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CAS Standards and Guidelines
for Student Services/
Development Programs

General Standards

The Council for the Advancement of Standards for Student Services/Development
Programs (CAS} developed and adopted standards and interpretive guidelines for
specific functional areas of student services/development programs within post-
secondary educational institutions,

There are Important General Standards that govern the activitles of all student ser-
vices! development programs. These General Standards are integral to each func-
tional area. Thus, each functional area standards and guidelines must be Interpreted
and applied In conjuncilon with the General Standards below.

Since institutions vary in size, character, iocatlon, and type of students, the organiza-
tion and nature of student services/development programs will vary. Accordingly,
each specific standard and its related guidefines must be read and interpreted in the
context of the unique characteristics of the institution. Nonetheless, all standards are
intended to apply regardless of arganizational ditferences.

General Standards for Student Services/Development Programs

Mission

Each Institution and each functional area must develop, review, and disseminate
ragularly Its own specitic goals for student services/development, which must be con-
sistent with the nature and goais of the Institution and with the standards In this docu-
ment,

Program N

The overail student services/development ptoqum must be (a) purposeful, (b)
coherent, {c) based upon or retated to theorles and knowledge of human development
and loamlng characteristics, and (d) reflective of the demographic and developmental
profiies af the student body. Such programs and services must (a) promote student
development by encouraging such things as positive and reallstic self-appralsal, in-
tellectual development, appropriate personai and occupational choices, clarification
of values, physical fitness, the ability to retate meaning{ully with others, the capacity
to engage In a personally satisfying and effective style of living, the capacity to ap-
preciate cultural and aesthetic differences, and the capaclly to work independentty
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and interdependeritly; (b} assist students In overcoming specific persanal, physical,
or educational probtems or skiil deficiencles; and (c) Identify environmental condi-
tions that may negatively influence welfare and propose Interventions thal may
neulralize such conditions. The educationai experience of sludents consists of both
academlc elforts In the classroom and developmental opportunities through student
services and development programs. Institutions must define the relative Importance
ol these processes,

Leadership:and Management

The InstHution must appoint a chlet student urvlcesldevelopmonl ofticer or
designate an Individual lo fulflil that role. This leader must be positioned in the
organization so that the needs of the students and the funciional areas are well
represent ed at the highesi adminisirstive level of the institution, This ieader musi be
. -an experlenced and effective manager, must have substantlal work experlence in ane

r more of the student services/ development functional areas, and either be an
scknowledged leader on the campus or have obvlous background and experlence to
command such respect. The speclilc tilie and reparting reiatlonship of this Individual
may vary among institutlons. The Individual must be selected on the basis of personat
chcuclorlsllcs and (ormal tralning.

The officer must creafe an effecive system to manage the servlceslprogums The of-
flcer must plan, organize; stalf, lead, and assess programs on a conlinuing basis. The
result should be sn integrated system of studenl services and development activities
lor the instliution, lunded and olhemlse supporlod ata Ievel that pormlls the etfeclive
detivery of these programs. : :

The ofiicer must be able to dovolop,_ o advocate, and to use a statement of misslon,
goals, and objectives for sludent services/development on the campus. Tha olficer
mus! atiract and select qualified stalf members who make sffective decislons about
policles, procedures, personnel, budgets, facliities, and equipment. The officer must
assume responsibiiilies for program and personnel deveiopment, assessment, and
Improvement of the services and development activities of the organization,

Organization and Administration

Each functional area must have its own sel of policles and procedures that inciude a

"efalled description of the administrative process of the ollice and an organizallonal

. «hart showing the job !uncilons and mponlng relallonshlps within and boyond the
tunclional area. :

Human Resources

Each functional area mus( have adequate and qualilied pmtosslonnl staff to fulllli the
mission of that service and {o implement all aspects ol the program. To be qualitled,
proleasional sial! members must have a graduate degree In‘a ileld of study relevant to
that particular job In question or must have an appropriate combinatlon of education
and experilence. In any functlional area In which there Is a tull-time director, lhat dlrec-
lor must possaess levels of education andfor proléssional experlonco beyond that of
the stalf to be supervised,

Preproles slonal or support stat! members employod In & functional area musi be
qualitied by relevant education and experlence. Degree requlrements, Including both
degree levels and subject matter, must be germane to the particular job respon-
sibilittes. Such stalf members must be lrained approprlately and supervised ade-
quately by professional stalf.
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Paraprofessionals musi be carefully selecled, trained with respect to helping skills
and institulional services and procedures, closely supervised, and evaluated regular-
ly. Thelr compensation musi -be (alr and any volunlary servicas must be recognized
adequately. Parapralessionals must recognize the limiiations of their knowledge and
skllis and must refer studenis to approprlate professionals when the problems en-
countered warrant.

To ensure that prolessional stall members devole adequate time to prolessional
dutles, each functional area musit have sufficlent clesical and technicat support stall.
Such support must be of sufficlent quantily and quality to accomplish the lollowing
kinds of activiiles: 1yping, flilng, telephone and cther receptionist dulles, bookkeep-
ing, malintaining studenl records, organizing resource materlals, recelving students
and making appointments, and handling routlne correspondence.

Salary level and fringe beanellts for stall mus( be commensurate with those lor similar
professiornal, preprofesslonal, and clerical poslllons at the Instliutlon and in the
geographic area.

To snsure the existence of sultable and readily Ideniillable role models within the
campus leaching and administrative ranks, slaff employment proliles must rellect
representation. of calegories of persons who comprise the student population.
However, where student bodles are predaminantly nondisabled, of one race, sex, or
religlon, a diverse stalfing patiern wlil enrlch the teaching/administrative ranks and
wlll demonstrale institutlonal commitment to falr employment practices.

All functlonal areas musi have a regular system of stafl salectlon and evaluation, and
must provide continulng prolessional development opportunities for stafl Inciuding
In-service tralning programs, participation In professlonat conlerences, workshops,
and other conlinuing education activitles.

Funding

'Each functional area must have funding sufficlent to carry oul its mission gnd to sup-

port the following, where applicabie: stafl salarles; purchase and malntenance ol of-
fice furnishings, supplies, materlals, and equipment, Including current technalogy;
phone and poslage costs; printing and medla costs; institutional memberships in ap-
propriate professional organizations; relevaril subscriptions and necessary llbrary
resources; altendance at prolessional association meelings, conferences, and
workshops; and other prolesslonal development activities. In addition to Institutional
funding commliiment through general funds, other tunding sources may be con-
sldered, including: siate approprlations; student less, user laes, donatlons and con-
tribulions, tines, concesslon and store sales, rentals, and dues.

Facilities

Each functional area must be provided adequate facilities to fultill its mission. As ap-
plicable, the facllities for each functional.area must Include, or the function must have
access 1o, the followling: private olfices or private spaces for counseling, Interviewling,
ar other meetings of a confldential nature; office, raception and storage space sulfi-
clent to accommaodate assigned slafl, supplies, squipment, library tesources, and
machinery; and conlerence room or meating space. All lacliities mustbe accessible to
disabled persons and must be In compliance wiih ralevant federal, state, and local
health and safely requirementls. ]
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Lagal Responsiblilities

Stafl members must be knowiedgeable about and responsive 1o relevan! civil and
criminal laws and must be responsibla for ensuring that the Instltution fulfilis its legal
obligations. Siafl members In all functional areas must be well varsed In those obliga-
tlons and limiiatlons imposed on the operation of the institution, pasticularly In thels
functional area, by federal, state, and locsl constliutlonal, statutory, regulatory, and
common law, and by Institutional policy. They must utilize appropriate policles and
practices to limit the llabllily exposure of the Instltution, Its oflicers, employees, and
agents. The Institution must provide access to legal advice to professional stafl as
needed lo carry out assigned responsibilities. '

Equal Opportunity, Access, and Affirmative Action

“xh functional area mustadhere lo the spisit and intent of equal opportunity laws in
ctivities. Each area musl ensure thal Iis services and laclilties are accessibia to
and provide houss of operation thal respond to the needs of special student popula-
tions, Including cultural and speclal needs subgroups, evening, part-time, and com-
muler students.

Personnel policies shall not discriminate on the basis of race, sex, color, religlon, age,
national orlgin, andlor handicap. In hiring and promotlon policies, student services
prolessionals must take alfirmative action that strives to remedy significant statfing
imbalances, partlcularly when resulling from past discriminatory practices, Each
functional area must seek to ldenlify, prevent, andfor remedy other discriminatory

practices.

Campus and Community Relations

Each functionat area must malniain good relatlons with relevant campus olfices and
externalagencles, which necessarlly requires regular identification of the olflces with
which such relatlonshlps are critical.

Multicultural Programs and Services ,
The Institutlon must provide 1o members of Its majority and minority cultures educa-

‘sal olforis that focus on awareness of cultural differences, sell-assessment of
s .aslblo prejudices, and deslrable behavloral changes. The instltution aiso must pro-
vide educational programs for minorlty students that identify their unique needs,
prioritize those needs, and respond to the priorities 1o the degrea thal numbers of
students, facllities, and resources permil. In additton, the institution must orlent
minority students to the culture of the institutlon and promete and deepen their

understanding of thelr own culture and heritage.

Ethics o »
All persons Involved inthe provision of services 1o students must malntain the highest
standards of ethical behavlor. Stalf members of each functional area must develop or
adopt standards of sthical practice addressing the unique problems that face person
nel in that area. The standards must be published and revliewed by all concerned. In
the formulallon of those standards, sthical standards statements previously adopled
by the profession at large or relsvant prolessionsl assoclations may bs ol assistance
and must be consldered.

Certaln ethical obligations apply to all Indlviduals employed in student aer-
vicesidevelopment programs, for example:
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All stalf members must ensure that confidentialily is maintained with respect
to all communications and records considered conlidential. Unless wrlitten per-
misslon is glven by the student, informatlon disclosed in Indlvidual counssilng
sesslons must remain confldential. In addition, ali requirements of the Family
Educalional Righls and Privacy Act {Buckley Amendment) mus! be complied
with and information contained In students’ educational records must not be
disclosed to third partles withoul appropriate consent, unless one of the rele-
vant statutory exceptions applies. A similar dedication to privacy and contiden-
tlality must be applied to research daia concerning indlviduais.

All stafl members must be aware of and comply with the provislons contained in
the Institution's human subjects policy and In any other Instltutional policy ad-
dressing ethical practices.

All stati members must ensure that studenls are provided access to services on
a lair and equitable basls.

All stall members must avold any personal conllict of Interest so they can deal
objectively and Impartially with persons within and outside the Institution. in
many Inslances, the appearance of a conllict of interes! can be as damaging as
an actual conllict.

Whenever handling lunds, all staff members must ensure that such funds are
handled In accordance with esiablished and responsible accounting
procedures.

Stall members must not participate In any form of sexual harassment. Sexual
harassment is defined to Include sexual advances, requests lor sexual favors,
aswell asother verbal or physical conduct of a sexual nature If (1) submission lo
such conduct Is made elther explicltly or Implicitly a term or condlion of an in-
dividual's employment, academic progress, or any other ouicome of an oHicial
nature, {2}. . . Is used as the basis lor such decisions or outcomes. . .,{3). . .has
the purpose or effect of unreasonably Interfering with an Indlviduai’s work per-
tormance or creating an Intimidating, hostile, or oltensive working environ-
ment. (28 Code of Federal Regulatlons, C.F.R., Section 1604.11(a).)

All stall members must recognize the limits of their training, expertise, and
competence and must reler students In need of furiher expertise 1o persons
possessing appropriate qualifications.

Evaluation

There must be systematic and regular research and evaluation of the overall Institu-
tlonal student services/development program and each functional area to determine
whether the educational goals and the needs of students are being met. Aithough
methods of evaluation may vary, they must utillze both quantitative and qualitative
moeasures. Data collected must include responses from students and other significant
constliuencles. Resulls of these regular evaluations musl be used in ravising and Im-
proving the program goals and Implementiation. b
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