
Welcome to Human Services.

This handbook is designed to familiarize you with information about the 

three Human Services Programs offered at CPCC.

Please read through this information carefully.  

It is intended to help with your 

academic and career goals.  This handbook is intended to be a useful guide throughout your education in Human Services at CPCC.  Updated instructions will be distributed periodically.

This information is not intended to replace regular contact with your Academic Advisor or Program Chair.  Please make sure you contact your Academic Advisor or Program Chair before registering for each semester. 
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WHAT IS HUMAN SERVICES?

Human Services Technology (A45380)
 

The Human Services Technology curriculum prepares students for entry and mid-level positions in institutions and agencies that provide social, community, and educational services.
Students will take courses from a variety of disciplines. Emphasis in core courses is placed on development of relevant knowledge, skills, and attitudes in human services. Fieldwork experience will provide opportunities for application of knowledge and skills learned in the classroom.
Graduates should qualify for positions in mental health, childcare, family services, social services, rehabilitation, correction, and educational agencies. 

They are also designed to enhance the personal well-being of individuals.  The Human Service Technology Degree at CPCC provides students with a basic body of knowledge and skills that will prepare students to be effective in a wide range of Human Service Agencies.  Within the Human Services Program, students may choose to concentrate in either Human Services Technology, Developmental Disabilities, and Substance Abuse.

*“Human Service professionals receive formal education combined with practical experience.  This combination produces a competent individual capable of assisting individuals to meet many needs.  There is a whole new spectrum of challenges today, and the Human Services professional is meeting them.

Human Service professionals go wherever people are experiencing difficulties.  Their profession is a vital one - not merely a job.  Their value to the field of Human Services is that of a general practitioner in the helping professions.  Most of all, their value is centered in their commitment to assisting others in maximizing their potential.”

 

Degree Awarded
The Associate in Applied Science Degree - Human Services Technology is awarded by the College upon completion of this program.
 

Program Accreditation
Some Human Services Technology courses have been approved by the National Board for Certified Counselors (NBCC) for Professional Counselor (NCC) renewal credit. Please check with Human Services program chairs for specific course information. Human Services Technology/Substance Abuse courses may be used in applying for certification by the North Carolina Professional Substance Abuse Certification Board.
 

Note
Internships in a variety of community agencies enable students to gain specialized experience to parallel their classroom work.
A suggested course sequence list is available from the program chair (see below).
All Human Services Programs articulate with the Queens University and Wingate University degree in Human and Community Services.
 

For More Information
The Human Services Technology program is in the Nursing, Human Services and Health Education Division 704.330.6496. Check our website at www.cpcc.edu/nursing_human_services 
 

Professional Associations

*National Organization for Human Services

South Organization for Human Services

THE PHILOSOPHY OF HUMAN SERVICES

The Human Services Curriculum is designed to educate and prepare graduates to fulfill a wide range of consumer needs in a variety of human service settings, in order to enable people to live a more satisfying, more autonomous, and more productive life.  The program combines liberal arts education, human services/mental health care courses, practicum courses and specialty courses.  A major emphasis is placed on experimental learning.  Information is presented in the classroom setting, laboratory exercises and through field placements in supervised internships.  Professional attitudes, personal growth, knowledge, and skills are distinct components of the Human Services Program.  This Program of Study is also appropriate for those individuals who wish primarily to improve their understanding of themselves and of the society in which they live.

Two Year Associates Degrees 

in Human Services

Program Descriptions

The Division of Nursing and Human Services offers three associates degrees in Human Services:


· Human Services Technology

· Developmental Disabilities

· Substance Abuse


Students may choose to obtain a specialization certificate in the areas of Developmental Disabilities and Substance Abuse.  Detailed information about the requirements for these certificates can be found in the School Catalog.

Human Services Technology (A45380)

This curriculum prepares students for entry and mid-level positions in institutions and agencies which provide social, community, and educational services. 

Students will take courses from a variety of disciplines. Emphasis in core courses is placed on development of relevant knowledge, skills, and attitudes in human services.  Fieldwork experience will provide opportunities for application of knowledge and skills learned in the classroom.

Graduates should qualify for positions in mental health, child care, family services, social services, rehabilitation, correction, and educational agencies.

Developmental Disabilities Concentration (A4538A)
This curriculum is designed to train students to work with children and adults with physical, mental, and emotional disabilities.  Students will specialize in the areas of developmental disabilities and mental retardation.

Students will gain an understanding of the effect of developmental disabilities in medical, psychological, social, educational, vocational, and economic terms.  Fieldwork and clinical experience in community agencies providing comprehensive services to persons with disabilities and their families will be provided.
Program Descriptions (Continued)
Graduates should qualify for employment in group homes, foster care homes, respite services, public schools, vocational rehabilitation agencies, sheltered workshops, supported employment programs, adult vocational programs, and other programs for individuals with developmental disabilities and mental retardation.

Substance Abuse Concentration (A4538E)
This program prepares students to assist in drug and alcohol counseling, prevention oriented educational activities, rehabilitation with recovering clients, managing community-based programs, counseling in residential facilities, and pursuit of four-year 

degrees.

Course work includes classroom and experiential activities oriented toward an overview of chemical dependency psychological/sociological process, the twelve core functions, intervention techniques with individuals in groups, follow-up activities with recovering 

clients.

Graduates should qualify for positions as substance abuse counselors, DUI counselors, halfway house workers, residential facility employees, and substance education specialists.  The educational and clinical experiences help graduates meet the requirements for Certified Substance Abuse Counselors (CSAC) as defined by the North Carolina Substance Abuse Professional Certification Board for Certified Substance Abuse Counselor.

PROGRAM SPECIALIZATION CERTIFICATES DESCRIPTIONS

Developmental Disabilities Certificate (C4538A-C1)

Human Services Technology With A Specialization in Developmental Disabilities

This certificate is designed to provide the student with a concentrated course of study in the field of developmental disabilities.  Upon completion of the four courses, a certificate will be awarded by the college.  This certificate may be applied toward the Associate Degree in Human Services Technology with a concentration in Developmental Disabilities.

Substance Abuse Certificate (C4538E-C2)
Human Services Technology With A Specialization in Substance Abuse.
This certificate is designed to provide the student with a concentrated course of study in the filed of Substance Abuse. .  Upon completion of the five courses, a certificate will be awarded by the college. This certificate may be applied to the Associate Degree in Human Services Technology with a concentration in Gerontology.  These courses may also be used towards Certified Substance Abuse Counselor (CSAC), a certification acquired through the North Carolina Substance Abuse Professional Certification Board.  These courses are also NBCC approved.

ORGANIZATIONS

· Human Services Student Club

HUMAN SERVICES STUDENT CLUB

Purpose:

The purpose of this club is to educate and provide opportunities for the professional growth and development of the Human Services Student at CPCC. CPCC is an equal opportunity/affirmative action institution.

Membership:

Membership is open to all currently enrolled students.  Students can be enrolled at ANY CPCC Campus.

Examples of Human Services Club Activities Include:

· Participation in Fall Fest/Spring Fling, which are on campus student festivals

· Involvement in the HERO program (for children who have been victimized or witnessed domestic violence)

· Participation in college sponsored BLOOD DRIVES

· AIDS awareness projects

· Sponsoring needy families around holiday times

· Leadership training

· Collection of items and assistance with college sponsored Hurricane FLOYD relief efforts

For more information, contact any of the Program Chairs in Human Services.  For the latest club information, check the bulletin board outside Belk 306.

POLICIES

CPCC POLICIES

Services for Students with disAbilities
Accommodations:  Students who have a documented disability or who may think that they have a learning problem, may contact the Office of Services for Students with disAbilities in Terrell 205 or may call (704) 330-6556. Instructors will provide reasonable accommodations upon the advice of the Office of Services for Students with disAbilities.

Academic Integrity:
The purpose of the CPCC Code of Student Academic Integrity (see CPCC Student Handbook) is to support the continued growth and development of a strong academic community based on the principles of academic honesty and integrity.

Although the commitment to maintaining and enforcing high standards of academic honesty and integrity at CPCC rests with all members of the College community, faculty members, in particular, are charged with taking measures to preserve, transmit, and model these standards through example in their own academic pursuits and in the learning environment which they create for their students.  Students, likewise, as members of the College’s academic community, are obligated to take an active role in the preservation of the standards of academic honesty and integrity, encouraging others to respect those standards.   It is the expectation of the College that students maintain absolute integrity and high standards of individual honor in their academic work.

Conduct that violates the standards of academic honesty and integrity and is subject to disciplinary action may include, but is not limited to, cheating, fabrication and falsification, plagiarism, abuse of academic materials, installation of a computer virus, and complicity in academic dishonesty.  Any student who violates the CPCC Code of Student Academic Integrity is subject to academic disciplinary action.  Such action may include, but is not limited to, entry of the incident in the records of the Office of Student Development; reduced grades; and dismissal from College classes, programs, and activities.
CPCC Policies (Continued)
Withdrawal:
While withdrawing from a course is sometimes necessary, it is advisable to discuss this with the instructor before withdrawing.  If experiencing academic difficulty, CPCC’s Academic Learning Center offers free individualized and small group tutoring, computer tutorials, and strategies for improving learning skills.  Additionally before withdrawing, consider whether this course is a prerequisite for another course; whether the course will be offered again in the future; whether withdrawing will delay plans to transfer graduation; or whether withdrawing will affect eligibility for honors designation, health insurance benefits, or other financial arrangements.


Inclement Weather:

The College may be closed or classes canceled due to inclement weather or other emergencies.  The decision to close the College or cancel classes will be made by the president or another administrator designated by the President.  Such actions will not always coincide with announced closings of local public schools, other local colleges, or local business entities.

When the college is to close or classes are to be canceled, prompt notice will be given to local radio and television stations so that announcements can be made.  When the college closes, all classes at all locations (including clinicals) are canceled.  When local schools close, all CPCC classes in those schools are canceled.  Late openings will start with classes normally taught at that hour.


Student Conduct:

The College reserves the right to maintain a safe and orderly educational environment for students and staff.  Therefore, when in the judgment of College officials, a student’s conduct disrupts or threatens to disrupt the College community, appropriate disciplinary action will be taken to restore and protect the well being of the community.

Students are expected to conduct themselves in accordance with generally accepted standards of scholarship and morality.  The purpose of the Student Code of Conduct (complete policy and procedures in the Student Handbook) is not to restrict student rights but to protect the rights of individuals in their academic pursuits.

Students should note that the possession, consumption, or distribution of alcohol or illegal drugs, or possession of weapons on the Central Piedmont Campus or any other CPCC instructional site is specifically prohibited and regulated by state statute.  Violators will be prosecuted by authorities.

CPCC Policies (Continued)
Grievance Procedure: 

I. Definition


A grievance is a student allegation that a College action or decision is discriminatory or has a negative effect on the student’s status at the College.

II. Regulation


Any student may request a review of any College decision or action alleged to be discriminatory or to have a negative effect on the student’s status at Central Piedmont Community College.  If the grievance concerns a course grade, then the student should follow the steps in section V.

III. Procedure

A.  The student shall first informally discuss the matter in question with the 

College employee most directly involved unless the issue is a claim of discriminatory harassment (as defined in Section 4.31).  In that case, the student may appeal directly to the employee’s immediate administrator.

B. If the student is unable to resolve the matter in question through discussion 

with the College employee directly involved, the student may file an appeal with the employee’s immediate administrator.  All such appeals shall be in writing and state the basic facts in the case.

C. If the matter is not resolved, the appeal may be processed through the 

employee’s supervising administrators in succession until a satisfactory resolution is obtained or until the appeal reaches the President.  The President’s decision will be final.

D. A student  may at any stage of the process consult with the Dean for Student 

Development to obtain advice regarding the grievance procedure.

IV. Timeliness


A grievance must be presented within 30 days after the action or decision being 
questioned.  Processing at each step cannot exceed 30 working days; however, the time may be extended by agreement of both parties or by extenuating circumstances as decided by the administrator to whom the grievance is presented.  If processing time limitations are not met by the administrator at each step, the grievant may then request higher administrative assistance in obtaining requested relief.  If the grievant does not meet the stated time limitations, the process will be terminated and such grievance cannot be resubmitted.


V.
Course Grade Appeals Procedure



A part of faculty responsibility at Central Piedmont Community College is the 
assignment of student course grades according to methods which are professionally acceptable, communicated to everyone in the class, and applied to all students equally.

Any student who contests a course grade should attempt first to resolve the matter with the faculty member who assigned the grade.  Failing to reach a satisfactory resolution, the student may appeal the course grade in accordance with the procedure outlined below.  While a grade is being appealed, a student is obligated to abide by the written division policies concerning continuation in programs or continuation in courses with prerequisites.

B. The student must consult initially with the faculty member who assigned the course grade.


B. If the conference between the student and the faculty member does not resolve the matter, then the student must complete and submit the Grade Appeal Form to the head of the division where the course grade was awarded.  This written appeal must be submitted within 30 working days and will become the document of record.


C. The division director will then confer with the student and the faculty member to seek resolution by mutual agreement.  When appropriate, the program chair/coordinator in which the course grade was assigned will be involved in this conference.

D. Failing such resolution, the student may contact the appropriate instructional dean for an appointment.  The dean will request all documentation, including the Student Grade Appeal Form from the division director prior to meeting with the student.  Within 10 working days after receiving the documentation, the dean will confer with the student, faculty member, division director, and when appropriate, program chair/coordinator.  Based on these discussions, the dean will either render a decision or convene the Grade Appeal Committee.


E. If the dean renders a decision, he/she will communicate that decision in writing to the student, the faculty member, the program chair/coordinator, and the division director.  If the grade is to be changed the dean will change the grade.  The dean’s decision will be final.


F. If the dean determines that further evaluation of the student’s work is warranted, the dean will convene a Grade Appeal Committee.  The committee will consist of the convening dean and three faculty members.  The Faculty Senate will appoint one member.  The student will select one member, and the instructor who assigned the contested grade, the student, the division director, and when appropriate, the program chair/coordinator, will be present at the meeting.  The student may bring one guest.  The student and faculty member will be given an opportunity to address the committee and to answer questions.  The student’s guest, the division director and the program chair may not address the committee.  The three faculty members will vote to affirm the grade or to change the grade.  The committee’s decision will be final.  The dean will communicate the committee’s decision in writing to the student, the division director, program chair, and the faculty member who assigned the grade.  If the grade is to be changed, the dean will change the grade.


G. If the dean changes the grade, the college will assist the student in resuming studies at the College.

GRADE APPEAL FORM

This form should be completed and returned to the division director in the area which the contested grade was assigned.

Student name:  _____________________________________

Social Security #:  ___________________________________

Class Name and Section Number:  _____________________________

Date when contested grade was assigned:  _______________________

Instructor who assigned the grade:  _____________________________

A. Provide an explanation of any previous attempts to resolve this matter:

B. State the reason(s) for your appeal:

Student’s Signature ____________________________________ Date_______________

Division Director’s Signature ____________________________ Date________________

Human Services Technology Policies

Attendance:
All courses are experiential, therefore attendance is a top priority.  It will not be possible to reconstruct the experiential aspect of the course.  It will be important to work closely with your instructor and/or Program Chair to address problems in this area.


Student’s cannot miss more than ¼ of the course meeting time for the semester.

If the student is late, he/she is responsible for informing the instructor at the end of class in order that his/her attendance can be recorded.  Students are responsible for all material and/or information covered or assigned in class during any absence.

Grades:
The following grade scale is used in all Human Services Technology programs:

Grading Scale:

A = > 90% of total points


B = 80 - 89% of total points





C = 70 - 79% of total points





D = 60 - 69% of total points





F = < 60% of total points

Course Policies

Assignments:

· All assignments must be typed on standard 8 1/2 x 11 white paper unless otherwise indicated by the instructor.  

· Assignments must be in APA style unless otherwise indicated by the instructor.

· No re-writes of assignments are accepted.  

· No extra credit assignments will be given.

· All assignments are due during class time on the scheduled due date.  No late assignments will be accepted unless prior approval has been obtained from the instructor.

· Students are encouraged to use the Academic Learning Center.

Make-up Quizzes:  
All quizzes must be taken in class at the scheduled time. Examples of non-legitimate reasons for missing quizzes are:


· Not coming to class in order to study for another course.

· Making a doctor’s appointment during the class period.

· Your car breaking down. 

· Your friend not picking you up 


You will not be allowed a make-up quiz in these instances.  You are responsible for arranging your personal schedule accordingly.  In the case of legitimate documented absences (illness, death in the family), please see the instructor about scheduling a make-up quiz.  The make-up quiz must be completed at the time agreed upon by instructor and student.

ETHICAL STANDARDS
· Human Services Code of Ethics

· Ethical Principles of Professions

ETHICAL STANDARDS

Proposed Ethical Standards of Human Service Workers (NOHSE)

Preamble

Human service workers should promote and encourage the unique values and characteristics of the human service profession.  In so doing, human service workers should uphold the integrity and ethics of the profession, partake in constructive criticism of the profession, promote client well-being, and enhance their own professional growth.

The Southern Regional Education Board (1969) has identified thirteen functions and roles of the human service worker; caregiver, broker, teacher/educator, behavior changer, consultant, outreach worker, data manager, assistant to specialist, mobilizer, advocate, evaluator, administrator and community planner.  In addition, human service workers often find themselves in the role of case manager.  The following standards are written in consideration of these multifaceted roles.

The ethical guidelines presented are a set of standards of conduct which the human service worker should consider in ethical and professional decision making.  Although ethical codes are not legal documents, they may be used to assist in the adjudication of issues related to ethical human service behavior.  It is hoped that these guidelines will be of assistance when the human service worker is challenged by difficult ethical dilemmas.

The Human Service Worker’s Responsibility to Clients

1. Human service workers have a responsibility to inform clients of the purpose, goals, and nature of the helping relationship prior to its onset.

2. The integrity and welfare of the client by the human service worker must be respected at all times; each client should be treated with humanness and unconditional regard in a non-manipulative fashion.

3. The client has a right to confidentially except when such confidentiality would cause harm to the client or to others, when agency guidelines state otherwise, or under the other stated conditions (e.g. local, state, or federal laws).  Clients should be informed of the limits of confidentiality prior to the onset of the helping relationship.

4. If it is suspected that danger or harm may occur to the client or to others, it is the responsibility of the human service workers to act in such a manner to prevent such from occurring.  This may involve seeking consultation, supervision, and/or breaking the confidentiality of the relationship.

5. Human service workers should avoid any dual relationship that might negatively impact on the helping relationship with the client.  Sexual relationships with clients are unethical and prohibited.


6. It is the responsibility of the human service worker to protect the integrity, safety, and security of client records.  With the exception of the supervisory relationship, all client information that is shared with the other professionals must have the client’s prior written consent.

7. Human service workers recognize the client’s right to receive or refuse services.

The Human Service Worker’s Role in the Community and in Society

1. Human service workers should adhere to all local, state and federal laws and should advocate for change if particular laws conflict with ethical guidelines and/or client rights.

2. Human service workers should be aware of multiculturalism in society and be responsive to the uniqueness of each citizen in regards to his or her cultural heritage and/or personal belief system.

3. Human service workers have the responsibility to keep informed about current social issues as they affect the client in the community.

4. Human service workers should provide a mechanism for identifying unmet client needs, calling attention to these needs, and assisting in planning and mobilizing to advocate for 

those needs at the local community level.

The Human Service Worker’s Responsibility to the Public

1. If it is suspected that danger or harm may occur to others as a result of a client’s behavior, the human service worker must act in an appropriate and professional manner to protect the safety of those individuals.  When such actions conflict with other ethical guidelines (e.g. confidentiality), the human service worker has an obligation to seek out supervision to decide on the best course of action.

2. Human service workers should not misrepresent their qualifications to the public.

3. Human service workers should not make grandiose statements about the effectiveness of programs, treatments, and/or techniques.

4. Human service workers should advocate for the rights of all members of society, 

especially those who have been historically discriminated against.

The Human Service Worker’s Relationship with Colleagues

1. The human service worker should be respectful, ethical, and professional with colleagues.

2. Human service workers should avoid duplicating an already existing helping relationship with a client.  In working with a client who is involved in an additional helping relationship of a different nature, the human service worker should consult with the other mental health professional if such consultation would benefit the client.

3. If the human service worker has a conflict with a colleague, he or she should first seek out that colleague in an attempt to ameliorate the problem.  If an amenable solution is not reached, the human service worker should seek mediation with a supervisor or other objective mediator.

4. Human service workers have the responsibility to report any unethical behavior of a colleague to appropriate sources.  Usually, this would mean initially talking to the colleague directly, and if no resolution is forthcoming, to report the colleague to appropriate supervisory and/or administrative sources.

5. All consultations between human service professionals should be kept confidential.

The Human Service Worker’s Responsibility as a Professional

1. Human service workers should know the limit and scope of their professional knowledge and seek consultation, supervision, and/or referrals when appropriate.

2. As professionals, human service workers should act with integrity, honesty, genuineness and objectivity.

3. Human service workers should promote cooperation among related disciplines (e.g. psychology, counseling, social work) in order to foster professional growth and interests within the various fields.

4. Human service workers should promote the continuing development of their profession through any or all of the following means: membership in professional associations, support of research endeavors, pursuit of educational advancement, commitment to appropriate legislative actions, and other related professional activities.  

5. Human service workers should continually seek out new and effective approaches to enhance their professional abilities.


The Human Service Worker’s Responsibility to Self

1. Human service workers should strive to personify those characteristics typically associated with the helping professions (e.g. being empathic, non-judgmental, and non-dogmatic, and respecting client self-determination).

2. Human service workers have a responsibility to foster self-awareness and personal growth in order to prevent personal issues from interfering with their relationships with clients, colleagues, and the public.

3. Human service workers recognize a commitment to lifelong learning and should continually upgrade skills to serve the client population better.


The Human Service Worker’s Relationship to Employer and Supervisor

1. In order to assure job satisfaction and positive client outcomes, human service workers should be presented with clear and concise job roles and functions by their employers and supervisors.

2. Human service workers have a right to be evaluated for their job performance in an objective manner on established criteria that have been shown to be predictive of job performance.  Such evaluation should be viewed as an ongoing and open process that encourages feedback and growth.

3. Human service workers have a right to have supervisors who are educated on appropriate models of supervision.

4. Human service workers and their employers have a responsibility to evaluate the effectiveness of the agency through reliable and valid assessment measures.

5. Although employers and supervisors have the right to all knowledge concerning client/human service worker interaction, they should attempt to respect the integrity of the confidential nature of the human service worker/client relationship.

Ethical Principles for Chemical Dependency Professionals2
Principle 1: Non-Discrimination

The alcoholism and drug abuse counselor should not discriminate against clients or professionals based on race, religion, age, sex, handicaps, national ancestry, sexual 

orientation or economic conditions.

Principle 2:  Responsibility

The alcoholism and drug abuse counselor should espouse objectivity and integrity, and 

maintain the highest standards in the services the counselor offers.

Principle 3:  Competence

The alcoholism and drug abuse counselor should recognize that the profession is founded on national standards of competency which promote the best interests of society, the client, of the counselor and of the profession as a whole.  The counselor should recognize 

the need for ongoing education as a component of professional competence.

Principle 4:  Legal Standards and Moral Standards

The counselor should uphold the legal and accepted moral codes which pertain to 

professional conduct.
Principle 5:  Public Statements

The counselor should respect the limits of present knowledge in public statements 

concerning alcoholism and other forms of drug addiction.

Principle 6:  Publication Credit

The counselor should assign credit to all who have contributed to the published material 

and for the work upon which it is based.
Principle 7:  Client Welfare

The counselor should respect the integrity and protect the welfare of the person or group 

with whom the counselor is working.
Principle 8:  Confidentiality

The counselor should embrace, as a primary obligation, the duty of protecting the privacy of clients and should not disclose confidential information acquired in teaching, practice, 

or investigation.
Principle 9:  Client Relationships

The counselor should inform the prospective client of the important aspects of the 

professional relationship.

Principle 10:  Inter-professional Relationships

The counselor should treat colleagues with respect, courtesy and fairness, and should afford the same professional courtesy to other professionals.
Principle 11:  Remuneration

Financial arrangements in professional practice need to be in accord with the professional standards that safeguard the best interests of the client, counselor and the profession.

Principle 12: Assessment and Evaluation
The Addiction Professional recognizes the need to be familiar with a range of abuse and addiction related appraisal techniques, their value and limitations.  Test results constitute only 

one of a variety of pertinent sources of information for clinical decisions.

2North Carolina Substance Abuse Professional Certification Board

CURRICULUM

Human Services Technology

Developmental Disabilities

Substance Abuse

· Course Schedule

· Portfolio

HUMAN SERVICES TECHNOLOGY PROGRAM—(A45380)

Major and Related Course Requirements
	 
	Class
	Lab
	Hours Clinical
	Work Exper.
	Credits

	HSE 110 Intro to Human Services
	2
	2
	 
	 
	3

	HSE 112 Group Process I
	1
	2
	 
	 
	2

	HSE 123 Interviewing Techniques
	2
	2
	 
	 
	3

	HSE 125 Counseling
	2
	2
	 
	 
	3

	HSE 210 Human Services Issues
	2
	 
	 
	 
	2

	HSE 225 Crisis Intervention
	3
	 
	 
	 
	3

	PSY 150 General Psychology
	3
	 
	 
	 
	3

	SOC 213 Sociology of the Family
	3
	 
	 
	 
	3

	PSY 241 Developmental Psychology
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	PSY 281 Abnormal Psychology
	3
	 
	 
	 
	3

	HSE  120 Interpersonal Relations
	3
	 
	 
	 
	3

	HSE  212 Group Process II
	1
	2
	 
	 
	2

	HSE  220 Case Management
	2
	2
	 
	 
	3

	HSE  227 Children & Adol. in Crisis
	3
	 
	 
	 
	3

	SAB 110 Substance Abuse Overview
	3
	 
	 
	 
	3

	COE 111 Co-op Work Experience I
	 
	 
	 
	10
	1

	COE 115 Work Experience Seminar I
	1
	 
	 
	 
	1

	COE 121 Co-op Work Experience II
	 
	 
	 
	10
	1

	COE 125 Work Experience Seminar II
	1
	 
	 
	 
	1

	DDT 110 Developmental Disabilities
	3
	 
	 
	 
	3

	GRO 120 Gerontology
	3
	 
	 
	 
	3

	General Education Core Requirements

	ENG 111 Expository Writing
	3
	 
	 
	 
	3

	ENG 113 Literature-Based Research
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	ENG 114 Prof. Research & Reporting
	3
	 
	 
	 
	3

	MAT 115 Mathematical Models OR higher
	2
	2
	 
	 
	3

	CIS 110 Intro to Computers OR higher
	2
	2
	 
	 
	3

	SOC 225 Social Diversity
	 
	 
	 
	 
	 

	OR
	 
	 
	 
	 
	 

	SOC 210 Intro to Soc
	3
	0
	 
	 
	3

	Humanities Elective Students must chose a minimum of three (3) credit hours from the list of approved humanities courses listed at the end of this section.
	 
	 
	 
	 
	 

	Students must complete one COM from the following: course

	COM 110 Introduction to Communication
	3
	0
	0
	0
	3

	COM 231 Public Speaking
	3
	0
	0
	0
	3

	Total Credit Hours
	 
	 
	 
	 
	70


DEVELOPMENTAL DISABILITIES PROGRAM—(A4538A)

Major and Related Course Requirements                                                                   

	 
	Class
	Lab
	Hours Clinical
	Work Exper.
	Credits

	HSE 110 Intro to Human Services
	2
	2
	 
	 
	3

	HSE 112 Group Process I
	1
	2
	 
	 
	2

	HSE 123 Interviewing Techniques
	2
	2
	 
	 
	3

	HSE 125 Counseling
	2
	2
	 
	 
	3

	HSE 210 Human Services Issues
	2
	 
	 
	 
	2

	HSE 225 Crisis Intervention
	3
	 
	 
	 
	3

	PSY 150 General Psychology
	3
	 
	 
	 
	3

	SOC 213 Sociology of the Family
	3
	 
	 
	 
	3

	PSY 241 Developmental Psychology
	3
	 
	 
	 
	3

	DDT 110 Developmental Disabilities
	3
	 
	 
	 
	3

	DDT 120 Teaching Developmentally Disabled
	3
	 
	 
	 
	3

	DDT 210 DDT Health Issues
	3
	 
	 
	 
	3

	DDT 220 Program Planning Process
	3
	 
	 
	 
	3

	DDT 230 Supported Employment Methods
	3 
	 
	 
	 
	3

	COE 111 Co-op Work Experience I
	 
	 
	 
	10
	1

	COE 115 Co-op Work Experience Seminar I
	1
	 
	 
	 
	1

	GRO 120 Gerontology
	3
	 
	 
	 
	3

	SAB 110 Substance Abuse Overview 
	3
	 
	 
	 
	3

	HSE 120  Interpersonal Relations
	3
	 
	 
	 
	3

	COE 121 Co-op Work Experience II
	 
	 
	 
	10
	1

	COE 125 Co-op Work Experience Seminar II
	1
	 
	 
	 
	1

	DDT 240 Aging Lifelong Disability
	3
	
	
	
	3

	DDT-240 Aging Lifelong Disability
	3
	
	
	
	3

	General Education Core Requirements

	ENG 111 Expository Writing
	3
	 
	 
	 
	3

	ENG 114 Prof. Research & Reporting 
	3
	 
	 
	 
	3

	COM 110 Intro to Communications
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	COM 231 Public Speaking
	3
	 
	 
	 
	3

	MAT 115 Mathematical Models
	2
	2
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	MAT 140 Survey of Mathematics
	2
	2
	 
	 
	3

	CIS 111 Basic PC Literacy
	1
	2
	 
	 
	2

	SOC 210 Introduction to Sociology
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	SOC 225 Social Diversity
	3
	 
	 
	 
	3

	Students must choose a minimum of three (3) credit hours from the list of approved humanities courses listed at the end of this section.
	 
	 
	 
	 
	3

	Total Credit Hours
	 
	 
	 
	 
	73


 SUBSTANCE ABUSE PROGRAM—(A4538E)

Major and Related Course Requirements                                                                

	 
	Class
	Lab
	Hours Clinical
	Work Exper.
	Credits

	HSE 110 Introduction to Human Services
	2
	2
	 
	 
	3

	HSE 112 Group Process I
	1
	2
	 
	 
	2

	HSE 123 Interviewing Techniques
	2
	2
	 
	 
	3

	HSE 125 Counseling
	2
	2
	 
	 
	3

	HSE 210 Human Services Issues
	2
	 
	 
	 
	2

	HSE 225 Crises Intervention
	3
	 
	 
	 
	3

	PSY 150 General Psychology
	3
	 
	 
	 
	3

	PSY 241 Developmental Psychology
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	PSY 281 Abnormal Psychology
	3
	 
	 
	 
	3

	SOC 213 Sociology of the Family
	3
	 
	 
	 
	3

	COE 111 Co-op Work Experience I
	 
	 
	 
	10
	1

	COE 115 Work Experience Seminar I
	1
	 
	 
	 
	1

	SAB 110 Substance Abuse Overview
	3
	 
	 
	 
	3

	SAB 120 Intake and Assessment
	3
	 
	 
	 
	3

	SAB 125 Substance Abuse Case Management
	2
	2
	 
	 
	3

	SAB 135 Addictive Process
	3
	 
	 
	 
	3

	SAB 240 Substance Abuse Issues in Client Services
	3
	 
	 
	 
	3

	HSE 120 Interpersonal Relationships
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	GRO 120 Gerontology
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	DDT 110 Development Disabilities
	3
	 
	 
	 
	3

	SAB 210 Substance Abuse Counseling
	2
	2
	 
	 
	3

	SAB 220 Group Techniques and Therapy
	2
	2
	 
	 
	3

	SAB 230 Family Therapy
	2
	2
	 
	 
	3

	COE 121 Co-op Work Experience
	 
	 
	 
	10
	1

	COE 125 Work Experience Seminar II
	1
	 
	 
	 
	1

	General Education Core Requirements

	ENG 111 Expository Writing
	3
	 
	 
	 
	3

	ENG 114 Professional Research & Reporting
	3
	 
	 
	 
	3

	COM 110 Introduction to Communication
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	COM 231 Public Speaking
	3
	 
	 
	 
	3

	MAT 115 Mathematical Models 
	3
	 
	 
	 
	3

	or
	 
	 
	 
	 
	 

	MAT 140 Survey of Mathematics
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	MAT 161 College Algebra
	3
	 
	 
	 
	3

	Students must select a minimum of three(3) credit hours from the approved list of humanities courses listed at the end of this section of the catalog.
	3
	 
	 
	 
	3

	CIS 110 Introduction to Computers
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	CIS 111 Basic PC Literacy
	1
	2
	 
	 
	2

	SOC 225 Social Diversity
	3
	 
	 
	 
	3

	OR
	 
	 
	 
	 
	 

	SOC 210 Introduction to Sociology
	3
	 
	 
	 
	3

	Total Credit Hours
	 
	 
	 
	 
	76


PORTFOLIO

BUILDING A STUDENT PORTFOLIO
INTRODUCTION

The use of a portfolio format to measure student accomplishments is a unique feature of the Human Service Technology, Developmental Disabilities, Gerontology and Substance Abuse Programs.  Each student will compile a portfolio illustrating the quality of his/her applied work in designated classes.  This portfolio will include a personal growth/ professional statement about the student’s chosen field of work.  In addition, instructors will target assignments from a variety of courses in each of the Human Services concentrations to be included in the portfolio.  All students are required to build a portfolio during the course of the two-year Human Services Technology Associate in Applied Science Degree.  
WHY DO I NEED A PORTFOLIO
A portfolio provides the means to demonstrate what a student has accomplished in his/her academic career that will directly support employment in the specified field or continuing their education.  The portfolio will be used to support the student in the employment interview process as well as assisting with information concerning courses taken at CPCC.   Students are encouraged to retain a copy of their syllabus to be included in their academic portfolio.
Examples of applied assignments that might be included in a student’s portfolio are as follows:

· A student in the Developmental Disabilities concentration develops and implements behavioral support plan for an individual with severe disabilities.
· A student in the gerontology concentration may include a Health Education Plan that she has developed for older individuals.
· A student in Human Services develops an educational module .
· A student in the Substance Abuse concentration may include examples of client education sessions.
COMPLETING YOUR PORTFOLIO
The portfolio will be compiled and reviewed during the last semester of the student internship.  Students are expected to revise the selected portfolio assignments based on instructor feedback and include a clean copy in the portfolio.  Although students will be assisted by instructors to select portfolio assignments and develop their personal/ professional growth statement, it is the responsibility of each student to compile and maintain his/her own portfolio in an organized format.  It is recommended that the revised portfolio assignments be encased in plastic sheet protectors and placed in a three-ring binder.  Typed dividers should also be used to delineate each content area thereby allowing employers to easily review the material.

*Portfolio Assignment: All students in the Developmental Disabilities concentration are required to build a portfolio during the course of the two year Human Services Technology Associate in Applied Science Degree. This portfolio will illustrate the quality of the student's applied work in designated classes.  Students are expected to revise the selected portfolio assignments based on instructor feedback and include a clean copy in the portfolio.  The portfolio will be completed and reviewed during the last semester of the student internship

COLLEGE TRANSFER
General Information:

CPCC has articulation agreements with Wingate University and Queens University at Charlotte for students graduating from any of the three programs in Human Services at CPCC.  Gardner-Webb University is another institution that accepts graduates of any of the three Human Service programs.  Students will be eligible to enter as a junior in any of the three institutions listed above to complete a bachelor program in Human Services.  For more information on transferring, please speak with your academic advisor during registration for classes. 

INTERNSHIP

General Information about Human Services Internships

Who is Eligible?

Students who have a cumulative GPA of 2.5 and have successfully completed the following courses:
            
        HSE 110 - Introduction to Human Services
        HSE 112 - Group Process 1
        HSE 120 - Interpersonal Relations
        SAB 110 - Substance Abuse Overview
        HSE 123 -Interviewing Techniques
        ENG 111 - Expository Writing
        HSE 225 - Crisis Intervention
 
            Additional requirements according to concentrations are:
 
1)     Substance Abuse students should also have had SAB 120 - Intake and Assessment, and SAB 135 - Addictive Process.
2)     Developmental Disability majors must also have  DDT 110 - Developmental Disabilities 
3)     Gerontology majors must also have GRO 120 - Gerontology.
 
Students must have a C or better to have successfully completed any HSE, SAB, DDT, or GRO course.
Students must also have at least 3 hours in the Curriculum area.  Strong recommendation would be one of these: CIS 111, COM 110/COM 231 or HSE 220..
 
One of the reasons it is important to meet with your Program Chair before registering each semester is to make sure you are on the right track in 

When?

The internship begins in Fall semester and runs through the next consecutive Spring Semester.  Any exception to this time frame must be approved by the appropriate Program Chair. You will spend at least 10 hours per week each week of the two semesters at your internship site for a minimum of 160 hours per semester..

INTERNSHIPS (Continued)
Where?

You will secure your own internship site after meeting with your Program Chair.  Do not begin interviewing at potential internship sites until  you have met with your Program Chair.  During the first half of the program, students should begin considering their career goals (what population, age group, area of interest, etc.)  The internship should, ideally,  be closely linked to these career goals.  For instance, you may envision yourself working with children who have been abused and/or neglected.  In this case, your internship site would be one that serves this population.

How?

During the Spring Semester preceding your internship, and if you have met all the requirements listed above, you will attend a meeting for prospective interns, to discuss the parameters of entrance into the internship phase of the program.  Then, each student will meet individually with their Program Chair.  You will have until the following Fall Semester to secure an internship site.   

“Present Position” Work Experience as Internship?

In order for present work experience to qualify as an internship experience, one or more of the following criteria must be met:

1)  The student must be acquiring significant new skills or knowledge related to the academic field of study.


2)  The student must be developing a recently learned skill or applying recently learned knowledge related to the academic field of study.


3)  The student must be receiving increased levels of responsibility and/or expanded duties within the company or organization and these responsibilities or duties must be related to the academic field of study.

How can I be eligible for Internship in a Certificate Programs?
1) Student needs to have a minimum of 9 hours in the Certificate Program prior to starting their internship placement.

COMMUNICATION WITH FACULTY
· Faculty Office Hours

· Student/Faculty Communication (Fall and Spring Semester)
· Summer Semester

· Communication with Part-Time Faculty

COMMUNICATION WITH FACULTY

Faculty Office Hours

Faculty office hours for all full time faculty are posted on the door of each faculty office.  Students are encouraged to contact faculty when the need arises.  Each full time and part time faculty member has a mail box in Terrell 507.  It is suggested that the student request by phone, e-mail, or memo, an appointment with the faculty member at a mutually satisfactory time.  This will assure that appropriate time is made available for the requested conference.

Student/Faculty Communication (Fall and Spring Semesters)
Faculty members in Human Services ascribe to an “open door” policy of communication whenever possible. At times, the Division Director, Program Chair, Faculty, and Student, may need to meet together, to facilitate communication.

*Please refer to page 1 of this Handbook for information concerning faculty office location, phone number, and email.

The bulletin board for the Human services is located outside Belk 306, on CPCC’s Main Campus.  The bulletin board is considered the “official” bulletin board for notices concerning Human Services, Substance Abuse, Developmental Disabilities, and Gerontology.  Pertinent messages will be placed on this bulletin board for students’ information.  Please read the bulletin board when on campus.  

Summer Semester


Faculty members are generally off campus and not available during the months of June and 
July.  
Communication with Part-Time Faculty
Each part-time faculty member has a mail box in Terrell 507.  Part-time faculty will furnish students with a phone number as part of the course syllabus.  Students may also contact the appropriate Program Chair. (See Page 1 of this Handbook.)
EVALUATION
· Program
· Faculty
· Course
EVALUATION

Of Program

To insure a quality program evaluation must take place both during the instruction phase and following graduation.  On occasion, follow-up studies are included in the program.  The students are strongly encouraged to maintain a current address with the Division of Nursing and Human Services to facilitate their participation in the study.

Of Faculty

It is the student’s responsibility to evaluate the teaching performance of the Human Services course instructors.  The course instructor for each Human Services course will conduct an evaluation (Student Opinion Survey) at the end of the semester.  Review of the evaluation will not take place until final grades have been turned in to the Division Director’s office.
Of Each Course 

The following Course Evaluation will be administered the last day of each class in the Human Services Programs. Course evaluations are conducted in all semesters.
Course Evaluation

COURSE NAME:_____________ SECTION_________________  DATE:_______________

INSTRUCTOR:__________________________________  LOCATION:_____________

Directions:  Please indicate your agreement with the following statements; circle one response.

	CONTENT
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree
	N/A

	1. Objectives of the course were met.
	1
	2
	3
	4
	5

	2. Knowledge/skills learned were relevant to my career and/or academic goals
	1
	2
	3
	4
	5

	3. Sufficient examples and opportunities to practice skills were provided
	1
	2
	3
	4
	5

	
	
	
	
	
	

	INSTRUCTION/

DELIVERY
	
	
	
	
	

	4. Instructor was prepared for class
	1
	2
	3
	4
	5

	5. Appropriate instructional tools were used
	1
	2
	3
	4
	5

	6. The textbook used was compatible with course objectives.
	1
	2
	3
	4
	5

	7. Instructor’s communication skills (listening, answering questions, providing feedback) were adequate.
	1
	2
	3
	4
	5

	8. The course material was organized and logically sequenced.
	1
	2
	3
	4
	5

	9. Instructor is knowledgeable about course content
	1
	2
	3
	4
	5


10. Please offer suggestions for improving the design or content of the course:





11. What did you like most about this course?







12. What did you like least about this course?

I would recommend this instructor to other students.______ Yes

_______ No

Comments
07/01

