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Introduction
Welcome to the Central Washington University Department of Psychology.  The department shares a commitment to the discovery, dissemination, and application of knowledge; and it shares with other science departments a commitment to empirical research as the means of developing and validating that knowledge.  The goals of our graduate programs are (a) to facilitate the development of practitioners who have significant expertise in their fields of specialization and who can be expected to carry out their work with high ethical and professional standards; and (b) to provide courses and research opportunities that will support application to doctoral-level programs.  
In the Psychology Department at CWU, discover the intriguing realms of behavior, cognition, and emotion through our courses that expand your knowledge.
The purpose of this handbook is to acquaint you with the requirements of the department and the graduate school and to help you plan your graduate education. The guidelines contained in this handbook explain current general policies and requirements. Keep in mind that our policies may be revised from time to time. We will attempt to keep you apprised of any changes.  
Our Department’s Mission
Central Washington University's Department of Psychology provides learning opportunities and experiences through which undergraduate and graduate students develop an understanding of the perspectives, content, methodology, and technology of the science of human and nonhuman behavior and mental processes. Undergraduate and graduate programs prepare students for life-long learning and advanced study in psychology, as well as providing professional preparation for careers in research, business, industry, education, and social service. The department is a major participant in the general education and undergraduate teacher education sequences of the university and provides selected courses for other majors and programs as appropriate to the discipline. Specialized graduate degrees are available in clinical mental health counseling, psychological sciences, and school psychology. 

 Graduate Programs
The CWU Department of Psychology offers the following graduate degree programs:
· M.S. in Clinical Mental Health Counseling
· M.S. in Psychological Sciences
· Ed.S. in School Psychology
Who Can Help?
	Dean of Graduate Studies and Research
	Rodrigo Renteria-Valencia

	Dean of the College of the Sciences
Associate Dean of the College of the Sciences
	Julie Baldwin
Michael Pease

	Department Chair
	Heidi Perez

	Department Leadership Team
	Mary Radeke, Heath Marrs, Tonya Buchanan, Meaghan Nolte, Cristina Bistricean

	Administrative Assistant
Mental Health Counseling Program Coordinator
	Chris Stone
Meaghan Nolte

	Psychological Sciences Program Coordinator
	Tonya Buchanan

	School Psychology Program Coordinator
	Heath Marrs



Department Faculty
Lists of current department faculty including areas of research interests and curriculum vitae will be listed in the CWU directory and linked to the Psychology Department’s Faculty and Staff webpage on the CWU Psychology website at www.cwu.edu/psychology. 
Other Resources
The School of Graduate Studies and Research has a Graduate Student Handbook that is meant as a guide for both new and continuing students. This guide is meant for general overview purposes. In addition, questions can be answered by email masters@cwu.edu or by contacting 509-963-3101. 
The School of Graduate Studies and Research also maintains a Graduate School Onboarding resource that is available as a Canvas course. This resource has information specifically for graduate students regarding graduate student events, forms, funding, student services, graduation, and the leave of absence process. 





Course of Study
Requirements for each program can be found in the 2025-26 Graduate Catalog. Students admitted to a graduate degree program may use the catalog they are admitted under or the current one. All graduate students must complete a Course of Study form (available from your program coordinator or graduate advisor) listing all courses to be completed in order to receive the degree and/or certification.  This form should be completed during the first quarter in which the student is enrolled, however, changes can be made over time in collaboration with the graduate advisor or program director, if needed.  The Course of Study requires the approval of the student's graduate coordinator or program director, the department chair, and the dean of graduate studies and research.  An approved Course of Study must be on file before the thesis can be considered for approval.  
Credit Restrictions
Graduate credit is given for courses numbered 501 and above.  However, courses which are designed for in-service and continuing education of professionals will not be counted toward a master's degree.  Courses numbered at the 400 (senior undergraduate) level may be accepted for credit toward a graduate degree provided that they are approved as part of the student's course of study.  Additional coursework will be required of graduate students in 400 level courses. Courses numbered at the 100, 200, and 300 level will not be accepted for credit toward a graduate degree. In addition, credit/no-credit courses cannot be counted toward master's degree credits.
No credits earned more than six (6) years before the date of the awarding of the master's degree may be counted as part of the degree credit requirement unless approved by the School of Graduate Studies and Research.  It is the policy of the Psychology Department that petitions to include old courses generally are not supported.
Changing Programs
Acceptance into a degree or certification program is limited to that program.  Students wishing to change programs must submit a formal application to the new program.  These applications will be considered by the department's Graduate Admissions Committee along with other applications.  Acceptance is not guaranteed.

Academic Standing
· Credit toward the graduate degree or certification will not be accepted for courses in which a grade lower than C is earned.
· Grades for all courses included on the Course of Study must average at least a 3.0. 
· The cumulative grade point average is calculated on all courses taken after admittance into a graduate program, whether part of the approved Course of Study or not.  
· A graduate student whose cumulative grade point average falls below 3.0 at the end of any quarter will be placed on academic probation for the next academic quarter. While on probation, a student may not hold a graduate assistantship.  If the cumulative grade point average remains below 3.0 after a second consecutive quarter, the student will no longer be eligible to continue in the master's degree or certification program.  
· Certain courses, such as mental health and school psychology practica, require the development of appropriate interpersonal skills, as well as academic achievement.  Assessment of progress in such courses requires the exercise of professional judgment by the supervisory faculty. Students who are not judged to be making satisfactory progress may be given one additional academic quarter of supervised practicum experience, provided that it is the judgment of the faculty that the student has made sufficient progress to suggest that the additional experience will result in satisfactory performance.  If a satisfactory performance level is not achieved, the student's participation in the program will be terminated, regardless of the level of performance in the academic component of the program. 
Continuous Registration / Leaves of Absence
Graduate degree students seeking to interrupt their studies while remaining on active status may do so for the six-year period from the date of admission during which their courses may still count toward the degree.  In order to remain on active status, students must pay a non-refundable fee for registration as an on-leave student.  This fee covers four successive academic quarters beginning with fall quarter.  While on leave, graduate students maintain their library privileges.  If a degree program is not completed during the six-year period from the date of admission, the student must reapply to the university and begin the entire graduate program over.



Academic Appeals
Academic grievances are defined as follows:
1. A claim that an assigned grade is the result of arbitrary and capricious application of otherwise valid standards of academic evaluation; or
2. A claim that the standards for evaluation are arbitrary or capricious; or
3. A claim that the instructor has taken an arbitrary or capricious action which adversely affects your academic progress; or
4. A claim that a university department, program, or office has made a decision not in keeping with university policy or taken an arbitrary, capricious, or discriminatory action which adversely affects your academic progress.
A student who wishes to pursue an academic grievance should take the following steps prior to the filing of an official academic appeal:
1. Attempt to resolve the matter with the instructor.
2. If resolution is not achieved, ask the department chair to resolve the grievance.
3. If resolution is not achieved at the department chair level, the chair will forward a written summary to the dean of the College of the Sciences in a further effort to achieve resolution.
4. If resolution is not achieved at this point, you may petition for a hearing before the Board of Academic Appeals.  An appointment should be made with the Dean of Student Success to obtain the necessary information relative to filing the petition. See the following website for further information regarding academic appeals: Central Washington University | Academic Appeals (cwu.edu)
Research Involvement
Students in the experimental psychology program are required to be involved in research, and those in other programs are strongly encouraged to do so.  Research experience is particularly important for students who plan to apply to doctoral programs.
To obtain research supervision, first determine which members of the faculty have research programs and interests that are similar to yours and approach them to discuss possible collaboration.  It is not necessary to have a firm research plan when you initiate this discussion, and no commitment is assumed until mutually agreed upon.
No human or animal research of any kind may be conducted without obtaining prior approval from the relevant department and university review committees.  In the case of research with human subjects, the review is conducted by the Human Subject Review Council (Central Washington University | Welcome to the Human Subjects Review Program (cwu.edu)). Animal research is subject to regulation by the Institutional Animal Care and Use Committee and has a set of guidelines and requirements. Consult with your advisor prior to undertaking any research, and do not begin running subjects until official approval has been received.  
Graduate students seeking research participants should consider posting their research study on Sona, the Psychology Department’s research study and clinic participation pool: Central Washington University | SONA Systems (cwu.edu). 
Graduate Assistantships
An assistantship is a contractual obligation to provide assigned services to the department in a professional manner.  Every two weeks, faculty supervisors are asked to evaluate their graduate assistants' performance.  Graduate assistantships are limited to a maximum of two years (excluding summers); however, in order to be considered for a second year the student must reapply through the School of Graduate Studies and Research.  While it is the expectation that students who have received assistantships in the first year of graduate study will receive assistantship awards for the second year, this continuance is contingent upon satisfactory performance evaluations and on the continued availability of funding.  
Assistantship assignments are subject to change each quarter, depending upon the needs of the department.  A full-time assistantship assignment requires an average of 20 hours per week of work and enrollment in at least 10 but not more than 14 credit hours per quarter with a minimum grade point average of 3.0 each quarter.  If you work fewer than the required number of hours over the quarter, the difference must be deducted from your wages.  If you have any difficulty working the required number of hours, discuss this with your supervisor.  If difficulties remain, see the department chair.  It is important that any problems be addressed at the earliest possible time so that you can be assured of receiving your full stipend.
All graduate assistants must fill out time sheets showing the actual number of hours worked each day.  Completed and signed time sheets must be turned in to the department office according to a schedule given to you in your contract letter each quarter (approximately the 15th and 30th of each month).  If time sheets are not received on time, we will be unable to ensure payment for that time period.



Thesis/Project/Portfolio
[bookmark: _Hlk152762912]Students enrolled in the M.S. Psychological Science Program are required to complete a thesis. Thesis regulations from the School of Graduate Studies and Research can be found on the graduate studies Canvas page.
[bookmark: _Hlk152935692]Students in the M.S. Mental Health Counseling and Ed.S. School Psychology Programs have the option of completing a thesis, project, or portfolio. A project is very similar in format to a thesis, but the final product is not reviewed by the School of Graduate Studies and Research. School Psychology students have the option of participating on a research team with faculty to satisfy their research requirements. Graduate students who choose to be on a faculty research team will also need to complete a portfolio in order to satisfy the culminating experience for all graduate programs. Students should consult with their specific program director for procedures and requirements.
Guidelines for the Thesis
The Department of Psychology requires that all theses conducted under its auspices be quality research projects.  To ensure this quality, each thesis is supervised by a committee consisting of at least two members of the graduate faculty.  The chair and at least one other member of the committee must be members of the Psychology graduate faculty.  
Each student is responsible for establishing a thesis committee, although all such agreements must be approved by the department chair.  A good rule of thumb is to select a committee chair whose interests are appropriate to the topic you wish to pursue.  Then work with the chair to select the other members of the committee.  Generally, it is in your best interest to establish your committee by the end of your first year in the program.
The following are some guidelines for doing the thesis:
· The thesis idea, however generated, is refined via interaction with the committee chair and, possibly informally, with others. 
· A rough draft of the proposal is generated and rewritten by the student interacting with the chair until the chair decides that the product is sufficiently well advanced to be sent to other committee members for their input. 
· Members' comments are integrated into the draft, and when the chair is satisfied with the new draft it is re-circulated.
· The process continues until the chair and the committee have agreed that the draft is ready for a proposal meeting.
· Students should not conduct statistical analyses for their theses that are beyond their level of training and understanding. To do so defeats the purpose of conducting their own individual research project. Furthermore, it increases the likelihood that they will look foolish and embarrass themselves in a thesis defense when they are unable to fully explain and defend the statistics they used.
· Note that faculty members differ in the type of proposal they favor: some prefer short introductions, some prefer an introduction approximating the final thesis introduction.  The proposal style is determined by the chair.
· In scheduling a proposal meeting, notice should be given to all faculty members at least one week prior to the meeting.  
· The proposal meeting is considered a helping or working meeting and as a final check on the design, data gathering procedures, compliance with ethical guidelines, etc.  The committee may decide to implement changes in the thesis or simply to approve the proposal as it stands.
· Following the proposal meeting, signed Option Approval forms are to be submitted for the department chair's signature and forwarding to the School of Graduate Studies and Research. Theses or projects involving human subjects also require approval by the Human Subjects Review Council. Theses or projects involving animal subjects require approval by the Institutional Animal Care and Use Committee. 
· The student conducts the research after the proposal meeting and after approval of the forms noted above.
· The process of writing the thesis is similar to the process of writing the proposal.  When the chair is satisfied with the draft, it is sent to other committee members and their comments are integrated.  The process is repeated until the committee is satisfied.
· Once the committee is satisfied that the thesis is ready, the thesis defense is scheduled.  The manuscript is then written in final form and copies are submitted to the members of the committee at least two weeks prior to the orals, unless a different timeline has been agreed upon by the committee members. Any changes now should be pretty much limited to typographical errors or minor changes in wording. 
· The faculty should be notified of the upcoming thesis defense two weeks in advance. The format for notification is the same as described above. 
· The process of preparing, executing, writing, and defending the thesis is time-consuming.  If your goal is to be elsewhere by a certain date, be sure to leave yourself enough time to do the job right.  A lack of sufficient time is never a justification for lowering standards.  It is highly unlikely that an adequate thesis can be done in less than three quarters, and even that frequently is not enough.
· Please note that many faculty members do not work during the summer, and those that do are on reduced schedules.  As a general department policy, faculty members will not be available to work with you on your project during the summer.  Please plan accordingly.
Thesis Defense
The thesis defense is an integral and important part of your graduate work. It demonstrates your ability to articulate your work and answer questions about it.  During the course of the defense, you will be expected to make a formal presentation of your thesis, describing its conceptual basis, the methodology and statistical procedures that you used, and the results and their implications in a clear and cogent fashion.  You also will be expected to answer questions about the work that are posed by your committee and by others in attendance.
The thesis defense must be:
· scheduled at least three weeks in advance with the School of Graduate Studies and Research and announced to the faculty at least two weeks in advance, and
· held between the hours of 7 a.m. and 6 p.m. when the university is in session (not between quarters)
The defense is open to the university community; however, the student's committee alone is responsible for assessment of the student's performance. 
At least two weeks in advance of the defense, every member of the thesis committee must be given a final, complete copy of the thesis, unless a different timeline has been agreed upon by the committee members.  All committee members should have had an earlier opportunity to review a draft copy of the thesis before the “final” draft is provided. Additional changes may be required following the thesis defense.
Getting Ready to Graduate
Graduation procedures and deadlines can be found in the Graduate Handbook. Students in master's degree programs must be registered for a minimum of two (2) credits at the university during the quarter in which the degree is to be conferred.  Enrollment for this purpose should be completed during the usual pre-registration or regular registration periods to insure degree conferral.
A student who has been approved for the degree list for a particular quarter and does not complete the requirements for degree conferral by the published deadline (two weeks prior to the last day of finals), but who does complete all the requirements by the last day of that quarter, will receive the degree the following quarter without further registration.
Psychology Department Office
The staff in the department office perform a wide range of duties to keep the department running smoothly. The staff can help you obtain necessary forms, obtain keys, and help you understand certain university procedures and regulations.  They cannot provide typing, proofreading, or photocopying support for graduate students.
The department photocopying machine is not available for student use.  Only departmental staff, faculty, and graduate assistants (under faculty direction) are authorized to use it.  If you have a need in connection with teaching or faculty research, please consult with the office staff concerning procedures.
Building Security
Because of the threats of theft or vandalizing of equipment and personal possessions, and unauthorized access to confidential information, we ask that you help to maintain building security by following these guidelines:
· Please use the building only when you are conducting university related activities.
· Outside doors to the building are to be locked at all times except during scheduled hours.  If you find doors unlocked late in the evening or on a weekend, please call the University Police Department (509-963-2958).
· Many of our classrooms are equipped with computers, projectors, and other expensive classroom technology. Graduate assistants - please make sure that you turn the projector off and lock classrooms after the class is over.
· Do not prop doors open or otherwise attempt to override the automatic locking features on the outside doors.
· Do not lend your keys to any unauthorized person.
· Do not open the outside doors for unauthorized persons.  Anyone with official business should have a key.
· Notify the campus police if you observe any suspicious activity. 
· Whenever you leave your office or research space, lock the door.

We hope you enjoy your time learning here with us! 
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