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CAS Standards and Guidelines 
for Student Serviced 

Development Programs 
General Standards 
The Councll for the Advancement af Standards for Student ServlceslDevelopment 
Pro~rams (CAS) developed and adopted standards and Interpretive guldellnes for 
specific functional areas of student services/development programs withln post- 
secondary educational institutlons. 

There are Important General Standards that govern the activities of all student ser- 
vices1 development programs. These General Standards are integral to each func- 
tional area. Thus, each functlonal area slandards and guidelines must be Interpreted 
and applled In conjuncllon with the General Standards below. 

Slnce institutlons vary in slze. character, location, and type o l  students, the organiza- 
tion and nature of student se~lcesldevetopment programs will vary. Accordingly, 
each specific standard end its related guidelines must be read and Interpreted In the 
context of the unlque characterlstlcs 01 the institution. Nonetheless, all standards are 
intended to apply regsrdtess of organlzatlonal differences. 

General Standards tor Student Servlces/Developmenl Programs 

Mlsslon 
Each Inrlltullon and each functlonal area must druelop, revlew, and dlssemlnate 
regularly I ls  own speclflc goals for sludent sbnlcesldevelopmenl, whkh must be con. 
rlstenl wlth the nalure and ~ o a i s  of the Instttutlon and with the standards In thls docu- 
mant. 

Program 
The overall rludent rerv lce~dewlopmrnl  progmm must be (a) purporeful. (b) 
coherent. (cl based upon or related to theorles and knbwledae of human development 
and ieaming characterts~cs, and (d) reflective of Ihe demogiaphlc and developmentat 
profiles o l  the student body. Such programs and smvlcer must (a) promote student 
developmenl by encouraging such thlngs as porltlve and reallrtlc sell-appralsat, In. 
tetlecluat development, approprlrte personal and occupallonal chokes, clariflcrtion 
of values, phyrlcal fllnesr, the abltlty to relate memlngfulty wlth others, Ihe capaclty 
to engrgs In a personally ratirfylng and effecttub style of living. Ihe capaclty to a p  
preclale cuttural and aesthetic dlflerences, and the capaclly to work lndependentty 
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and Interdependently; (b) asslst studenfs In overcoming speciflc penonal, physical, 
or educattonal probtems or sklil dellclencles; and (c) ldentlfy envhonmental condl- 
lions tt~ccl may negallvely Influence welfare and propose lntenentlonr thal may 
neulrallze such condltlons. The educational experlence o l  sludenlr conslsts of both 
academlc eltorts In  the classroom and developmentaf opportunltles through student 
senlces r n d  development programs. lnstllutlons must define the relatlve Importance 
ot lhese processes. 

leaders hi^ and Manaaement - 
The lnstltutlon musl appolnl a chlef studrnt servkesldevelopment offlcer or 
derlanate an lndlvldual l o  fulflll that role. Thls leader must be ~0slHonod h lhe 

, orga~lzatlon so that the needs of the rludents and the f u n c l l o d  areas are well 
represenled at the hlghest sdmlnlstrstlve level of the Instltutlon. Thls leader must be 
an erperlenced and effective manager, must have substantial work experlence In one 

/ r more ol the rtudent senlcrsl development functlonsl areas. end either be on ' 
~cknowledged leader on the campus or have obvlous background end experlence to 
command such respect. The seeclllc tltie and reportlna relationship of thls Indlvldual 
may vary among tndt~tut~ons.  he lndivldusl must IM selected on the bash of personat 
chsracterbstlcs and formal tralnlng. 

The ofllcor musl create an effechre system to mmage the smlcaslprograms. The of- 
ltcer must  plan. organize, stalf, lead, and assess programs on a contlnulng b a s k  The 
result should be sn Integrated system of studenl senlces and development actlvitles 
lor the lnstllutlon. lunded and otherwke supported at a level that permlts theeffecllve 
dellvery of these programs. 

The of t lcrr  must be able to develop, to advocate, and to  use a statemenlo1 mlsrlon, 
gods, and objectfves for student servlurddevelopment on the campus. The offlcer 
must attract m d  select qualllled staff members who make effecllvedeclslons aboul 
pollcles, procedures, personnrl, budgetr, frcllllles. and equlpment. The offlcer must 
assume responslbllllles lor program and personnel development, assessment, and 
lmprovemenl o l  the s e n l c e ~ m d  development actlvltbs of the or~anlzalion. 

Organizalion and Adrninlstration 
Ench functlonal area must have i ts  own set o l  pollcles and procedures that include a 
'etalled descrlptlon of the admlntstrative process of the olllce end an or~anlzaltonal ( A a r I  ahowlng the job f relallonshlps wlthln and beyond the 

4uncllonat area. 

Human Resources 
Each functionel area musl have adeauate and ~ua l l l led  profemional staff to lulllll the 
mlsslon o 1  thal servlce and to implement all aspects o i lhe  program. To be qualified, 
~ r o l e ~ s l o n a l  stall members musl have a graduate dearee In a lleld of sludv relevant to 
ihat parflcular Job In questlon or must hive an appriprlate comblnatlon of educatlon 
and expertence, In  any funcllonal area In whlch there Is a full-tlme director, lhat dlrec- 
lor must possess levels of educatlon bndlor prolesslonal experlence beyond thal of 
the slall t o  be supervlsed. 

preprofesslonal or support staff members employed In a functlonal ares must be 
qualllled by  relevant educatlon and experlenw. Degree requlrementr, lncludlng both 
degree levels m d  subject matter, must be germane to the particular job respon- 
slbllltles. Such stall members must be tralned appropdately and supenlsed ade- 
quately by professlonal slalf. 
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Paraprofessloneb musl be carefully selecled, tralned with respect to helping skills 
end inrl i tutbnal services and procedures. closely supenlsed, and evaluated regular- 
ly. Thelr cornpensallon must be falr and any wolunlary senlces must be recognized 
adequetefv. Paraprofessionals must recopnlze the llmltatlons of lhelr knowledge and 
skllis andmust refer sludents to approGlate prolssslonals when the problems en- 
countered warranl. 

To ensure thal professlonal stalf members devole adequate tlme to prolesslonal 
dutles. each lunclional area musl have aufficlent clerlcal m d  technlcat supporl stalf. 
Such support mwt be of rufficlent quantlty and quality to accomplish the lollowlng 
klnds of actlvltles: typing. Illlng, telephone and other receptlonlst duller, bookkeep 
Ing, malntalning student records, organlzlng resource malerlals, receklng students 
and maklng appofntmenls, and handllng routlne correspondence. 

Salary level and frlnge beneflts for stalf musl be commensurate wllh those for slmller 
professlonal, preprofesslonal, and clrrlcal posltlons at the lnstltutlon and In the 
geographlc area. 

To ensure the exbtence 01 rulteble end readlly ldentlflable role models wlthin the 
campus teaching and admlnlslratlve ranks, staff empbyment profiles must rellect 
representallon of calegorles of peraonr who comprlse the student popuiatlon. 
However, where student bodlet are predominantly nondlsabled, o l  one race, sex, or 
rellglon, a diverse staffing pattern wlll enrlch the teachingledminlstrrtive ranks and 
wlll demonstrale lnstltutlonal commltment to falr employment practices. 

All functlonal areas must have a regular system of stalf salectlon and eveluatlon, and 
must provlde contlnulng profeslrional development opportunltles lor staff lncludlng 
In-senlce tralnlng programs. partlclpatlon In proleaslonal conlerences. workshops, 
and other contlnuine educatlon actlvltles. 

- 
Each functionel area must have fundlng sufflclent to carry out Its mlsslon end to s u p  
port the following, where applicable: staff salaries; purchase and malnlenance o l  of- 
flce furnlshlngs. supplies, materlrls, and equlpment, lncludlng current technology; 
phone m d  postage costs; prlntlng and medla costs; lnstltutlonal membetshlps In a p  
proprlate professional organlzallons; relevant subscrfptions and necessary library 
resources: attendance at ~rofesslonal assoctetlon meellnas. conferences. and 
workshops; and other proledslonsl development ~cl lvl t les. I n  aki l t lon l o  Inslltullonal 
funding commltment through general funds, other tundlng sources may be con- 
sldered. Includlnf& state approprlallons, student lees, user fees, donations and cow 
trlbulions, fines, cancesslon and store sales, rentals, and dues. 

Facilities 
Each functlonal area must be provided adequate facllltles to lulll l l Its mlsslon. As a p  
pllcable, the facllltles for each functlonal area must Include, or Ihe functlon must have 
access to. the following: prlvale offlces or prlyale spaces for counseling. Intenlewlng. 
or other meetlngs of a conlldentlal nature; offlce, receptlon and storage space suffl- 
clent to accommodate asslgned slafl, supplies. equlpment, library resources, and 
mschlnery; and conference room or meetlng space. All lacllltles must be accessible to 
dlsabfed persons and must be In comptlance wllh relevant federal, state, and local 
health and safety requlrementr. 
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Legal Responsibilities 
Stall members must be knowledpwble about and responsive l o  relevanl clvil and 
crlmlnal laws and must be responslbh lor ensurlng that the lnstltutlon fullllls I ls legal 
obllgatlons. Slat I members In all lunctlonal areas must be well versed In those obllga- 
llono and llmltallons lmposed on the operatlon of the lnstltutlon, partkularly In thelr 
lunctlonal area, by federal, state, and locsl conslltullonal. statutory, iepulalory, and 
common law. and by lnstltutlonal pollcy. They must utlllze approprlate pollcles and 
ptaclkes to Hmll the llablllly erposure of the Instltutlon, Its olfkers, employees, and 
agents The lnstltutlon must provlde access to legal advlce to prolesslonal stall as 
needed to carry out asslgned responslbllltles. 

Equal Opportunity, Access, and Affirmative Action 
h lunctlonal area must adhere to the splrlt m d  Intent o l  equal opportunity laws In > ctlvltles. Each area mu81 ensun that Its senkes and lacllltles are accrsslble to 

and provlde hours of operatlon that respond to the needs of speclal student popule 
tlons, lncludlng cultural and specld needs subgroups, evenlng, part-llme, and come 
muler students. 

Personnel pollclas shall not dlscrimlnate on lhe basls o l  race, sex, color, rellglon, age. 
natlonal orlgln, andlor handicap. In hlrlnp hnd promollon pollcles. student senlces 
prolesslonds must take alflrmatlve action that strlves to remedy blgnlflcanl stalflng 
Imbalances. parllcularly when resuYng Irom past d lscr lml~ lory  practlces. Each 
lunctlonal area must seek to Idenllfy, prevent, andlor remedy other dlscrlmlnatory 
practlces. 

Campus and Community Relations 
Ench lunctlonal area must malntaln good relations wlth relevant campus olflces and 
ex terna la~enc l r~ ,  whlch necessarily requlres regular Identlikatlon o l  Ihe ofilces wlth 
wklch such relallonshlps are crltlcal. 

Multlculturaf Programs and Services 
.he lnstltutlon must provide to members of Its maJorlty and mlnorlty cullures educa. 

al elforts that focus on awareness of cultural differences, self-assessmenl o l  
, k l b l e  prejudkes, and deslrabk behavioral changes. The hstl tul lon also must pro- 
vide educatlonal programs lor mlnorlty students that ldentlfy their unique needs, 
prlorlllze those needs, and respond to the prforltles to the degree the1 numbers o l  
studenls, laclllties, and resources permlt. In addlllon. the instltutlon must orlent 
mlnortty students to the culture o l  Ihe lnslltullon and promote and deepen thelr 
understanding of thelr own culture m d  heritage. 

Efhlcs 
All persons Involved In theprovldon of senbes l o  students must malntaln the hlghest 
rtandsrds of ethlcal behaylor. SlaH members of each lunctlonal area must develop or 
adopt slandards of sthkal practice addressing the unlque problems that lace person. 
n d  In that area. The standards must be publlshed and revlewed by all concerned. In 
the form&llon o l  those rtandards.elhka1 standards statemenls previously adopled 
by Ih r  professlm at large or relevant professional asroclatlons may be o l  assistance 
and must be conslderrd. 

Certaln e lhkal  obllgatlons apply to all Indlvlduals employed In student aer- 
vlcerldevelopmont programs, lor examplr: 

CAS General Standards and Guidelii~a 

All stal l  members must ensure that conlldentiallty Is malntalned wlth respect 
to all communkatlons and records consldered conlldrntlal. Unless wrltten per. 
mlsslon Is glven by the student. lnformatlon dlscloaed In lndlvlduel counsrllng 
sesslons must remaln conlldentlal. In addltlon, all requirements of the Famlly 
Educallonal Rlphls md Ptlvacy Act (Buckley Amendment) musl be complled 
with and lnformatlon contalned In studenls' educatlonal records must not be 
disclosed to lhlrd partles wlthoul appmprlate consent. unless one of the rele- 
vant stafutory excepllons applles. A slrnllar dedlcatlon to prlvacy and conllden- 
tlallty must be applled to research dala concerning Indlvlduals. 

All stall members musl be aware o l  and comply wlth the provisions contalned In 
the lnstllullon's human sublectr pollcy and In m y  other Inslltutlonal pollcy ad. 
dressing ethlcal practlces. 

All slaH members must ensure lhnt students are prodded access to senlces on 
a lalr and equitable basls. 

All stall members musl avold any personal confllct of Interest so they can deal 
objectively and Impartially wlth persons wlthln and outslde the Instltutlon. In  
many Instances, the appearance o l  a confllct o l  Interest can be as damaglng as 
an actual confllct. 

Whenever handllng funds, all stall members must ensure that such funds are 
handled In  accordance wlth establlshed and responsible accounllng 
procedures. 

Stall members must not partlclpate In any form o l  sexual harassment. Sexual 
harassment Is deflned to Include serual advances, requests for sexual favors, 
as well as other verbal or physlcal conduct of a sexual nature If (1) submlsslon to 
such conduct Is made elther expllcltly or lmpllcltly a term or condlton of an In- 
dlvldual's employment. academlc progress, or any other oulcome of an olllclal 
nature,(2). . . Is used as the baslslor such declsions oroutcomes.. ..(3). . .has 
the purpose or effect of unreasonably Interfering wlth an Indlvldual's work per- 
lormmce or creatlng an Intlmldatlng, hostllr, or oflenslve worklng environ. 
mmt. (29 Code of Federal Regulations, C.F.R., Sectlon 1804.11(a).) 

All r ta f l  members must recognlze the llmlts of thelr training, expertlse. and 
competence and must refer students I n  need of furlher experllse to persons 
possessing approprlate quallflcatlons. 

Evalua lion 
There must be systematic and regular research and evaluatlon of the overall Instllu- 
llonal student servlcrs/deve~opment program and each lunctlonal area to determine 
whether Ihe educatlonal goals and the needs of students are brlng met. Although 
methods o l  evaluatlon may vary, they must ullllze both quantltatlve and qualltatlvr 
measures. Data collected must Include responses from students and olher slgnlllcant 
constlluencles. Resulls of these regular evsluatlons must be used In revlslng and lm. 
provlng the program goals and Implemenlallon. 
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