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Welcome to the Department of Psychology at Colorado State University! 

The purpose of this handbook is to assist you in making the transition to graduate training in the 

Department of Psychology, to the University, to Fort Collins and to Colorado. The Department of 

Psychology is located in the College of Natural Sciences along with seven other departments, 

including Biochemistry and Molecular Biology, Biology, Chemistry, Computer Science, 

Mathematics, Physics, and Statistics. 

Information regarding the specialized psychology programs, the Department, and a list of the 

faculty in the Department of Psychology can be found on the Department web site located at 

Graduate Students – Department of Psychology | CSU (colostate.edu) 

The information in this document will not answer all your questions; however, it will answer many 

of them and give you ideas for where to look to find other answers. Within your program, you 

should have been assigned an advisor, either on a permanent or temporary basis. We will refer to 

this person as “your advisor” throughout the rest of this document. If you have not been assigned 

an advisor, you may wish to ask the program chair or another faculty member for assistance. 

Your program has a designated “program coordinator.” These are currently listed as: 

Cognitive:  Dr. Carol Seger; Cognitive Neuroscience: Dr. Deana Davalos; Applied Social and 

Health: Dr.  Dan Graham; Counseling: Dr. Mike Seger; Industrial/Organizational:  Dr. Gwen 

Fisher 

Philosophy 

The Department of Psychology’s mission is to strive for excellence in the teaching of, research in, 

and the provision of service related to the methodology and core content areas of academic 

psychology. The teaching mission is accomplished through the teaching of undergraduates and the 

education and training of graduate students in the psychology specialty areas of applied social, 

perceptual and brain sciences, cognitive, counseling psychology, and industrial/organizational 

psychology. 

The Department goals include maintaining an atmosphere conducive to personal and departmental 

development and an emphasis on diversity in its attempts to recruit students and faculty. Faculty are 

expected to teach well, produce good scientific products, and to be responsible and active 

professionals with respect to service within the University, professional associations, and the local, 

national and world communities. 

The Department of Psychology is committed to cultivating and preserving a culture of inclusion 

and connectedness consistent with policies outlined by Colorado State University and the College 

of Natural Sciences, including CSU’s Principles of Community. The Department of Psychology 

believes we can grow and learn better together by being committed to DEIJ and supporting diverse 

students and faculty. The collective sum of the individual differences, life experiences, knowledge, 

innovation, self-expression, and talent that our Psychology community invests in their work 

represents not only part of our culture but dictates our reputation. We welcome the unique 

contributions that everyone brings in terms of their experiences, opinions, culture, ethnicity, race, 

sex, gender identity and expression, nation of origin, age, languages spoken, veteran’s status, color, 
religion, disability, sexual orientation, neurodivergence, and beliefs. We are not all the same and 

that is the department’s greatest strength. 

DEPARTMENT Philosophy / Introduction 
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Registering for Classes 

You may register for fall classes anytime throughout the summer but be sure to register for classes 

before the first day of class. Registration for spring classes opens near the middle of the fall 

semester. There is a substantial late registration fee for students registering on or after the first day 

of class and the Department will not cover those costs. 

Registration is completed online. Information about how to register can be obtained through the 

registrar’s office at Registration | Office of the Registrar | Colorado State University (colostate.edu) 

or from the Department of Psychology main office, located in the Behavioral Sciences Building 

room 201. 

You will want to talk to your advisor about registering for the appropriate courses. The following 

dates will help you plan for your first semester. 

Approximate 

Date (changes 

slightly from 

year to year) 

Activity 

April 30 Registration opens for new students. You can easily make changes in your 

schedule later, so do not feel as if your schedule is set in stone if you register 

now. 

August 10 Arrive in Fort Collins prior to this date in order to meet legal requirements for 

becoming a Colorado resident the following year. Some residency information 

appears in this handbook; however, additional and up-to-date information 

should be obtained from the Registrar’s office. 

August 16 Around this date (it varies depending on the calendar), the Graduate Teaching 

Assistant (GTA) workshop is given. You will be asked to attend this workshop, 

so plan to spend 2-3 days in the workshop at CSU. 

August 19 Preregistration closes. A late registration fee of $50 is assessed to students not 

registered by this date. 

August 21 Classes begin. This date also varies depending on the calendar. For example, in 

2023, this date is Monday the 21st. 

Where to access information: 
https://psychology.colostate.edu/graduate-students/ 

Establishing Residency 

Establishing residency will be among your major concerns when first arriving in Colorado, unless 

you were a Colorado resident at the time that you applied to CSU. By obtaining residency, you will 

drastically reduce your tuition costs by changing your classification from an out-of-state student to an 

in-state student. Graduate assistantships will only pay for out-of-state tuition your first year; after 

that, they will only pay in-state costs. Therefore, if you do not obtain residency after the first year, be 

prepared to spend a substantial amount of money on tuition. If you have a full assistantship (20 hours 

per week), all your tuition will be paid for by the university. If you have a half-assistantship (10 

hours per week), half of your tuition will be covered. 

ORIENTATION 

https://registrar.colostate.edu/registration/
https://psychology.colostate.edu/graduate-students/


Residency is obtained through a petitioning process with the University. The final deadline for 

submitting your petition is about three weeks before the semester in which you wish to obtain 

residency. However, Student Financial Services (SFS) recommends filing your petition three to 

four months early in order to have a decision by the time classes begin (double check dates and 

policies with the Student Financial Services office https://financialaid.colostate.edu). Submitting 

a petition will require a significant amount of time. Please allow ample time for the completion of 

the petition. Failure to submit your petition by the deadline may result in the rejection of your 

petition. Residency is not determined by the Department; it is determined by the University. 

SFS requires that you attend a residency workshop prior to submitting a petition. Information 

regarding these workshops can be found on the SFS website. 

Tips for this process include: In April, it would be beneficial to file taxes for the state of Colorado. 

Once you do this, be sure to keep a record; Collect all forms and scan necessary documents as soon 

as you receive them. (Driver’s license, car registration, etc.); Register to vote; Get a CO drivers 

license within 30 days of arrival; Print out copies of your lease). 

Residency Classification in Colorado | Office of Financial Aid | Colorado State University 

(colostate.edu) 

Parking 

You will need to purchase a parking permit if you wish to park your car in the university parking lots 

on campus. Commuter students will need to purchase a Z-lot permit. Permits can be purchased at 

Parking Services, Lake Street Garage. Permits for a one-year period will allow you to park in any lot 

designated as a Z-lot. As a graduate instructor, you may be able to purchase a “restricted A-lot” 
parking permit for an additional cost. This permit will allow you to park in limited faculty lots on 

campus. Check with Parking Services. 

Parking permits can be purchased online at the parking services website (https://pts.colostate.edu/). 

Bicycling 

Bicycling provides a cheap, convenient way to get to campus. Numerous bike racks are located 

around campus. All bikes must be registered with the University Police Department. Be sure to 

familiarize yourself with the regulations for bicycling on campus (e.g., you must have lights on your 

bike for night or evening biking, you must stop at all stop signs, and you may not bike under the 

influence of alcohol or other intoxicants). 

Public Transportation 

Transfort is Fort Collins’ bus service. Bus passes have historically been free to all full-time students, 

but you should check to make sure that this is still the case. The service has stops near several 

student living areas and drops students off in the center of campus at the new bus stop located at the 

student center. Information about fares and routes is available at http://fcgov.com/transfort/ 

Computers 

Among the first things you should do as a student at CSU is sign up for an electronic identity 

(NetID). The NetID is required for all electronic services at CSU. 

All students are required to have registered a NetID and a valid e-mail when registering for classes. 

You may sign up for your NetID online (https://eid.colostate.edu/csusystem/)You will need your 

Colorado State University ID number. 

The Department of Psychology has many computer resources available for graduate student use. 

You will be giving a login specific to the Department. Available resources can be viewed here: 

https://psychology.colostate.edu/faculty-resources/ 

http://sfs.colostate.edu/)
https://financialaid.colostate.edu/residency/
https://financialaid.colostate.edu/residency/
https://pts.colostate.edu/
http://fcgov.com/transfort/
https://eid.colostate.edu/csusystem/
https://psychology.colostate.edu/faculty-resources/


Office, Keys, Mailbox 

Upon your arrival at CSU, you will be assigned an office. Check with your advisor or with the 

administrative assistants in the Psychology main office for these assignments. Keys for the offices 

must be ordered, and this too may be arranged with the administrative assistants in the main office. 

You should also check with your academic advisor as to whether you should order keys for any 

laboratories, and with your GTA supervisor as to whether you should order keys for any classrooms. 

It usually takes a week or more for the keys to arrive. You will also have a mailbox assigned to you 

in the mailroom near the Psychology main office. The graduate students’ mailboxes are on the east 

wall, the Faculty’s on the north. 

Below are folxs located in the main office, BSB201, or who can assist with orientation or teaching: 

Ginger Lacy-Gill ginger.lacy-gill@colostate.edu 491-6363 

Terri Ratzlaff Terri.Ratzlaff@ColoState.edu 491-6762 

Joe Thai joe.thai@colostate.edu 491-5889 

Erin Whipple Erin.Whipple@colostate.edu 

Sara Anne Tompkins sara.tompkins@colostate.edu 

Tracy Richards tracy.richards@colostate.edu 

The main duties are: 

Ginger: HR/Payroll/Grad Forms/Key Requests/Textbook Coordination 

Terri: Financial Coordinator/Tuition 

Joe: Travel/Semester Course Schedules/Room Scheduling/Exam Copies 

Erin: Grants 

Sara Anne: Orientation, GS forms, course waivers, grad admin tool, questions regarding 

resources, conflict, assistance with the graduate experience 

Tracy Richards: Issue with an undergraduate in your GTA role 

Copies 
There is a copier in the main office to use for university related business (i.e., teaching) when 

copying fewer than 30 pages and only for teaching-related materials. Any job over 30 pages must be 

done by office staff on a different copy machine. There is a copy basket in the main office with copy 

slips to fill out for directions on the copies. Please give the office staff at least 24 hours for a regular 

copy job to be completed and at least 48 hours for exams. Scantron sheets will be provided for 

exams if you so indicate on the copy slip. You can e- mail items that need to be copied to 

psyprintservice@lists.colostate.edu. Please indicate in the message the instructions for the copies 

(i.e. number of copies, double sided, stapled). Copyright laws prevent copying more than 10% of a 

book. There are two other printers available for your use. Instructions are located at this website: 

https://psychology.colostate.edu/faculty-resources/ 

Mail 
There is an outbox for campus mail and US mail in the mailroom. The mail goes out at 11:30 am 

and then mail is distributed to mailboxes sometime between 3:00 and 3:15 pm. You can include 

your personal stamped mail in with the university mail, if you would like. 

DEPARTMENT OF PSYCHOLOGY MAIN OFFICE 
AND OTHER CONTACTS 
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To conduct research as a graduate student, you must obtain clearance from the Institutional Review 

Board (IRB). All the information you will need to do this is located at this following webpage: 

https://www.research.colostate.edu/ricro/irb/ 

The portal for the online application submission system is here: 

https://colostate.kuali.co/protocols/portal/protocols 

All students MUST obtain IRB approval to conduct research. They are considered Co-Principal 

Investigators and their advisors are PI’s or Principal Investigators. A PI must be on every IRB 

application. 

This is an online tool that each student is required to login into as it contains the following: 

• Teaching Supervision feedback 

• Timeline Guidelines – this is your go-to spot to navigate the GS forms you will need to defend 

and graduate while at CSU 

• GTA expectations 

• Course waiving documents 

• Meeting notes 

• Evaluations 

• MACP Internship 

https://psychology.colostate.edu/graduate-students/ 

All graduate students are responsible for accessing information on the Departments website 

including GS guidelines. Failure to do so could result in delayed graduation and fees by the 

University the Department will not be responsible for. Note: At the beginning of the semester, if 

you plan to defend/graduate (MS or PhD), email the Graduate Programing Coordinator 

sara.tompkins@colostate.edu 

We want to remind all students that thriving is our goal for them.  To thrive please make sure you 

take steps to maintain your own health and well-being.  We are here to assist you and ask that you 

reach out when in need of resources. We encourage you to practice “protecting the day” and have 

worked to create one site to find a majority of resources students have found helpful: 

Support – Department of Psychology | CSU (colostate.edu) 

Medical, Counseling, and Wellness Resources - Graduate School (colostate.edu) 

INSTITUTIONAL REVIEW BOARD 

GRAD ADMIN TOOL & WEBSITE 

TIMELY PROGRESS 

RESOURCES FOR WELL-BEING AND HEALTH 

https://www.research.colostate.edu/ricro/irb/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcolostate.kuali.co%2Fprotocols%2Fportal%2Fprotocols&data=04%7C01%7CSara.Tompkins%40colostate.edu%7C8a7d080af63d468ff06308d9d4903cab%7Cafb58802ff7a4bb1ab21367ff2ecfc8b%7C0%7C0%7C637774538213250911%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=wVFASpn%2FshBsEFS2U3pZFSlNW8qqbb69LUG7Y6aD%2Fqc%3D&reserved=0
https://psychology.colostate.edu/graduate-students/
mailto:sara.tompkins@colostate.edu
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Recognizing that goals and timetables can serve to focus our attention on work to be accomplished, 

each program has established a timetable of expected progress through the Doctoral Program. On 

average, we expect a five-year degree completion experience for the PhD. See your specific program 

director or coordinator for the guidelines for your program. There is a timeline for your guidance 

listed in the Grad Admin Tool – located on the left main Menu. 

The purpose of graduate student evaluation is the identification and development of candidates for 

careers as psychologists. Evaluation is necessary for several reasons: 

• It is the responsibility of the faculty to maintain a graduate program of national quality. In 

part, we are employed by the State of Colorado for this purpose. 

• We are also responsible to our professional colleagues to graduate qualified people into 

psychology. 

• The Faculty’s appraisals provide important feedback for graduate students. Identification of 

professional strengths and weaknesses allows you to define and develop future graduate 

experiences. 

• We also ask that each student and their advisor work together on the completion of an 

annual Individual Development plan.  You can find a template here: Graduate Program – 
Department of Psychology | CSU (colostate.edu) 

Programs in the Department of Psychology are to use a set of requirements in completing their 

annual graduate student evaluations. The cultures and training models of the programs within the 

Department vary considerably. Therefore, the process by which each program conducts evaluations 

can differ.   Please see your specific program information and program coordinator for detailed 

guidance. 

• All evaluations are to be discussed within a program, and the feedback is to be given to the 

student in writing from the advisor through the program coordinator. 

• Feedback should also contain a goal-setting section, where goals are provided to students. 

Ideally, these goals are to be developed as a collaborative effort between students and their 

advisors, and possibly altered to accommodate input from the program faculty. It is 

possible, however, that the advisor and program faculty develop the goals independent of 

the student’s input. 
• Advisors are to review and discuss the evaluations and goals with each of their students 

individually. 

• Evaluations should be signed by the graduate students after being reviewed with the advisor 

and a copy of the signed form is placed into the student’s folder. Again, this is to protect the 

student and the Department. 

• A written copy of each graduate student’s signed performance evaluation is to be placed in 

their file in the main office prior to the end of the first month of the semester that follows the 

period evaluated. These files will be checked by main office administrative staff, and 

program coordinators will be held accountable by the GCC if the evaluations from their 

programs are not on file. We ask that students upload this document to their grad admin 

tool. 

Graduate students in the Department of Psychology must maintain a cumulative B average in all 

graduate courses. 

In the event of inadequate progress or serious violation of expected standards (e.g., a breach of 

research or practice ethics, unethical conduct, creating an unpleasant work environment for others), 

GRADUATE STUDENT EVALUATION 

https://psychology.colostate.edu/graduate-program/
https://psychology.colostate.edu/graduate-program/


the program faculty may take disciplinary action, including (but not limited to) removal from an 

assignment, revocation of funding, and/or dismissal from the program. The student may appeal any 

such action to the Executive Committee and, to the extent allowed by the Graduate School, to the 

Graduate School. 

• If you are a GTA you will be evaluated each semester, and this will be documented in the 

Grad Admin tool. The teaching supervision code is posted and there is a button for the Grad 

Admin Tool on https://psychology.colostate.edu/faculty-resources/ 

• As a GTA we also welcome and ask for your feedback on your experience.  This anonymous 

survey can also be found on the Grad Admin Tool and will be emailed out at the end of each 

semester. 

• Detailed information regarding teaching supervision and teaching support offered is listed 

here: Graduate Program – Department of Psychology | CSU (colostate.edu) 

First Year 

From the viewpoint of both faculty and students, the first year is extremely critical. The program 

faculty members want to know the potential of each student for work as a psychologist in their 

respective program. 

There is a formal evaluation and feedback process that takes place during the first year. Feedback is 

scheduled formally twice during the first year: at the end of the first semester or beginning of the 

second semester, and end of the second semester. The members of the faculty gather to provide 

feedback on impressions of your strengths and weaknesses at these meetings, and to evaluate your 

performance across a minimum of four categories: Research, Teaching, Academic Performance, 

and Professional Issues. The criteria for progress for each category are defined by each program and 

some programs also expand on these categories. Students are to become familiar with the specific 

criteria of their programs. Students are to receive a copy of this evaluation within the first month of 

the semester following the evaluation. Generally, the advisor conducts a feedback session with you 

after the faculty meets, and the program coordinator/director ensures that this feedback is copied 

into your personnel file kept in the main office and posted on the grad admin tool. 

The Graduate College requires that graduate students maintain an overall GPA of 3.0. Poor course 

performance can be grounds for dismissal from your program. Most students get excellent grades, 

however, and course excellence is certainly the expectation. 

The members of the program faculty also evaluate performance on assistantships (research and 

teaching). Performance on assistantships is considered indicative of professional competence. A 

faculty member or a teaching fellow from the Department supervises you. You are expected to keep 

the supervisor informed on how time is being spent, areas of needed supervision, and how you are 

functioning in general. You should consider your assistantship as you would any employment 

situation. The supervisor is responsible for evaluating your performance in a number of areas. You 

must be prompt, responsible, and thorough with all tasks. Your competence is also evaluated in 

terms of professional demeanor in the assistantships (such as willingness to seek out responsibilities 

and work assignments). The retention of the assistantship is contingent upon satisfactory execution 

of work assignments. All information on GTA expectations and GTA probation are found on the 

grad admin tool and on the Department website (Grad Need to Know’s and How To’s). 

You will also be required to meet with the graduate programming coordinator for a one-time 

meeting during your first year. 

Thesis/DissertationProcess 
Signatures 

There are two parts to a thesis or dissertation defense. One is the oral exam and the other is 

the manuscript exam. After the oral exam of a Master’s thesis or Dissertation, committee members 

https://psychology.colostate.edu/faculty-resources/
https://psychology.colostate.edu/graduate-program/


are expected to sign a GS-24 form (always check with the Graduate School on the exact form since it 

may vary without notification to departments) indicating whether they vote to pass or fail the student 

on the oral exam. This document must be returned to the Graduate School within 24 hours of the 

exam, and there is no option to withhold a signature. Committee members understand when they sign 

onto a student’s committee that one of their responsibilities is to sign off on the oral defense. If 

a committee member feels that they will not be able to sign during a defense meeting, the committee 

member must bring it up to the thesis/dissertation chair such that the defense can either be postponed 

or issues resolved before the defense meeting (so that all committee members sign the 

GS-24). This is a Graduate School requirement. The student is either passed or failed by each 

committee member on the oral exam. Signature on the GS-24 is final and not retractable. In cases 

where a student’s dissertation or Master’s thesis committee are split on whether to pass a student’s 

oral defense, the majority rule determines the outcome. A majority rule means that more people vote 

to pass than vote to fail (note that is not a 2/3 majority). Therefore, in an even split (i.e., the same 

number vote to pass as vote to fail), the majority rule is not met, and the student fails the oral exam. 

The second part of a thesis/dissertation is the GS30 signoff. Committee members sign the 

signature page of the GS30 if they are happy with the document and pass the student on this part of 

the defense. If a committee member is not pleased with the document as it is and wants changes, the 

committee member should not sign the GS30 until the appropriate changes have been made. 

Therefore, committee members can withhold their signature until desired changes are made. In the 

case where a committee member withholds a signature to pass a student on the manuscript and 

chooses not to sign regardless of what changes are made to the document, but the majority of the 

committee passes the student on the manuscript, this is considered a pass. However, the 

thesis/dissertation chair must write a petition to the Vice Provost for Graduate Affairs describing the 

reasons for this particular circumstance (a member withholding a signature), why the committee 

member is refusing to sign, and attach a copy of the signature page indicating who has signed the 

document. 

A student can pass the orals and not the document, or vice-versa, pass the document but not 

the orals. Please consult the Graduate School if more details are necessary. 

Programs have different qualifying exams or comprehensive exam requirements leading up to the 

dissertation. See program handbooks for specifics. In general, students must successfully pass their 

exams in order to proceed to dissertation. Inability to pass these requirements can result in 

termination/dismissal from the graduate training program and the Department of Psychology. 

Likewise, some programs may require internships (e.g., counseling) for which students must 

successfully pass requirements and evaluation. See specific handbooks for details. Again, students 

failing to pass criteria and resolve deficits may be recommended for dismissal from the graduate 

program. 

Ethical Behavior 
From the point of entry into the program, students are expected to conduct themselves in an ethical, 

professionally responsible manner. In the course of development, students can be expected to make 

errors in judgment. As these come to light, faculty involved will discuss the issues involved with the 

students and work with them to teach professional principles and behaviors designed to prevent 

reoccurrence of the error. If such faculty/student interactions fail to correct such errors, if the 

student is convicted of a felony, or if there is evidence of serious professional misconduct or a series 

of less serious incidents suggesting that the student is not functioning as an ethical or professionally 

responsible psychologist, the student may be terminated/dismissed from the program and  the 

Department. A 2/3 vote by program faculty is necessary to dismiss a student. If the student is not 

dismissed, the faculty must specify the contingencies for retention including the behavioral changes 

necessary, the criteria and processes to be used in evaluating progress, and the dates by which 

change must be evidenced. The student's advisor and/or co-advisor will be responsible for 

monitoring the retention program and bringing information back to the faculty within the guidelines 



and timelines established. Failure to satisfactorily complete the remediation program will result in 

termination/dismissal from the program and the Department. 

Termination or Dismissal 
You can be terminated or dismissed from the Department of Psychology for one of several different 

reasons, including those mentioned here. Though it is not possible to foresee every situation in which 

students may cause question of their stay in graduate training in the Department of Psychology, the 

most obvious situations that may result in termination are described below: 

1. Failure to maintain appropriate grade average and failure to meet requirements established 

within the remedial program for meeting minimum grade average. 

2. Failure to pass comprehensive or qualifying exams established by your training program and 

failure to pass remedial steps established to pass comprehensive or qualifying exams. 

3. Unethical or unprofessional behavior that is uncorrected by a remedial program and/or results 

in a conviction of a felony, serious professional misconduct charge, or a series of less serious 

incidents that indicate inability to function as an ethical or professionally responsible 

psychologist. 

4. Failure to fulfill requirements of employment contract with the Department – such 

as assistantships or grant-funded positions. 

5. Failure to meet expectations of graduate training program on criteria towards degree 

completion. 

6. Abuse, theft, lying on official documents or in official positions, or mistreatment of 

Department property. 

7. Abuse, threats, harassment, or otherwise grossly inappropriate behavior towards others with 

the Department such as students, faculty, staff, or guests, which cannot be explained or 

excused by mental disorder or disability, and which cannot be resolved through mediation or 

remedial actions to remedy the violation or threat. 

Appeal Process 
A student may appeal decisions regarding their status in their program to the program faculty and the 

Department. The student must make the request for review in writing to the Program 

Director/Coordinator/Director of Training (PD). Working with the student, the advisor or co-advisor, 

and/or representatives(s), the PD will schedule and structure the review meeting. Typically, the PD 

will chair the review meeting. If the PD is unable to do so, another faculty member will be elected by 

the program faculty to chair the meeting. If necessary or appropriate to maintain objectivity and 

fairness, the program may include a representative member of another program in the Department of 

Psychology on the review panel or as chair of the review meeting. The level of inclusion may depend 

on the nature of the appeal and the members involved. Prior to the meeting, if the student chooses to 

have legal representation, they must notify in writing the PD of this desire. The PD shall consult with 

University Legal Counsel on the allowable role of the student's attorney in the review process, 

including the review meeting. Prior to the meeting, the student, any representatives, and the faculty 

will be informed, in writing, of the meeting format and procedures. At the meeting, the student 

individually, through their advisor or co-advisor, and/or through a representative selected by the 

student may provide additional or new information in written and/or verbal form. Following 

presentation of additional information, faculty may ask questions of the student, the advisor or co- 

advisor, representatives, and/or other involved individuals. After the presentations and questions, 

individuals other than faculty will be excused from the meeting. The faculty will then discuss and 

vote on the appeal. A 2/3 vote is necessary to reverse an initial decision. The outcome of the appeal 

meeting will be summarized, in writing, within one week after the appeal meeting. If the student 

wishes to appeal the decision further, then they can follow the procedure as outlined in Section XI of 

the departmental code. 



Student appeal of academic and disciplinary decisions following Section XI of the Department code 

which reads as follows: 

STUDENT APPEALS OF ACADEMIC AND DISCIPLINARY DECISIONS 

Appeals of grading decisions and violations of academic integrity policy will follow the procedures set forth 

in the Faculty Manual. Consistent with the Faculty Manual, the appeals committee for grading decisions will 

consist of two faculty members and two students from within the Department and one outside faculty member 

who shall serve as the voting chair. In the case of an undergraduate appeal, the two faculty from within the 

Department will be members of the Department's Undergraduate Committee and that committee will also 

appoint the two undergraduate members and decide on a voting chair from outside the Department. In the 

case of a graduate student appeal, the two faculty from within the Department will be members of the 

Department's Graduate Committee and that committee will also appoint the two graduate student members 

and decide on a voting chair from outside the Department. If there are issues of availability or conflict of 

interest, the Department Chair may appoint the members of the appeals committee. 

Continuous Registration 

Students are required to be enrolled continuously for the Fall and Spring throughout degree 

programs. Students do not need to be registered for the Summer session unless they plan to graduate 

during the summer. Under these circumstances, students may require continuous registration. For 

information on continuous registration, contact the Graduate School 

(http://graduateschool.colostate.edu/). Policies change frequently, so you may need to check back 

each year to keep updated. 

Credit Hours per Semester 

Full-time for graduate students is nine credit hours per semester. It is important that you meet the 

requirements of your program by taking the courses required and registering for the 

thesis/dissertation credits required, however you may not always have to be registered for full-time 

credits in order to accomplish this. Students must be enrolled in at least one credit in order to be 

eligible for a GTA or GRA position. This does not mean that you are required to be registered for a 

full load of credits. The Department prefers that students register only for credits for which they 

actually need to be registered. Keep in mind, however, that there are a minimum number of credit 

hours per semester necessary for those receiving Federal student loans and State and Federal work- 

study through the Financial Aid office. Check CSU’s annual Financial Aid Guide to make sure of the 

number of credits you need to take for the type of assistance you will be, or wish to be, receiving. 

Tuition 
Tuition charges for graduate students vary from year to year, and there is considerable 

differential between tuition charges to Colorado residents and nonresidents. Students with 

departmental or grant funding typically have their tuition covered by the funding source. 

Domestic students who are not Colorado residents are obligated to follow guidelines for 

obtaining in-state residency status by the beginning of their 3rd semester in residence. Failure to 

do so will result in the student paying the considerable differential between in-state and out-of-

state tuition themselves in their second year and beyond. International students can never obtain 

in-state residency in Colorado and must therefore be prepared to pay the differential between in-

state and out-of-state tuition themselves in their second year and beyond. 

For PhD students: 

OTHER COMPONENTS 

http://graduateschool.colostate.edu/)


The Department will pay your tuition in most circumstances.  Please note that tuition credit on your 

student account generally appears by the end of the months of September (fall tuition) and April 

(spring tuition). The Department does not pay summer tuition. If you do not see a credit for tuition 

on your account at the end of those months, please contact Terri Ratzlaff – 
terri.ratzlaff@colostate.edu or 970-491-6762, room 212. 

The Department will not pay tuition after the add/drop deadline has passed; any tuition charged 

after this date will be the responsibility of the student. 

FEES: The Department does not pay fees for GTA’s or GSA’s. These will be partially covered by 

the graduate school and will fully be covered over the next 3 years. Some GRA positions have 

allotted fees in the grant budget. Please check with your supervisor for more information. 

Funding/Assistantships 
If you receive funding from the Department of Psychology, you are considered an employee of the 

Department and of the University. As an employee of the Department, you are expected to work a 

minimum of 10 or 20 hours per week (depending on whether you receive half- or full-time 

assistantship) throughout the year, including academic breaks (such as Fall and Spring Break, and 

Winter and Summer Recess, etc.). Funding from the Department and/or working on a faculty 

member’s grant is not automatic in the Department of Psychology. Continued employment requires 

satisfactory evaluations, timely program progress, and meeting other criteria established by the 

funding source and your training program. The Graduate and Professional Bulletin requires that all 

university graduate students receiving funding in the form of a graduate assistantship must meet the 

requirements for graduation and maintain good academic standing to receive funding. This includes 

maintaining a cumulative GPA of 3.0 in all regular course work (see the Bulletin for specifics). See 

specific program handbooks and your advisor for further details. 

Internal Transfers 
Graduate students already accepted in a particular department at CSU or a particular program within 

the Department of Psychology wishing to gain acceptance into a different program are required to 

follow the standard application procedure with the exception of the following: 

• The standard application fee. 

• University Graduate Application and Supplemental Form. 

• Transcripts for all attended institutions. 

• Verbal and Quantitative GRE scores (if applicable). 

Additionally, the new application will need to contain at least one letter of recommendation from a 

member of the current program. 

Grading 

Students must earn at least a “B” in required courses for the course to count toward degree 

requirements. Your individual program will specify what grade is typically expected of students. If 

you need to retake a course for degree fulfillment, it is best to check with the Graduate School for the 

official policy. In rare instances, you may wish to contest a grade you received in a course. For more 

information on contesting a grade, consult your individual program manual. 

Course Waivers 
New students who have completed graduate level work at other universities often desire to count this 

work towards CSU graduate requirements.  Course Waivers are not managed 100% online with the 

Grad Admin Tool.  Please refer to the instructions there and follow the steps in the tool (video and 

guide provided).   No external emails or memos are needed. 

Graduate Program Admin | College of Natural Sciences (colostate.edu) 

mailto:terri.ratzlaff@colostate.edu
https://cnsdrake.natsci.colostate.edu/gradmin/


CSU POLICY: GRADUATE STUDENT PARENTAL LEAVE 

CSU is committed to promoting its Graduate Assistants’ ability to maintain a positive work-life 

balance by providing Parental Leave when enrolled in a Master’s or Ph.D. program. 

Information regarding support with on and off campus resources can be found here: 

Graduate Students – Department of Psychology | CSU (colostate.edu) 

Please see the official CSU policy on parental leave as it applies to Graduate Students and reach out 

to Ginger Lacy-Gill as the Department HR contact. 

http://policylibrary.colostate.edu/policy.aspx?id=743 

The Graduate School requires that students submit various forms throughout their course of study. 

Navigating the formal procedures and forms can be somewhat challenging. However, it is important 

that you keep on top of this process because it can keep you from graduating. Luckily, all Graduate 

School forms and deadline dates are available from the Graduate School Office or website: 

http://graduateschool.colostate.edu. Each form is largely self-explanatory or has instructions. 

Furthermore, consult the Graduate School web site for due dates for graduation each semester. In 

order to officially graduate within a specific semester, forms are typically due at least 1-2 months 

before the end of that semester. This is ultimately your responsibility, however, please seek 

assistance from both your advisor and the Graduate Programming Coordinator and see the Grad 

Admin Tool (Timeline link) and the Department Website to assist you.  All forms and workshop 

information are located at Graduate Program – Department of Psychology | CSU (colostate.edu) It 

is your responsibility to access these materials/attend any workshops held by the graduate 

program coordinator and be aware of all deadlines. 

Note: GS16 form: One form that has traditionally caused trouble for Psychology students is the 

GS16 form, Report of Preliminary Examination. In the Department of Psychology, the Preliminary 

Examination is the same as the Master’s Final Examination. Therefore, each student should have 

their committee complete the GS16 form at the MS defense, along with the Master’s Report of Final 

Examination (GS24), and submit both forms to the Graduate School. Failure to submit the GS16 

in a timely manner may delay graduation. Contact sara.tompkins@colostate.edu with 

questions. 

The Department of Psychology follows the grievance policies instituted by Colorado State 

University and the Graduate School. These policies can be assessed by assessing the following link: 

State Classified Grievance Process | Human Resources | Colorado State University (colostate.edu) 

We encourage graduate students to reach out to the Graduate Program Coordinator and /or consider 

the below as options for reporting of negative interactions: 

Bias Reporting: https://biasreporting.colostate.edu/ 

Student Diversity Offices: https://inclusiveexcellence.colostate.edu/student-diversity-offices/ 

Office of Equal Opportunity: https://oeo.colostate.edu/ 

more resources found here: Support – Department of Psychology | CSU (colostate.edu) 

GRADUATE SCHOOL FORMS 

GRIEVANCE POLICIES 

https://psychology.colostate.edu/graduate-students/
http://policylibrary.colostate.edu/policy.aspx?id=743
http://graduateschool.colostate.edu/
https://psychology.colostate.edu/graduate-program/
mailto:sara.tompkins@colostate.edu
https://hr.colostate.edu/hr-community-and-supervisors/employee-relations/grievance-process/
https://biasreporting.colostate.edu/
https://inclusiveexcellence.colostate.edu/student-diversity-offices/
https://oeo.colostate.edu/
https://psychology.colostate.edu/support/


The Department of Psychology will not guarantee summer session graduate stipends for students. Generally, 

few summer courses are taught that require GTA assignments, limiting the opportunities for GTA pay. 

Likewise, the Department will not pay tuition in summer session months. 

A small number of students receive pay during the summer months from GTA assignments. Usually, these 

involve teaching a lecture course. The opportunities for these assignments are limited. Students wishing 

such assignments should express this to the office manager early in the Spring semester. Generally, primary 

lecture responsibilities are limited to students who have already received their MS degree. 

Other students can arrange summer pay via a GRA paid from a research grant. These opportunities are 

arranged directly with the principal investigator of the grant, usually the student's mentor. You should ask 

your mentor about such opportunities early in the academic year. Do not assume that you will be paid a 

research stipend during the summer. 

In some years, the Department supports funds for graduate student research and professional 

development. The funds vary in amount and announced at the beginning of the Fall. These funds may 

be used to support travel to present research findings, to pay research participants, to pay for 

laboratory expendable supplies, pay for poster printing, etc. Funding is subject to the following 

limitations: 

1. The funding may not be used for non-research-related purposes. If you have a question about 

the applicability of funds, please ask in the main office. 

2. Funding cannot be used by students who are not enrolled full-time in the graduate program 

within the Department. 

3. All travel related expenses must follow Department procedures for travel reimbursement. 

4. Funds do not carry over from one fiscal year to the next. Unspent funds return to the 

Department. The end of the fiscal year is June 30th . 

5. Students are limited to five years of financial support from this fund. 

6. If travel expenses to be incurred may be paid from an external grant funding source awarded 

to CSU, or in conjunction with funding with another Department/Unit on campus, then the 

Department will cost share the amount at half the rate for non-supported projects (e.g., the 

maximum from the Department will be half the established rate). 

7. All travel policies of the Department and University must be complied with if the funds are 

used to support travel. 

Master’s: 

Three members total required by the Department – four required by the Graduate School 

One member is the advisor (must be in program) 

One member is a faculty in the Department 

One member is outside of our department 

One additional member (The Graduate School needs four members; we recommend you follow the below 

THESIS AND DISSERTATION COMMITTEE  
COMPOSITION 

   SUMMER SESSION STIPEND AND TUITION 

      GRADUATE RESEARCH FUNDS 



dissertation committee requirements. If you do not have four members you will need to add Sara Anne 
Tompkins, graduate programming coordinator as your fourth member (in name only to meet Graduate School 
requirements per a MOU) 

Dissertation: 

Four members total required 

One member is the advisor (must be tenure-line faculty member with at least 50% appt in program) 

One member is faculty in the Department 

One member is faculty in the Department (different program) 

One member is outside of our department 

Per the Graduate School: advisors can be: Professor, Associate Professor, or Assistant Professor within 

the department or program granting the degree/ 

committee members can be: Professor, Associate Professor, Assistant Professor, Instructor, or Faculty 

Affiliate 

outside committee member can be: Professor, Associate Professor, Assistant Professor, or Instructor 

with a tenured, tenure-track, contract, continuing, transitional, joint, or emeritus/emerita transitional, 

joint, or emeritus/emerita faculty appointment at CSU. This appointment must be outside the 

department of the student 

XI. GRADUATE STUDENT ADVISORY COMMITTEES 

A. Committee Composition 

https://graduateschool.colostate.edu/policies-and-procedures/advisor-committee/ 

Graduate students typically interact with undergraduate students professionally in two contexts: 1) as 

an instructor/TA in a lecture or lab, or 2) as a supervisor for undergraduate research assistants in their 

mentor's laboratory. Graduate students are expected to conduct themselves in a professional manner 

with undergraduate students at all times. The Department takes the power differential between graduate 

and undergraduate students seriously. 

Here is CSU’s official policy on personal relationships: 

Policy Library - Office of Policy & Compliance - Colorado State University (colostate.edu) 

Due to the serious nature of these interactions, the Department has the following policy: romantic 

and/or sexual relationships between graduate students and undergraduate students enrolled in 

Department courses are strictly prohibited. Violations of this policy may result in loss of eligibility for 

GTA and/or GRA funding and tuition payment from the Department of Psychology. Romantic and/or 

sexual relationships between graduate students and undergraduate students of any major are also 

discouraged and may be subject to the same consequences outlined above. 

If a consensual romantic and/or sexual relationship predates GTA employment, and therefore predates 

the power differential, and when the undergraduate student is a psychology major or is otherwise likely 

to encounter the graduate student partner in a psychology course, then the relationship must be 

disclosed to the Department prior to a GTA assignment to a course. The Department will document the 

relationship and work with the graduate student to prevent any supervisory and/or evaluative role from 

occurring. The relationship/interaction must be disclosed (by the graduate student involved) to either 

the Graduate Programming Coordinator or the Chair of the Department, prior to any romantic and/or 

sexual interactions. Non-disclosure will result in loss of eligibility for GTA and/or GRA funding 

INTERACTION WITH UNDERGRADUATE STUDENTS 

https://graduateschool.colostate.edu/policies-and-procedures/advisor-committee/
http://policylibrary.colostate.edu/policy.aspx?id=509


and accompanying tuition payment from the Department of Psychology. It may also result in 

mandatory reporting of the interaction to the Graduate School, Office for Equal Opportunity and/or 

Title IX for further sanction depending on specific circumstances. All employees, including GTAs and 

GRAs, are mandatory reporters for OEO/Title IX considerations. 

The Department of Psychology promotes excellence and innovation in its undergraduate curriculum. 

Graduate students play an integral role in providing this experience. Generally, GTA assignments in 

the first two years, or prior to earning a Master's degree, are limited to lecture support. 

In general, after earning the MS degree, some students become eligible for teaching undergraduate 

laboratories or lectures. These opportunities are not guaranteed and depend in large part on the fit 

between your graduate expertise and the content of the available lecture and/or laboratory. Laboratory 

assignments typically pay slightly higher than lecture support assignments. 

Finally, each year there are a number of openings for senior graduate students to do a concentrated 

undergraduate teaching experience. These are Teaching Fellows. A typical Teaching Fellow teaches 

two lectures per semester. Often these two courses are PSY 100, but sometimes one of the courses is 

something in the expertise area of the student. These are competitive awards that pay higher than 

normal GTA positions. Teaching Fellow competitions are announced each year. You should consult 

with your graduate training program and mentor as to the suitability of the Fellowship for your 

training. It is very difficult to maintain an active research program while serving as a Teaching Fellow, 

so we exercise caution in selecting students who are performing well and have significant interest in 

college-level teaching. 

The Department has created a GTA agreement that each student must sign prior to the start of the 

semester if employed as a GTA. Please make sure you have reviewed and understand the expectations 

associated with this position. We have also created a GTA probation document that outlines steps that 

will be taken if students do not meet the GTA agreement. All teaching will be supervised, and 

performance will be documented on the grad admin tool and can be found here: Graduate Program – 
Department of Psychology | CSU (colostate.edu) 

The Department is built on a mentor/mentee model and students are brought into the Department under 

an advisor. If a change needs to occur with your advisor, the Department has a few guidelines. We ask 

you seek out a conversation with the graduate programming coordinator to guide any questions. We 

also recommend you first discuss this change with your advisor before approaching a possible new 

advisor. Lastly, we want each student to be aware the Department is not responsible for finding an 

advisor or securing a place in a program. 

As most graduate students have a dual role of student and employee, we ask that you reach out to 

both SDC and OEO to document any needed accommodations.  If you have any questions about this 

process or would like guidance please reach out to sara.tompkins@colostate.edu. 

UNDERGRADUATE TEACHING & GRADUATE 
TEACHING EXPECTATIONS 

IF CHANGE OF ADVISOR IS NEEDED 

ACCOMODATIONS 

https://psychology.colostate.edu/graduate-program/
https://psychology.colostate.edu/graduate-program/
mailto:sara.tompkins@colostate.edu


Student Disability Center (SDC) Services: The Student Disability Center helps students with 

reasonable accommodations when there is a documented permanent or temporary disability. See the 

SDC website , for information about qualifications, documentation, accommodations, and timelines as 

well as for CSU’s policy on service dogs and support animals. If you will receive accommodations from 

the Disability Center, you must contact the instructor as soon as possible and communicate with the 

instructor in a timely manner throughout the semester. Important Note:  Accommodations after the fact 

(for example, after an exam or assignment deadline) are not guaranteed. Timely communication with 

the teacher and with the Student Disability Center is required for any exceptions. 

Note:  The relationship between the student and advisor is covered under SDC but must be 

documented for accommodations on things such as thesis/dissertation/comps to be discussed.  Let 

SDC know the advisor needs to be notified in case of documented accommodations. 

Student Disability Center - Colorado State University (colostate.edu) 

Office of Equal Opportunity (OEO): Colorado State University is a land-grant institution 

committed to offering access in it’s educational, scholarly and outreach activities to all 
individuals representative of our multi-cultural society and providing an environment of 

excellence in which all individuals can participate to the full level of their capabiliti es, realize 

their aspirations and contribute to the global society in which we live. The Office of Equal 

Opportunity is charged with implementing, monitoring and evaluating programs, activities and 

procedures that support this commitment. 

Office of Equal Opportunity | Colorado State University (colostate.edu) 

In the Department of Psychology, we view mentorship as a fluid and active two-way process between the 

graduate student and their advisor and others on campus and in the community. We strongly encourage all 

students to complete and Individual Development Plan (IDP) once a year with their formal advisor, reach out 

to the graduate programming coordinator and others in the Department and on campus to make sure they are 

getting the most from their mentee experience. IDP is a process that helps identify professional development 

needs, refine career objectives, and promote personal growth. Importantly, the IDP functions as a 

communication tool to enhance dialogue between mentors and their mentees. 

IDP_CSU_example.pdf (colostate.edu) 

See these websites for Student Health Insurance Questions: 

Assistantship Health Insurance Contribution - Graduate School (colostate.edu) 

Domestic Undergraduate/Graduate Student Health Insurance Plan (SHIP) – CSU Health Network (colostate.edu) 

MENTORSHIP 

STUDENT HEALTH INSURANCE 
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