[image: image9.wmf]
Practicum and Internship Handbook (15th Edition) 
Edited by Linda C. Painter, & Mark S. Parrish, Revised Fall 2010. Please use Appendix M to provide feedback about this Handbook.
PRACTICUM

AND

INTERNSHIP

HANDBOOK
(14TH EDITION)

Department of Counseling & Educational Psychology
University of West Georgia

Carrollton, GA  30118-5170

      Phone: 
(678) 839-6554    

Fax: 
(678) 839-6099
  
Homepage: http://coe.westga.edu/cep/
Table of Contents












Page

INTRODUCTION









1

CHECKLISTS









2


PRACTICUM









2


INTERNSHIP









4

PREPARATION









6


PREREQUISITES








6


ENROLLMENT IN COURSES






7


SITE SELECTION








10


LIABILITY INSURANCE







13


HELPFUL HINTS








15

PROFESSIONAL CONSIDERATIONS






16


PERSONAL CHALLENGES







17


SUPERVISION AND FEEDBACK






18


CODE OF ETHICS AND STANDARDS OF PRACTICE



21


SELF CARE









23


HELPFUL HINTS








24

COUNSELING PRACTICUM







25


PRACTICUM OBJECTIVES







26


PRACTICUM EXPECTATIONS






27

COMMUNITY COUNSELING PRACTICUM




29


Practicum Site









29


Site Supervisors








29


Direct and Indirect Services







30

Client Confidentiality








30


Audiotaping/Videotaping







30


Informed Consent








31

Supervision









31


Log Sheets and Student Record of Experiences




32

Student Assessments








32


Pre-Practicum Site Contact







33


Practicum Goals








34


Practicum Experiences for CC Students NOT Placed at SDC


35


Practicum Experiences for CC Students Placed at SDC



36


HELPFUL HINTS








37

COUNSELING INTERNSHIP







38


ADVISOR CONSULTATION






39


INTERNSHIP OBJECTIVES







39

INTERNSHIP EXPECTATIONS






40


Expectations for Students






41



Expectations for Site Supervisors





45



Expectations for Faculty Supervisors





48


INTERNSHIP ACTIVITIES







49


COMMUNITY COUNSELING INTERNSHIP




50



Prerequisites








50



Choosing a Site







50



Interviewing a Site







51



Applying for Internship






53


Internship Activities







54


Internship Experiences






55


Minimum Hourly Requirements





56

HELPFUL HINTS








57
FINAL WORDS









58
REFERENCE









59
APPENDICES









60
INTRODUCTION


The purpose of this Handbook is to provide detailed information about the Practicum and Internship courses offered by the Counseling and Educational Psychology Department (CEPD). The CEPD faculty believes these clinical courses are among the most important components of your graduate program. These guidelines reflect the Council for Accreditation of Counseling and Related Educational Programs (CACREP) standards, and the Department of Counseling and Educational Psychology policies. We will work with you to ensure that your personal and professional goals are met.


Following the policies and procedures described in this Handbook and maintaining close contact with your faculty advisor will help you get a clear focus on your Practicum or Internship goals. Your faculty supervisor (course instructor) will provide a syllabus containing specific details about each course.


You are encouraged to carefully read this entire Handbook soon after your acceptance into the CEPD program. Also, you are urged to purchase and thoroughly review the companion manuscript, Graduate Student Handbook. Once you have become familiar with the material in these two Handbooks, make an appointment with your advisor to answer your questions. Refer to the Handbooks as you move through your program and watch for updates in future revisions of the documents.


We wish you great success with your CEPD program and your clinical/field experiences. Additionally, we are hopeful that this Handbook contains helpful information to guide your work. Please let us know your opinion about the Handbook by giving us your feedback (use Appendix M).

CHECKLIST: Practicum

**VERY IMPORTANT INFORMATION**

APPLICATION DEADLINES

Practicum students MUST meet deadlines for submitting applications (Appendices A & C).
Deadline information can be found in the following locations:
     1.  CEPD website (http://coe.westga.edu/cep/ under Announcements 

     2.  Flyers posted in CEPD office 

     3.  College of Education Graduate Field Experiences Application Deadline flyers posted 

          in every building on campus (NOTE: CEPD Fall semester deadlines may differ) 

COURSE REGISTRATION

Follow registration procedure found in The Scoop (published by UWG and online at http://banweb.westga.edu/ under Public Access, Class Bulletin)  

FEES

A fee of $50 per credit hour over and above tuition will be assessed for this course
Date Completed
Task_______________________________________________________
______________
Meet Practicum prerequisites 

(CEPD 6131: Counseling Theories, CEPD 6140: Introduction to Counseling Practice, CEPD 6160: Group Counseling, and Permission of Department)

______________
Submit Practicum application set to CEPD office (CHECK DEADLINES)





Practicum Application/Site Selection (Appendix A)






Verification of Liability Insurance (Appendix C)

______________
Enroll in Practicum course through UWG (NOTE: A fee will be assessed at $50 per credit hour of Practicum)

______________
Attend orientation at Practicum site and discuss Practicum goals with site supervisor.

______________
Plan a weekly return to UWG campus for one (1) hour supervision.

______________
Attend first Practicum class and submit liability insurance declaration page and Practicum goals.

______________
Submit Weekly Log Sheets (Appendix H) (check when completed)




__Week 1
__Week 2
__Week 3
__Week 4
__Week 5




__Week 6
__Week 7
__Week 8
__Week 9
__Week 10





__Week 11
__Week 12
__Week 13
__Week 14
__Week 15

______________
Submit Midterm Evaluations as required by instructor.

______________
Submit Semester Log Sheet (Appendix I)
______________
Site Supervisor submit Field Placement Evaluation (Appendix G)

______________
Submit Student Evaluations of Field Site/Supervisor 




(Appendices J and K)

______________
Submit Practicum and Internship Handbook feedback (Appendix M)

Notes:

CHECKLIST: Internship

Directions: Make a copy of Checklist for each Internship course you take.

  **VERY IMPORTANT INFORMATION**

APPLICATION DEADLINES

Internship students MUST meet deadlines for submitting applications (Appendices B & C).

Deadline information can be found in the following locations:

     1.  CEPD website (http://coe.westga.edu/cep/ under Announcements 

     2.  Flyers posted in CEPD office 

     3.  College of Education Graduate Field Experiences Application Deadline flyers posted 

          in every building on campus (NOTE: CEPD Fall semester deadlines may differ) 

COURSE REGISTRATION

Follow registration procedure found in The Scoop (published by UWG and online at http://banweb.westga.edu/ under Public Access, Class Bulletin)  

FEES

A fee of $50 per credit hour over and above tuition will be assessed for this course

Date Completed
Task_______________________________________________________

______________
Meet Internship prerequisites 






CEPD 6189 (Practicum)  and Permission of Department






Strongly recommend CEPD 7111.

______________
Submit Internship application set to CEPD office (CHECK DEADLINES)





Internship Application/Site Selection (Appendix B)






Verification of Liability Insurance (Appendix C)

______________
Enroll in Internship course through UWG (NOTE: A fee will be assessed at $50 per credit hour of Internship)
______________
Attend orientation at Internship site and discuss Internship goals (Appendix L) with site supervisor.

______________
Attend first Internship class and submit liability insurance declaration page and Internship Goal Contract (Appendices C & L).

______________
Submit Weekly Log Sheets (Appendix H) (check when completed).




__Week 1
__Week 2
__Week 3
__Week 4
__Week 5




__Week 6
__Week 7
__Week 8
__Week 9
__Week 10





__Week 11
__Week 12
__Week 13
__Week 14
__Week 15

______________
Submit Midterm Evaluations as required by instructor

______________
Submit Semester Log Sheet (Appendix I)
______________
Site Supervisor submit Field Placement Evaluation (Appendix G)

______________
Submit Student Evaluations of Field Site/Supervisor 




(Appendices J and K)

______________
Submit Practicum and Internship Handbook feedback




(Appendix M)

Notes:

PREPARATION

PREREQUISITES, ENROLLMENT IN COURSES,
SITE SELECTION, LIABILITY INSURANCE


The Counseling and Educational Psychology Department has developed the following guidelines to help you prepare for successful Practicum and Internship experiences. Close adherence to these procedures is critical; check with your advisor if you have questions.

Prerequisites


Prerequisite courses are required for Practicum and Internship. The Community Counseling tract requires prerequisites for Internship. See the details below: 

PRACTICUM: COMMUNITY COUNSELING Prerequisites




CEPD 6189
PRACTICUM




Prerequisites:
CEPD 6131 (Counseling Theories)






CEPD 6140 (Introduction to Counseling Practice)








CEPD 6160 (Group Counseling)






Permission of Department



CEPD 6186
INTERNSHIP




Prerequisites:
CEPD 6189 (Practicum: Community Counseling)






Permission of Department






Strongly recommend CEPD 7111 (Psychopathology)
Enrollment in Courses


Enrollment in Practicum and/or Internship includes three important steps:





(1) Consultation with Advisor





(2) CEPD Application





(3) UWG Registration
Consultation with Advisor



Consultation with your advisor before completing your CEPD application and before enrolling in Practicum or Internship is critical to smooth completion of your field experiences. TO STAY ON TRACK WITH YOUR INDIVIDUAL PROGRAM REQUIREMENTS, BE SURE TO OBTAIN ADVISEMENT BEFORE MAKING PRACTICUM OR INTERNSHIP ENROLLMENT DECISIONS.
CEPD Application for Practicum and/or Internship


Application for the clinical courses is a process that takes place within the CEPD and through the College of Education Field Placement online application (which facilitates your criminal background check). The application process must be completed before the deadline. Information about deadlines for submitting application forms can be found in the following locations: 
     1.  CEPD website (http://coe.westga.edu/cep/ under Announcements 

     2.  Flyers posted in CEPD office 

     3.  College of Education Graduate Field Experiences Application Deadline flyers posted in every building on campus (NOTE: CEPD Fall semester deadlines may differ).  Please see the following information for the online application and criminal background check compliance:
· UWG College of Education Field Experiences Website Application (General instructions effective Fall 2009):

· Go to this website:  http://coe.westga.edu/placement/
· New students to the website:  Click Apply, enter information, click submit
· Students already in the system and know your password:  Click Log In

· Students already in the system and forgot your password:  Click Forgot My Password, enter your my.westga.edu e-mail address; password will be sent to you.

· Contact Kaye Ferguson at kferguso@westga.edu when you have completed the above process. 


To apply for Practicum and/or Internship, you will need to submit to the CEPD office a set of completed application forms before the deadline date. A set of application forms contains:


(1) 
application and site selection form and

(2)
liability insurance verification form 

Application forms can be found in the Appendices and are detailed below. So that you always will have a blank form for future use, you will find it helpful to copy the forms from this booklet. Then, fill in the copied form to submit to the CEPD office. Also, be sure to make a copy of the completed forms for your records. 

Please Note: You are required to submit a new set of application forms each time you wish to enroll in Practicum and/or Internship.

	Practicum and Internship Application Forms

    Appendix A
          Community Counseling Practicum 




Application and Site Selection Form

    Appendix B 
          Community Counseling Internship 




Application and Site Selection Forms
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UWG Registration for Practicum and/or Internship


Remember, you also must register with UWG for Practicum or Internship. Note that returning graduate students are required to pre-register. Registration information and procedures can be found in The Scoop, published by the University and available online at http://banweb.westga.edu/ under Public Access, Class Bulletin. 

Note that a fee will be assessed for all Practicum and Internship courses. The fee is $50 per credit hour over and above tuition for both Practicum and Internship courses. 

You are expected to register for

Practicum or Internship

during the same semester and

for the same number of hours

indicated on your application.

If, under very rare circumstances,

you must postpone your

Practicum or Internship

you must submit

a new set of application forms

for the semester you plan 

to take the course.
Site Selection


Selecting your Practicum and/or Internship site is one of the most important steps in the development of your counseling skills and the successful completion of your clinical experiences. The following guidelines will aid your selection process:

Practicum and Internship Handbook

Carefully read this Handbook to become familiar with the details of the clinical courses.

Program Sheets
Review the Community Counseling program sheet to understand the program requirements.

Course Syllabus
You will receive a course syllabus from your instructor. Carefully review the document to be familiar with specific course requirements. 

 Note that the Practicum syllabus will contain a requirement that Practicum students return to the UWG campus for one (1) hour of individual supervision weekly. This is in addition to the required 1 ½ hours group supervision per week that are scheduled during the regular class session.

Professional Goals
At the beginning of your program, determine your professional interests, needs, and expectations for your clinical/field experiences. Consider the kinds of educational and work opportunities you want from these clinical/field courses.

Licensure/Certification Requirements
Become familiar with state or national requirements for counseling licensure and/or certification. Obtain application information from the sources listed on the next page:

	Counselor Licensure and Certification



National Certified Counselor



National Board for Certified Counselors

                                     http://www.nbcc.org 


Licensed Professional Counselor (Georgia) AND 



Licensed Associate Professional Counselor (Georgia)




Georgia Composite Board of Licensed Professional 




Counselors, Social Workers, and Marriage and Family 

                                    Therapists




Phone:  478-207-1670
                                    http://www.sos.state.ga.us/blg/counselors/  






Licensure and certification requirements

may change without notice.

It is your responsibility

to stay current with requirements

for your specialty area.
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Choosing a Site

Aim for a site placement that represents a “good fit” with your personal and professional needs, interests, program requirements, and licensure/certification requirements. Consult with your advisor and check the CEPD bulletin board for site information. 
Contacting the Site
Once you have decided on a “good fit” placement site, contact the site for an interview with your desired site supervisor to discuss course objectives and expectations. A copy of the Practicum and Internship Handbook for Site Supervisors will be helpful for you and your future supervisor.

Completing and Submitting Paperwork

Be sure to follow established procedures for application for and enrollment in Practicum and/or Internship courses, site policies for clinical placements, program requirements, and licensure/certification requirements. 
	NOTE: THAT FOLLOWING ESTABLISHED POLICIES AND PROCEDURES, INCLUDING MEETING DEADLINE DATES, DOES NOT GUARANTEE YOUR PLACE IN THE COURSE OR COURSE SECTION YOU WANT.


Site Orientation and Scheduling Clients

You will probably be expected to beginning seeing clients/students during the first week of class. Therefore, you will find it helpful to prepare in the following ways before the semester begins. 
	NOTE: THAT THE TIME YOU SPEND AT YOUR SITE BEFORE THE SEMESTER BEGINS WILL NOT COUNT TOWARD YOUR TOTAL CLOCK HOURS. THESE HOURS ARE IN ADDITION TO THE REQUIRED CLOCK HOURS.


*Request a site orientation before the semester begins. Being familiar with the site’s policies and procedures, the staff, and other details of the site will give you a significant advantage once classes begin.

*Request that your site supervisor help you obtain appropriate signatures on necessary consent forms before the semester begins so that you are ready to see clients/students during the first week of classes. 
*Request that your site supervisor help you schedule client/student sessions to begin the first week of the semester. Note that you are not permitted to see clients when the academic term is not in session. 
Liability Insurance


As part of the application process for each Practicum or Internship course, you must verify your professional liability insurance. At the first class meeting, you are expected to turn in a copy of the actual declaration page of the policy to the instructor. 
Be sure to obtain

professional liability insurance 

several weeks before enrolling in 

Practicum or Internship.

 A copy of the declaration page of your policy 

is due on the first day of class. 

You must have liability insurance 

before  seeing clients/students for 
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Many professional organizations offer students special low rates for liability insurance when they join the organization. The American Counseling Association is one of the appropriate professional organizations for CEPD students. ACA offers student rates for both membership and liability insurance (through the ACA Insurance Trust). Obtain information from:

American Counseling Association

Phone: 800-347-6647 x284

http://www.counseling.org

Community Counseling students may obtain discounted liability insurance with membership in the Licensed Professional Counselors Association of Georgia and the American Mental Health Counselors Association. To obtain more information, click links on

Licensed Professional Counselors Association of Georgia

http://www.lpcaga.org
OR

American Mental Health Counselors Association

Phone: 800-326-2642

http://amhca.org
	NOTE: THERE MAY BE TIMES THAT YOU WILL BE ASKED BY THE FACULTY SUPERVISOR TO INVESTIGATE YOUR POLICY FOR SPECIFIC INFORMATION RELEVANT TO YOUR PRACTICUM OR INTERNSHIP WORK. ALSO, YOU MIGHT BE ASKED TO PROVIDE WRITTEN PROOF FROM THE INSURANCE UNDERWRITER THAT COUNSELING ACTIVITIES PERFORMED BY YOU AS AN UWG STUDENT ARE COVERED BY YOUR POLICY.


The Counseling and Educational Psychology Department does not make recommendations for the amount of liability coverage you should obtain. When making that decision, consider your personal and professional circumstances and risks.

Helpful  Hints

*Note that Practicum and Internship will NOT be offered Summer 
Semester. Plan your schedule accordingly.

*Consult with your advisor before completing application forms or enrolling for 
Practicum or Internship.


*Be sure you’ve met Practicum and Internship course prerequisites. 


*Mark your calendar for application deadline dates.


*Complete and submit application forms before the deadline dates.


*Make extra copies of the blank application forms; you will need some of them for future 
courses.

*Submit a new set of application forms for each Practicum and/or Internship course you wish to take.

*Make copies of all paperwork to keep in your records.


*Register with UWG to take the Practicum or Internship during the semester indicated on 
your application.


*Plan for the Practicum and Internship fee ($50 per credit hour over and above tuition for 
the courses).


*Note that Practicum students are required to return to the UWG campus for one (1) hour 
of individual supervision per week. This is over and above the required 1½ hours of 
weekly group supervision, conducted on campus during the scheduled class time.


* Prepare for Practicum or Internship by obtaining/requesting your site and obtaining 
liability insurance before the semester begins.


*Do not see clients before the semester begins, before obtaining signatures on consent 
forms, or before obtaining liability insurance.


*Investigate costs of liability insurance early in your program so you can plan your 
budget.

*Plan ahead.
PROFESSIONAL CONSIDERATIONS

PROFESSIONAL CONSIDERATIONS
PERSONAL CHALLENGES, SUPERVISION AND FEEDBACK,
CODE OF ETHICS AND STANDARDS OF PRACTICE, SELF CARE


Practicum and Internship courses are designed to provide opportunities for you to demonstrate and refine your counseling skills under close supervision. The successful student will openly face challenges, listen and respond to supervision, give and receive feedback, abide by accepted ethical standards, and practice self care.

Personal Challenges


During your clinical experiences, you will likely encounter clients and supervisors who will “push your buttons.” This is a normal and desirable process that will challenge you to grow by facing and acknowledging unresolved issues that may block your effectiveness as a counselor. Although encountering your shadow side may be painful at first, openness to the experience is an important quality for you to develop.


It is equally essential for you to become aware of your biases, attitudes, values, and beliefs and how they affect the counseling process. Rigidity in these areas can seriously inhibit your effectiveness as a counselor. Acknowledging and accepting your deeply ingrained viewpoints and the limits they place on your work as a counselor is a critical aspect of your professional development. 

Many students choose to invest in their professional futures by participating in personal counseling. Professional counseling may be a choice you also will make. In addition to personal counseling resources available in your own community, you may contact the Student Development Center (678-830-6428) for information about free counseling services available to UWG students. 

Supervision and Feedback


During your clinical/field experiences you will receive extensive supervision and feedback from your site supervisor, faculty supervisor, and peers. As you read in the previous section, who you are as a person greatly influences your effectiveness as a counselor. Therefore, there will be times when the supervision and feedback you receive will address your personal qualities as well as your use of counseling skills. To take full advantage of supervision, it is critical that you prepare for the supervision session. The following sections provide information about these important areas: scheduling your time, receiving feedback, giving feedback, and preparing for supervision.

Scheduling Your Time


Extensive supervision is required for Practicum and Internship. Make note of the requirements listed below and plan your schedule accordingly:


Practicum Supervision



1 hour on-site supervision weekly (to be scheduled with your site supervisor)

1 hour individual supervision weekly (to be scheduled with your course instructor 


over and above the campus group supervision noted below)

1 ½  (weekly) or 3 (biweekly) hours group supervision weekly (on campus during regularly scheduled class time)

Internship Supervision


1 hour on-site supervision weekly (to be scheduled with your site supervisor)

1 ½  (weekly) or 3 (biweekly) hours group supervision weekly (on campus during regularly scheduled class time)

Receiving Feedback and Supervision

Probably at no other time in your counseling career will you work under such close supervision as you will in Practicum and Internship courses. You are urged to take advantage of this unique opportunity by making the personal decision to be non-defensive and open to supervision and feedback. Steps that will facilitate your participation in the supervision process include:


Focus Yourself
Take a few minutes before your supervision session to center in a place inside yourself that is focused on your goal to become the most effective counselor you can be.


Actively Listen and Hear
Make it a priority to really hear the feedback offered to you, even when you may perceive the comments to be critical.


Examine Yourself
Consider the validity of the feedback for you; be open to new ideas that may challenge old perceptions about yourself.


Embrace What Resonates
Gift yourself with the willingness to grow and change as you learn more about yourself through the supervision process.


Value Yourself
Sometimes counselors-in-training are most critical of themselves; be kind and gentle to you during this work.

[image: image4.wmf]
Giving Feedback


Another critical aspect of supervision is the feedback you can offer to other counselors-in-training. This is an important opportunity for you to demonstrate the ability to give honest accurate feedback in a tactful sensitive manner. It is often tempting to give non-specific feedback such as, “You did a good job” or “I thought you were a little off target.” However, such global statements do not provide useful information to the other. Helpful feedback has several critical qualities, as detailed below:

HELPFUL FEEDBACK...
*has both positive and critical components,

*is objective and behaviorally oriented,

*is free from judgment, and

*happens when you risk sharing your opinion.
Preparing For Supervision


Being prepared for supervision sessions will enable you to take greatest advantage of this component of your clinical/field experiences. In addition to the openness described above, minimum preparation includes:


Paperwork


Completing all required paperwork before supervision.


Tape Review
Before the supervision session, listening to/watching tapes of your counseling sessions and cueing the tapes to portions on which you want feedback.


Supervision Questions



Writing down the specific questions you have for the supervisor.

Code of Ethics and Standards of Practice


A professional ethical code is the set of guidelines that governs professional behavior. Standards of practice are statements of minimum behavior by which professionals are expected to abide. ACA publishes the Code of Ethics and Standards of Practice (1997) that “establishes principles that define the ethical behavior of association members” (p. 1). ACA members are required to adhere to the ethical responsibilities outlined in this publication.


As a counselor-in-training, you are required to meet your professional obligations regarding ethical practice. Therefore, without exception, you are expected to meet the minimum responsibilities outlined below:

MINIMUM ETHICAL OBLIGATIONS

· You may download a copy of the ACA Code of Ethics and Standards of Practice at http://www.counseling.org 
· Read and become thoroughly familiar with this information
· Abide by the ethical behavior and standards of practice endorsed by ACA
· Bring your general, non-emergency ethical questions to supervision session
· Immediately consult with your faculty supervisor and/or site supervisor 

when emergency ethical dilemmas arise (i.e., suicide, homicide, child/ elder abuse, etc.)
· Become familiar with and abide by policies and procedures established by your


Practicum or Internship site
· Adhere to the laws of the state in which you conduct your Practicum or Internship

You also are obligated to be familiar with and abide by the ethical standards endorsed by the American Mental Health Counselors Association (http://www.amhca.org) 

 Check with your faculty and/or site supervisor to determine if there are other codes of ethics to which you may be required to adhere. Additional ethics could include those endorsed by organizations such as:

	Association for Specialists in Group Work

American Association of Marriage and Family Therapists

Georgia Composite Board of Professional Counselors, Social Workers, and Marriage and Family Therapists

Licensed Professional Counselors Association of Georgia



You also are required to become familiar with and abide by the policies and procedures established by the agency/institution in which you are conducting your Practicum and/or Internship course requirements. Consult with your site supervisor for specifics before beginning your clinical experience. Additionally, you must abide by the laws of the state in which your site is located.

You are responsible for being familiar with and 

abiding by your professional ethics, state laws,

 and policies and procedures of your site. 

Failure to adhere to professional codes of ethics,

 standards of practice, and state laws

 may result in disciplinary action and/or 

dismissal from the CEPD program.
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Self Care

A significant proportion of the CEPD population fulfills numerous roles, such as student, spouse/significant other, parent, child, employee, and community/professional leader. Sometimes it is difficult to find time to care for oneself in the midst of such a hectic day-to-day life. Yet, self care is critical to meeting life’s demands as well as effectively responding to the obligations of your chosen profession and avoiding burnout.


Success as a counselor-in-training means making your graduate school responsibilities a top priority, while maintaining a balance with other aspects of your life. Consider developing and implementing workable strategies to meet your needs in areas like those suggested below:


Physical


Good nutrition, adequate rest, and moderate exercise are the basics.

Social


Supportive friends and family will bring love and meaning to your life.


Peer Relationships


A circle of peers from work and/or school can provide understanding and support.


Spiritual


Nurturing your faith and religious/spiritual beliefs is good for the soul.


Recreation


Playing and having fun are important aspects of a full life.


Humor
Looking for the lighter side can provide respite to tendencies to take life too seriously.


Letting Go
Remember, you cannot “fix” your clients, take away their pain, or make their decisions: Live gently; let go of these burdensome expectations.


Obviously, this list of recommended areas of self care is limited. Use these suggestions as starting points for developing your own self care plan.
HELPFUL HINTS


*Commit to developing the quality of openness to self-exploration.


*Consider investing in your professional future by arranging for your own personal counseling and/or other therapeutic ways to work with your own unresolved issues, biases, attitudes, values, and beliefs.


*Plan sufficient time in your schedule for required supervision.


*Take full advantage of supervision and feedback by adopting an open non-defensive attitude.


*Develop the ability to give accurate sensitive feedback to others.


*Prepare for supervision by reviewing tapes, completing paperwork, and formulating supervision questions before meeting with your supervisor.


*Become familiar with and adhere to your professional code of ethics and standards of practice, state laws, and site policies and procedures.


*Love and care for yourself.
COUNSELING   PRACTICUM

PRACTICUM OBJECTIVES, PRACTICUM EXPECTATIONS,
COMMUNITY COUNSELING PRACTICUM


This course provides opportunities for practical clinical/field experience with actual clients in community agencies. Counseling sessions are audio taped/videotaped and tapes are used for supervision of counseling skill development. For purposes of counselor licensure and/or certification, Community Counseling students will receive verification of 150 hours of supervised Practicum experience.

Practicum Objectives


The general goal of Practicum is for students to master skills learned in previous courses by demonstrating rational analytical thinking and flexible decision-making when working with clients. You will engage in individual counseling and group experiences with actual clients in a community agency. You are urged to engage clients of culturally diverse populations, both genders, and various age groups. On the next page are general performance objectives for this course. (Individual instructors may modify, delete, or add to this list.)

Develop and effectively use procedures for meeting with clients in individual and group settings.


Establish an appropriately safe and accepting atmosphere for clients.


Demonstrate an appropriate respectful, genuine, empathic attitude with clients.


Demonstrate an understanding of the client’s presenting problem.


Articulate the client’s problems.

Elicit appropriate information from clients.


Recognize, understand, distinguish differences among, and transmit understanding of cognition, affect, and behavior presented by clients.


Demonstrate understanding of the theme(s) in issues presented by the client.


Plan effective counseling strategies to meet the client’s needs.


Demonstrate ability to assess the counseling process and appropriately modify. 


Distinguish client needs from one’s own needs.

Examine one’s self (i.e., values, beliefs, strengths, limitations) in the counselor-client and counselor-supervisor relationships.


Demonstrate ability to effectively participate in the supervision process.

Consult with parents/families (as applicable) and related professionals appropriate to the client’s functioning in areas such as  social, cognitive, and physical.

Adhere to and demonstrate an understanding of the ethical and legal responsibilities of counselors.


Demonstrate working knowledge of cultural and ethnic diversity.


Demonstrate a working knowledge of community resources. 


Formulate and describe a personal theory and style of counseling.
Practicum Expectations


As a counselor-in-training, you are expected to possess certain fundamental skills and knowledge before enrolling in Practicum. These basics include:


Self Knowledge


Knowing about your biases, values, beliefs, and unresolved issues.


Listening Skills
Being able to hear the client’s cognitive, affective, and behavioral messages, both verbal and non-verbal.


Responding Skills


Communicating empathic understanding to clients.


Clarifying Skills


Sorting through the client’s story to determine the therapeutic issues.


Willingness to Learn and Change
Responding to supervision and feedback with an open and non-defensive attitude; taking the risk to grow. 


Human Development Principles and Therapeutic Techniques


Being familiar with theories relevant to counseling practice.


Skills and Knowledge for Working with Diverse Populations
Taking initiative to learn about and request supervision for working with diverse populations such as minorities, children, elderly, abuse survivors, addicts, etc.


Practicum students also are expected to demonstrate ability and willingness to:


      *Counsel clients who represent the ethnic and demographic diversity of their
                    community



*Practice helping skills learned in previous courses.



*Learn about their effectiveness as counselors.


*Accept supervision of skill development.



*Give and receive feedback by discussing Practicum experiences



       in a supportive setting.



*Develop and implement individual counseling plans.



*Discuss and evaluate effectiveness of counseling techniques.



*Evaluate their own professional growth.

Community Counseling Practicum 

Practicum for Community Counseling students involves clinical experiences with actual clients. For licensure or certification purposes, Community Counseling students will receive verification of 150 hours of supervised Practicum experience. Students are required to participate in and complete the activities in each category listed below:

Practicum Site


You are required to do your Practicum work at a Practicum site with a site supervisor who will provide supervision. 

Refer to the preparation section of this Handbook

for information about site selection

and application deadline dates.

Site Supervisors


Site supervisors should meet the following criteria:

	      *a minimum of a master’s degree in counseling or a closely related
         Profession with equivalent qualifications, including                                                           

         appropriate certification and/or licenses (i.e., licensed professional  

         counselor, licensed psychologist, etc); 

       *a minimum of two (2) years of pertinent professional experience in the

         program area in which the student is completing clinical supervision;            
         and

       *knowledge of the program’s expectations, requirements, and

         Evaluation procedures for students. 




Direct and Indirect Services


During Practicum, you will be engaged in counseling sessions with clients as well as other Practicum-related activities. You are expected to participate in activities outlined below. (See “Practicum Experiences” section for required percentages of time to be spent in each area.)

	Direct and Indirect Services Required for

Community Counseling Students
individual counseling and group work

                clinical supervision

                consultation

                professional development

                planning

                 mentoring with site supervisor




Client Confidentiality


You are required to maintain confidentiality for all your clients. Therefore, be sure to use clients’ initials or first names only on all tapes and paperwork. Exceptions, of course, are the consent forms that require full signatures. Also, be very aware that you may not discuss your clients in any way that might identify them to any unauthorized person.

Client confidentiality is a must.

Audiotaping/Videorecording

Client Practicum sessions are to be audiotaped/videorecorded. Obtain quality recording equipment and a supply of blank audio tapes/cd’s before class begins.
Informed Consent


Consent to tape forms must be signed by the client or parent/guardian prior to any recorded Practicum session. Appendix D contains the consent form for adults and Appendix

E has the form for minor children. Additionally, all clients or parents/guardians must sign the information and consent form (Appendix F) before beginning counseling sessions. It is recommended that you obtain appropriate signatures on these forms before the semester actually begins. However, please note that you may not actually work with clients when the term is not in session.
All clients or their parents/guardians must sign consent forms 

prior to Practicum sessions.

Obtain appropriate signatures on two (2) copies of each consent form.

Keep one copy of each consent form for your records and

 give the other copy to your instructor.

Supervision

You are expected to fully participate in Practicum supervision sessions. Extensive supervision is provided by the course instructor, your site supervisor, peer supervisors, and/or other means established by your course instructor. Supervision by your Practicum instructor and/or designee will most likely take place on the UWG campus. The chart below details the time requirements for Practicum supervision. Be sure you schedule sufficient blocks of time for this important activity. See the “Professional Considerations” section for information about preparing for your supervision sessions.
Supervision Requirements for Community Counseling Practicum

1 hour weekly on-site supervision: schedule with your on-site supervisor

1 hour weekly individual supervision on campus: The specific time for this supervision will be scheduled by your campus supervisor. This requirement is over and above the campus group supervision and will most likely require your returning to campus on another day


 1 ½ (weekly) -- 3 (biweekly) hours group supervision on campus: This supervision time will usually occur on campus during the regularly scheduled class time

Log Sheets and Student Record of Field Experiences
You are required to track the time you spend on Practicum activities via log sheets. Weekly and semester log sheets have been developed for Community Counseling students (see below) Additionally, you are required to complete a student record of field experiences (Appendices J & K). This record is to be turned in to the instructor with the semester log sheet. 


Always remember to make a copy of each log sheet and your student record of field experiences to keep in your files. Note that your semester log sheet and student record of field experiences will be placed in your CEPD permanent file.

	Log Sheets 

and 

Student Record of Field Experiences

Appendix H: Community Counseling Weekly Log Sheet


Appendix I: Community Counseling Semester Log Sheet


Appendix J: Student Record of Field Experiences




Student Assessments


Evaluations of your performance as a Practicum student will be conducted throughout the semester via written and/or verbal feedback. Continuous verbal feedback will be provided during supervision sessions. Additionally, a formal written evaluation is expected from your site supervisor at the end of the semester (see Appendix G). Also, you are required to complete an evaluation of your Practicum site (Appendix J) and your Practicum supervision (Appendix K). You may be required to submit to your instructor periodic self-evaluations. The faculty supervisor may have other assessments that will be explained in class.

Pre-Practicum Site Contact

It is very important that you begin your Practicum experiences during the first week of the semester. You will find it helpful to inform your site supervisor about this requirement during your pre-Practicum contact. That is, before the semester begins Community Counseling students are encouraged to consult with their site supervisor to make the necessary preparations for beginning work with clients/students as soon as Practicum class begins. PLEASE NOTE THAT THE TIME YOU SPEND AT YOUR SITE BEFORE THE SEMESTER BEGINS WILL NOT COUNT TOWARD YOUR TOTAL CLOCK HOURS. THESE HOURS ARE IN ADDITION TO THE REQUIRED CLOCK HOURS. Although you are not allowed to begin seeing clients until the semester has begun, on-site preparation might include activities such as:
	Recommended Pre-Practicum Activities

for Community Counseling Students


*become oriented to the Practicum site, including policies and



procedures, your work space, staff members, etc.,


*obtain signatures on required consent forms, and

            *schedule Practicum appointments for the first week of the 

                      semester.


You may not work with Practicum clients 

when the semester is not in session.
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Practicum Goals

Another important Practicum preparation activity involves the formulation of goals to define your efforts during the semester. It is recommended that you prepare a goal statement to give to your instructor at the first class meeting. Be sure the goals you establish are feasible, measurable, and stated in behavioral terms. Include a plan (“how-to”) for accomplishing each goal. Discuss your goals with your site supervisor and obtain his/her signature to indicate agreement. A sample goal statement is below.

	PRACTICUM GOAL STATEMENT

SAMPLE


1.
DEMONSTRATE CHALLENGING SKILLS WITH CLIENTS



I will be alert to incongruities in clients’ verbal and nonverbal 



behaviors and point these out while in the session.


2.
ANALYZE CLIENT-COUNSELOR INTERACTIONS FROM ONE 
THEORETICAL PERSPECTIVE


I will identify the theoretical approach I use in counseling sessions 



and develop a rationale for my choice. Also, I will analyze the 



effectiveness of the approach I use by noting client progress in 



developing/increasing coping skills.


3.
INITIATE SUPERVISION 



I will prepare questions for my supervision sessions and ask for 

                        help when I have questions between supervision meetings.




Practicum Experiences for Community Counseling Students

NOT Placed at the UWG Student Development Center

Community Counseling students not placed at the UWG Student Development Center are required to complete a total of 150 clock hours per semester of Practicum experiences. In a typical 15-week quarter, this requirement translates to 10 hours per week. 
Community Counseling Practicum students must engage in individual and group counseling with clients from diverse backgrounds. Students also will meet in a small group for 1 ½ -- 3 hours weekly with the faculty supervisor. During this time a variety of activities will occur, including discussion of on-site issues, tape presentation, discussion of ethical issues, peer supervision and teaching. Also, students will meet individually with the faculty instructor or his/her designate for one hour each week. During this time students will discuss personal counseling goals and general concerns as well as present a weekly tape. See below for details. 

COMMUNITY COUNSELING PRACTICUM
(NOT UWG Student Development Center Practicum Placement)

PRACTICUM EXPERIENCES


TIME REQUIREMENT

DIRECT SERVICES




40% (60 HRS)


   Individual Counseling





30% (45 HRS)


   Group Work






10% (15 HRS)


CLINICAL SUPERVISION



35% (52.5 HRS)


   On-site Supervision (1 hr/wk) 



 
10% (15 HRS)


   *Faculty Individual Supervision (1 hr/wk)

 
10% (15 HRS)


   Group Supervision (1 ½  -- 3 hr/wk)


 
15% (22.5 HRS)


PRACTICUM RELATED ACTIVITIES

25% (37.5 HRS)


   Must include tape review, case notes, 


   and mentoring interactions with site 


   supervisor. May include additional direct 


   services and/or additional clinical supervision.





TOTAL PRACTICUM HOURS

150 HRS

*Note that this supervision is most likely to require a return to campus on a day in


   addition to the day class is scheduled.
Practicum Experiences for Community Counseling Students 
Placed at the UWG Student Development Center


Community Counseling students who are placed at the UWG Student Development Center (SDC) are required by the SDC to complete a minimum of 225 clock hours per semester of Practicum experiences. All supervision will be provided by the SDC staff under the supervision of the designated UWG faculty. Faculty supervisors at their discretion may require students to participate in Practicum supervision class activities over and above the 225 hours required by the SDC. The hourly breakdown for these 225 hours is as follows

COMMUNITY COUNSELING PRACTICUM

(UWG Student Development Center Practicum Placement)


  PRACTICUM EXPERIENCES


TIME REQUIREMENT

DIRECT SERVICES




  40% (90 HRS)


CLINICAL SUPERVISION



  20% (45 HRS)


AND ASSESSMENT (on-site)


  SDC Individual Supervision



    7% (15 HRS)


  SDC Group Supervision



  13% (30 HRS)


INDIRECT SERVICES



  40% (90 HRS)

                 TOTAL PRACTICUM HOURS
100% (225 HRS)

Note: SDC Practicum students are not usually required to attend Practicum class.

Summer Practicum


Practicum will NOT be offered during Summer Semester. Please plan your clinical experiences accordingly.

Helpful Hints
*Note that for licensure and certification purposes, Community Counseling students receive verification of 150 hours of supervised Practicum experience.


*Become familiar with Practicum objectives and requirements.


*Review your notes from other courses before beginning Practicum.

*Discuss supervisor qualifications and expectations with your site supervisor before  committing to a Practicum site.


*Plan to work with clients of ethnic, lifestyle, and demographic diversity.


*Obtain quality recording equipment and a sufficient supply of tapes.


*Be sure all consent forms are signed prior to working with Practicum clients.


*Keep up-to-date with Practicum paperwork.


*Make copies of all Practicum paperwork for your records.


*ALWAYS MAINTAIN CLIENT CONFIDENTIALITY.

*Be ready to begin your Practicum experiences, including client contact, during the first week of class.

*Do not work with Practicum clients before the semester begins or after the semester ends.


*Plan your schedule to complete the required hours of Practicum experiences. Be prepared to schedule individual supervision with your campus supervisor on a day other than the day class is scheduled.

*Be familiar with the time requirements for the various categories of Practicum experiences and discuss these with your site supervisor.

*Summer Practicum will NOT be offered. 

COUNSELING INTERNSHIP

COUNSELING INTERNSHIP
ADVISOR CONSULTATION, INTERNSHIP OBJECTIVES,
INTERNSHIP EXPECTATIONS, INTERNSHIP ACTIVITIES,
COMMUNITY COUNSELING INTERNSHIP


Internship is designed to provide on-the-job experience under the supervision of the faculty instructor and a qualified professional at a designated placement site. Intended to be a culmination of your graduate counseling program, you will be expected to demonstrate knowledge and skills gained over the entire program. To fully benefit from this experiential requirement, work closely with your advisor and faculty supervisor (course instructor) to get a clear focus on your goals and the course requirements.
A total of 600 clock hours (minimum) of Internship experience is required. For licensure and certification purposes, 600 hours of supervised Internship experience will be verified for Community Counseling students.

Advisor Consultation

To ensure smooth completion of your program requirements, it is essential that you consult with your advisor. Therefore, make an appointment with your CEPD “significant other” before you complete and submit your Internship application set or enroll in Internship courses. It is only by working with your advisor that you can be sure you have fulfilled your program requirements. 
Internship Objectives


As an Internship student, you will engage in real-life work experiences under the supervision of your course instructor (faculty supervisor) and a professional in the field (site supervisor). A significant portion of your Internship experiences will be client contact. You are expected to engage clients of culturally diverse populations, both genders, various age groups, and diverse lifestyles in your work. 

Below are general objectives for this course. Please note that individual course instructors may modify this list.

Internship Objectives
            ~Expand upon skills developed in other course.


~Relate theory to practice.



~Evaluate professional growth and career goals.



~Consult with appropriate individuals.



~Gain increased understanding of the relationship of administrative 




functions to the counselor role.



~Acquire greater knowledge of and experience in the application of 




a variety of intervention strategies.



~Gain understanding of multicultural and diversity issues and needs.



~Expand knowledge and application of technology in counseling and 




assisting clients.



~Function as a professional counselor at an approved site.

Internship Expectations


There are three major players in the completion of your Internship experiences: (a) you, the Internship student; (b) your site supervisor; and (c) your faculty supervisor. Each has responsibilities to ensure a successful experience. This section contains details about the expectations of all parties.

Expectations for Students

CEPD has established general expectations for all Internship students. There also are more specific expectations regarding (a) development of Internship goals, (b) maintenance of Internship activities records, (c) completion of various assessments, and (d) fulfillment of other course requirements.
General Internship Expectations

As an Intern, you are expected to:

*Become familiar with and follow the policies and procedures in this Handbook as well as other CEPD and UWG publications.

*Become familiar with and follow policies and procedures established by your Internship site.

*Gain a thorough knowledge of your Internship site, including mission statement, goals, objectives, operation, and structure.

*Follow the ACA Ethical Code and Standards of Practice, other ethical codes of your specialty area, and the laws of the state in which you are interning.

Goal Contract


Before the semester begins, develop a contract containing the goals you would like to accomplish during the course. You may find it helpful to reflect on your previous clinical experience to determine skill and knowledge areas that you would like to develop or continue to work on. Be sure to discuss your goals with your Site Supervisor and obtain his/her signature on the contract to indicate agreement. Plan to have the document ready to turn to your instructor at the first class meeting. Appendix L contains a format for this goal contract.


When developing your goals, be sure they are feasible, measurable, and behaviorally stated. Below are examples of Internship goals:

Internship Goals

Examples

1. BECOME FAMILIAR WITH SITE POLICIES AND PROCEDURES


I’ll read the Policies and Procedures manual and develop a list of questions to discuss in 
supervision.

2. BECOME MORE COMPETENT WITH BRIEF THERAPY SKILLS


I’ll read materials suggested by my site supervisor and use brief therapy techniques in my 
sessions.

3. BECOME INVOLVED IN PROFESSIONAL ORGANIZATIONS


I’ll attend at least one professional organization meeting or conference this semester.

4. CONTINUE DEVELOPING MY CHALLENGING SKILLS


I’ll continue to listen for client incongruities and use advanced empathy and questions to 
challenge the client.

Log of Activities and Student Record of Field Experiences

To track your Internship activities, you are required to maintain written records of your tasks. The weekly log sheet should be completed and returned to your faculty supervisor on a regular basis. At the end of the term, collapse all data from the weekly logs and record the totals on a semester log sheet. Additionally, you are required to complete a record of your field experiences (Appendix J). Turn in to the instructor this form along with the semester log sheet at the end of the term. The semester log and record of field experiences will be placed in your permanent file. Two very important points to remember:


(a) Your supervisor’s signature is required on all log sheets to verify your work.


(b) Be sure to keep copies of all log sheets for your records.
Refer to the list below to determine the log sheets to use for your specialty area:

	Community Counseling

Appendix H: 
Community Counseling Weekly Log Sheet

Appendix I: 
Community Counseling Semester Log Sheet

Appendix J:   Student Record of Field Experiences
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Student Assessments of Site


You are required to complete certain formal written evaluations of your Internship site experience and supervision. Below are details about the forms to use for these evaluations. Forms are due to be turned in to your instructor near the end of the semester (refer to your course syllabus for details).

	Appendix J:
Student Evaluation of Field Site Experience

Appendix K: 
Student Evaluation of Field Site Supervision


Other Internship Expectations


Other course requirements will be determined by your instructor and outlined in your course syllabus. These requirements may include, but not be limited to:

	      
<attending a class seminar on a regular basis,


<reading specified materials,


<conducting periodic self-assessments,


<completing other assignments,


<participating in a wide variety of experiences such as:

`regular supervision sessions,

`contact with site staff and other professional personnel,

`participation in staff meetings,

`consultation and collaboration,

`attendance at professional meetings, training sessions, conferences,

`counsel clients who represent the ethnic and demographic

diversity of their community


Expectations for Site Supervisors


To ensure a quality and successful Internship experience, site supervisors are expected to meet certain criteria and perform specific functions. Community Counseling students should be sure to discuss and obtain agreement about these expectations with the site supervisor before committing to an Internship site.

Site Supervisor Qualifications

Site supervisors must meet qualifying criteria as detailed below:

	*have a minimum of a Master’s degree in counseling or a closely 
    related profession with equivalent qualifications, including 

    appropriate certifications and/or licenses (i.e., LPC)
*have a minimum of two years of pertinent professional experience in

    the program area in which the student is completing clinical  

    instruction
*knowledge of the program’s expectations, requirements, and

     evaluation procedures for students (Community Counseling Site

     Supervisor’s Handbook)




Site Related Training

To help you become thoroughly familiar with your placement, site supervisors are expected to:

	*provide an orientation (prior to the beginning of the semester for

     Community Counseling students) including mission statement, 

     goals and objectives












*provide supervision and training about the site’s policies and

      procedures

*provide information and answer your questions about the site’s

     standards and operation


Ethical and Legal Issues

Site supervisors are expected to help you meet ethical and legal responsibilities:

	*require that you are familiar with and follow the ACA Ethical Code and

    Standards of practice as well as other codes of ethics pertinent to your 

    specialty area and Internship responsibilities

*be available for consultation when you have ethical/legal questions


Consultation and Supervision

Site supervisors are expected to provide close supervision:

	*schedule time for consultation and supervision on a regular basis

*provide at least one hour of supervision per week

*be available on site during Internship work hours (Community Counseling)




Ample Opportunities

Site supervisors are expected to

	*provide opportunities for you to meet the clock hour requirement, including 


percentages of time in specific areas (see “Internship Experiences”)

*assist your efforts to meet client contact requirements, including 


scheduling appointments for the first week of class

*help you work with a wide variety of clients in both individual and 


group settings

*encourage you to become involved in all appropriate aspects of the site

*provide adequate space, supplies, materials, and other resources


Integration with Site Staff and Other Professionals

A complete Internship experience will include your developing sound working relationships with staff and other professionals. Site supervisors are expected to:

	*involve you in staff meetings, consultations with other professionals,

     and other related opportunities

*assist and support your efforts to be accepted as a member of the staff


Evaluations

Periodic evaluations of your work will enable you to meet your goals. Site supervisors are expected to:

	*help you formulate your internship goal contract,  review your goal contract, and 


review your progress throughout the term

*assist you with periodic self evaluations

*provide feedback about your work and verify your Internship log of activities in 


weekly supervision sessions

*meet with the faculty supervisor on scheduled visits

*advise the faculty supervisor of any concerns that may arise related to your

           progress

*complete, discuss with you, and return to the faculty supervisor the Field

           Placement Evaluation (Appendix G )




Expectations for Faculty Supervisors

Your faculty supervisor will direct the academic requirements of your Internship and provide liaison with your site supervisor. Faculty supervisors will


*Conduct an initial introductory contact with your site supervisor. This contact may be a 
letter or phone call near the beginning of the semester.


*Probably visit you and your site supervisor during the semester. The purpose


of the meeting is to discuss your progress and issues of concern to you,


the site supervisor, and/or the faculty member


*Be available to provide supervision and/or consultation to you and your site


supervisor


*Establish course requirements via course syllabus


*Evaluate the Internship site and the site supervisor


*Evaluate you and your progress


*Assign the course grade (Satisfactory or Unsatisfactory) based on the criteria below:



a. the adequacy of meeting the goals and objectives of your Internship goal 


contract,



b. the site supervisor’s evaluation,



c. your self evaluation,



d. the faculty supervisor’s own evaluation, and



e. fulfillment of Internship course requirements

Internship Activities

There are general on-site activities in which all Internship students are expected to participate. These include, but are not limited to:

	General Internship Activities

1.  Individual counseling 

2. Group work in the form of group counseling

3. Supervision, individual and group

4. Consultation with site staff, community resources, family, and others 

as appropriate

5.  Assessment, using appropriate assessment instruments

6. Available continuing education opportunities, such as workshops, conferences, and meetings related to the Internship

7. Timely completion of paperwork appropriate to the Internship setting

8. Use of computer assisted career and guidance programs, such as GCIS

         and  DISCOVER   

9. Other Internship activities and experiences mentioned in other sections of this Handbook.


Community Counseling Internship

Prerequisites


It is necessary that you are prepared for Internship. Therefore, CEPD has established the following prerequisites for this course:

	Prerequisites for Community Counseling Internship

CEPD 6186: Community Counseling Internship

Prerequisites: CEPD 6189 (Practicum)
and permission of the department

CEPD 7111 (Psychopathology) strongly recommended


Choosing a Site

Choosing your actual placement site is essential to the success of your Internship experience. Consult with your faculty advisor about available and recommended sites, check bulletin board postings and notebooks containing approved site sheets found in the CEPD office, and talk with other CEPD students and/or faculty to obtain Internship site information. 


Before contacting potential Internship sites, carefully read the Preparation section of this Handbook and consider your own needs and expectations. You may find it helpful to give thought to the considerations listed on the following page
Considerations for Choosing Your

Community Counseling

Internship Site

*Your professional goals, such as the specific area of professional counseling 


   in which you may want to specialize, the population with which you want to 


   work, and the type of setting you want.


*The population served, such as individual clients, groups, as well as 


   diversity interests.


*Issues confronted, such as child and adolescent concerns; women’s issues; 


   alcohol and drug abuse; sexual abuse; marriage and family issues; transitional 



   and developmental concerns; chronic mental illness; etc.


*Training opportunities, such as play therapy, consultation skills, abuse 


   counseling, family/parent work, workshop facilitation, and other areas in 


   which you would like further training.


*Services performed, such as intake, group work, consultation, psychoeducation, 


   case management, etc.


*Geographic location, such as somewhere close to your home, an area that 


   offers diversity, or a place you’d like to consider living in the future.

Interviewing a Site 


Community Counseling students will probably want to interview with two or three potential Internship sites to determine which offers the best “fit” with you, your working style, your needs and expectations, and your career goals. Suggestions and procedures are highlighted on the next page.

Community Counseling Site Interviewing

             *Arrange for a site interview by calling the desired site to schedule a time to meet 


    with the site supervisor.


*Approach this Internship site interview as you would a job interview by preparing


    yourself in ways that include the following:



~Develop a resume that details your educational, professional, and related   



     volunteer experiences. 





~Develop your own list of ideas and questions related to how this placement 



     might prove mutually beneficial to you and the site.



~Begin to formulate the goals you want to accomplish during this experience.



~Be thoroughly familiar with this Handbook so you can provide information



     about Internship requirements and expectations, especially those affecting the 



     site supervisor.



~Be prepared to clarify and obtain agreement about the Internship requirements 



     and expectations (see “Expectations for Students” and “Expectations for Site



      Supervisors”).



~Make copies of the Internship application forms, including the Approved Field 



     Site form, to be sure you obtain the necessary information while you’re there.



~Be prepared to present a professional appearance.

Applying for Internship


When you have made your Internship site choice, make an appointment with your advisor to discuss enrollment in Internship, if you have not already done so. Then, prepare and return to the CEPD office the required paperwork. BE SURE YOU MEET THE APPLICATION DEADLINE DATES (POSTED AT THE CEPD WEBSITE AND IN THE CEPD OFFICE. See page 7).

Internship Application Forms


Community Counseling students are required to submit the following Internship application forms:

INTERNSHIP APPLICATION FORMS

      Appendix B: Internship Application and Site Selection

Criminal Background Check

Community Counseling Practicum and Internship students who are not employed in the facility where they are doing their clinical experience are required to have a criminal background check. To fulfill this requirement, students must sign a Consent Form, which authorizes the clinical site to receive any criminal and/or driver’s history record information. A signed consent form is a requirement for Practicum and Internship placement. Check with the Assistant Dean’s office for additional information (see page 7).

Internship Activities
	Option A:  Full-Time

40 hours per week for 15 weeks (one semester)

OR

Option B:  Half-Time
20 hours per week for 30 weeks (two semesters)

NOTE: *Summer Internship WILL NOT BE OFFERED 




	Community Counseling Internship Activities

1. Conduct psychoeducational/informational/counseling groups

2. Participate in professional development opportunities, including readings that may be assigned by the site or faculty supervisor; involvement in professional organizations; attendance at professional meetings, workshops, and conferences; and attendance at staff meetings and in-service training

3. Be involved in case and/or program planning relevant to clientele and the site

4. Conduct intake interviews and formulate diagnostic hypotheses (NOTE that CEPD 7111 is strongly recommended to prepare students for this Internship activity)
5. Use a variety of professional resources, such as assessment instruments, print and nonprint media, technologies, research and professional literature

6. Develop community resource information and make appropriate referrals

7. Participate in prevention and early intervention efforts conducted by the site


Internship Experiences


Community Counseling Internship students may choose from two options for completing their Internship hours:


Community Counseling students are required to complete a certain number of hours in specific categories of Internship experiences. A detailed breakdown of these hourly requirements can be found on the next page.


Community Counseling students are required to complete a certain number of hours in specific categories of Internship experiences. A detailed breakdown of these hourly requirements can be found on the next page.

COMMUNITY COUNSELING INTERNSHIP

MINIMUM HOURLY REQUIREMENTS








OPTION A

OPTION B


EXPERIENCES


 
full-time

half-time


































1. DIRECT SERVICES


240 total hrs

240 total hrs


Includes individual and

   16 hr/wk

     8 hr/wk



group counseling, intake,


psychoeducational groups,



family consultation and counseling


2. CLINICAL SUPERVISION


     AND EVALUATION


37.5 total hrs

 75.0 total hrs



On-site Supervision


  1.0 hr/wk

   1.0 hr/wk



Group Supervision


  1.5 hr/wk

    1.5 hr/wk


3. INDIRECT SERVICES AND

     RELATED PROFESSIONAL

     ACTIVITIES



322.5 total hrs

285.0 total hrs



Includes all other


  21.5 hr/wk

    9.5 hr/wk



supervised experiences,



such as assessment,



staff meetings,



professional consultation



and referral,



case and program planning,



and professional development.



Also may include additional



direct services and 



clinical supervision






TOTAL
600 total hrs

600 total hrs








  40 hr/wk

  20 hr/wk








  15 weeks

  30 weeks







(1 semester)

(2 semesters)

Helpful Hints


*Be sure you’ve met the prerequisites for Internship


*Note that Summer Internship will not be available for Community Counseling 


*Follow CEPD procedures for contacting potential Internship sites

*When choosing an Internship site, consider your needs and expectations, such as your professional goals and the population, counseling issues, and services you want to experience


*Choose the Internship option (hours per week) that meets your scheduling needs


*Complete and submit Internship application forms before the deadline date


*Become familiar with the expectations for Internship students


*Prepare and discuss your Internship goals with your site supervisor

*Also discuss with your site supervisor the supervisor criteria and other supervision expectations

*Review and discuss with your site supervisor the Internship activities and time requirements for each category of experiences as outlined for Community Counseling students.


*See your advisor about any questions

Final Words…


The CEPD faculty considers Practicum and Internship to be very important aspects of your professional development. We hope that your field experiences are fulfilling and rewarding and we offer this Handbook as an aid to your journey. Carefully reading and following the policies and procedures detailed in this publication will help you successfully negotiate the challenges of this portion of your counselor education. Please let one of us know if you need additional guidance (always consult first with your advisor).


Your feedback about the usefulness of this Handbook would be greatly appreciated. Please take a few minutes to complete the feedback sheet in Appendix M. Your comments and suggestions for improvements will be considered for future revisions.
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APPENDIX A

COMPLETE BOTH SIDES OF THIS APPLICATION

CEPD 6189 Community Counseling PRACTICUM APPLICATION

Indicate Semester     Fall ____ (year)                Spring_____ (year)
DIRECTIONS: This form and the Verification of Liability Insurance form must be completed and returned to the CEPD office no later than the deadline for the term in which you which to enroll in this Practicum. REMEMBER, you also must register for this course through UWG at the appropriate time. Note that submission of completed forms does not guarantee enrollment in the class. Note that Summer Practicum will not be offered. A SEPARATE APPLICATION IS REQUIRED FOR EACH PRACTICUM COURSE YOU MAY TAKE.

**VERY IMPORTANT INFORMATION**

APPLICATION DEADLINES

Practicum students MUST meet deadlines for submitting applications (Appendices A & D).

Deadline information can be found in the following locations:

   
  1.  CEPD website (http://coe.westga.edu/cep/ under Announcements 

   
  2.  Flyers posted in CEPD office 

   
  3.  College of Education Graduate Field Experiences Application Deadline flyers posted 

        
        in every building on campus (NOTE: CEPD Fall semester deadlines may differ) 

COURSE REGISTRATION

Follow registration procedure found in The Scoop (published by UWG and online at 
http://banweb.westga.edu/ under Public Access, Class Bulletin)  

FEES

A fee of $50 per credit hour over and above tuition will be assessed for this course

NAME_______________________________________________________________     (M__) (F___)
                             Last                                                                   First                                                MI         

UWG ID#_____________________________
MyUWG EMAIL​​​​​​​​​​​​__________________________
HOME ADDRESS_____________________________________________________ ________________
HM PHONE (        )___________CELL PHONE (        )___________ HM EMAIL______________________PRESENT POSITION/JOB_________________________________
WORKADDRESS__________________________________________________________________________________________________________________________________________________________
WK PHONE (        )__________ WK FAX(        )_____________ WK EMAIL_____________________
INDICATE SEMESTER/QUARTER & YEAR YOU COMPLETED THE COURSES BELOW

CEPD 6140 (Intro to Counseling Practice)
_______________
 
CEPD 6160 (Group Counseling)


_______________

CEPD 6131 (Counseling Theories)

_______________  



OTHERS (specify) 
APPENDIX A

COMPLETE BOTH SIDES OF THIS APPLICATION

CEPD 6189 Community Counseling PRACTICUM SITE SELECTION

DIRECTIONS: Please type or print all requested information. Be sure all names are correctly spelled.



Give complete and accurate address and communications information.

YOUR NAME__________________________________________________





CHECK ONE:
___48 Sem Hr Program (150 Practicum Hours)







___ EdS Program (150 Practicum Hours)

PRACTICUM SITE INFORMATION

NAME OF ORGANIZATION___________________________________________________________
ADDRESS________________________________________________________________________
__________________________________________________________________________ 
City




County



State              Zip code
  

PHONE(        )___________________________     FAX(      )_______________________

SITE SUPERVISOR INFORMATION

NAME & TITLE___________________________________________________________________
HIGHEST DEGREE ___EdD___PhD ___EdS___MS ___MEd ___MA Other___________________ 

CREDENTIALS LPC#___________NCC#_______________  Other_________________________
PHONE(        )____________________    EMAIL________________________________________
Your anticipated schedule at your placement site (days & times) and other relevant information



Return all
Counseling & Educational Psychology Department



completed 
Attention: Community Counseling Practicum



forms to:
University of West Georgia





Carrollton, GA 30118-5170





FAX 678-839-6099 (call 678-839-6554 to verify receipt of fax)
APPENDIX B

COMPLETE BOTH SIDES OF THIS APPLICATION

CEPD 6185 Community Counseling INTERNSHIP APPLICATION

Indicate Semester     Fall ____ (year)                Spring_____ (year)

DIRECTIONS: This form and the Verification of Liability Insurance form must be completed and returned to the CEPD office no later than the deadline for the term in which you which to enroll in this Internship. REMEMBER, you also must register for this course through UWG at the appropriate time. Note that submission of completed forms does not guarantee enrollment in the class. Note that Summer Internship will not be offered. A SEPARATE APPLICATION IS REQUIRED FOR EACH INTERNSHIP COURSE YOU MAY TAKE.

**VERY IMPORTANT INFORMATION**

APPLICATION DEADLINES

Internship students MUST meet deadlines for submitting applications (Appendices A & D).

Deadline information can be found in the following locations:

   
  1.  CEPD website (http://coe.westga.edu/cep/ under Announcements 

   
  2.  Flyers posted in CEPD office 

   
  3.  College of Education Graduate Field Experiences Application Deadline flyers posted 

        
        in every building on campus (NOTE: CEPD Fall semester deadlines may differ) 

COURSE REGISTRATION

Follow registration procedure found in The Scoop (published by UWG and online at 

http://banweb.westga.edu/ under Public Access, Class Bulletin)  

FEES

A fee of $50 per credit hour over and above tuition will be assessed for this course

NAME_______________________________________________________________     (M__)  
                             Last                                                                   First                                                MI         (F___)

uwg id#__________________________________
MyUWG EMAIL________________________
HOME ADDRESS_____________________________________________________ ________________
HM PHONE (        )___________CELL PHONE (        )___________ HM EMAIL______________________ PRESENTPOSITION/JOB_________________________________

WORKADDRESS__________________________________________________________________________________________________________________________________________________________
WK PHONE (        )__________ WK FAX(        )_____________ WK EMAIL_____________________
INDICATE SEMESTER\ & YEAR YOU COMPLETED THE FOLLOWING CLINICAL EXPERIENCES
CEPD 6189  WHEN (Term/Yr)__________   WHERE______________________________  HRS_______

CEPD 6185  WHEN (Term/Yr)__________   WHERE______________________________   HRS_______
APPENDIX B

COMPLETE BOTH SIDES OF THIS APPLICATION

Community Counseling INTERNSHIP SITE SELECTION

NOTE: A separate application form is REQUIRED for EACH Internship course you take
DIRECTIONS: Please type or print all requested information. Be sure all names are correctly spelled.



Give complete and accurate address and communications information.

YOUR NAME__________________________________________________




CHECK ONE:
___48 Sem Hr Program (600 Internship Hours)







       check one: ___Option A (full-time, 40 hr/wk)








             ___Option B (half-time, 20 hr/wk)







___ EdS Program (150-600 Internship Hours)







        ______total number hours for EdS Internship

INTERNSHIP SITE INFORMATION

NAME OF ORGANIZATION______________________________________________________

ADDRESS___________________________________________________________________

______________________________________________   COUNTY_____________________

PHONE(        )___________________________     FAX(        )__________________

SITE SUPERVISOR INFORMATION
NAME & TITLE__________________________________________________________________
HIGHEST DEGREE ___EdD   ___PhD   ___EdS   ___MS   ___MEd   ___MA   Other___________
CREDENTIALS LPC#_________     NCC#___________  Other____________________________
PHONE(        )________________    EMAIL____________________________________________
Your anticipated schedule at your placement site (days & times) and other relevant information



Return all
Counseling & Educational Psychology



completed 
Attention: Community Counseling Internship



forms to:
University of West Georgia





Carrollton, GA 30118-5170





FAX 678-839-6099 (call 678-839-6554 to verify receipt of fax)
APPENDIX F

 [DIRECTIONS:  Re-type this form to contain the appropriate information & revise margins to place on one page.]

PRACTICUM/INTERNSHIP INFORMATION AND VIDEO/AUDIO RECORDING CONSENT

<Your Name>


I am pleased to work with you/your child, (print/type client’s name here), as a School/Community Counseling Candidate. This document is intended to inform you about my background and to ensure that you understand my professional relationship with you/your child. I am currently a student in the Counseling and Educational Psychology Department at the University of West Georgia. I am pursuing a graduate degree in School/Community Counseling.


As part of my education and training, I am required to enroll in a Practicum/Internship class that involves counseling individuals and groups in order to practice the skills I am learning. My work will be supervised by a University faculty, peer supervisors, and my school/community site supervisor. Counseling sessions with you/your child help me meet the requirements for this class that ends date of end of semester.


It is important to realize that my relationship with you/your child is professional rather than social. My contact with you/ your child will be limited to counseling sessions arranged with me until date of end of semester.  I am ethically unable to accept you/your child’s invitations to social gatherings or gifts, or have any relationship other than the professional relationship we will have within the context of our counseling. You/Your child will learn a great deal about me as we work together during the counseling experience. However, it is important for you/your child to remember that you/your child are/is experiencing me in my professional role.

Anything discussed during counseling sessions is confidential, with the following exceptions:

1. My supervision as described above

2. You direct me, in writing to tell someone else

3. You/Your child are/is determined to be a danger to self or others

4. There are indications of child abuse that I am legally obligated to report

5. I am ordered by a court to disclose information

Counseling sessions are number minutes in length. Please note that it is impossible to guarantee any specific results regarding you/your child’s counseling goals. However, together we will work to achieve the best possible results. Your assistance and cooperation in this training are appreciated and it is hoped you/your child gain as much as I.


Counselor supervision for Practicum requires the audio/video recording of counseling sessions and assessment of my work with clients in order to help evaluate my skills. The recordings will only show the counselor (not the minor child or adult client) and will be reviewed only by faculty supervisor, peer supervisor(s), site supervisor and/or other graduate counseling students enrolled in or assisting in my Practicum class. All recordings will be destroyed upon completion of the course. All information from the recordings is confidential given the above described supervision and learning experiences. These procedures require your consent.


If you have questions, please feel free to talk with me or my supervisor site supervisor’s name at site phone. My university supervisor can be contacted at 678-839-6554.

CONSENT:


I, 



(print full name) parent or guardian (if minor child) of 



(print child’s full name), agree to allow this minor child or I agree (if adult client) to participate in Practicum/Internship counseling sessions. I understand the above conditions and have resolved any questions or concerns. I have read and understand this Practicum/Internship Information and Video/Audio Recording Consent form.


(Client/Parent or Guardian)






(Date)


(School/Community Counseling Candidate)




(Date)

APPENDIX G (page 1) 
COUNSELING AND EDUCATIONAL PSYCHOLOGY DEPARTMENT

UNIVERSITY OF WEST GEORGIA

SUPERVISOR’S EVALUATION OF PROFESSIONAL COUNSELING CANDIDATE

This field Placement evaluation is designed using the Principles for the Preparation of School Counselors, established by the Board of Regents of the University System of Georgia and CACREP Standards established for professional counseling.


Practicum          

Internship

Initial Certification (please check one)
PROFESSIONAL COUNSELING CANDIDATE




PLACEMENT SITE












PLEASE CHECK THE NAME OF THE PERSON COMPLETING THIS EVALUATION:

 
SITE SUPERVISOR








     


UNIVERSITY SUPERVISOR








DATE OF PLACEMENT (sem)

(year)

    

	DIRECTIONS: Please indicate your professional evaluation of this Professional Counseling Candidate by checking the appropriate (1 – 4) based on this Scoring Key:

4=Exemplary, with respect to what you would expect from a new professional 

3=Proficient, with respect to what you would expect from a new professional 
2=Acceptable, with respect to what you would expect from a new professional 

1=Unacceptable, with respect to what you would expect from a new professional 

N/A = did not observe or unable to score
Please discuss this assessment with the candidate before returning the completed form to the Counseling Educational Program (CEP) at UWG.
**Thank you for your invaluable feedback to our counseling candidates!**


	
	<Please Check as Observed>

	PROFESSIONAL ACTIVITIES/SKILLS


	Unacceptable (1)
	Acceptable (2)
	Proficient (3)
	Exemplary (4)

	1.   Demonstrates counseling and related activities which promote professional knowledge and skills in:
	
	
	
	

	a) social emotional development



	
	
	
	

	b) career development and decision making


	
	
	
	

	c) academic success





	
	
	
	

	
	
	
	
	

	2.   Conducts psycho educational/guidance activities

	
	
	
	

	
	
	
	
	

	3.   Utilizes assessment skills (i.e., interpreting test results  

      and understanding the effective use of data) 


	
	
	
	

	
	
	
	
	

	4. Uses referral contacts and brokering of services


	
	
	
	

	
	
	
	
	

	5. Completes accurate reports and case notes


	
	
	
	

	
	
	
	
	

	6. Consults/collaborates, and teams with other professional staff







	
	
	
	


APPENDIX G (page 2)  
	
	<Please Check as Observed>

	7.   Plans and implements effective strategies/ interventions for working with:
	Unacceptable (1)
	Acceptable (2)
	Proficient (3)
	Exemplary (4)

	
a) individuals





	
	
	
	

	
b) groups





	
	
	
	

	
	
	
	
	

	8.  Advocates for:
	
	
	
	

	
a) client issues (including academic success for all 
students) 





	
	
	
	

	
b) counseling program




	
	
	
	

	
c) and the profession




	
	
	
	

	
	
	
	
	

	9.    Utilizes leadership skills




	
	
	
	

	
	
	
	
	

	10.   Plans and implements effective strategies for the appropriate development stage of client/student


	
	
	
	

	
	
	
	
	

	11.   Demonstrates professional knowledge and skills appropriate to theory
 




	
	
	
	

	
	
	
	
	

	12.   Establishes and maintains productive counseling relationships






	
	
	
	


	
	<Please Check as Observed>

	PROFESSIONALCOUNSELOR DISPOSITIONS
	Unacceptable (1)
	Acceptable (2)
	Proficient (3)
	Exemplary (4)

	1. Demonstrates appropriate ethical behaviors


	
	
	
	

	
	
	
	
	

	2. Demonstrates the belief that all students can achieve   

    their potential






	
	
	
	

	
	
	
	
	

	3. Accepts responsibility





	
	
	
	

	
	
	
	
	

	4. Demonstrates initiative




	
	
	
	

	
	
	
	
	

	5. Exhibits resourcefulness




	
	
	
	

	
	
	
	
	

	6. Meets time requirements




	
	
	
	

	
	
	
	
	

	7. Organizes and plans appropriately



	
	
	
	

	
	
	
	
	

	8. Responds appropriately to supervision and 

     requests for change





	
	
	
	

	
	
	
	
	

	9. Builds rapport with supervisor and peers


	
	
	
	

	
	
	
	
	

	10. Demonstrates:
	
	
	
	

	
a. cooperation





	
	
	
	

	
b. reliability





	
	
	
	

	
c. punctuality





	
	
	
	

	
d. regular attendance




	
	
	
	


APPENDIX G (page 3) 
	
	<Please Check as Observed>

	OTHER PROFESSIONAL QUALITIES 

(for Site Supervisor Only)

	Unacceptable (1)
	Acceptable (2)
	Proficient (3)
	Exemplary (4)

	1. Quality of relationship with
	
	
	
	

	
a. supervisor





	
	
	
	

	
b. other professionals
             



	
	
	
	

	
c. students/clients




	
	
	
	

	
d. families





	
	
	
	

	
	
	
	
	

	2. Adheres to site policies and procedures



	
	
	
	

	
	
	
	
	

	3. Appropriate attire and grooming



	
	
	
	

	
	
	
	
	

	4. Handling of appointments and commitments


	
	
	
	


	
	<Please Check as Observed>

	
	Unacceptable (1)
	Acceptable (2)
	Proficient (3)
	Exemplary (4)

	OVERALL QUALITY OF WORK 

	
	
	
	


(for Site Supervisor Only)

If a position was available, would your site be willing to hire this candidate?

___ YES
___ YES, with further experience

___ NO

What is your prognosis for this candidate’s future in the counseling field?

___ EXCELLENT
___ GOOD



___ POOR

What grade would you recommend for this course? ___ SATISFACTORY
___ UNSATISFACTORY

Please list your recommendations for improvement in this candidate’s professional skills/behavior/ growth:

Site Supervisor’s additional comments (if any):

APPENDIX G (page 4) 
SITE SUPERVISOR’S NAME










ADDRESS













PHONE




EMAIL







SIGNATURES (Professional Counseling Candidate’s signature indicates discussion, not necessarily agreement)
________________________________________________
___________________________  

Site Supervisor
                                       



Date
________________________________________________
___________________________

School Counseling Candidate

                        

Date

SITE SUPERVISOR:  PLEASE REVIEW THIS SUPERVISOR’S EVALUATION WITH THE CANDIDATE & RETURN THE EVALUATION TO THE UWG UNIVERSITY INSTRUCTOR IN A SEALED ENVELOPE BY THE CANDIDATE.

THANK YOU!

APPENDIX H
Community Counseling Weekly Log Sheet

PRACTICUM-INTERNSHIP STUDENTS

___CEPD 6185 (INTERNSHIP)  ___CEPD 6189 (PRACTICUM)

Name                                                        
School                                                           _                                                      
Week of ___/___/_____  to ___/___/_____
	MAJOR TASKS
	M
	T
	W
	Th
	F
	S
	Su
	Weekly Total
	Prev.

Total
	TOTAL

HOURS

	DIRECT SERVICES
	
	
	
	
	
	
	
	
	
	

	Individual Counseling 
	
	
	
	
	
	
	
	
	
	

	Group Counseling
	
	
	
	
	
	
	
	
	
	

	Family Counseling
	
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Direct Hours
	
	
	
	
	
	
	
	
	
	

	INDIRECT SERVICES
	
	
	
	
	
	
	
	
	
	

	List as applicable:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Indirect Hours
	
	
	
	
	
	
	
	
	
	

	SUPERVISION
	
	
	
	
	
	
	
	
	
	

	Individual/Triadic Supervision w/University Supervisor
	
	
	
	
	
	
	
	
	
	

	Group Supervision (in class)
	
	
	
	
	
	
	
	
	
	

	Site Supervision
	
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Supervision Hours
	
	
	
	
	
	
	
	
	
	

	TOTAL HOURS 

(Direct, Indirect & Supervision)
	
	
	
	
	
	
	
	
	
	


Student’s Signature




Site Supervisor’s Signature

APPENDIX I
COMMUNITY COUNSELING SEMESTER LOG SHEET

PRACTICUM-INTERNSHIP STUDENTS

___CEPD 6185 (INTERNSHIP)  ___CEPD 6189 (PRACTICUM)
Name                                                        
School                                                           _                                                      
Semester ​​​___________, 20__
	
	Wk 
1
	Wk 
2
	Wk 
3
	Wk 
4
	Wk 

5
	Wk 

6
	Wk 

7
	Wk 

8
	Wk 

9
	Wk 10

	DIRECT SERVICES
	
	
	
	
	
	
	
	
	
	

	Individual Counseling 
	
	
	
	
	
	
	
	
	
	

	Group Counseling
	
	
	
	
	
	
	
	
	
	

	Family Counseling
	
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Direct Hours
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	INDIRECT SERVICES
	
	
	
	
	
	
	
	
	
	

	List as applicable:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Indirect Hours
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	SUPERVISION
	
	
	
	
	
	
	
	
	
	

	Individual/Triadic Supervision w/University Supervisor
	
	
	
	
	
	
	
	
	
	

	Group Supervision (in class)
	
	
	
	
	
	
	
	
	
	

	Site Supervision
	
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Subtotal of Supervision Hours
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL HOURS 

(Direct, Indirect & Supervision)
	
	
	
	
	
	
	
	
	
	

	
	Wk 
1
	Wk 
2
	Wk 
3
	Wk 
4
	Wk 

5
	Wk 

6
	Wk 

7
	Wk 

8
	Wk 

9
	Wk 10


APPENDIX I (page 2)
COMMUNITY COUNSELING SEMESTER LOG SHEET

PRACTICUM-INTERNSHIP STUDENTS

___CEPD 6185 (INTERNSHIP)  ___CEPD 6189 (PRACTICUM)

Name                                                        
School                                                           _                                                      
Semester ​​​___________, 20__
	
	Wk 11
	Wk 12
	Wk 13
	Wk 14
	Wk 15
	Wk 16
	Wk 17
	Wk 18
	Total 

Hours

	DIRECT SERVICES
	
	
	
	
	
	
	
	
	

	Individual Counseling 
	
	
	
	
	
	
	
	
	

	Group Counseling
	
	
	
	
	
	
	
	
	

	Family Counseling
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Subtotal of Direct Hours
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	INDIRECT SERVICES
	
	
	
	
	
	
	
	
	

	List as applicable:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Subtotal of Indirect Hours
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	SUPERVISION
	
	
	
	
	
	
	
	
	

	Individual/Triadic Supervision w/University Supervisor
	
	
	
	
	
	
	
	
	

	Group Supervision (in class)
	
	
	
	
	
	
	
	
	

	Site Supervision
	
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Subtotal of Supervision Hours
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	TOTAL HOURS 

(Direct, Indirect & Supervision)
	
	
	
	
	
	
	
	
	

	
	Wk 11
	Wk 12
	Wk 13
	Wk 14
	Wk 15
	Wk 16
	Wk 17
	Wk 18
	Total 

Hours


Student’s Signature




Site Supervisor’s Signature

APPENDIX J
STUDENT EVALUATION OF

FIELD SITE EXPERIENCE
NAME_______________________________     SITE________________________

DATE OF PLACEMENT____________________     SITE SUPERVISOR_________________




   Semester and Year

COURSE______________________     FACULTY INSTRUCTOR_________________


     Practicum or Internship

DIRECTIONS: Please evaluate your Practicum or Internship site and your field experiences.







Poor

Good

Excellent

1. Amount of on-site supervision



1
2
3
4
5


2. Quality and usefulness of on-site supervision

1
2
3
4
5


3. Relevance of experience to professional goals

1
2
3
4
5


4. Orientation to site goals, policies and procedures,

       other relevant information



1
2
3
4
5

5. Adequacy of site facilities (space, supplies, etc.)

1
2
3
4
5

6. Exposure to ethnic, lifestyle, demographic diversity
1
2
3
4
5


7. Support and encouragement



1
2
3
4
5

8. Your experience of the following


a. Intake interviewing



1
2
3
4
5
n/a


b. Report writing




1
2
3
4
5
n/a


c. Individual counseling



1
2
3
4
5
n/a


d. Group counseling



1
2
3
4
5
n/a


e. Couple/family counseling


1
2
3
4
5
n/a


f. Psychoeducational/guidance activities

1
2
3
4
5
n/a


g. Career counseling



1
2
3
4
5
n/a


h. Consultation




1
2
3
4
5
n/a


i. Staff meetings/conferences


1
2
3
4
5
n/a


j. Other_________________________

1
2
3
4
5
n/a

9. OVERALL ASSESSMENT OF THE SITE

1
2
3
4
5


COMMENTS (including suggestions for improvement of your experience)

SIGNATURE______________________________________ DATE__________________

APPENDIX K
STUDENT EVALUATION OF

FIELD SITE SUPERVISION
NAME_____________________________     SITE____________________________________

DATE OF PLACEMENT_____________________     SITE SUPERVISOR___________________




   Semester and Year

COURSE___________________________     FACULTY INSTRUCTOR____________________


     Practicum or Internship

DIRECTIONS:  Please evaluate your Practicum or Internship site supervision below.







        Poor
            Good
        Excellent

1. Observes and/or reviews tapes of my counseling 

     sessions






1
2
3
4
5

2. Gives useful feedback





1
2
3
4
5

3. Encourages use of new and different techniques


1
2
3
4
5

4. Suggests ideas for developing my professional skills

1
2
3
4
5

5. Helps me define and achieve concrete goals for my

     clinical experience





1
2
3
4
5

6. Encourages/listens to my ideas for skill development

1
2
3
4
5

7. Helps me make sound ethical decisions



1
2
3
4
5

8. Encourages my professional development and

     behavior






1
2
3
4
5

9. Offers resource information




1
2
3
4
5

10. Helps me understand site policies and procedures


1
2
3
4
5

11. Helps me schedule an adequate number of clients


1
2
3
4
5

12. Discusses theoretical approaches to my work


1
2
3
4
5

13. Encourages me to evaluate my own work


1
2
3
4
5

14. Clearly explains criteria for evaluating my work


1
2
3
4
5

15. Fairly applies criteria for evaluating my work


1
2
3
4
5

COMMENTS:

SIGNATURE_______________________________________________     DATE________________

APPENDIX L
INTERNSHIP GOAL CONTRACT

DIRECTIONS:  Using the format below, develop the goals you have for this Internship experience. Be sure your goals are specific, feasible, and measurable. Provide your plan of action for each goal (e.g., HOW you plan to accomplish your goal). Discuss your goals with your Site Supervisor and obtain signatures to indicate agreement between you. Bring a copy of the Contract to your first Internship class. Keep a copy for your records and give one to your Site Supervisor.

YOUR NAME______________________________________________ SEM/YR__________________

SITE_______________________________  SITE SUPERVISOR_______________________________
FACULTY INSTRUCTOR_________________________________________________________
GOAL 1:

PLAN OF ACTION:

GOAL 2:

PLAN OF ACTION:

GOAL 3:

PLAN OF ACTION:

SIGNATURES:

_________________________________         _______________________

Internship Student





         Date

_________________________________         ________________________

Site Supervisor






         Date

APPENDIX M
PRACTICUM AND INTERNSHIP HANDBOOK

USER FEEDBACK

DIRECTIONS:  Please give comments and suggestions for improving sections of this Handbook.


Return before the

Dr. Linda C. Painter


end of Fall Semester

Counseling & Educational Psychology Department


this academic year to:

University of West Georgia





Carrollton, GA  30118-5170

INTRODUCTION:

CHECKLIST:

PREPARATION:

PROFESSIONAL CONSIDERATIONS:

COUNSELING PRACTICUM:

COUNSELING INTERNSHIP:

APPENDICES:

THANKS!!
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