (full/paitime)

e Degrees/awards received

e Most recent previous educational agency or institution attendecelstutient

¢ Participation in officially recognized activities and sports

¢ Weight and height of athletes

A student has the right to refuse the designation of all categories of personally identifiable information listed
above as Directory Information. If a dent exercises this right, it will mean that no Directory Information
pertaining to the student will be published or otherwise released to third parties without consent, a court order or
a subpoena.

Any student wishing to exercise the right of withhotfliall categories of personally identifiable information

must inform the Registrarbdés Office in writing by n
notification to withhold information will remain in effect until the student requistariting that the prior
withholding be revoked.

A student has the right to file a complaint with the U.S. Department of Education concerning alleged failures by
WMU to comply with the requirements of FERPA. The name and address of the Office thastismFERPA

is:

Family Policy Compliance Office, U.S. Department of Education,

600 Independence Avenue SW,

Washington, D.C. 202602605.
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STUDENT ACTIVITIES

NASW Membership

Students in the School of Social Work are entitled to full rights aivilgres of membership in the National
Association of Social Workers (NASW). Members participate at all levels of the Association.

NASW members work with experienced professional social workers through the Michigan NASW chapter to
enhance social work priace and to lobby for beneficial change in professional standards, social policy, salary
levels, and other concerns. More tangible benefits include:

e A subscription tdSocial Work the NASW journal,

e A subscription ttNASW News/Personnel Information;

¢ Redwed rated\bstracts for Social Workeend other NASW publications.

Undergraduate Student Organizations
Eta Eta Sigma

Eta Eta Sigma is an undergraduate student organization open to any student interested in the helping professions
The Greek letters fothe group are HHS, which stand for Health & Human Services. This reflects the
commitment of Eta Eta Sigma members to work to improve the health and well being of others through the direct
provision of services. The organization appropriately has iteiship in the School of Social Work and the
undergraduate advisor as the faculty mentor. An organizational and membership meeting is held early each fall,
at which time plans are made for events to take place during the academic year. The organizatsnofocu
providing community service and providing professional and educational opportunities.

Eta Eta Sigma helps build relationships among students and provides-omamusfessionally relevant
experiences. Contact the undergraduate coordinator, Dr. Hadaer alinda.reeser@wmich.edior additional
information or to join.

Phi Alpha Social Work Honor Society: WMU Theta Phi Chapter

In 1999, the School of Social Work chartered a local chapter, Theta Phij Afpha, the National Social Work
Honor Society. Criteria for membership includes a minimum 3.0 GPA overall, a minimum of nine social work
credit hours, and a 3.25 in social work courses.

This chapter is open to both undergraduate and graduatewodiattudents and graduates who meet eligibility
requirements. The mission of this organization is to promote high standards of education for social work and to
invite into membership those who have attained excellence of scholarship and distincticevanaeht as

students of social worknformation on Phi Alpha is provided during the spring semester by the School of

Social Work. Graduating members are honored during the School of Social Work Graduation, Hooding, and
Pinning Celebration.

Membershipint hi s h o n or &lsng and soisteidents do ot need fo @pply and be admitted more than
once. For more information about this organization, contact the undergraduate coordinator, Dr. Linda Reeser at
linda.reeser@wmich.edu
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Social Welfare Action Alliance

The Social Welfare Action Alliance (formerly Bertha Capen Reynolds Society) is concerned with human
suffering and injustice, such as the recent cuts in welfare and mental health benefits and. Sdrdces
organization has, among many activities, organized advocacy marches and letter writing campaigns and
conducted community awareness workshops to increase knowledge of human rights issues and to promote social
justice and fair treatment of the poordaanderprivileged in our society. The Universityjde organization

operates under the advisement of Dr. Don Cooney aB380@.

LGBT Social Work Students/Faculty Discussion Group

This is a confidential discussion and information group for all LGBT stsderd faculty in the school of social

work. Only members can read and post to the group. The group has links to several legal and support
organizations ranging from gay Christian organizations to parenting sites devoted to LGBT parents. Also
posted aremployment opportunities and a calendar of regional and national LGBT events. If you are interested
in the group, please send amail to the address below. Please use a non Western Michigan University e
account, so that no one at the universég Bny access to the group besides the members.

wmu-swrk-studentsfaculty@googlegroups.com

School of Social Work Students of Color Google Group

This is a confidential discussion and infation group for all students of color in the school of social work. The

site contains links to local and national organizations addressing racism and discrimination. There is also
information on professional organizations geared towards persons oimalmling Middle Eastern and Asian
cultures. Employment opportunities will also be posted as they become available. Only members can read and
post to the group. If you are interested in the group, please sendahte the address below. Please aise

non Western Michigan Universitymail account, so that no one at the university has any access to the group
besides the members.

wmu--swrk-studentsof-color@googlegroups.com
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UNIVERSITY SERVICES & ACADEMIC SUPPORT PROGRAMS

Academic Skills Center

The Academic Skills Center, located at 1042 Moore Hall, telephone48&f, and web address is
http://www.wmich.edu/ascfis designed to offestudents the opportunity to strengthen their learning skills and
improve their academic performance. Programs and services carry no academic credit. There is no charge fo
services. This service includes:

Student Support Program
College Success Semina
Computer Lab

Content Tutoring
Supplemental Instruction
Math Seminar

The Writing Center

The Writing Center provides writing assistance for students, faculty, staff, and other members of the WMU
community. The Writing Center exists for all WMU statke (graduate and undergraduate) who choose to work

on their writing. Because writing is such a complex act, students often concentrate on particular aspects of
writing with each visit. They may work with a tutor on organization or focus; they may whonheotheir style

or find new ways to come up with topics or ideas for development; they may also work on the conventions of
English.

Writers may schedule appointments for MondayBridays in advance by calling 38®615. On Sunday
evenings, they offer whlin sessions only on the 3rd floor of Waldo Library. Students may choose to have a
conference report sent to their instructors detailing their visit. The Writing Center tutors are glad teittvork
students on their papers; however, they will not copyaditroofread papers. The Writing Center can be found
at 1071 Moore Hall, (269) 384615, or by email atwriting-center@wmich.edu

Disabled Student Resources and Services

The Disabled Student Resources @ervices (DSRS) Office assists Western students who have disabilities as
they seek to find effective accommodations, maximize their abilities, and gain independence. DSRS offers
advocacy, registration assistance, readers/scribes and other test acciomsiotiattbook taping, accessibility
information, handivan transportation, adaptive equipment, and referral to other campus and community agencies.

The office is located in the Woodlawn Place at 2210 Wilbur Ave across from Rood Hall and can be ngached b
calling (269) 3872116 or ahttp://www.dsrs.wmich.edu/

Learning Disabled Students

Students with documented learning disabilities may contact the coordinator of Services for Learning Disabled
Students to idcuss requests for accommodations or other services. Students can contact the coordinator at the
Center for Academic  Support Programs, 201 Moore Hall, (269) -488D or at
http://www.wmich.edu/casp/indexm.

65


http://www.wmich.edu/asc/
mailto:writing-center@wmich.edu
http://www.dsrs.wmich.edu/
http://www.wmich.edu/casp/index.htm

Sindecuse Health Center

All students enrolled at Western Michigan University, Kalamazoo College, Kalamazoo Valley Community
College and Davenport College are eligible to receive health care services at Sindecuse Health Center. In
addition, sposes of WMU students and their children 12 years of age or older may access many professional
services. Campus visitors and camp participants are also welcome for acute care needs.

All Western Michigan University employees, spouses and dependents 12gdakler are eligible to use our
costeffective and convenient services, regardless of eligibility status for other University employee benefits. In
addition, they may use our comprehensive pharmacy, sports medicine and physical therapy services. All
sewices are offered on a fder-service basis at a cost savings to faculty and staff and to the University.

Western Michigan University students enrolled in seven or moreerempt credit hours for Fall/Spring
Semester (four or more credits during Sumi8ummer Il Session) are automatically assessed a Student
Health Fee as part of the University's Enroliment Fee.

Western Michigan University students enrolled for fewer credit hours, students from Kalamazoo College,
Kalamazoo Valley Community College, [Fer State University pharmacy residents and Davenport College,
eligible spouses and children may biayon their first professional visit to the Health Center each semester or
session or opt to pay nenember rates. Health care coverage runs from thedfissof classes of one semester

or session to the first day of classes the following semester or session.

The Center is open as follow&egular Clinic AppointmentsM, T, W, F 8:005:00, Thursday 9:08:00; Urgent

Care M, T, W, and F 8:06:00, Thursdy 9:005:00; Saturday,-41:30. The Center provides laboratory services,
X-ray, orthopedics, medical services, pharmacy, laboratory services, allergy injection, immunization, TB testing,
HIV testing, sports medicine clinic, physical therapy services, rardtional counseling, and has a staff of
psychiatrists, psychologists, physicians, physician assistants, nurses, health educators, physical therapists, and
medical social worker.

University Counseling and Testing Center

Many important decisions argituations will confront students while they are at Western Michigan University.
They will need to make decisions regarding courses, curricula, and career exploration. They may become involvec
in social and personal situations that leave them feeling sedfand upset. In addition, it may be likely that the
inherent stresses of university life will at some time interfere with academic achievement and personal growth.
The University Counseling and Testing Center, located on the main floor of the Faurert Serices Building,

exists to help students deal effectively with such concerns.

The Center is staffed with professionally licensed counselors and psychologists and is accredited by the
International Association of Counseling Services.

Counseling ad Testing Center Services consist of the following:

Personal counseling,

Educational counseling,

Career counseling and testing,

The career exploration/media center,
Training and internship programs,
National standardized testing,

Test scanning seices.
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Appointments may be requested by calling (269) 8830 or by stopping at the Counseling and Testing Center at
2513 Faunce Student Services Building reception desk between 8 a.m. and 5 p.m., Monday through Friday.
Students unable to utilize the Cer$ services during regular hours may make requests for evening appointments.
The Center attempts to service as many students as possible within staffing limitations. More information can be
found athttp://www.uctc.wmich.edu/services/default.html

Career and Student Employment Services

All students are urged to make use of the career education facilities of the University for assistance in deciding
upon a major and minor, planning foalistic entrylevel jobs, and visualizing a career path for the future.

Career counseling and advising are available in the offices of Career and Student Employment Referral Service
the University Counseling and Testing Center, and curriculum and depdal advisors. A course directly
related to career education is UNIV 102, Career Exploration and Development.

The Office of Career and Student Employment Services offers a full range of services to help develop skills,
explore the world of work and adih full-time employment upon graduation. Services include a career learning
lab, orcampus interviewing, patime off-campus employment, internship opportunities, weekly job opportunity
bulletins, Webbased employment listings, maintenance and distabuwif education credentials, a computerized
career guidance system, career fairs, and workshops.

For more information, students may access their webshé&mt/www.broncojobs.wmich.edwr to schedulen
appointment, call (269) 382745. The Office is located on the first floor of Ellsworth Hall.

Libraries

A vastly expanded and totally renovated Waldo Library reopened in 1991, culminating a $19.3 million project that
began in April 1989. The librarg bigger than ever and offers added and enhanced study space to students.

Several new features were added to the library during renovation. The third floor houses library administration
offices, faculty study carrels, rare books, and an enlarged medplases room. The second floor features a copy
center where students can have their copying done by employees. Social work holdings are also located on th
second floor. The first floor contains the main entrance with its circulation desk and informesirat the

bottom of a threestory atrium. The library's card catalog is computerized and the finder terminals are located on
this floor as well as reserved readings (used heavily by social work classes). The serial's information desk is founc
on the lover level, where employees will assist in finding periodicals.

One of the most important services of the library is the expanded access to electronic databases, which facilitat
both short and longterm research projects. Graduate students may obtaironmppn assistance with their
research needs by stopping by the Reference Desk. Reference librarians are also available by appointment f
more extensive, personalized research assistance through WRAP (Western's Research Assistance Program).

Books may be dadcked out using your student ID card. Books from the general circulating collection may be
returned or renewed at any of the University libraries. General books circulate for two weeks.

Western Michigan University students have reciprocal borrowing eged at Kalamazoo College and a special
courtesy pass arrangement allows them to borrow from other area libraries. Students can also request a KETAL
PASS (Kalamazoo, et al.) at the Reference Desk to gain access to the Medical Library at Borgess Huspital. O
drawback is that the materials at Borgess are not available for circulation and if you need copies, you are charge
15 cents per page.
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When in doubt about any of the services of the University libraries, please ask a librarian for help. Library
locatiors and hours are as follows:

Waldo (Main) LibraryPhone 385059

Monday through Thursday................. 7:45 a.m- 12:00 midnight
e o F= | 7:45 a.m- 10:00 p.m.
Saturday......ccceeeeiieeeieee v 8:00 a.m- 10:00 p.m.
SUNAAY......cceieeiiiiir e 12:00 noon 12:00 midnight

Education Library, Sangren Hall, 3rd FId®hone387-5223

Monday through Thursday................. 7:45 a.m- 12:00 midnight
Friday...cccoooeeeiieeiiii e, 7:45 a.m- 10:00 p.m.
Saturday.......cceeeeii e 8:00 a.m- 10:00 p.m.
SUNAAY......cceeieiiiiiin e 12:00 noon 12:00 midnight

Variations in the above schedule for holidays, extended hour periods, and semestarbneagted in advance.

Book Stores

Western Michigan University students have two options in book stores: The University Book Store, located on
West Michigan and Howard Street, and the WMU Campus Book Store, located in the Bernhard Center. Both
stores sll everything from book supplies to sweatshirts.

Hours:

Campus Bookstore: NF, 85; Sat., 10 5; closed Sundays.

University Bookstore: Mrh 8:308; Fri., 8:305; Sat., 95; Sun., 125.

Students can also order bookslm® athttp://www.wmubookstore.com/
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Appendix |

DEPARTMENTAL POLICY STATEMENTS

SCHOOL OF SOCIAL WORK

Submitted to Western Michigan University

by

The Faculty of the School of Social Work

Approved by the fadty, April 3, 2007
Approved with changes, interim Director, April 5, 2007

Submitted for review to AAUP and
WMU Director of Academic Collective Bargaining, April 11, 2007

Article |

It is the right, the responsibility, and the privilege of Univer§ityulty to participate in the governance of their
departments. Fundamentally, what is desirable and intended by the Department Policy Statement is to ensure
meaningful participation by department faculties and procedural regularity within the departihasts.
understood that the ultimate power of decision making resides with the administration. This Policy Statement is
one means by which the faulty of this department make recommendations to Western.

PREAMBLE

The general purpose of the articles in thbéd®t Policy Statement is to set forth the policies, the structure, and
the operating procedures of the Western Michigan University School of Social Work.

MEMBERSHIP

The members of the faculty shall be traditional tenured and téraale faculty, facultyspecialists and term
faculty employed at the Western Michigan Universit.y
membership of the organization shall reflect the diversity of the clients served by social workers (e.g., race,
gender, agesexual orientation, physical challenges (when possible).

GENERAL PRINCIPLES

1. The articles set forth in the Policy Statement shall be implemented in accordance with the current WMU
AAUP contract.

2. The School of Social Work follows all WMU policiesd procedures related to Institutional Equity. These
policies are available on the WMU website and are included as an attachment to these Policy Statements.

3. Joint faculty, faculty specialist, student, and administrative participation in decmsikimg shall be
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maximized. Student involvement on appropriate standing committees, susommittees, and ad hoc
committees will be actively sought

4. The law of parsimony shall be followed in relation to structure and operating procedures.

5. Committee meetirgshall be conducted, in general, in accordance with Robert's Rules of Order.

Article 1l

Amending the School Policy Statement

The School Policy Statement, in whole or in part, may be amended by a majority vote of the faculty at a
scheduled meeting. Tlenendment must also be approved by the Director and appropriate University bodies.

Recommended amendments in the School Policy Statement shall be submitted to the faculty for consideration
according to the following procedures:

A. A written request maye submitted by any standing committee of the organization to the School's
bargaining unit representative, or,

A written request may be submitted by any faculty member to the School's bargaining unit representative.
B. Such written request should state:

1. The current policy
2. The proposed amendments in policy
3. The rationale and need(s) for such an amendment(s).

C. Requests for amendment(s) shall be circulated to faculty by the School's bargaining unit representative a
minimum of five working days for to the meeting at which the proposed amendment(s) shall be discussed.
Amendments that have a direct effect onstudentswill be circulated to BSW and MSW_student
organizationsfor feedback at least 5 working days prior to meeting for discussing the amdment.

D. A copy of the proposed amendments shall be provided to the Director by the bargaining unit representative
at the same time it is circulated to the faculty.

E. Recommended amendments that have been ratified by the faculty shall be submiiteDitedtor by the
School's bargaining unit representative.

F. Procedures for submitting the recommended amendments to the Chapter, the Dean, and the Provost shall
conform to the procedures specified in the current WNAUP contract.

Article 1ll

Standhg Committees

A. The faculty of the School of Social Work shall establish a structure of standing committees to be utilized in
formulating recommendations to Western concerning School policies and procedures. The policies and
procedures of the School antd standing committees shall be in conformance with the \WANUWP
contract.

B. The standing committees shall be the (a) Personnel and Sabbatical Committee, (b) Curriculum Committee,
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(c) Admissions and Student Services Committee, (d) Tenure and Promotimitiee, and (d) Curriculum
Sequence Committees. The functions and procedures of each committee, explanations of student
participation in the Curriculum and Admissions and Student Services Committees, and procedures for the
selection of committee membdms the PPSC, the Personnel and Sabbatical Committee, and the Tenure and
Promotion Committee are provided elsewhere in the School Policy Statement.

C. The standing committees have the authority to make recommendations to the faculty and to the Director on

policy within the province of their committees. Objections to the recommendations may be cause to bring
them to the faculty. (See Article V for procedures concerning objections.)

Article IV

Establishing Standing Committees

A. After consultation with ndividual faculty members, the Director shall appoint faculty members to all
standing committees, the Curriculum Committee and the Admissions & Student Services Committee, except
the Personnel and Sabbatical Committee, and the Tenure and Promotion Ceniinét®irector shall also
designate one faculty member as Chairperson of each committee, except the Personnel and Sabbatical
Committee, and the Tenure and Promotion Committee.

The faculty members of the Personnel and Sabbatical Committee shall be lsjeeted of the faculty at a

duly announced faculty meeting. Procedures for electing members and a Chairperson are outlined elsewhere
in the School Policy Statement.

The Tenure and Promotion Committee consists of all tenured faculty. It elects its awpe@ion.

B. Committee Chairpersonships shall be held no longer than two years.

C. Committees shall reflect the diversity of the faculty (e.g., race, gender, age, sexual orientation, physical
challenges) when possible.

Article V

Committee Operatits and DecisioiMaking

Standing committees shall be guided by the following procedures in their deliberations and -teaisicn

Standing committee decisions are recommendations to the administration. The following are recommended
procedures for dedin-making and committee operations:

A. In order for a committee to take action, a quorum must be present. A quorum consists of 51% of members of
the committee.

B. When any policy items are to be considered, the committee Chairperson shall disseminate alb
faculty members and to theofficers of thegraduate and undergraduate student organizatioasiotice
that policy or procedural changes will be presented for a vote. This notice, including a brief statement
describing proposed changes, shall be dissamited at least 5 working days prior to the meeting at
which a vote is to be taken.

C. With approval of the Committee, any policy item can be designated an emergency item, and as such can be
exempted from the foregoing requirements of prior notificatidowever, all other requirements relating to
postdecision notification will remain in effect.
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D. Publication of all policy and procedural changes passed by committees shall be in writing, including
the article number and title, and made available to allfaculty members, the Director, and to the
officers of the graduate and undergraduate student organizatidhsough normal communication
channels within five (5) working days after decision is _madeThis may be accomplished by
dissemination of committee mites, or by a special notice. The minutes or memo should include a
prominent notice of a "Policy Change." The policy statements are located in the offices of the School's
representative to the Association Council and Director. Curriculum Policy Stagemrentocated in the
office of the Director. Admission Policy Statements are located in the office of the Director of Admissions
and Student Services and the Director.

E. Policy shall become effective within 5 working days after notice has been givereveliguif a faculty
member wishes to register an objection to a policy, it shall be done by first requesting a committee, in
accordance with the following procedures:

1. The objection must be filed in writing with the committee Chairperson prior to tkeetdatpolicy
becomes effective.

2. The objector shall be specific about the reasons for the objection, and may offer alternatives for
discussion.

3. Faculty members, officers of the graduate and undergraduate student organizations, and the Director
mustbe notified by the objector that the objection has been filed.

4. The committee is obliged to place this item on the agenda at its next regularly scheduled meeting,
providing that the item is received by the Chairperson prior to publication of the agenda.

5. The individual or group registering the objection has the option of appearing at the committee meeting
to support the case for the objection.

6. After reconsideration, the committee takes a final vote.

7. |If after reconsideration the policy is defed, no further action is necessary. If the policy is passed
without change, it becomes effective after five (5) working days, unless a faculty review is requested
within the five (5) working day period. If the policy is passed incorporating changeglitye gioes not
become effective until 5 working days after the changes have been published.

F. Faculty Review

1. After a committee review, objections to policy can be raised through the use of the following review
procedures.

2. The objection shall béiled in writing with the Director of the School and the Chairperson of the
appropriate committee prior to the date the policy becomes effective.

3. The written objection shall be signed by a minimum of threetifuk faculty members.

4. The objectors lall be specific about the reasons for the objection, and may offer alternatives for
discussion and consideration.

5. The faculty as a whole shall be informed of the written objection by the Director, no later than the next
regularly scheduled faculty mig, at which time the faculty may take action, or defer the matter for
consideration to another specific, scheduled faculty meeting.
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6. By a majority vote, the faculty shall: (1) ratify the committee's decision, or (2) modify or reject the
committee'slecision.

7. If the faculty ratifies the committee's original policy decision, modifies the committee's decision or
authorizes a different policy decision, the action becomes effective immediately.

8. If the faculty refers the matter back to the comeeiftor to a new committee, any previous committee
timetables for implementation are nullified.

G. As soon as a policy becomes effective, it is the responsibility of the committee Chairperson to
disseminate to all faculty and toofficers of the graduate am undergraduate student organizatiores
APol i cy Ch aflmgeasedvehare a faculty review alters a policy decision, the faculty shall
designate the appropriate committee Chairperson to prepare the memo.) The memo shall contain:

1. Exact wording of ew or amended policy or procedures.

2. The page and section numbers which indicate where in the appropriate Policy and Procedures Manual
the new or amended policy should be included.

H. If consensus on a decision cannot be reached in a standing cominéteemmittee Chairperson shall ask
that a decision be made by a majority vote of those faculty members present at a duly announced faculty
meeting.

I. Faculty members who are not present during a vote at a faculty meeting at which there is a quorum must be
polled if their vote may affect the final decision on the condition that they have read the reports, documents,
and materials, and have been actively involved in the discussions.

J. Proxy votes may be submitted by absent faculty members who have read the, @pouments, and
materials, and have been actively involved in the discussions.

Article VI

Annual Reporting

At the end of each committeebs work year, the Chai
report to the faculty, with a py to the Director. This report will summarize its activities for the year.

Excerpts taken from the Department Policy Statement appigwmeldl1, 2007
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Name

Appendix Il
WESTERN MICHIGAN UNIVERSITY: School of Social Work

SCHOLARSHIP APPLICATION 2009-10
Deadline.: Septembed 8

Phone # (home)

Current Address: (cell)

E-Mail Address

Permanent Address:

Anticipated Graduation Date:

My current cumulative GPA is:
My undergraduate cumulative GPA (graduate students o)) was

(Month/year)

| am a Graduate Student Advanced Standing

' Year Fulktime
2" Year Rull-time

T Year Extendedstudy
2" Year Extendedstudy
3 Year Extendedstudy

I am an Undergraduate Studentgurrently enrolled: Full-time Part-time

I am applying for the(select all that you are applying for)

Rebecca Ann Binkowski Memorial Scholarship

Stephen A. Crumm Memorial Endowed Scholarship

Robert Barstow Scholarship

Nathaniel McCaslin Scholarship
Deloris J. Phillips Scharship (open to MSW students only in 2007)

Please attach to this form:

1. Current resume
2. Two letters of reference that address your qualifications
3. Atwo to three page personal statement, addressing the following items:

a.

~®oo00o

Current areas of academic interest andpgcialization
Current, proposed, or desired internship

Volunteer experiences/community involvement
Previous awards, honors, and accomplishments
Future career aspirations

A statement explaining reasons you are qualified and deserving of the award(s) (you stu
include a specific statement for each scholarship request)

This form must be returned bySeptemberl8with your resume letters of referenceand personal

statementto:

School of Social Work
1903 W. Michigan Ave. #5354
Kalamazoo, Ml 490085354
Attn: Student Services
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Appendix Il

Social Work Licensure
Effective July 1, 2005, the provisions of P.A. 61 of 2004 go into effect. This causes significant changes to the
regulation of the social work profession.
Title Changes
Registered Social Work Techrtian becomes Registered Social Service Technician

The application can be found at:
http://www.michigan.gov/documents/mdch_sw_svc_tech_app pkt 130544 7.pdf

RegisteredSoci al Wor ker becomes Licensed Bachelords Soci
The application can be found at:
http://www.michigan.gov/documents/mdch_sw_bachelor_app pkt 130545 7.pdf

Cagtified Social Worker becomes Licensed Master s Sc
The application can be found at:
http://www.michigan.gov/documents/mdch_sw_master_app_pkt 130548 7.pdf

Regulatory Changes

The social service technician continues to be a registration. An individual who is not registered can do similar
work but they cannot be called a social service technician.

The bachelor and master social worker will change from atratish to a license. This means that only the
individuals who are licensed can call themselves social workers and that the tasks defined by the public health
code as social work have to be done by licensed social workers. This transition will be ddficodtny but it

will cause Michigan to be in line with most other states.

New administrative rules have been developed to address the new provisions of the law. They are available at
the following website:
http://www.state.mi.us/orr/emi/admincode.asp?AdminCode=Single&Admin_Num=33802901&Dpt=CH&RngH

igh.

Scope of Practice Changes

To provide better distinction between the experienced prattdéica and t he Anewod practidt
was created at each level of practice. This limited license allows the individual licensee to practice the
activities/functions of the full registrant/licensee while under the supervision of the fulldeeRsr example,

an individual who has completed their bachelor degree in social work would like to have a chance to practice

what they have | earned but they need to have guid
provides them with thepportunity to perform bachelor social worker tasks while under the guidance and
supervision of a mastero6s soci al wor ker . At the <co

individual is ready to be a licensed bachelor social worker.

Additionall vy, the | egislation provides for a disti
private practice activitiesandowmaone counseling and the masterbs soc
activities such asrunningacommm i t y agency. The masterodés soci al wor
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designation in either clinical practice or macro practice. (People who currently hold the certified social worker

registration wil/| be i s s ueidboth fields.) cTaenirstial licanse wall benissised e r 6
for only one area of practice but the second area can be acquired with the completion of experience under a
masterb6s soci al worker in that area of practice.

The Public Health Code provides a defimitiof the practice for each level of regulation. These definitions were
used to determine the areas in which experience would be needed for each level. To assist people in
understanding the differences in the levels of regulation, a grid was createdwvtevebowould typically be
responsible for various activities or functions. This is not an inclusive grid but it is intended to assist you in
understanding the differences in the scope of practice for each license type.
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Scope of Practice for Social Work Telenician, LBSW and LMSW

Task

Tech

BSW

MSW

Macro

Clinical

I nterviewing clients r

X

Provide information about available services

Provide assistance regarding community resourg

Provide linkage$o community services

Conduct caséinding activities in community

Monitor clientds compl
expectations

Provide lifeskills training

Case Management

X

Case Management for high risk clients

Advocacy for individual

Advocacy for group/communities

Psychosocial assessment

Information and referral

Community organization

Identification of presenting problem

Teaching/Education of client

Research

Intervention planning and evaluation

XXX [X|X|[X|X|X][X

Intervention methods using specialized and form
interactions

Coordination/evaluation of service delivery

Development of social welfare policy

Provision of traning regarding community needs
and problems

Supervision of macro social workers

Consultation regarding agency practice and polig
development

Psychotherapy with adults

Psychotherapy with children

Psychosocial assessnt

Diagnosis of mental, emotional and substance al
disorders

XX | X | X

Child welfare

Child or adult custody

School social work

Corrections social work

Forensics social work

Medical setting social work

Supervision (of clinical social workers)

Treatment planning and evaluation

Directing clinical programs

Consultation regarding clinical issues

Consultation regarding agency practice & policy

development

XU | XXX XXX X | X[ X
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Informati on For People with Established Registrations Prior to July 2005
All current registrations will automatically be transferred to the equivalent classification:

Social work technician registrationSocial service technician registration

Social worker regtration=Bac hel or 6s soci al worker | icense
Certified social worker registrationMa st er 6 s soci al worker | icense
Al l currently registered mastersodé6 social workers wi

their licenses.They are expded to practice only in their area of their expertismacro social workers should
not be practicing clinical social work and clinical social workers should not be practicing macro social work.
Frequently it is difficult to separate the functions so It laé possible to hold both designations.

If the currently registered individual did not have a degree in social work or complete the ASWB examination,
their license will remain active. Their license status will be not changed even though the reqgsifement
licensure have changed.

Those who have let their registrations lapse will be reviewed on a case by case basis for the next year to
determine the best way to address this issue. The new administrative rules provide for the submission of 45
continuirg education credits with the application fodi@ensure. The types of acceptable programs are listed
also in the continuing education section of the rules and more information will be made available regarding
approved activities as soon as possible.

The renewal cycle in April 2006 will start the following changes:
The licenses/registrations will be valid for 3 years rather than the curyestr Zycle

BSW and MSW licensees who renew in 2006 will have to complete 45 hours of board approved cpntinuin
education activities in the 20062009 licensing cycle.

There are no continuing education requirements for the social service technician.

Basic information regarding acceptable continuing education is listed in the administrative rules and more
information will be posted on the website as soon as the methods for approving courses are finalized by the
Board and Department

Experience To Be Earned in a Limited Registration/License Status:

The addition of a limited registration or license at eacklle¥ regulation allows qualified individuals to gain

the required experience after meeting the educational requirements while in an appropriate supervisory situation.
Starting September 2005, experience for the social service technician and eithehteelbacr or mast er
worker must be earned while in a limited status. Limited license social workers will be able to take the
examination required for full licensure while they are earning their experience.

New Registration/License Documents To Be fiomatically Issued to Current Registrants:

For those who did not renew in 2005 but currently hold an active registration, new registrations or licenses will
automatically be sent to reflect the new levels of regulation. The new documents will be mailegust or
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September. Those who renewed in 2005 have a statement on their license that indicates effective July 1 2005,
the SW and CSW registrations become BSW and MSW licenses.

NOTE: For those who have a mastchred ordasgrd ea ethbutanar
masterods soci al wor ker | evel for macro practice, a
education and experience will be required but applicants will not have to complete an examination foelicensur

in macro practice. Submission of the education and verification of experience in acceptable practices will also
have to be submitted.

In July 2006, the initial applicant for a macro pl
Generalist gamination.

Applicants for the clinical practice license will have to verify their experience, education and complete the
ASWBG6s Clinical examinati on.

BSWs with clinical experience will have to complete the requirements of education, experiencesatiek pas
ASWB Bachel ordéds examination.

Enrol |l ment in a masterdés degree socia
soci al wor ker |l icense. Applicants wil
CSWE accredited program.

Starting July 1, all BSW and MSW applicants will be required to have a degree in social work. Other degrees
will no longer be acceptable. (If the original registration was issued on the basis of some other degree, we will
not tale the license away. The degree requirement only applies to new applicants)

Supervision Requirements for Limited Registrations/Licenses:

Limited Social Service Technician registration:
¢ No more than 2,000 hours in 1 year
Limited license issued for onegr and can renew only once
Supervisory review required at least 4 hours per month
Supervision by |icensed bachel ordés or masterds

N

Limited Bachelor Social Worker license:
e 4,000 hours at no more than 2,000 hours per year after degree tample

¢ Limited license issued for 1 year and renewed for not more than 6 years
e Supervision by masterds social worker
e Work for no more than 40 hours per week
e Supervisory review required of at least 4 hours per month in group or individual settingsdagt 4t |
hour must be an individualized review
Limited Mastero6s Social Worker |l icense:

4,000 hours at no more than 2,000 hours per year after degree completed

Limited license issued for 1 year and renewed for not more than 6 years

Super vi si o socidl workefasameedesiyrsation as limitéde.g. macro supervisor for macro
experience and clinical supervisor for clinical experience

Work from no more than 40 hours per week

Supervisory review required of at least 4 hours per month in group oidadisettings but at least 1
hour must be in individualized review

50% of the supervision should include individual contact during which active functions and records of
limited licensee are reviewed
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Alternate supervision arrangement requirements forba hel or and masterds | evel

In cases of extreme hardship where an approved supervisor is not available, supervision by a related healthcare
practitioner can be requested. Before the alternate supervisor can be used, the limited licensee must submit a
request with a proposed plan and documentation of the willingness of the alternate supervisor. The Board shall
review the request and approve/disapprove the alternate supervisor.

Documentation of Supervised Experience

Experience for the Social Service Tedhan can only be verified by completion of the Michigan experience
form.

Experience for the Bachelordéds or Mastero6s Social Wa
e Completion of Michigan experience form

¢ Licensure from other state if had 4,008urs of similar supervised experience required
[}

Verified ACSW status (QCSW is not acceptable because it requires only 3,000 hours of post degree
experience)

If supervisor no longer available, verification of experience from agency director or progetodi
who would be familiar with abilities.
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WESTERN MICHIGAN UNIVERSITY
School of Social Work
Amy Tuley, Director of Admissions and Student Services
amy.tuley@wmich.edu

Social Work Licensingin Michigan

Reasons for Social Workers to Complete this Process:

A

| t 6s it @il yl awlicensed bachelor's social worker shall u
workero, or AL.B.S.W. 0. Only aslei dédhresad trhaestiidri 'ce nsedi a
isocial workero, or AL.M.S.W. 0.0

SeePUBLIC HEALTH CODE (EXCERPT) Act 368 of 1978, 333.18503 Representation or use of title;

prohibition found at:
http://www.legislature.mi.gov/(S(vohkba55If3hgbz2vlpct4ra))/mileg.aspx?page=getObject&objectName=
mcl-333-18503

Resources:

1. School of Social Work websitehttp://www.wmich.edu/hhs/sw/
Al l usef ul |l icensing websites can be found in ¢t

2. Michigan Department of Community Health, Social Work Board: (license applications)
http://www.michigan.gov/mdch/0,16071B82-27417 27529 27554,00.html

3. Association of Social Work Boards:(exam informationhttp://www.aswb.org

4. NASW Michigan: (professional social work organizatiom}p://www.naswmichigan.org/

5. Student Handbooks:graduatenttp//www.wmich.edu/hhs/sw/graduate/GraduateHandbook2008
09.pdf undergraduatbttp://www.wmich.edu/hhs/sw/undergrad _handbook209%df

Applying for and receiving your Limited Lic ense:
1. Complete your degregBSW or MSW)

2. Complete an application for limited license, and send the application with the $40.00 feethe
State of Michigan(the mailing address can be found on the application)
a. M.S.W. graduates apply for LLMSW Clinical Macro found at:
http://www.michigan.gov/documents/mdch_sw_master app_pkt 130548 7.pdf
b. B.S.W. graduates apply for the LLBSW found at:
http://www.michigan.gov/documents/mdch_sw_bachelor_app_pkt 130545 7.pdf

w

Complete the fACertificat i onthiofdrm iSfound irathe apilicatien E d u c
packet found in té links in 2a. and b.)
a. Complete first page of the form
b. Send both pages of the form to:
Amy Tuley
School of Social Work
1903 W. Michigan Ave, #5354
Kalamazoo, Ml 49008354

P

Request an officialfinal transcript, pay the $5.00 fee, and have yauranscript sent to Amy Tuley
Director of Admissions, School of Social Work, mailstop #5354
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(Find the transcript form dittp://www.wmich.edu/registrar/pdf/forms/transcrgguest.pdf

5. Limited license is sent to yowvith explanation of exam requirement and supervision
6. Find work as a BSW or MSW level social worker
a. See scope of practice (find in MSW Handbook, Appendix VII, or in BSW Handbook, Appendix
1))

b. Find a LMSW supervisor and start to document 4000 hours
What you must do as a Limited Licens€and be eligible to apply for a full license):

1. Register for ($175.00) and take the exaifpassing grade is 75% or more) Information is found at
www.aswb.org
a. LLMSW s take theClinical Exam if applying for the clinical licenser the Advanced
Generalist Examif applying for the Macro license
b. LLBSWs take théBachelors Exam
c. Itis recommended that you take theloe practce exam for $75.00
b. Itis recommended that you purchase study guide for $30.00

2. Maintain a log for all supervision meetings and include topics discussed (relate to scope of practice),

date of meeting, and designate if meeting is individual, groufinenor by phone

a. You must find a supervisor with a LMSW who has a license in the practice area in which you
are applying:
e LLBSWs can be supervised by either a clinical or macro LMSW, but a
e LLMSW seeking a clinical license must be supervised by a LM3Mical, and a
e LLMSW seeking a macro license must be supervised by a LMSW Macro

b. Four supervision sessions per month required (minimum of 1 of the 4 isfaoe session)

c. 50% of the time is spent discussing social work activities and recepinke

d. Work must be in an agency, health facility, or institution and must be minimum of 16
hours/week and maximum of 40 hours/week

e. Have supervisor sign off on every session, and list her/his credentials

f. The supervisor is not required to be workinghe same agency in which you work

g. More information can be found http://www.naswmichigan.org/displaycommon.cfm?an=4

3. Renew limited license every yeauntil 4000 hours are oapleted, do not exceed 6 years
4. Once 4000 hours have been completeaiad you pass the exam, apply for full license
Applying for full license:

1. Submit the application and fee(you do not need to submit another Certification of Social Work
Education érm if previously sent for the LLMSW or LLBSW)
Application for LMSW:
http://www.michigan.gov/documents/mdch_sw_master app_pkt 130548 7.pdf
Application for LBSW:
http://www.michigan.gov/documents/mdch_sw_bachelor_app_pkt 130545 7.pdf

2. Submit the compl et ed Su pvithrthe completed applivaton iothé cat i on |
Michigan Department of Community Health (this form is found in the application packet)

3. Must have passed the licensing exam

Maintaining a full license:
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1. Once you have a full license, you will needd¢oew it every 3 years

2. During the 3 years, you mtcomplete 45 hours of continuing education creditéat least 5 hours must
be in ethics and 1 hour in pain management), see:
http://www.michigan.gov/documesiindch/mdch_fhs _bhser_socwork cebroc 175253 7.pdf
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Appendix IV

WESTERN MICHIGAN UNIVERSITY
School of Social Work

I. Way & K. VanDeusen Fall 2009
Referencing the Paper for Professional Writing

The information below follows the editorial style outlined in the Publication Manual of the American

Psychologial Association §" ed, 2010. Each section first describes the correct style, and then gives an

example. Exact placement of periods, commas, and capital letters is important!

IN-TEXT CITATIONS

1. References are used to cite the source of quotationdrtitieel text, to acknowledge specific contributions
or opinions of other writers, and to document statistics and facts that are not well known. Do not include the
name of articles or books in the text. The surname of the author and the publication yesrtee in the
text at the appropriate point, for example:

éthan previously reported (Smith & Williams, 1987

Smith and Williams (1987) identified four typesé

Kadushin (1983) defined the interviewé

I n a study of adoption patterns (Kadushin, 1984) é
2. Whenyou use a direct quot e, introduce it in your s

When using a direct quote, also include the page number from the original text, for example:
Smith and Williams (1987) describe, Aéo0 (p. 39).

3. Notethat an ampersand (&) is used only in parenthetical material and in the reference list. Otherwise, write
out the wordand.

4. When the point you are making in your sentence is supported by two or more different publications, present
those publications in aff@betical ordeby last name of*lauthor of each publicatigin parentheses.

According to other studies (Katz, 1990; Rubenstei

5, The first time you I|list the aut hor se Hudsoy &&ato, t e xt |,
1993). After that, if there are 3 to 5 authors, any future citation is listed as first author, et al.

First citation
Barbaree, Hudson, and Seto (1993) state....

Additional citations
Barbaree et al. (1993) include.ar ...receve much support (Barbaree et al., 1993).

6. If there are 6 or more authors, list only the first authoretid.e ach ti me in the text (
are never listed in the text). But do list all authors in the referencAnistxception is with r more
authorsi in this case, list names of first 6 authors, followed®bynd name of last author.

7. If you find an article or book that quotes or cites another author, the best practice is to locate and review
that original citation. If you choose to tao this, the correct citation would be:
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Direct Quotation
Social intelligence has been defined by Cantor and Kihlstrom (1989,p. as a ficonveni en
principled (as quoted in Kaukiainen et al .,

Paraphrase
Thorndyke (1920) wathe first to describe the conceguicial intelligencdas cited in Bjorkqvist, Osterman,
& Kakuiainen, 2000).

8. Personal communicatidnif you have learned something from an individual through a personal
communication (e.g., email, phone conversationywge/) you can cite this in the text as follows. Personal
communications are not listed on the reference list.

Examples
In an interview with M. Smith (personal communication, October 30, 2002),

... there is frequently an overlap between domesticvi@and child abuse (M. Smith, personal
communication, October 30, 2002).

REFERENCE LIST

Each of the references you cite in your paper are listed on a separate page alphabetically by author or, if there is
no author, by title. Do not include any referes¢hat you did not cite directly in your paper. Correct style

would be to double space the entries, but for class, you may be able to single space to save paper. In any
citation, list the authors in the order they are presented on the publication.

Because the purpose of the reference list is to enable the reader to locate relevant material, all of the information
needed to identify the publication should be included. The following provides examples of different types of
bibliographic listings.

Referenaig Journal Articles

Style: Indent all but %iline (hanging indent). List the surname and initials of the author(s) (leave a space
between author name initials); the year of publication (in parentheses); the title of the article (capitalize only the
1*'word of the title, ¥ word of subtitle, and any proper nouns); the title of the journal (capitalize all key words);
the volume number; and inclusive page numbers. Put journal title througim titedics, following the volume
number.A new requirement (2ID) is that thealigital object identifiedoi) be provided at the end of the

reference citationVhen the doi is not available, it can be left off. If an article without a doi is retrieved
electronically, include the website from which it was retrieved.

Examples:

Adler, N. A., & Schutz, J. (1995). Sibling incest offend€kild Abuse & Neglect, 1811-819.
doi:10.1016/0145134(95)00044

Ainsworth, M. D. S. (1989). Attachments beyond infanmerican Psychologist, 4409-716.doi:
10.1037/000366X.44.4.709

Birnbaum, M. (2000)The power of purposeful sessional endings in each group enc@otid. Work with Groups,
23(3), 37#52.doi: 10.1300/J009v23n03_04

Referencing a Chapter in an Edited Book or an Encyclopedia
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http://dx.doi.org.libproxy.library.wmich.edu/10.1016/0145-2134%2895%2900040-F

Style: Indent all but the first line (this is called a haggimdent). List the article or chapter author or authors
(leave a space between author name initials), date of publication (in parentheses); article or chapter title
(capitalize only the slword of the title, I word of subtitle, and any proper nouns)pk editor or editors; book
title (capitalize only the lword of the title, I word of subtitle, and any proper nouns); inclusive page numbers
(in parentheses); and publisher information. Put the book title in itRliogide thedigital object identifer (doi)

for the book if it is available.

Examples:
Barbaree, H. E., Hudson, S. M., & Seto, M. C. (1993). Sexual assault in society: The role of the juvenile
offender. In H. E. Barbaree, W. L. Marshall, & S. M. Hudson (Ed#$¢, juvenile sex offend@op. 1-24).
New York: The Guilford Press.

Ozawa, M. (1987). Social security. Encyclopedia of social word8" ed., Vol. 2, pp. 64454). Silver Spring,
MD: National Association of Social Workers.

Referencing Complete Books

Style: Indent all but therkt line. List the book author or editor (leave a space between author name initials);
date of publication (in parentheses); book title (capitalize onlyweotd of the title, I word of subtitle, and
any proper nouns); and publisher information. tRatbook title through thein italics.

Examples:
Davis, M. H. (1996)Empathy: A social psychological approa&uoulder, CO: Westview Press.

Cicchetti, D., & Carlson, V. (Eds.). (198%hild maltreatment: Theory and research on the causes and
consegences of child abuse and negléeambridge, MA: Cambridge University Press.

Referencing Limited Edition Circulation Publications

Style: Indent all but the first line. List the author or editor (leave a space between author name initials); year and
morth of publication (in parentheses); title of the publication (capitalize all key words and underline); and
where the publication can be obtained.

Example:

Kelley, E. (1988, March)Newsletter of the NASW Committee of Social Workers for Peace and Seleak\W
(Available from the National Association of Social Workers, 7981 Eastern Avenue, Silver Spring, MD
20910).

Referencing Government Repggamples are from APA Manual, 2M)

U.S. Department of Health and Human Services, National InstitutesatthiHdational Heart, Lung, and Blood
Institute. (2003)Managing asthma: A guide for scho@iIH publication No. 022650). Retrieved from
http://www.nhlbi.nih.gov/health/profiihg/asthma/asth_sch.pdf
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Referencing O+Line Sourcegexamples are from APA Manual, 2Q0)
APA (2010) st at eetigval dazonleasdhe sourcecenhteridl enay change over tinfe.g.,
Wi Kk i(p. 192).

Onlinejournal artide

Sillick, T. J., & Schutte, NS. (2006). Emotional intelligence and sefiteem mediate between perceived early
parental love and adult happineBgournal of Applied Psychology(2), 3848. Retrieved from
http://ojs.lib.swin.edu.au/index.phpejap

Multipage document created by a private organization, no date

Greater New Milford (CT) Area Healthy Community 2000, Task Force on Teen and Adolescent Issues. (n.d.).
Who has time for a family meal? You &R#trieved fromhttp://www.familymealtime.org

Electronic discussion list message

Smith, S. (2006, January 5). Re: Disputed estimates of IQ [Electronic mailing list message].
Retrieved fromhttp://tech.groups.yahoo.com/group/ForensicNetwork/message/670

E-mail
Email sent from one person to another is cited as a personal communication in the text; no bibliography
referenceneeded.

Note: APA style says to avoid using footnotethey are distracting however, if you must write a note, place
it at the end of your paper, before the reference list.

This Guide is adapted from Jill Duerr Berrick, School of Social Welfare,dusity of California, Berkeley
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Appendix IV

The National Association of Social Workers Code of Ethics

Code of Ethics ahe National Association of Social Workers
Approved by the 1996 NASW Delegate Assembly and revised by the 1999 NASW Bedegatéy

Preamble

The primary mission of the social work profession is to enhance human well being and help meet the basiedudsnahall
people, with particular attention to the needs and empowerment of people who are vulnerable, oppressed, and living A povert
historic and defining feature of social work is the profession's focus on individual well being in a socidl aodtine well being

of society. Fundamental to social work is attention to the environmental forces that create, contribute to, and addmassrprobl
living.

Social workers promote social justice and social change with and on behalf of clientsts"Gtiemsed inclusively to refer to
individuals, families, groups, organizations, and communities. Social workers are sensitive to cultural and ethnicadidestsite

to end discrimination, oppression, poverty, and other forms of social injusticee &bgvities may be in the form of direct practice,
community organizing, supervision, consultation, administration, advocacy, social and political action, policy development al
implementation, education, and research and evaluation. Social workets seblance the capacity of people to address their own
needs. Social workers also seek to promote the responsiveness of organizations, communities, and other social institutior
individuals' needs and social problems.

The mission of the social work gassion is rooted in a set of core values. These core values, embraced by social workel
throughout the profession's history, are the foundation of social work's unique purpose and perspective:

service

social justice

dignity and worth of the person
importance of human relationships
integrity

competence.

This constellation of core values reflects what is unique to the social work profession. Core values, and the prinfigpesdhat
them, must be balanced within the context and complexityedfitiman experience.

Purpose of the NASW Code of Ethics

Professional ethics are at the core of social work. The profession has an obligation to articulate its basic valuesné&iles)|

and ethical standards. The NASW Code of Ethics sets forsie tredues, principles, and standards to guide social workers' conduct.
The Code is relevant to all social workers and social work students, regardless of their professional functions, tle wbtthgs
they work, or the populations they serve.

The NASWV Code of Ethics serves six purposes:

1. TheCodeidentifies core values on which social work's mission is based.

2. TheCodesummarizes broad ethical principles that reflect the profession's core values and establishes a set
of specific ethical standardisat should be used to guide social work practice.

3. TheCodeis designed to help social workers identify relevant considerations when professional obligations
conflict or ethical uncertainties arise.

4. TheCodeprovides ethical standards to which tlengral public can hold the social work profession
accountable.

5. TheCodesocializes practitioners new to the field to social work's mission, values, ethical principles, and
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ethical standards.
6. TheCodearticulates standards that the social work msifan itself can use to assess whether social
workers have engaged in unethical conduct. NASW has formal procedures to adjudicate ethics complaints filed againstsits memlt
* In subscribing to this Code, social workers are required to cooperate mpiksnmentation, participate in NASW adjudication
proceedings, and abide by any NASW disciplinary rulings or sanctions based on it.

*For information on NASW adjudication procedures, see NASW Procedures for the Adjudication of Grievances.

The Codeoffers aset of values, principles, and standards to guide decision making and conduct when ethical issues arise. It d
not provide a set of rules that prescribe how social workers should act in all situations. Specific applicatioBGed#gthest take

into account the context in which it is being considered and the possibility of conflicts amoGgpdessvalues, principles, and
standards. Ethical responsibilities flow from all human relationships, from the personal and familial to the social ssidnaiofe

Further, theNASW Code of Ethicdoes not specify which values, principles, and standards are most important and ought t
outweigh others in instances when they conflict. Reasonable differences of opinion can and do exist among social workers \
respet to the ways in which values, ethical principles, and ethical standards should be rank ordered when they conflict. Ethi
decision making in a given situation must apply the informed judgment of the individual social worker and should also consic
howthe issues would be judged in a peer review process where the ethical standards of the profession would be applied.

Ethical decision making is a process. There are many instances in social work where simple answers are not availaele to re:
complex etical issues. Social workers should take into consideration all the values, principles, and standar@odethéa are
relevant to any situation in which ethical judgment is warranted. Social workers' decisions and actions should be wihdistent
spirit as well as the letter of thidode

In addition to thisCode there are many other sources of information about ethical thinking that may be useful. Social worker
should consider ethical theory and principles generally, social work theory aadcteslaws, regulations, agency policies, and
other relevant codes of ethics, recognizing that among codes of ethics social workers should codsd@&tiode of Ethicas

their primary source. Social workers also should be aware of the impact ca ddtsion making of their clients' and their own
personal values and cultural and religious beliefs and practices. They should be aware of any conflicts between personal
professional values and deal with them responsibly. For additional guidanakvemrtiers should consult the relevant literature on
professional ethics and ethical decision making and seek appropriate consultation when faced with ethical dilemmas. This 1
involve consultation with an agendased or social work organization's ethasmmittee, a regulatory body, knowledgeable
colleagues, supervisors, or legal counsel.

Instances may arise when social workers' ethical obligations conflict with agency policies or relevant laws or regutaions. W
such conflicts occur, social workersugt make a responsible effort to resolve the conflict in a manner that is consistent with the
values, principles, and standards expressed inCihéke If a reasonable resolution of the conflict does not appear possible, social
workers should seek propearrtsultation before making a decision.

The NASW Code of Ethicss to be used by NASW and by individuals, agencies, organizations, and bodies (such as licensing at
regulatory boards, professional liability insurance providers, courts of law, agency bbditsctors, government agencies, and
other professional groups) that choose to adopt it or use it as a frame of reference. Violation of standar@sde dbiss not
automatically imply legal liability or violation of the law. Such determination ¢dy lbe made in the context of legal and judicial
proceedings. Alleged violations of tiimdewould be subject to a peer review process. Such processes are generally separate fro
legal or administrative procedures and insulated from legal review or piogeed allow the profession to counsel and discipline

its own members.

A code of ethics cannot guarantee ethical behavior. Moreover, a code of ethics cannot resolve all ethical issues or dispute
capture the richness and complexity involved in stguim make responsible choices within a moral community. Rather, a code of
ethics sets forth values, ethical principles, and ethical standards to which professionals aspire and by which theanabgons
judged. Social workers' ethical behavior shoulsutefrom their personal commitment to engage in ethical practice NASN

Code of Ethicsreflects the commitment of all social workers to uphold the profession's values and to act ethically. Principles ar
standards must be applied by individuals of gobdracter who discern moral questions and, in good faith, seek to make reliable
ethical judgments.

Ethical Principles

The following broad ethical principles are based on social work's core values of service, social justice, dignity andtieorth o
persa, importance of human relationships, integrity, and competence. These principles set forth ideals to which all sosial work
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should aspire.

Value: Service

Ethical Principle: Social workers' primary goal is to help people in need and to address soatiddims

Social workers elevate service to others aboveistfest. Social workers draw on their knowledge, values, and skills to help
people in need and to address social problems. Social workers are encouraged to volunteer some portion essaiapsiills

with no expectation of significant financial return (pro bono service).

Value: Social Justice

Ethical Principle: Social workers challenge social injustice.

Social workers pursue social change, particularly with and on behalf of vumaradbloppressed individuals and groups of people.
Social workers' social change efforts are focused primarily on issues of poverty, unemployment, discrimination, anthstber for
social injustice. These activities seek to promote sensitivity to and &dge/labout oppression and cultural and ethnic diversity.
Social workers strive to ensure access to needed information, services, and resources; equality of opportunity; and meanir
participation in decision making for all people.

Value: Dignity and Woth of the Person

Ethical Principle: Social workers respect the inherent dignity and worth of the person.

Social workers treat each person in a caring and respectful fashion, mindful of individual differences and cultural@and eth
diversity. Social workrs promote clients' socially responsible -glglfermination. Social workers seek to enhance clients' capacity
and opportunity to change and to address their own needs. Social workers are cognizant of their dual responsibibtynal ¢bent

the broadersociety. They seek to resolve conflicts between clients' interests and the broader society's interests in a soci
responsible manner consistent with the values, ethical principles, and ethical standards of the profession.

Value: Importance of Human Raionships

Ethical Principle: Social workers recognize the central importance of human relationships.

Social workers understand that relationships between and among people are an important vehicle for change. Socialagerkers er
people as partners the helping process. Social workers seek to strengthen relationships among people in a purposeful effort
promote, restore, maintain, and enhance the well being of individuals, families, social groups, organizations, and communitie
Value: Integrity

Ethical Principle: Social workers behave in a trustworthy manner.

Social workers are continually aware of the profession's mission, values, ethical principles, and ethical standardeei gract
manner consistent with them. Social workers act honesily responsibly and promote ethical practices on the part of the
organizations with which they are affiliated.

Value: Competence

Ethical Principle: Social workers practice within their areas of competence and develop and enhance their professidisd.expe

Social workers continually strive to increase their professional knowledge and skills and to apply them in practiceoi®ecsal w
should aspire to contribute to the knowledge base of the profession.

Ethical Standards

The following ethical stadards are relevant to the professional activities of all social workers. These standards concern (1) soc
workers' ethical responsibilities to clients, (2) social workers' ethical responsibilities to colleagues, (3) social atbikals'
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responsibilies in practice settings, (4) social workers' ethical responsibilities as professionals, (5) social workers' ethic
responsibilities to the social work profession, and (6) social workers' ethical responsibilities to the broader society.

Some of the staradds that follow are enforceable guidelines for professional conduct, and some are aspirational. The extent
which each standard is enforceable is a matter of professional judgment to be exercised by those responsible for fegexving al
violations ofethical standards.

1. Social Workers' Ethical Responsibilities to Clients
1.01 Commitment to Clients

Social workers' primary responsibility is to promote the well being of clients. In general, clients' interests are pomeawnerH
social workers' reponsibility to the larger society or specific legal obligations may on limited occasions supersede the loyalty owe
clients, and clients should be so advised. (Examples include when a social worker is required by law to report thagsa client
abused aldld or has threatened to harm self or others.)

1.02 SelfDetermination

Social workers respect and promote the right of clients tedsédfrmination and assist clients in their efforts to identify and clarify
their goals. Social workers may limit clishtight to seldetermination when, in the social workers' professional judgment, clients'
actions or potential actions pose a serious, foreseeable, and imminent risk to themselves or others.

1.03 Informed Consent

(a) Social workers should provide siems to clients only in the context of a professional relationship based, when appropriate, or
valid informed consent. Social workers should use clear and understandable language to inform clients of the purpose of
services, risks related to the seps¢limits to services because of the requirements of aghitgl payer, relevant costs, reasonable
alternatives, clients' right to refuse or withdraw consent, and the time frame covered by the consent. Social workpre\stieuld
clients with an oppdunity to ask questions.

(b) In instances when clients are not literate or have difficulty understanding the primary language used in the piragtisecsait
workers should take steps to ensure clients' comprehension. This may include providiagvitliea detailed verbal explanation or
arranging for a qualified interpreter or translator whenever possible.

(c) In instances when clients lack the capacity to provide informed consent, social workers should protect clientsbynterests
seeking perngision from an appropriate third party, informing clients consistent with the clients' level of understanding. In suc
instances, social workers should seek to ensure that the third party acts in a manner consistent with clients' wishrestand int
Socid workers should take reasonable steps to enhance such clients' ability to give informed consent.

(d) In instances when clients are receiving services involuntarily, social workers should provide information aboutettzmahatur
extent of services and alithe extent of clients' right to refuse service.

(e) Social workers who provide services via electronic media (such as computer, telephone, radio, and television) smould inf
recipients of the limitations and risks associated with such services.

(f) Social workers should obtain clients' informed consent before audiotaping or videotaping clients or permitting observation
services to clients by a third party.
1.04 Competence

(a) Social workers should provide services and represent themselves atectroply within the boundaries of their education,
training, license, certification, consultation received, supervised experience, or other relevant professional experience.

(b) Social workers should provide services in substantive areas or use itibertechniques or approaches that are new to them
only after engaging in appropriate study, training, consultation, and supervision from people who are competent in thc
interventions or techniques.

(c) When generally recognized standards do not exibtnespect to an emerging area of practice, social workers should exercise
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careful judgment and take responsible steps (including appropriate education, research, training, consultation, amh)stgervisi
ensure the competence of their work and to ptatkents from harm.

1.05 Cultural Competence and Social Diversity

(a) Social workers should understand culture and its function in human behavior and society, recognizing the stremgthsthat e
all cultures.

(b) Social workers should have a kneddje base of their clients' cultures and be able to demonstrate competence in the provision
services that are sensitive to clients' cultures and to differences among people and cultural groups.

(c) Social workers should obtain education about and tee@kderstand the nature of social diversity and oppression with respect to
race, ethnicity, national origin, color, sex, sexual orientation, age, marital status, political belief, religion, anemuntsical
disability.

1.06 Conflicts of Interest

(a) Social workers should be alert to and avoid conflicts of interest that interfere with the exercise of professioiah disdret
impartial judgment. Social workers should inform clients when a real or potential conflict of interest arises andaaéblessteps
to resolve the issue in a manner that makes the clients' interests primary and protects clients' interests to theemteaossilae.
In some cases, protecting clients' interests may require termination of the professional relatitmgingper referral of the client.

(b) Social workers should not take unfair advantage of any professional relationship or exploit others to further thelr perso
religious, political, or business interests.

(c) Social workers should not engage in I[doamultiple relationships with clients or former clients in which there is a risk of
exploitation or potential harm to the client. In instances when dual or multiple relationships are unavoidable, socéasharker

take steps to protect clients amé aesponsible for setting clear, appropriate, and culturally sensitive boundaries. (Dual or multiple
relationships occur when social workers relate to clients in more than one relationship, whether professional, soassor bus
Dual or multiple reldbnships can occur simultaneously or consecutively.)

(d) When social workers provide services to two or more people who have a relationship with each other (for example, coup
family members), social workers should clarify with all parties which idd@&is will be considered clients and the nature of social
workers' professional obligations to the various individuals who are receiving services. Social workers who anticiplte @i conf
interest among the individuals receiving services or who anticipaving to perform in potentially conflicting roles (for example,
when a social worker is asked to testify in a child custody dispute or divorce proceedings involving clients) shouldedanfg

with the parties involved and take appropriate acttominimize any conflict of interest.

1.07 Privacy and Confidentiality

(a) Social workers should respect clients' right to privacy. Social workers should not solicit private information fitsmrdikess it
is essential to providing services or coatilug social work evaluation or research. Once private information is shared, standards o
confidentiality apply.

(b) Social workers may disclose confidential information when appropriate with valid consent from a client or a pergon legal
authorized ta@onsent on behalf of a client.

(c) Social workers should protect the confidentiality of all information obtained in the course of professional seryitdpexce
compelling professional reasons. The general expectation that social workers will kepyatioforconfidential does not apply
when disclosure is necessary to prevent serious, foreseeable, and imminent harm to a client or other identifiable glkrson. I
instances, social workers should disclose the least amount of confidential informaticaneteachieve the desired purpose; only
information that is directly relevant to the purpose for which the disclosure is made should be revealed.

(d) Social workers should inform clients, to the extent possible, about the disclosure of confidentizdtioh and the potential
consequences, when feasible before the disclosure is made. This applies whether social workers disclose confideritial @mformat
the basis of a legal requirement or client consent.

(e) Social workers should discuss with ctemand other interested parties the nature of confidentiality and limitations of clients'
right to confidentiality. Social workers should review with clients circumstances where confidential information may stedeque
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and where disclosure of confidentiaformation may be legally required. This discussion should occur as soon as possible in the
social workerclient relationship and as needed throughout the course of the relationship.

() When social workers provide counseling services to families,lesupr groups, social workers should seek agreement among
the parties involved concerning each individual's right to confidentiality and obligation to preserve the confidenitifditgnafion
shared by others. Social workers should inform participenfamily, couples, or group counseling that social workers cannot
guarantee that all participants will honor such agreements.

(g) Social workers should inform clients involved in family, couples, marital, or group counseling of the social worktngeren
and agency's policy concerning the social worker's disclosure of confidential information among the parties involved in tl
counseling.

(h) Social workers should not disclose confidential information to-{artly payers unless clients have autres such disclosure.
(i) Social workers should not discuss confidential information in any setting unless privacy can be ensured. Sociahwaoiters s
not discuss confidential information in public or semipublic areas such as hallways, waiting revatsygl and restaurants.

(j) Social workers should protect the confidentiality of clients during legal proceedings to the extent permitted by taevcdihie

of law or other legally authorized body orders social workers to disclose confidential ilgedvinformation without a client's
consent and such disclosure could cause harm to the client, social workers should request that the court withdrawr thmeitorder o
the order as narrowly as possible or maintain the records under seal, unavailpbldi¢dnspection.

(k) Social workers should protect the confidentiality of clients when responding to requests from members of the media.

() Social workers should protect the confidentiality of clients' written and electronic records and otheresafsitivation. Social
workers should take reasonable steps to ensure that clients' records are stored in a secure location and that diewes'netcord
available to others who are not authorized to have access.

(m) Social workers should take predans to ensure and maintain the confidentiality of information transmitted to other parties
through the use of computers, electronic mail, facsimile machines, telephones and telephone answering machines, and «
electronic or computer technology. Disalos of identifying information should be avoided whenever possible.

(n) Social workers should transfer or dispose of clients' records in a manner that protects clients' confidentialitynaisdeist ¢
with state statutes governing records and sociak licensure.

(o) Social workers should take reasonable precautions to protect client confidentiality in the event of the socialexuiketisrn
of practice, incapacitation, or death.

(p) Social workers should not disclose identifying informatioremvdiscussing clients for teaching or training purposes unless the
client has consented to disclosure of confidential information.

(q) Social workers should not disclose identifying information when discussing clients with consultants unless thasclient h
consented to disclosure of confidential information or there is a compelling need for such disclosure.

(r) Social workers should protect the confidentiality of deceased clients consistent with the preceding standards.
1.08 Access to Records

(a) Socialworkers should provide clients with reasonable access to records concerning the clients. Social workers who
concerned that clients' access to their records could cause serious misunderstanding or harm to the client shouldsproeiele ass
in interpreting the records and consultation with the client regarding the records. Social workers should limit clients' access to tt
records, or portions of their records, only in exceptional circumstances when there is compelling evidence that suabulitcess w
cause serious harm to the client. Both clients' requests and the rationale for withholding some or all of the record should
documented in clients' files.

(b) When providing clients with access to their records, social workers should take step&dbtpeotonfidentiality of other
individuals identified or discussed in such records.

1.09 Sexual Relationships

(a) Social workers should under no circumstances engage in sexual activities or sexual contact with current clientsyethether
contact is onsensual or forced.
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