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College of Education Conceptual Framework
The Wise Professional Educator 

· Possesses rich subject matter knowledge 

· Applies sound judgment to professional practice and conduct 

· Applies a practical knowledge of context 

· Respects multiple viewpoints 

Reflects on professional practices and follows up with appropriate action
College of Education Mission Statement 
The Mission of the College of Education at California State University, San Bernardino is to prepare education and human service professionals for lives of leadership, service, and continual growth through the development of curriculum and programs that transform individuals and the community. 

The following core beliefs form the foundation for our work: 

· the dignity and inherent worth of all people, 

· diversity and multiple perspectives as essential, treasured assets, 

· a collaborative teaching/learning community, 

· the crucial leadership role of education professionals in promoting positive social change fostering human 

· development, achieving social justice, and promoting human rights In collaboration with university and P‐12 colleagues, clients, students, alumni and the community‐at‐large, we apply our values and beliefs in responding to evolving needs and priorities in the schools, agencies and communities of the region we serve. 

As outlined in our Conceptual Framework, we accomplish our mission through our personal and professional commitment to practice the following behaviors, which we model for and encourage in our students: 

· develop and maintain knowledge, skills and expertise in our fields through scholarship and reflection; 

· behave ethically, responsibly and professionally; 

· comprehend the specific contexts experienced by our students and use that understanding to make instructional decisions; 

· respect the experiences of various groups with whom we interact and make concerted efforts to incorporate knowledge of and sensitivity to those experiences in (a) professional decisions and (b) interactions with students, colleagues and members of the broader community; 

· reflect on the outcomes of our actions and make adaptations as necessary. 

Adopted by the College faculty and staff and approved by Dean Patricia Arlin April 22, 2008 
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Program Information 
Special Education Program Staff 
The program staff members are available during regularly scheduled hours to assist students. All program and course advisement must be referred to a faculty advisor.
Special Education Program
Provides general program information to candidates and applicants; 
schedules appointments with Program Director
Administrative Support Coordinators
Lola Cromwell
Janet Miller
Special Education, Rehabilitation and Counseling—CE 243
Phone: (909) 537‐7406 or (760) 341-2883 x7406
Fax: (909) 537‐5456
E-mail: specialeducation@csusb.edu 


Recruitment & Admissions Advisement
Provides information on the admissions process to applicants; runs Information Sessions required for applicants; facilitates New Student Orientation Sessions with faculty

Program Admissions Advisor

Shelia Braggs 

College of Education Student Services (COESS)-CE-102
Phone: (909) 537‐5621 or (760) 341-2883 x75621
Fax: (909) 537‐5456
E-mail: sbraggs@csusb.edu 


Internship Programs
Provides support for Internship Seminars and professional development events; 
facilitates communication with the Internship Coordinators; 
provides general information to candidates with internship credentials
Program Support Coordinator: Mild to Moderate Disabilities & Early Childhood Intern Program
Bonnie Charlton

Phone: (909) 537-7220
E-mail:  lcharlto@csusb.edu  
Program Support Coordinator and Data Analyst M/M, M/S, ECSE Intern Programs

Jennifer Martin

Phone: (909) 537-7695

Email: Jennifer.martin@csusb.edu 
Mild to Moderate Disabilities & Early Childhood Intern Program Coordinator

Dr. Marjorie McCabe

Phone: (909) 537-5656 or (760) 341-2883 x75656

E-mail: mmccabe@csusb.edu
Moderate to Severe Disabilities Intern Program Coordinator

Dr. Kathie Phillips

Phone: (909) 537-7679 or (760) 341-2883 x77679

E-mail: kathiep@csusb.edu 
Special Education Program Faculty 

Faculty members teach courses and supervise field experiences in the program. Each quarter, faculty post their regularly scheduled office hours in their course syllabi, on a sign outside their faculty office, and with their department and program office staff. Faculty advisors are available during regularly scheduled office hours. Faculty members work with students who are admitted to the credential and/or master’s degree programs in the following areas: 

· support and information regarding the course that students are enrolled in with the faculty member

· preparation of program plans
· recommendations for course substitutions from other colleges and universities for required program coursework 
Dr. Marissa Congdon
Department of Educational Psychology & Counseling office: CE 229
phone: (909) 537‐7245 

e‐mail: mcongdon@csusb.edu 
Dr. Sherri Franklin‐Guy 

Department of Educational Psychology & Counseling office: CE 224 

phone: (909) 537‐5627 

e‐mail: sfguy@csusb.edu 
Dr. Marjorie McCabe, Mild to Moderate Disabilities & Early Childhood Special Education Intern Program Coordinator 

Department of Special Education, Rehabilitation, and Counseling
office: CE 251 

phone: (909) 537‐5656 

e‐mail: mmccabe@csusb.edu 
Dr. Sang Nam, Special Education Graduate Program Coordinator 

Department of Special Education, Rehabilitation, and Counseling: CE 239 

phone: (909) 537‐5629 

e‐mail: snam@csusb.edu
Dr. Kathleen Phillips, Moderate to Severe Disabilities Intern Program Coordinator 

Department of Special Education, Rehabilitation, and Counseling: CE 269 

phone: (909) 537‐7679 

e‐mail: kathiep@csusb.edu 
Dr. Stanley Swartz 
Department of Special Education, Rehabilitation, and Counseling: CE 362 
phone: (909) 537‐5601 
e‐mail: sswartz@csusb.edu 
Dr. Judy Sylva 

Department of Special Education, Rehabilitation, and Counseling 

office: CE 243
phone: (909) 537‐7406
e-mail:  jsylva@csusb.edu
Dr. Shannon Sparks 




Dr. Jemma Kim
Department of Special Education, Rehabilitation, 
Department of Special Education, Rehabilitation,

and Counseling
and Counseling
 
office: CE 228





office: CE230
phone: (909) 537‐7328




phone: (909) 537-7237
e-mail:  shannon.sparks@csusb.edu


e-mail : Jemma.kim@csusb.edu
Navigating the Institution: College of Education (COE)
The following is provided to aid you in locating the various faculty and staff that you will encounter while completing your Education Specialist Credential at CSUSB. The College of Education is located in the College of Education Building (CE) and is organized into four academic departments: 

· Educational Leadership and Technology—CE 374, (909 ) 537-7404

· Special Education, Rehabilitation and Counseling—CE 243, (909) 537-7406/ (909)537-5606
· Teacher Education and Foundations—CE 261, (909) 537-7405

The faculty members who teach your classes are members of one of the academic departments listed above.  Each department clusters faculty according to their professional disciplines, areas of specialization, and scholarship.  Each department supports courses in the Education Specialist Credential Programs.  In addition, there is the Division of Teacher Education (see below).  Within this organization, the College of Education offers five credential programs, 15 masters programs; 19 specialist and service credential programs; 7 certificate programs; 1 specialist certificate program, and 1 doctorate in Educational Leadership.  The College of Education Dean's office is located in CE 221, (909) 537-5600.  

Student Services Office
This office includes the following staff members (a) program admissions advisors (c) credential admissions and processing staff, (d) supervision staff, and (f) masters and advanced credentials program staff. The staff members in the Teacher Education Office at the Palm Desert Campus provide advisement and facilitate communication between Teacher Education faculty and staff and students at the Palm Desert Campus. 
Program Admissions Advisors assist candidates in applying to the University and Special Education Program:
Multiple and Single Subject Programs 

Arlena Allende as Program Admissions Advisors—(909) 537-5391

Special Education Programs
Sheila Braggs as Program Admissions Advisors—(909) 537-5621
Jennifer Martin as Special Education Intern Programs Support Coordinator—(909) 537-7695
Bonnie Charlton as ECE & M/M Intern Program Support Coordinator—(909) 537-7220

Credential Programs Admissions Staff accepts applications to credential programs in the College of Education and assists candidates in the admission process.
(909) 537-5609 or (760) 341‐2883 x78109
Jennifer Arreola, Program Admission Technician

Alice Pedersen, Program Admission Technician, Palm Desert Campus
Supervision Staff serve candidates in the supervision portion of their credential program.  In consultation with the Program Director and cooperating school districts, the Director of Supervision arranges for the placement of student teachers and assigns university supervisors to candidates in the Student Teaching Option in the Education Specialist Credential Programs. 

(909) 537-5698
Yolanda Thomas and Arika Spencer

Credential Processing Staff.  Upon successfully completion of a credential program, the credential staff accepts applications for California teaching credentials and makes recommendations to the California Commission on Teacher Credentialing in Sacramento.

(909) 537-5609

Monica Rodriquez, Frances Hernandez, and Kelly Oliverius, Credential Analysts

Masters and Advanced Credentials Program Admissions Staff accept applications to Masters and Advanced Credentials programs within the College of Education.

(909) 537-5293

Shani Sims, Administrative Support Coordinator

Special Education Program Procedures
E-mail Policy

All students have an e-mail account with CSUSB.  It is your responsibility to check the messages on this account regularly as this is the only address that will be used by faculty and staff at CSUSB to communicate with you.  Some faculty may also require all electronic correspondences with them to be via the CSUSB e-mail address.

You may set up your account so that all correspondences are forwarded to another e-mail address.  This procedure will work well for monitoring your incoming messages, but if your e-mail to an instructor is not from a CSUSB address, it may not be read.  The steps for forwarding your CSUSB Coyote e-mail to another account are as follow:

· Go to mail.coyote.csusb.edu

· Type your log in (sent to you in the mail. You can find it from department office or office of Records)

· Type your password (last six digits of your student ID)

· Click OPTIONS

· Click SETTINGS

· Check ENABLE FORWARDING

· Check DON’T LEAVE COPY ON SERVER

· Type the address you wish your emails to be forwarded to

· Click SAVE CHANGES
Coursework Plan

The Coursework Plan is a tool used for advising.  It goes into the Program Admission File (PAF) for review at critical points in the credential program. It is used by you to monitor your own progression through the program requirements.  It is used by Supervision to determine when you are eligible for Supervision based on the courses you have completed.  It is used by the Credential Services to determine if you have satisfied the coursework requirements to be recommended for a credential.  It is used by the Special Education Program to schedule the appropriate number of sections of each course each quarter. The dates are recommended based on the track and the starting date.  The courses must be completed in the sequence as advisedprogram, all coursework is offered every quarter with the following exception:

ire a passi.  If for any reason you need to change tracks, you must submit a Request for Change of Program Option form to Program Admissions in the College of Education Student Services.  This form is available in both the San Bernardino and Palm Desert offices.  

Be aware that you must earn a grade of B- or better for each course (with the exception of ESPE 530 and 531 [formerly ESPE 529] which require a passing grade of B or better).

Program Advisement

Students must take responsibility for the decisions which af​fect their academic progress. Faculty and staff at the university are available to assist students by providing academic advisement dur​ing their office hours or by appointment. However, before a student meets with an advisor, the following steps are highly recommended:

1. Become knowledgeable about university policies, procedures and requirements.

2. Bring a copy of the Coursework Plan and unofficial transcripts printed from My Coyote to the advising appointment.

3. Gather all relevant decision-making information such as work schedules or other time commitments.

4. Prepare a list of questions or topics to discuss with the advisor. This is a good opportunity to discuss educational and career goals.

Course Substitutions

Candidates who have completed teacher preparation coursework at another institution may petition to have one or more courses they have completed with a grade of B or better for ESPE 530  and 531 (formerly ESPE 529) or B- or better for all other courses substituted for their credential program course requirements.  The substitution may be made on the Coursework Plan with documentation attached or it may be made at some later date by using the Course Substitution Request form.  This form may be obtained from COE Student Services (CE-102)  or from the Credential Services web pages at: https://coe.csusb.edu/sites/csusb_coe/files/coe-course-sub.pdf 
The following documentation must be attached to your request:  1) A course description (that is consistent with the year that course was/will be completed) from the college/university catalog (if the course description is vague, it is recommended that a copy of the course syllabus also be attached); 2) Verification of grade (i.e., transcript or grade card).  Students are recommended to seek the advisement and signature from their assigned advisor prior to submitting the form to the program coordinator for their review and signature.

Request for Change of Program Option

The track in which you enroll during the New Student Orientation when you complete the Coursework Plan defines the sequence of coursework that must be completed within the timeframe of the track.  If you experience circumstances that require you to change your track, your credential objective, or program option (i.e., student teaching or internship), you must submit a Request for Change of Program Option to Program Admissions in Student Services (CE-102) at the San Bernardino Campus .  This form is available online at: https://coe.csusb.edu/sites/csusb_coe/files/Request%20for%20Change%20of%20Program%20Option.pdf 
*It is important to note that when changing from ECSE to either M/M or M/S, a minimum of 2/3 CSET exams must be passed.

Department Consent to Register

The only courses for which students need department consent are ESPE 999, EDUC 600 , and EDUC 698z.  These are are only application to  Master’s comp or thesis project.
Closed Courses (Waiting List)
Students can  send an email to specialeducation@csusb.edu  with their name, ID# and with a brief statement that they would like to be added to the waitlist for any closed class and the SRC Department office will respond to their request within 48 hours.
Students who are waitlisted for a class section will be automatically enrolled in the class when a seat becomes available and all requirements are met. Waitlists creates a queue of students for specific classes and enrolls eligible students in newly opened seats.  

Waitlists will be available from the first day of priority registration until the end of first week of instruction. Interested students register as a waitlist student when the class is full.
If enough students are listed on the waiting list prior to the first day of classes, a new section of the class may be opened.  You should also attend the first night of class if you are on the waiting list as instructors may be able to add students from the list if others drop or do not attend. There will not be a waiting list available for courses that have an alternate section available.
Course Overload 
To enroll in more than 16 units in any one quarter, a student must have approval of the program director or internship coordinator of his/her program. Course Overload Permit Cards are available at the College of Education Student Services, CE-102, Records, Registration and Evaluations Information Center, UH-171, and from the department offices. Completed cards should be emailed to specialeducation@csusb.edu.  Overloads may also be requested by sending an email that includes the student’s name, ID#, course name and number, and a brief statement of permission to process the course overload.  Students will be notified when the overload has been processed.  Once "Late Registration" begins and if classes remain open and the overload is approved, additional units may be added.

University Policies

There are several University Policies that may impact you during your credential program. Please become familiar with the Financial Aid requirements and the Graduate Studies requirements by regularly checking the web pages on the CSUSB website.  All petitions and waivers must be submitted to the Special Education Program in COE Student Services for the signature of the Graduate Program Coordinator.  These forms will be forwarded to Graduate Studies for the final decision and candidates will be contacted by their Coyote e-mail when a decision is made.
Payment Policy

Payment must be received by the Bursar’s Office before the designated due date to prevent an administrative drop of your courses. The university will not be responsible for cash payments sent by mail or deposited at drop boxes. Postmarks will be disregarded. 

Registration fees paid by check or credit card are not considered valid until the bank has cleared the payment. Checks and credit cards not cleared by the bank, including "stop payment" checks, may cancel your registration. It is each student's responsibility to formally withdraw from classes prior to the refund deadline dates. Failure to withdraw will result in a "balance due" on your account and prevent you from registering in future quarters.  For more information, see the Bursars web page at: http://sfs.csusb.edu/paymentMethods.html#paymentPolicy .
Standards for Graduate Study
In general, graduate study deals with more complex ideas and demands more sophisticated techniques, searching analysis and creative thinking than undergraduate study. Extensive research is required in both primary and secondary sources, and high quality writing is expected. The student is advised to consider these factors when deciding the amount of course work to be undertaken during any one quarter. Postbaccalaureate students will be held to all prerequisites for all courses. All students are required to maintain a 3.0 ("B") grade-point average in all courses taken to satisfy the requirements for the degree, except that a course in which no letter grade is assigned shall not be used in computing the grade point average. In addition, basic teaching credentials, single or multiple subject, accept no grade lower than a "B-" in all work attempted with the exception of the designated subjects credential which requires a 2.5 grade point average in all work.
Academic Probation 
Failure to maintain the appropriate grade point average will result in the student's being placed on probation. Students on probation must rectify their grade point deficiencies by the end of the quarter of notification of probationary status, or they automatically will be disqualified and dismissed. To apply for reinstatement to a graduate degree or credential program after disqualification, the student must petition the appropriate program graduate committee. A student who has been disqualified from a master's degree program may be admitted to another program only on the recommendation of the department to which the student has applied and with the approval of the Dean of Graduate Studies. Students who are dismissed from the University for failure to maintain these standards must petition the Dean of Graduate Studies for readmission to the university.

Readmission of Previously Disqualified Students

After receiving notice of disqualification, a student may petition the graduate coordinator for readmission to the university on probation. Contact the Dean of Graduate Studies for format. All petitions for readmission must be submitted to the graduate coordinator according to the following schedule:

Petition for: 

Petition on file on or before:

Fall


August 1

Winter


November 1

Spring 


February 1
Summer

May 1
Administrative Academic Disqualification

A graduate student may also be placed on probation or may be disqualified by appropriate campus authorities for unsatisfactory scholastic progress regardless of cumulative grade point average or progress in the program. Such action shall be limited to those arising from repeated withdrawal, failure to progress toward an educational objective and noncompliance with an academic requirement and shall be consistent with guidelines issued by the chancellor.
Administrative Drop 

Faculty members may initiate an administrative drop of a stu​dent in their courses based on any one of the following criteria. 

Lack of attendance. Students who fail to attend two consecu​tive class meetings during the first three weeks of the term with​out contacting the faculty member or making special arrangements may be dropped.

Prerequisites not met. Students who are unable to show completion of required courses or who do not have the background needed to succeed in the course may be dropped.

Declared majors. Students who have not been formally admit​ted to certain major programs will be dropped from courses that are open only to declared majors in that program. To remain in such classes, permission of the instructor may be required. 

Students who are administratively dropped will receive a notice from the Office of Records, Registration, and Evaluation. Students should not assume they are automatically disenrolled unless written confirmation is received. 

If the administrative drop reduces the student's unit load below 6.1 units, the student may be eligible for a refund of certain fees. However, it is the student's responsibility to file a request for a re​fund of fees by the deadline printed in the Class Schedule. Ques​tions regarding refunds should be addressed to the Accounting Of​fice at (909) 537-5153.
Drop After the Census Date
Withdrawal from a Course after Census Date

Permission is rarely given to withdraw from a course(s) after the final drop (census) date has passed. Extenuating circumstances must be shown to have prevented withdrawal from class(es) in a more timely manner. Reasons, which must be documented, include accident, illness (physical or mental), serious personal or family problems, or military transfer. Employment-related withdrawals are valid only when the waiver is filed before the end of the term in question. Your lack of awareness of withdrawal procedures is not a valid reason. Your official transcripts will indicate a "W" for this dropped class.

The Drop After Census Form is available at the following website: http://gradstudies.csusb.edu/currentstudents/forms.html  

Retroactive Withdrawal

Requests for withdrawal from a course(s) following the close of the term (retroactive withdrawal) will be considered only for: accident or illness (physical or mental), serious personal or family problems, or military transfer. Documentation is required. In addition, extenuating circumstances must be shown to have prevented withdrawal in a more timely fashion. Partial withdrawal of grades during a term is not permissible for any reason. All courses must be withdrawn and will be noted with a "W" on the official transcript. Lack of awareness of the withdrawal procedures is not an extenuating circumstance.

Employment-related reasons are not acceptable. 

The Retroactive Withdrawal form is available at the following website: http://gradstudies.csusb.edu/currentstudents/forms.html 

Repeat of a Course (Discount of Grade)
Classified and conditionally classified graduate students may be permitted to repeat one course at CSUSB that was taken for graduate credit (i.e., that is applied towards a master's degree) one time only by petition to and approval of the college or department graduate committee. The petition requesting permission includes an automatic request to discount the first attempt. When approved, the original course grade on the student's permanent record will be discounted. Only the second grade earned shall apply to the student's cumulative postbaccalaureate grade point average. The first attempt will appear on the transcript with the repeat (discount) noted. Subsequent repeats of course will be averaged.

Classified postbaccalaureate students (for example, students officially admitted to teaching credential programs) may be permitted to repeat a course taken for postbaccalaureate credit by petition to and approval of the appropriate college or department committee. The petition requesting permission includes an automatic request to discount the first attempt. When approved, the original course grade on the student's permanent record will be discounted. Only the second grade earned shall apply to the student's cumulative postbaccalaureate grade point average. The first attempt will appear on the transcript with the repeat (discount) noted. Courses taken for subsequent repeats of course will be averaged. The petition for a Discount of Grade is available at the following website: http://gradstudies.csusb.edu/currentstudents/forms.html  The Discount of Grade form must be completed and submitted to the Special Education Program for preliminary approval (Email to: specialeducation@csusb.edu). It will then be forwarded to Graduate Studies for final approval.

Grade Grievance/Complaint Procedures

http://studentaffairs.csusb.edu/policies.html 

Information concerning academic or nonacademic matters may be obtained from the Office of Advising and Academic Services. Generally, a grade grievance must be initiated by the student within no more than 40 calendar days after the grade is recorded. The complete policy statement is available from the Associate Dean of Undergraduate Studies, AD-183.

Information concerning non-academic grievances and discrimination complaints against the university and its employees by a student may be obtained from the Office of the Vice President for Student Affairs, UH-231, the Women's Resource Center, the Adult Re-Entry Center, the Cross-Cultural Center, Vice Presidents' offices, and College Deans' offices. A grievance or complaint must be filed within no more than 40 calendar days after the student learned or reasonably should have learned of the occurrence of the grievance/complaint event.
Leave of Absence Policy
Any student who plans to be absent from the university must file a leave of absence to preserve the student's current catalog rights (Title 5, Article 5, Sec. 40401). A petition must be filed by a graduate student and approved at the Office of the Dean of Graduate Studies. This petition may be obtained from the Graduate Studies web pages on the CSUSB website at: https://www.csusb.edu/registrar/records/leave-absence.   The form must be completed and submitted to the Special Education Program in CE-102 for the Program Director’s signature and then it will be sent to the Office of the Dean of Graduate Studies.

The leave of absence policy covers interruptions which are involuntary (medical) or voluntary (military, personal or planned educational leave) if related to the graduate student's educational objective. With an approved leave of absence, the student may be absent from the campus without losing rights to specific degree requirements under an earlier catalog, which may be more advantageous for the student.

Petitions for leave of absence should be filed with their program office in advance of the interruption in enrollment. While medical and military leaves may be considered retroactively if supported by individual circumstances, planned educational leaves cannot since they constitute an agreement or "contract" which must be set in advance.

Students returning from a medical or military leave of absence of more than one term must file an application for admission and must also pay the current application fee. The maximum duration of a planned educational leave is two calendar years, with no application fee charged at readmission filed within the two-year limit. Applications for readmission must be filed within the term of return. Filing periods for fall term begin the preceding November 1, for winter term the preceding June 1, and for spring term the preceding August 1.

Students who do not return to CSU, San Bernardino at the conclusion of their planned leaves and those who enroll elsewhere without permission of the Office of Records, Registration and Evaluations will be considered to have withdrawn for the university at the end of their last term of regular enrollment.

Leaves of absence will not be approved for students subject to disqualification or dismissal due to academic deficiencies or disciplinary action. Disqualified students reinstated immediately or readmitted after one term may retain catalog rights.

Students not completing any degree applicable course work or who are enrolling only in Summer Session or extension courses or who are auditing courses are not eligible for leaves of absence.

Medical Leave of Absence: requests must be accompanied by a statement from a medical doctor explaining why the student must interrupt enrollment. No limit exists on the number of terms of absence allowed, except that leave for pregnancy is restricted to the term of delivery unless verified medical circumstances indicate a longer time is required for a recuperation. An application fee is charged at readmission for a leave of three or more terms.
Military Leave of Absence: requests must be accompanied by a copy of military orders indicating induction date. Twelve terms of absence are the maximum that can be approved. An application fee is charged at readmission for a leave of three or more terms.
Planned Educational Leave of Absence: is defined as a planned interruption or pause in a student's regular education during which the student temporarily ceases his or her formal studies at CSU, San Bernardino to pursue other educational activities that contribute to particular educational goals and objectives. This will not jeopardize the rights and privileges normally associated with continuous attendance. The student must plan to return to CSU, San Bernardino at the end of the leave. Such activities may be for the purpose of clarifying or enriching educational goals and may include travel for educational purposes, on-the-job experience in the area of vocational or educational opportunities, or undertaking expanded responsibilities in an activity related to the student's educational or career goals.

Since students will maintain their catalog rights as when they left, they MUST take courses that would transfer back. Therefore, a student must also file a concurrent enrollment form with the Office of Records, Registration and Evaluations for prior approval of the courses they plan to take. Students under an educational leave who do not file a concurrent enrollment form and who take courses which are not transferable, will fall under any revised major requirements when they return.  An application for readmission must be filed by students returning from leaves of one or two terms only if another college or university was attended during the absence.  No application fee is charged at readmission for a leave within the two year limit with an approved Planned Educational Leave of Absence. Postbaccalaureate students pursuing a second bachelor's degree are eligible for a leave of absence.

Financial Aid Eligibility (Satisfactory Academic Progress)
Students pursuing a degree or credential at the postbaccalaureate level are limited up to a maximum of nine quarters. Read more about financial aid policy and procedures on the Financial Aid website at http://finaid.csusb.edu/. Lack of Satisfactory Academic Progress may affect Financial Aid Eligibility. Many credential candidates take longer than the 9 quarters allotted to complete all of the requirements for credentials and the Master’s degree so they come under review by the Financial Aid Office.  To comply with federal and state requirements, California State University, San Bernardino established an Annual Satisfactory Academic Progress (SAP) Policy. This policy applies reasonable standards for measuring whether a student, who is otherwise eligible for financial aid, is maintaining SAP toward the completion of his/her educational objective.

During this review, which is conducted every summer, your academic progress will be reviewed in the following areas:

· Qualitative Standard: students must maintain good academic standing by meeting the GPA requirements as they are outlined in the Financial Aid Office Satisfactory Academic Progress Policy and

· Quantitative Standard: comparing the number of units attempted versus the number of units earned on an annual basis and time limits to complete a degree on a cumulative basis (see Eligibility and Duration of Eligibility in the SAP Policy section).

Failure to meet SAP standards in these areas will constitute ineligibility to receive financial aid.

Students who fail to make satisfactory academic progress will be notified via their CSUSB e-mail address, via U.S. Postal mail and via their MyCoyote. To view the policy, please see the following web page:  http://finaid.csusb.edu/applyaid/satisfactoryacademicprogres_postb.html 
Supervision

Supervision is the term for supervised fieldwork or student teaching. The Special Education Fieldwork Coordinator receives your application, verifies that you have completed the credential admissions requirements and the coursework requirements according to your Coursework Plan. The Supervision staff arranges for your placement with a qualified Resident Teacher in an appropriate setting. The Department of Special Education, Rehabilitation and Counseling gives permission for enrollment in the appropriate fieldwork course and assigns a University Supervisor. 

How to Apply for Supervision

Intern Supervision is part of the Intern Program admission procedure.  Interns are supervised each quarter of the intern program and must enroll in the appropriate course for Intern Supervised Fieldwork. Please see the Intern Program Coordinator for more information.  

Student teachers are required to successfully complete two (2) quarters of student teaching in order to be eligible for the Preliminary Education Specialist credential.  Candidates who already hold a valid Multiple or Single Subject teaching credentials are required to successfully complete one (1) quarter of student teaching.  Student Teaching candidates must apply for Supervision one quarter before they plan to enroll in the supervised fieldwork courses.  The application for Supervision can be found online at https://coe.csusb.edu/special-education/forms under the Student Forms section.
Supervision Requirements

During fieldwork supervision courses, you will be required to student teach full time for 10 weeks.  You will student teach under the guidance of a Resident Teacher who is fully qualified in the credential area you are seeking. Your teaching performance will be evaluated by a University Supervisor according to the teaching competencies for your credential objective.

Supervision Orientation - MANDATORY

Each quarter, prior to beginning the fieldwork course, students are expected to attend a Supervision Orientation.  The orientation is generally held the week before the beginning of the quarter.  Information on the exact date and the time of the orientation will be emailed.  At this meeting, students will be oriented to the requirements of the fieldwork course and will meet their University Supervisor.  The University Supervisors will provide candidates with the course syllabus and assignment materials as well as placement information. If the placement has not been secured, information regarding that placement will be provided as soon as it becomes available.  This is a mandatory orientation and all candidates are expected to attend.  If a student does not attend the orientation, s/he may be administratively dropped from student teaching.  If there are extenuating circumstances, a written statement explaining why attendance was not possible is required.  
Student Teaching Expectations
You are expected to be professional in every aspect of your Student Teaching.  You are expected to be on time each morning and to stay for the entire contract day. You are expected to become a member of the learning and teaching community of the school at the classroom level, grade or department level, and school site level.  You are expected to maintain clear and open communication with the University Supervisor and Resident Teacher.  You should get to know the Principal and other staff and teachers on a professional level.  You should always dress appropriately and professionally for your responsibilities, even if your colleagues do not always do so.  You may not schedule vacations or extended leaves from your student teaching assignment.  If you have a scheduling conflict with the district calendar, let your University Supervisor know as soon as possible so that arrangements can be made to ensure that you can complete the entire experience.
The University Supervisor

The University Supervisor will conduct five (5) visits or observations over the course of the quarter and there will be a midterm and a final competency evaluation.  The midterm evaluation will provide you with feedback on the teaching competencies that you have mastered and those that need to be improved prior to the final evaluation. Following each visit, the University Supervisor will complete a written observation form to provide you with feedback relative to the competencies or general observations on your performance.  In addition, you will be given a syllabus and assignments that are required to assist you in documenting competencies not easily observed by your University Supervisor. 
Supervision Courses

In Supervised Student Teaching in Special Education I, candidates participate in both general and special education activities. Candidates in the Mild/Moderate and Moderate/Severe Disabilities credential programs are required to submit documentation of the completion of 45 hours of experience teaching pupils without identified disabilities.  Early Childhood Special Education candidates participate in a variety of early intervention (birth to 2 years) experiences.  The field experiences include participation in (a) methods for instruction in centers and classroom programs, (b) facilitation of IFSP/IEP meetings, (c) interactions with family members, and (d) collaboration with multi-disciplinary team members.  These skills are obtained in coursework in the MMD, MSD, and ECSE programs.  The culminating fieldwork experience, Supervised Student Teaching in Special Education II provides candidates the opportunity to demonstrate these skills with diverse populations in settings specific to the credential objective (i.e., MMD, MSD, ECSE).
How to Apply for your credential 

During the finals week of your final quarter, you will need to apply for your credential in COE Student Services (CE-102) through the Credential Processing staff. The forms and instructions to request a Pre-evaluation or to apply for the credential are available in the COE Student Services at  http://coe.csusb.edu/studentServices/teacherEducation/credentialProcessing/index.html . 
M.S. in Special Education 

In addition to the coursework requirements for the Education Specialist credentials, candidates can complete a Master of Science degree in Special Education by becoming classified as a Graduate Student and completing four additional courses plus a culminating project, thesis, or comprehensive examination. In order to become classified as a Graduate student, candidates must meet the admissions requirements listed for the Master’s degree in the current course bulletin and apply for a Change of Program with Graduate Admissions.
The following standards are excerpted from the current Course Bulletin and apply to all master's degree approved graduate programs:
· The program must follow the department curriculum in effect at the time the student is officially admitted (classified) in the major program or at the time the program is filed with the program graduate coordinator. Recommendations for any substitutions to the program must be approved in writing by the advisor and attached to the program.

· All courses taken to satisfy the requirements for the degree must be completed with a minimum grade point average of 3.0 ("B") or better, except that a course in which no letter grade is assigned shall not be used in computing the grade point average.

· The program must be completed within a seven-year period. No more than seven years may elapse between the time of registration for the earliest course listed on the program and the completion of all requirements for the degree. 

· Graduate Entrance Writing Requirement. Graduate students will be required to pass (or to have passed) the upper-division writing requirement before being fully classified into a graduate program, unless an earlier completion is specified for a particular program. This requirement can be satisfied through one of the following:

1. Completion, with a grade of "B" (3.0) or better, within seven years prior to acceptance into the program of one of the following courses: EDUC 306, ENG 306, HON 306, HUM 306, MGMT 306, NSCI 306, or SSCI 306 (all graduate and postbaccalaureate students, regardless of citizenship, whose preparatory education was principally in a language other than English and have a minimum score of 550 on the TOEFL, or a minimum score of 213 on the Computer Based TOEFL, who fail to achieve a grade of "B" (3.0) or higher in one of the 306 courses will be required to retake any 306 class.)

2. Completion, with a grade of "B" (3.0) or better, of an equivalent advanced expository writing course at another college or university within seven years prior to acceptance into the program. The course must be approved by the Graduate Studies Office.

3. Satisfactory completion of the Writing Requirement Exemption Examination (WREE) offered at this university, taken within seven years prior to acceptance into the program. 

Further information about the WREE examination (for example how much it costs, when it is offered, what it covers) is available from the Testing Center, University Hall, Room 368, (909) 537-5041.

Admission to the Program

In addition to the general requirements of the university, specific requirements for admission to the classified status are: 

1. Application and official admission to the university for the M.S. in Special Education 

2. Completion of prerequisite courses ESPE 530 and 531 with grades of "B" or better;
3. Two letters of recommendation, one from the school where the candidate has most recently taught or is currently teaching, to be evaluated by faculty members in the program; (note: if you are currently in the credential program you do not need to submit letters)
4. Personal Academic Statement describing candidate’s purpose for graduate education program and preparation for graduate study in special education; 
5. Applicants must meet the graduate entrance writing requirement by one of the following:

a. Completion, with a grade of "B" (3.0) or better, of one of the following courses: EDUC 306, ENG 306, HUM 306, MGMT 306, NSCI 306, or SSCI 306 at this university or an equivalent course;

b. Satisfactory completion of the Writing Requirement Exemption Examination (WREE) offered at this university;

6. Applicants must possess a minimum grade point average of at least 3.0 from all baccalaureate and post-baccalaureate course work or at least 3.0 in the last 90 quarter units attempted.
Students who do not meet these criteria may be admitted as conditionally classified graduate students. Students admitted in this category may be changed to classified standing with approval of the College of Education. No more than 20 quarter units may be used to demonstrate fitness to complete the program.
Change of Program 

All admitted credential or postbaccalaureate students who wish to add a Master’s of Science in Special Education, need to contact Graduate Studies at (909) 537-5058 for advising.  Do not fill out another CSUApply Graduate Application as this may result in assigning you two different student identification numbers. Adding a master’s degree to a program requires an additional file evaluation. Therefore, the fee to add the master’s option is $55.00.  
Advancement to Candidacy

Students pursuing an advanced degree through the university should, before completing 20 quarter units toward the degree (36 quarter units for programs over 70 units), prepare and file an official document titled "an approved graduate program" with the department from which they plan to receive the degree. This program lists the specific requirements to be completed before the degree can be awarded. It must be approved by the student's major advisor and the graduate coordinator of the student's program. Once the program is accepted and approved, the student is officially advanced to degree candidacy.
Change in Approved Graduate Program Plan
If during graduate study a master's candidate wishes to change the approved program by adding or removing a course, this may be done under certain circumstances. A request for such a change must be initiated by the student and approved by the graduate coordinator. Forms are available at the following weblink: https://coe.csusb.edu/sites/csusb_coe/files/coe-course-sub.pdf .
Graduation Requirements for M.S. Degree in Special Education
In addition to requirements of Graduate Studies, students must meet the following requirements for graduation:

1. A minimum of 52 quarter units of acceptable work, with a mini​mum of 37 units completed at this university; 

Note: The program may not include more than 13 quarter units in approved CSUSB extension or transfer courses from other colleges/universities. CSUSB will not consider the transfer of course work from an institution which will not accept that work towards its own advanced degree program.

2. A grade point average of 3.0 ("B") in course work taken to satisfy the Master of Science degree requirements with no grade lower than a "B-" in all courses in the program;

3. Successful completion of the project/thesis and/or comprehen​sive examination to meet the university graduation writing re​quirement.
Graduation Requirement Check

Candidates for degrees to be awarded must request a graduation requirement check at the Office of Records, Registration and Evaluations at least one quarter prior to the end of the term of their expected graduation. To avoid late fees the Graduation check should be filed by the established deadlines listed on the Office of Records, Registration and Evaluations web page at, https://www.csusb.edu/registrar/important-dates and in the Schedule of Classes. Graduate students may file the Grad Check by the deadline without being advanced to candidacy, but the Grad Check cannot be completed until the advancement is received in the Office of Records, Registration and Evaluations. Students not completing their degree in the term applied for will need to re-file and pay for the later term. Access to registration for terms subsequent to the stated graduation will not be granted until the graduation check is re-filed.
Continuous Enrollment 

Students who have completed all course work and are working on the thesis/project must register for the thesis or project course required in their major discipline for the master's degree. Students register ONLY ONE TIME for the thesis/project course. If the the​sis/project is not completed in the quarter in which the student first registered for the thesis/project course, then the student will receive a grade of RP (Report in Progress) for the course for that quarter. The RP grade in the course remains until the thesis/project is completed and approved by the student's thesis/project advisor and the Dean of Graduate Studies, at which time the student's professor will submit a "Change of Grade" form, replacing the RP grade with a letter grade.

In addition, students who have completed all course work and are enrolled in a thesis/project course must also register every quar​ter for EDUC 698Z course (Continuous Enrollment for Graduate Candi​dacy Standing). 

Thesis and Project Requirement

Students who choose to write a thesis or project as their master's degree culminating experi​ence should consult, "A Guide to Graduate Studies: Policies, Proce​dures and Thesis and Project Format," copies of which are available in the university library for reference or for purchase from the Gradu​ate Studies Office and Coyote Bookstore. It is also available on the web at http://gradstudies.csusb.edu/ . It provides information about the following: procedures, regulations, and responsibilities governing the master's thesis or project; general requirements for thesis/project preparation and acceptance; and format requirements for the thesis/project. 

A satisfactory project is one which must be reported in the form of a paper. The purpose of the project is for the student to communicate ideas gained in research, experimentation and creative endeavors; therefore, students should not feel bound to traditional forms. The project proposal and the project must be approved by the student's project advisor and one other professor in the College of Education and submitted in an approved format. Further information is available from the College of Education regarding an approved format for the project proposal and project. Students who elect to complete a proj​ect are not required to take a comprehensive examination.

Comprehensive Exam

The exam is an assessment of the student's ability to integrate the knowledge of the area, show critical and independent thinking, and demonstrate mastery of the subject matter. The results of the examination evidence independent thinking, appropriate organization, critical analysis and accuracy of documentation (Title 5, §40510, The Master's Requirements). 

The comprehensive exam is of an integrative nature and is designed to test the student’s knowledge of a specific field (M/M, M/S, or Early Childhood Special Education), rather than subject matter of courses taken. It is a culminating experience enrolled when their course work is completed. The exam is offered once each quarter. 

Qualification to take the Exam 

Students must be advanced to Master’s candidacy and either have completed all coursework to take the comprehensive exam or be in the last quarter of their coursework. Students are not allowed to take more than a limit of units in the quarter they enroll in ESPE 999.  Students also have to file a Graduation Check with the Office of Records.  

Appeal Policy 

Students who do not receive a passing score may petition the College of Education to retake the exam or any part of it. Students who do not receive a passing score the second time must petition the Dean of Graduate Studies to take it again. Approval to retake the exam may be, at any time, contingent upon completion of additional designated courses. The petitions for a third retake will be considered only for accident or illness (physical or mental), serious personal or family problems, or military transfer. 
  

Commencement

Academic Affairs/Academic Resources Commencement Office (909) 537-7050

Participation in commencement activities is voluntary. CSUSB has two commencement exercises, one in December and one in June. In order to participate in commencement, candidates completing a master's degree must file a grad check AND meet the eligibility requirements specified by their program. For the specific requirements, students should consult their program coordinator or go to http://commencement.csusb.edu/ . Appropriate information will be sent to students. 
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