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WELCOME

Welcome to the MA Postsecondary Educational Leadership/Student Affairs program at San Diego State University!  We are pleased that you have chosen to study with us and hope the time you spend here will be rewarding and enjoyable.

This handbook includes information and guidelines, which will be very helpful to you as you pursue your degree.  Please follow the guidelines and keep in touch with Linda Libsack-Schmalzel, Department Coordinator, regarding your schedule and course of study during your Master’s degree.
Purpose of this Handbook

The purpose of the program handbook is to summarize policies and expectations associated with the MA program. Master’s students are responsible for following the procedures outlined in this handbook and staying informed about program changes, requirements for the degree, and the policies and procedures of the Division of Graduate and Research Affairs as delineated in the current Graduate Bulletin. The policies and procedures operative on the date of the student's initial enrollment govern the student's program.
MA  Postsecondary Educational Leadership (PSE)
&

MA  Postsecondary Educational Leadership

With a Specialization in Student  Affairs
I.  Program Mission 

Prepare self-aware, emotionally intelligent, adaptable, compassionate, and highly competent transformational leaders who will improve access, equity, and holistic student success in all of higher education.
II. Program Cornerstones

This program intends to prepare:

· Self-Aware, Compassionate, Adaptive, Transformational Leaders     


· Evidence-Based Inquiry to Advance Access, Equity, and Student Success

· Socially Just Resource Stewards
III. MA  Postsecondary Educational Leadership Program Learning Outcomes (PLOs)
Through their coursework and interactions with professional staff and faculty, as well as their peers, students will be able to:

1- Explain how the theoretical foundation of student success can be implemented and evaluated in daily practice 

2- Apply self-awareness and self-regulation practices towards one’s own leadership strengths and identify areas of continued development

3- Identify varying leadership styles that are prevalent and explain strategies to work with those styles

4- Identify ethical leadership and social justice issues in postsecondary education and propose solutions and strategies to address these issues

5- Engage in meaningful outcomes-based assessment of collaboratively designed student learning and development programs and initiatives 

6- Apply research to practice in order to advance access, equity, and student success

7- Communicate ideas and concepts effectively 

8- Work collaboratively with diverse group members in diverse settings

Curriculum:

The aforementioned learning outcomes are realized through the program curriculum.  A detailed description of the curriculum and the course descriptions can be found in the Graduate Bulletin. 

Course Sequences

Information about course sequencing can be found on the program website in the Current Students tab
Program Structure

· Course of study is designed to be completed in two academic years.
· Classes are scheduled once a week in the evenings
· Courses are offered in the during the Fall and Spring semesters.
· Courses consist of approximately the approximately 25-30 students in a cohort and are characterized by small and large group discussions with a variety of hands-on learning opportunities
· Students participate as members of a learning community (cohort) dedicated to enhancing educational leadership practice on behalf of the organizations and students they serve.  As a member of this learning community, students are expected to learn from colleagues, teach and assist colleagues, and provide and receive support from them. 
Program Evaluation

The intentional evaluation of your learning informs conversations for improving the overall design of the curriculum, as well as the improvement of classroom and internship experiences.

Reflective Learning Portfolios provide formative evaluation of your experience so that students and faculty enter into a facilitated collaborative learning experience.  More information about these portfolios can be found in the Reflective Learning Portfolio Handbook.

Formal presentations of the learning portfolio (which serve as a comprehensive exam), and/or a research thesis provide culminating evidence of student learning and professional competencies. Each student needs to identify which capstone experience will best evidence your learning two semesters prior to graduation. Regardless of whether you choose to complete a) oral defense of her/his reflective learning portfolio, or b) a master’s thesis, the student must still complete the reflective learning portfolio.

Program faculty members meet every summer to review results of student learning and make decisions to improve the program based on this evidence and other feedback from students.

Professional Development Seminars

To enhance learning outside of the curriculum and to help synthesize theory to practice, professional development seminars are offered throughout the two-year program on the topics of interest (approximately 3 per semester). Visit the program website and click on the Prospective Students tab to see examples of past seminars.
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Master of Arts (M.A.)
Postsecondary Educational Leadership
Postsecondary Educational Leadership and Student Affairs
Pledge of Performance

______________________ do hereby pledge to perform at the highest level possible in the Postsecondary Educational program.  I pledge to do outstanding work on all of my assignments, to participate in all class discussions in a thoughtful and honest manner, to contribute to the intellectual growth of my colleagues in the program, and to successfully complete this program in a timely manner.
I further pledge to excel in my professional career by always keeping student needs foremost in all my actions, by dutifully applying what I have learned in this program to my professional duties and responsibilities, by committing myself to outstanding performance in any role I have within education, by assisting all of my colleagues to reach their highest potentials, and by being forever true to myself, my beliefs and my values.
Print: ____________________________
Sign:  ____________________________
Date: ____________________________
NEW STUDENT INFORMATION

RED ID

Once you have applied to SDSU, you will be assigned a RED ID number.  This number will be used throughout your program for admissions, registration, and general identification in lieu of your social security number.  The RED ID number allows you to use the Web Portal to check your application status, update you personal information, get unofficial transcripts, check your grades, register for classes, etc.  You can pick up your Red ID card in the lower quad of Aztec Center right below the information booth.

E-MAIL

It is important to regularly check the email account you provided on SDSU Web Portal.  All of the correspondence that you will receive from the program and the university will be sent to the email address that you have listed on SDSU Web Portal.  If you change your email, telephone numbers, addresses, or your name, update your web portal information and contact the assistant program coordinator, so that you do not miss any important information.  University email accounts can be setup for free through your SDSU Web Portal account. 

REGISTRATION

All registration for courses is completed online through SDSU Web Portal. You will receive program information from the ARPE Department each semester with information about courses, schedule numbers, etc.  The schedule numbers for your courses are usually suppressed from the general schedule so that students who are not enrolled in the program are not able to register for the classes.  The University’s schedule of classes is available on the web site for each semester.  Feel free at any time to call the department office at (619) 594-6115 if you have any questions about registration.

PARKING

You can either purchase a student parking permit for the semester or buy a visitor parking permit every time you are on campus. Click the link for more information on parking options. 
CAMPUS RESOURCES

Associated Students (619) 594-6555  https://as.sdsu.edu/
Aztec Bookstore (619) 594-7525  https://www.shopaztecs.com/
Aztec Recreation Center  (619) 594-7529   https://arc.sdsu.edu/
Career Services (619) 594-6851   http://career.sdsu.edu/student_affairs/career/
Counseling and Psychological Services (619) 594-5220
http://studentaffairs.sdsu.edu/cps/
Cultural Arts & Special Events (619) 594-6487 
Housing Administration and Residential Education  (619) 594-5742 http://www.sdsu.edu/housing/resed.aspx  

International Student Center (619) 594-1982  http://studentaffairs.sdsu.edu/ISC/  
Library   619-594-6728  http://library.sdsu.edu/
Student Disability Services (619) 594-6473  http://newscenter.sdsu.edu/student_affairs/sds/  
Student Health Services (619) 594-5281  http://shs.sdsu.edu/index.asp
Faculty Responsibilities 
· Introduce you to the knowledge and experience you need to be competitive in the field of students affairs

· Facilitate professional networking
· Advocate on your behalf
· Provide and receive feedback
· Create a safe and welcoming learning environment
Student Responsibilities
As a graduate student, you are expected to take the initiative on the following responsibilities: 

· Take responsibility for your own learning, and development (refer to student pledge In the appendix) 

· Embody the traits of an ethical, emotionally intelligent and socially just transformative student success leader
· Contact appropriate program personnel for questions regarding course scheduling, specializations, graduation options, and other areas as necessary;

· Provide current contact information to Linda Libsack at libsack@mail.sdsu.edu or (619) 594-6115 and the assistant program coordinator if changes occur in address, email, or phone;

· Submit required paperwork to Linda Libsack for advancement in the program;

· Meet deadlines for graduation and other program milestones;

· Comply with course requirements as designed by individual instructors related to course attendance and participation, assignments, and access to email and the Internet;

· Complete the requirements for the Reflective Student Learning Portfolio;
· Ask questions if you are unclear or need clarification on any program-related matter.
Student Rights and Responsibilities

Standards for student conduct applies to SDSU students on campus, off campus in the surrounding community, off campus at SDSU-sponsored events, and online sites. The university is committed to maintaining a safe and healthy living and learning environment for students, faculty, and staff. Each member of the campus community must choose behaviors that contribute toward this end. Student behavior that is not consistent with the Student Conduct Code is addressed through an educational process that is designed to promote safety and good citizenship and, when necessary, impose appropriate consequences.

The Student Conduct Code now applies to all students when violations take place within a designated off-campus area bordered to the north by Interstate 8, west at 55th Street, south at College Place/ Greek Circle, and east at East Campus Place. In addition, the scope of conduct that violates the code has expanded to include more types of risky behavior.

Students are expected to adhere to the Student Conduct Code. They are expected to be good citizens and to engage in responsible behaviors that reflect well upon their university, to be civil to one another and to others in the campus and surrounding communities, and to contribute positively to student and university life. This includes upholding all published university policies, rules, regulations, or presidential orders.

The areas of unacceptable off- and on-campus risk behaviors that violate the Student Conduct Code pertaining to drugs and alcohol include:

· Use, possession, manufacture, or distribution of illegal drugs or drug-related paraphernalia, (except as expressly permitted by law and University regulations) or the misuse of legal pharmaceutical drugs. 

· Use, possession, manufacture, or distribution of alcoholic beverages (except as expressly permitted by law and university regulations), or public intoxication while on campus or at a university-related activity. 

Sanctions for conduct described above can be imposed upon:
· Applicants

· Enrolled students

· Students between academic terms

· Graduates awaiting degrees

· Students who withdraw from school while a disciplinary matter is pending

Student Progress

You are expected to make steady progress toward completion of requirements for the degree.  The time required to complete the degree depends less on units of credit or semesters of attendance than it does on the mastery of the subject matter field and completion of a satisfactory dissertation.  The program is designed for completion in 2-3 years, depending upon the student’s academic plan. 

GPA Requirements

Students must maintain a grade point average of 3.0 (grade of B) or better in the coursework taken to satisfy the requirements for the degree, except that a course for which no letter grade is assigned shall not be used in computing the grade point average.  Students who fall below this level shall be placed on probation (see section on Probation Process/Code of Conduct).  In addition, any course for which a student does not earn a B or better, that course will not satisfy requirements in the students’ program of study and must be retaken. 

A student who earns a grade point average at or below a 3.0 in any two successive terms will be dismissed from the program (see section on the Dismissal Process).  For more information on GPA requirements see the CSU Executive Order No. 991, related to Doctor of Education degree programs at: http://www.calstate.edu/EO/EO-991.html
Graduate Bulletin
It is strongly suggested that you read the San Diego State Graduate Bulletin. The importance of the Graduate Bulletin as a general resource and academic planning guide cannot be stressed enough. Changes in curriculum requirements and other University and ARPE Department policies and regulations that may occur during your time as a graduate student will be reflected in the Graduate Bulletin. Please note that you will be responsible for the requirements, policies, and regulations in effect during the year your official Master's degree program of study is approved.  These requirements may not be exactly the same as those in effect the year you entered the University or the year you graduate.  Therefore, if you file your Official Program of Study next year, your program will need to reflect the curriculum requirements as stated in next year's Graduate Bulletin.  If you have difficulty interpreting the policies and requirements in the Graduate Bulletin, contact Linda Libsack at libsack@mail.sdsu.edu for clarification.

Thesis Option
The thesis is an option, not a requirement, for the program.  Students who are interested in completing a thesis should make an appointment with their faculty advisor to discuss this option.
PLEASE NOTE: Students who elect to complete a Master's thesis are still required to complete a reflective learning portfolio, though they are not required to complete the accompanying oral presentation (aka Portfolio Defense). Consult with your faculty advisor if you are interested in completing the thesis option.
Assistantships and Internships
The following section provides a brief outline of the program’s assistantship program and internship program. Visit the Current Students tab of the program website to download the official Graduate Assistant Handbook and Internship Handbook for more detailed information.

DEFINITIONS

Assistantship = paid positions; no units earned, but some assistantships may qualify for internship credit. For a list of current SDSU assistantships see the assistantship webpage. Contact your faculty advisor if you desire to receive internship academic credit for your assistantship.

Internship = paid or non-paid positions; please consult with your specific department or faculty advisor if obtaining units. 

Learning Agreement = internship/assistantship job description and expectations.  See the job descriptions included on the assistantship webpage. 

Site Mentor/Site Supervisor = internship/assistantship supervisor

ARP 760/Internship Details
Internship experience within the program is encouraged, but it is not a requirement.  We advise you to gain internship experience with two different departments within student affairs if possible.  If you plan to fit an internship in your class schedule, please remember that you must first have 9 SDSU graduate units completed before you enroll in ARP 760 – Internship in Educational Leadership.  ARP 760 is 3 units.  You may enroll and earn units for ARP 760 twice.

The internship requirement is 135 hours per 3 units of ARP 760 (weekly hours are determined between you and your site mentor), however some internships may extend past one term depending on your schedule and/or the needs of the department, in which case you will need to keep in constant contact with your internship seminar instructor for requirements in completing the course.  It is common for internships to be offered for an entire academic year (Fall and Spring terms).  Some students enroll in ARP 760 for one term for credit and volunteer in the next term for more experience.  Other students who want to enroll in ARP 760 in both Fall and Spring and get 6 units of credit for the same internship should keep in mind that the duties/responsibilities need to be different experiences in each term; therefore, two different learning agreements need to be filled out by the site mentor. 

Recruitment and placement
Internship applications are available on the internship webpage, and placement occurs twice per year just before the start of Fall and Spring terms.  If you desire internship placement outside of SDSU or UCSD, please coordinate that with your ARP 760 course internship instructor.  

Outside of the Classroom

Peer Mentoring Program: This student-run program matches incoming first-year students with a second-year student mentor to guide them through their first year in the program.

Goals
a. Establish a network of support between first-year and second-year cohorts
b. Develop self-awareness through navigating the mentee/mentor relationship with intentionality and reflection
c. Enhance counseling and advising skills for second-year graduate students 
Program Learning Outcomes
As a result of participating in this program, you will be able to...
1-  Develop goals to enhance your personal growth
2- Track your strengths and areas for improvement as a mentor/mentee through the Mentoring Program Checklist
3- Articulate the unique qualities of your personal mentor/mentee relationship 
Student Advisory Board (SAB): The SAB consists of five students in each cohort who meet once a month to discuss upcoming program events as well as brainstorm solutions to student concerns and issues. The positions are:

· Student Advisory Board Coordinator

· Social Justice Coordinator

· Peer Mentoring Coordinator

· Program Events Coordinator

· Outreach Coordinator

Visit the program website and visit the Prospective Students tab for more information on the SAB.
Alumni Newsletter: The Alumni Newsletter is a student-run newsletter that is produced at the end of every semester to keep Alumni up-to-date on program news. Students and alumni are welcome to submit ideas or write articles for each issue. 

Program Timeline
Here is a general timeline with tasks to complete for current students in the program. For more information on how to complete specific items, visit the program website to download materials such as the portfolio handbook. Please also note that the timeline is geared towards students who will complete the program in two years. Students who plan to complete the program in three years should speak with their faculty advisor to adjust their timeline accordingly. 

Summer before first semester

· Apply to peer mentoring program, if interested

· Make sure your email address is up-to-date in SDSU WebPortal and with the assistant program coordinator, especially if you originally applied to the program with a university-affiliated address that will expire

· Obtain your RED ID (Student ID) card. You can pick up your Red ID card in the lower quad of Aztec Center right below the information booth. This allows you to check out library books and use a variety of student services.

· If you are an out-of-state student, contact the administrative program coordinator about receiving a Non-Resident Tuition Waiver. This allows out-of-state students to receive in-state tuition fees. NOTE: There is a limited number of NR Tuition Waivers and the program cannot guarantee that a student who applies for a waiver will receive one. 

First semester

September
· Complete the Pre Assessment Evaluation for the reflective learning portfolio. The exact due date will be determined by the administrative program coordinator. Visit the Learning Portfolio tab of the program website for more information
· Download all program application materials to place in your reflective learning portfolio

October
· Complete the Pre Assessment of Learning for the reflective learning portfolio. The exact due date will be determined by the program coordinator. See the Reflective Learning Portfolio Handbook for more details. See the Reflective Learning Portfolio Handbook for more details.

· Meet with your academic advisor after you have submitted pre assessment materials for discussion

December

· Complete course reflections and the out-of-class learning reflection for the reflective learning portfolio. See the Reflective Learning Portfolio Handbook for more details.

Second semester

February

· Meet with your academic advisor to discuss academic progress, work/assistantship progress, personal/professional goals, and other items of interest or concern

May

· Complete course reflections, the out-of-class learning reflection, and the summary of learning paper for the reflective learning portfolio. See the Reflective Learning Portfolio Handbook for more details.

· Contact the ARPE Department’ Coordinator, Linda Libsack (619 594 6115) to file your program of study. This is a required step for students after they complete their first year in the program. It serves as a student’s official confirmation that they are pursuing either the PSE or Student Affairs Specialization degree. This is a crucial step in ensuring you're able to advance in your Master's candidacy
Summer after first year

· Apply to peer mentoring program, if interested 

· Gather your immunization history. In the past, San Diego State Health Services has contacted students in our graduate program for these documents the summer following their first year. There is no guarantee they will do this every year, but it’s something to keep in mind.

· Organize your portfolio materials. Finish any lingering portfolio reflection papers and consider investigating different website platforms to find ones you ‘re comfortable with.

· If you are an out-of-state student, contact the administrative program coordinator about receiving a Non-Resident Tuition Waiver. This allows out-of-state students to receive in-state tuition fees. NOTE: There is a limited number of NR Tuition Waivers and the program cannot guarantee that a student who applies for a waiver will receive one. 

Third semester

September

· Meet with your academic advisor to discuss academic progress, work/assistantship progress, personal/professional goals, job search or doctoral program search, and other items of interest or concern

October

· Schedule an appointment at SDSU Career Services with one of the advisors who provides specialized advising services for our program to discuss job search strategies, doctoral applications, etc

December

· Complete course reflections and the out-of-class learning reflection for the reflective learning portfolio

· Determine who you would like to serve as your external reviewer for your portfolio defense, if you plan to defend in the Spring. See the Reflective Learning Portfolio Handbook for more details. 

· Make sure you have applied to graduate through SDSU WebPortal if you plan to graduate in the Spring. SDSU allows students to apply to graduate from approximately September-mid February.

Fourth semester

February

· - Meet with your academic advisor to discuss academic progress, work/assistantship progress, personal/professional goals, job search or doctoral program search, and other items of interest or concern

April

· Complete course reflections and the out-of-class learning reflection for the reflective learning portfolio. 

· Drop off a flash drive or CD in the administrative program coordinator’s ARPE mailbox with all of your portfolio materials in EBA 246

· Complete your professional development plan for ARP 623 for integration into your reflective learning portfolio (complete assignment on your own if you’re not enrolled in this course). See ARP 623 syllabus and Reflective Learning Portfolio Handbook for more information on this step.

· Complete your oral portfolio defense

May
· Graduation: Formal commencement is conducted once a year in May, but degrees are also awarded in August and December.  In addition to the University commencement ceremony at the end of each Spring semester, the ARPE Department conducts its own commencement reception for graduating students in both Educational Leadership and Rehabilitation Counseling.

Contact Information
There are a number of faculty, staff, and student leaders in place to assist with questions and concerns that may arise throughout your time in the program. Each contact listed has a specialized area(s) that they can assist you in. If a question or concern arises, please review this sheet carefully to ensure that you get the swiftest assistance possible. 

Here is a general guide for who to contact for program-related topics:

Administrative Program Coordinator

· General program questions/concerns

· Assistantship questions/concerns

· Internship questions (ARP 760)

Contact: Dr. Lisa Gates, lgates@mail.sdsu.edu , (619) 594- 1961
Assistant Program Coordinator:

· General program questions/concerns

· Assistantship questions/concerns

· Technical questions (Ex. Portfolio requirements)

· Professional development opportunities

· Volunteer opportunities

Contact: Ria Rodriguez, mapostsecondaryedinfo@mail.sdsu.edu
NOTE: The administrative coordinator and assistant program coordinator serve as the first point of contact for program-related questions and concerns. As such, the faculty program coordinator is considered a first-tier contact for program concerns.

Faculty Program Coordinator:

· Second-tier contact for academic concerns and assistantship concerns

Contact: Dr. Marilee Bresciani Ludvik, mbrescia@mail.sdsu.edu , 619-594-8318

NOTE: The administrative program coordinator and/or assistant program coordinator will refer you to the faculty program coordinator for questions or concerns that fall outside of their expertise. As such, the faculty program coordinator is considered a second-tier contact for program concerns. 

Department Chair

· Third-tier contact for academic concerns and assistantship concerns

Contact: Dr. Caren Sax, csax@mail.sdsu.edu , 619-594-7183

NOTE: The faculty program coordinator will refer you to the department chair for questions or concerns that fall outside of their expertise. As such, the department chair is considered a third-tier contact for program concerns. 

Faculty Advisor:

· Academic plan

· Advice on aligning elective options with professional goals

· Research opportunities

· Portfolio feedback 

Contacts:

Dr. Marilee Bresciani Ludvik: mbrescia@mail.sdsu.edu , 619-594-8318

Dr. Frank Harris III: frank.harris@sdsu.edu , 619-594-1551 

Dr. Felisha Herrera: felisha.herrera@mail.sdsu.edu , phone # pending
Dr. Marissa Vásquez Urias: mvasquez@mail.sdsu.edu , 619-594-1879
Dr. Luke Wood: luke.wood@sdsu.edu , 619-594-0167

Department Coordinator: 

· Course sequence

· Course registration

· General program paperwork

· Filing program of study


Contact: Linda Libsack, libsack@mail.sdsu.edu , 619-594-6115


Graduate Assistantship Coordinators:

· Assistantship questions/concerns

· Suggestions for professional development within assistantships


San Diego State Contact: Dr. Robyn Addams, robyn.adams@mail.sdsu.edu
UC San Diego Contact: Dr. Cynthia Dávalos, cdavalos@ucsd.edu


Student Advisory Board (SAB)

· Program-related volunteer opportunities

· Questions/concerns with the Peer Mentoring Program

· Out-of-Class Socials

· Student concerns

· Suggestions for program improvement

Contacts

SAB Coordinator: John Weng, johnweng92@gmail.com

Social Justice Coordinator: Alison Herr, herra76@gmail.com

Outreach Coordinator: Ruben Nuñez, rubennunez4221@gmail.com
Program Events Coordinator: Leanna Biddle, leanna_biddle@yahoo.com

Peer Mentoring Program Coordinator: Alyssa Patricio, awpatricio@gmail.com

Career Services: 

· Career exploration

· Resume/cover letter critique

· Mock interview


NOTE: SDSU Career Services offers specialized advising services for students in the MA program. Counselors are here to assist with a) setting reasonable expectations for your job search, b) identifying potential jobs of interest, c) completing any needed interest assessments or inventories to clarify your area of interest, d) viewing your portfolio to help you identify transferable skills for your resume and cover letter, e) selecting appropriate personnel to write your letters of recommendation, and f) assisting with questions about setting up informational interviewers with those who are hiring in your field of interest.

If you plan to pursue your PhD or EdD right after graduation from this program as opposed to searching for a job, please schedule an appointment with your faculty advisor instead of a career services counselor and provide a link to your portfolio materials, your updated resume, and cover letter.

To maximize your time with your counselor, be sure to email your counselor an updated resume and a draft cover letter at least one week PRIOR to your appointment. The specific counselors who are trained to assist students in our program are: 

Tina Gov
(619) 594-5438
tgov@mail.sdsu.edu

Alejandro Rodriguez
(619) 594-3024
arodrig2@mail.sdsu.edu

Chris Turntine 
(619) 594-4382
turntine@mail.sdsu.edu
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