
 

Community College Faculty Preparation 
Certificate Program 
Student Handbook - 2023 Cohort 
Welcome to Sacramento State! 

We are excited to have you in our Community College Faculty Preparation Certificate Program (CCFP). This site 
will provide you with important information to help you get started, including how to enroll in and access your 
classes. Please read through all information in this Student Handbook, but don't hesitate to reach out to us 
with any questions.  

You may scroll through the sections of this handbook, or select the grey square icon on the bottom right of 
your screen to jump to various categories in the handbook.  

https://www.cce.csus.edu/community-college-faculty-preparation-certificate  

 

1 - Community College Faculty Preparation certificate program 

Student Records 

My Sac State 

My Sac State is your portal to your Student Center as well as accessing various campus services and resources: 
https://my.csus.edu/. To access My Sac State and your Student Center, you will need to create your SacLink 
username and password.  

https://www.cce.csus.edu/community-college-faculty-preparation-certificate
https://www.cce.csus.edu/community-college-faculty-preparation-certificate
https://my.csus.edu/


Please visit https://mysaclink.csus.edu/Default.aspx to create your account. You will use your SacLink 
credentials to log into various sites and services with Sacramento State, including Canvas.  

Your Student Center will show you what courses you are officially enrolled in and any fees that you have due 
on your account, as well as other information. Please make it a habit to check your Student Center 
periodically to make sure you do not owe any fees or have any holds on your records. It is your responsibility 
as a student to keep track of what classes you are enrolled in (and which classes you have dropped).  

Canvas 

Canvas is Sacramento State's official Learning Management System (LMS) used to deliver an engaging teaching 
and learning experience in the classroom, on a desktop or tablet, and on mobile devices. This is how you will 
access online course materials. Additionally, we will enroll you in a Program Canvas Course to share 
administrative paperwork, announcements, and other items to help you navigate the certificate program. 

• Visit Sacramento State's Canvas for Students webpage https://www.csus.edu/information-resources-
technology/canvas/canvas-for-students.html for detailed information and guides about Canvas. 

• Access Canvas directly by going to https://csus.instructure.com/ and logging in with your Saclink 
credentials. 

• Access Canvas through your My Sac State account https://my.csus.edu/ after logging in with your 
Saclink credentials. 

Each of your academic classes (ID 250, ID 251, ID 252, and ID 253) will have their own Canvas course containing 
subject matter content. Your instructors will add you to their class Canvas courses after you have registered 
and shortly before each class begins. This means that you will have at least two active CCFP Canvas courses in 
your Canvas dashboard at any given time. Please check both regularly. 

Family Educational Rights and Privacy Act (FERPA) 

We at Sacramento State are bound by law to follow FERPA guidelines. This means that if anyone other than 
you (including your spouse, child, friend, etc.) contacts us on your behalf and wishes to speak to us about your 
student record, we will NOT be able to provide any details to them without your legal consent. Please see the 
following link for more information: https://www.csus.edu/student-life/records-transcripts/ferpa/ 

If you would like to authorize an individual to have access to your student record information, you will need to 
submit a form to our campus which will be added to your record. Only then will we be able to discuss your 
record with the person you have designated on the form: https://www.csus.edu/student-affairs/centers-
programs/student-services-center/_internal/_documents/ferpa-student-consent-form-for-third-party-and-or-
parent.pdf 

https://mysaclink.csus.edu/Default.aspx
https://www.csus.edu/information-resources-technology/canvas/canvas-for-students.html
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https://csus.instructure.com/
https://my.csus.edu/
https://www.csus.edu/student-life/records-transcripts/ferpa/
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Courses 

2023 CCFP Program Schedule 

Spring 2023 

• ID 250 50 33: The Community College Institution and Student, 3.0 units, January 23 – March 10, 2023 

• ID 251 50 33: Curriculum, Instruction, and Assessment at the Community College, 3.0 units, March 27 – 
May 12, 2023 

Summer 2023 

• ID 252 50 35: Theory and Practice: Effective Teaching and Classroom Communication Strategies, 3.0 
units, May 22 – July 7, 2023   

Fall 2023 

• ID 253 50 38: Sponsored Experiences at the Community College, 3.0 units, August 28 – December 8, 
2023  

Class Schedule and Format 

The first three courses of our program are offered fully online and can be accessed through your My Sac State 
portal (https://my.csus.edu/) or through your Canvas portal (https://csus.instructure.com/). The fourth course 
is online with the potential for some in-person work. 

The first three classes in this program are asynchronous. This means there are no specific meeting times, 
though your instructor will assign due dates for class activities, such as assignments and quizzes, through the 
term. These classes are NOT self-paced. Each course carries academic credit and will appear on an official 
Sacramento State transcript. The fourth and final class in this program may have in-person or synchronous 
meeting times depending on the sponsored experience placement you choose.   

Registration 

You will receive a message from your program staff letting you know when registration is open and detailed 
instructions for enrolling. You should enroll no later than the day before the first day of the course. If you 
register after a course has started, including on the first day of the course, you may be charged a $25 late 
registration fee. Please be sure to check your Student Center by logging onto My Sac State at 
https://my.csus.edu prior to enrolling to ensure that you have cleared any holds or items on your To Do list 
which may block your ability to enroll.   

https://my.csus.edu/
https://csus.instructure.com/
https://my.csus.edu/


Fees and Refunds 

Course Fees 

Course fees are posted in the class schedule that you receive from your program staff. You may also view your 
fees in your Student Center online through My Sac State. Please be aware that if you decide to drop a course 
after it starts, or forget to drop a course but never actually attend, that does not mean you are no longer 
responsible for paying for the course. Not logging into an online course does not mean you will automatically 
get a refund for the course. Please connect with your program staff in order to request a refund. 

2023 CCFP Fees 

Courses for the Community College Faculty Preparation program are $1005 ($335 per unit). There is a $30 
application fee, which is assessed after eligibility is established. Students pay for each course as they enroll. 
Students do not pay for the entire program all at once.  

The total program cost is $4050. That is course fee ($1005 x 4 courses) plus the $30 application fee. 

Due Dates and How to Pay 

Fees are due for a course at the time of registration. If you do not pay on time, you may be charged a $25 late 
fee. If you have a past due balance on your account you will not be able to enroll in future classes or obtain a 
Sacramento State transcript. The University will pursue all collections action until the debt has been paid in 
full. 

You may pay by MasterCard, American Express and Discover card online through My Sac State. If you prefer to 
pay by Visa, please call the College of Continuing Education office at (916) 278-6984. You may also mail your 
payment to:  

College of Continuing Education  

ATTN: Academic Credit Registration and Records  

3000 State University Drive  

Sacramento, CA 95819  

Dropping Courses 

Although instructors may exercise their authority to administratively remove any student who fails to attend 
or participate in an online class during the initial period of instruction, students should not assume they will be 

https://my.csus.edu/
https://my.csus.edu/


automatically dropped. It is the responsibility of the student to drop themselves from the course or petition 
to drop after the deadline. Not attending or not logging into class does not automatically drop you from the 
course nor does it remove your responsibility to drop yourself from the course. Students will receive a final 
grade of “F” or “WU” in courses they fail to drop officially after deciding not to participate. 

Please see the CCE Add/Drop Policy for more information as well as the Add/Drop form: 
https://www.cce.csus.edu/post/academic-credit-registration-and-refund-policies. The petition and 
documentation should be submitted to your CCE program coordinator. 

Please note that getting approved to drop a course is NOT the same as getting approved for a refund for the 
course fees.  Please review the refund policy in the sections below.  

Refunds for Dropped Courses 

Here is the standard refund policy for CCE: 

• If you drop a course before it starts, you will not be responsible for any of the course fees. You will 
automatically receive a full refund, or if you have not yet paid for the course the full balance for the 
course will be removed from your record.  

• If you drop after a course has started, but before the first 25% of class has lapsed, then you will 
automatically receive a partial refund of 65% of your course fees. If you have not paid for your course 
yet, then 65% of your balance will be removed but you will still owe the remaining 35%.  

• If you drop after 25% of the course has passed, then you will not automatically receive a refund and if 
you have not paid for the course you will still be responsible for 100% of the fees on your record.   

Please note that depending on when you attempt to drop the course, you may be required to first obtain the 
approvals as noted in the Drop Policy.  

If you would like to petition for a refund please submit the refund petition at 
https://apps.cce.csus.edu/sites/cce/reg/?CID=3468. 

Services for Students with Disabilities 
Sacramento State is committed to providing accommodations to students with disabilities to ensure all 
students have equal access to pursue their educational goals. Please see the Services for Students With 
Disabilities (SSWD) website for more information: https://www.csus.edu/student-affairs/centers-
programs/services-students-disabilities/. 

Your CCFP Program Staff 
Suzi Byrd, Senior Program Coordinator, suzi_byrd@csus.edu  

Jessika Morrison, Program Manager, jessika.morrison@csus.edu  

https://www.cce.csus.edu/post/academic-credit-registration-and-refund-policies
https://apps.cce.csus.edu/sites/cce/reg/?CID=3468
https://www.csus.edu/student-affairs/centers-programs/services-students-disabilities/
https://www.csus.edu/student-affairs/centers-programs/services-students-disabilities/
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