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INTRODUCTION


This Handbook has been designed to provide Practicum and Internship Site Supervisors detailed and relevant information about field experiences at the Counseling and Educational Psychology Department (CEPD), State University of West Georgia. The CEPD faculty considers these field experiences to be among the most important in our graduate programs. We very much appreciate your willingness to work with our students to provide quality and meaningful placements that will prepare them to be effective counselors. We hope that this Handbook will be helpful in answering some commonly asked questions about Practicum and Internship. In this document, you will find the following:

· Practicum and Internship preparation requirements for our Community Counseling students

· Practicum and Internship expectations for you, the site supervisor; the student; and CEPD faculty 

· Practicum and Internship experience requirements for Community Counseling students

· Selected Appendices from CEPD’s Practicum and Internship Handbook (a publication for students)

We hope the Practicum and Internship experiences you have with our students are interesting and beneficial for all concerned. We invite you to give us feedback about these field experiences by completing and returning to us Appendix 1. Also, please feel free to call us if you have any questions or concerns about these field placements.

Again, thank you for your participation in this training of tomorrow’s professional counselors!

Practicum and Internship 

Student Preparation


You can expect that all CEPD Practicum and Internship students will have met minimum preparation for field experiences as described below. 



Minimum Academic Preparation

· counseling theories

· counseling methods

· group counseling

Consideration of Personal and Professional Concerns

· licensure and certification requirements

· professional goals

· client population/concern preferences

· location of site

· field experience hourly commitment

     
 Professional Obligations

· liability insurance (copy of declaration page on file with CEPD)

· familiarity with ACA Code of Ethics and Standards of Practice 

· encouragement to be open to personal challenges, feedback, and supervision 

      

Pre-Field Experience Contact with Site
· arrange interview with potential site supervisor to determine “good fit” between student and site and to arrange pre-field experience orientation

PRACTICUM AND INTERNSHIP EXPECTATIONS


Successful completion of the field experiences depend on the three players: (a) the student, (b) the site supervisor, and (c) the faculty supervisor. This section contains details about the expectations and responsibilities of each.

Expectations for Students


Minimal expectations for Practicum and Internship students include:

1. possess fundamental skills and knowledge, such as self-knowledge, listening skills, responding skills, clarifying skills, willingness to learn and change, knowledge about human development and diversity

2. accept supervision and feedback

3. participate in self-evaluations, including developing goals for the field experience and periodically assessing progress toward those goals

4. audio/videotape client/student sessions as required for supervision (see Appendices 2.G, 2.H, and 2.I for required consent forms)

5. establish and maintain client/student confidentiality
6. maintain records of field experiences

7. be familiar with and follow CEPD policies, ethical guidelines, and field site policies and procedures
8. participate in a wide variety of field activities that involve professional interactions with other professionals, family members, and other appropriate individuals and agencies 

9. complete field site evaluations 

Expectations for Site Supervisors


In order to ensure a quality meaningful experience for Practicum and Internship students, field site supervisors are expected to:

1. meet qualifying criteria detailed below:

· hold appropriate licensure and/or certification (i.e., LPC)

· have at least a Master’s degree in counseling or a closely related field

· have a minimum of two years of professional experience

2. schedule and provide at least one hour of supervision per week

3. provide ample opportunities for the student to meet clock hour requirements and direct services requirement with wide variety of clients in both individual and group settings

4. provide an opportunity for students to gain supervised experience in the use of variety of professional resources such as assessment instruments, technologies, print, and nonprint media, professional literature, and research.

5. provide orientation and on-going training specific to the site

6. involve the student in professional interactions with other professionals, such as staff meetings and consultations with appropriate individuals and agencies

7. require that students be familiar with and follow ACA ethical guidelines and provide consultation when there are ethical/legal questions

8. provide opportunities for periodic assessments, including student self-evaluations

9. consult with the faculty supervisor regarding the student’s progress

10. complete, discuss with the student, and return to the faculty supervisor the Field Placement Evaluation (Appendix 2.O)

Expectations for Faculty Supervisors


CEPD faculty supervisors will direct the academic requirements of the Practicum and Internship courses and provide liaison with the site supervisor. Additionally, faculty will:

1. conduct initial introductory contact with the site supervisor

2. schedule a site visit or phone contact to discuss the student’s progress 

3. be available to provide supervision and/or consultation to the student and site supervisor

4. establish course requirements via course syllabus

5. conduct evaluations of the field site and the site supervisor

6. conduct assessments of the student and his/her progress during the term

7. assign the course grade (satisfactory or unsatisfactory) in consultation with the site supervisor

Community Counseling
PRACTICUM EXPERIENCE REQUIREMENTS


All Community Counseling Practicum students are required to complete a minimum of 150 clock hours of Practicum experiences. Details about the required Practicum experiences are below: 

Community Counseling Students 

NOT Placed at UWG Student Development Center

In a typical 15-week semester, Community Counseling Practicum students must meet the following experiences, percentages of time, and suggested weekly clock hours.

COMMUNITY COUNSELING PRACTICUM

(Students NOT placed at UWG Student Development Center)

           Practicum Experiences


Minimum Time


DIRECT SERVICES



40% (60 total hr) (4 hr/wk)




Individual Counseling



30% (3 hr/wk)




Group Work




10% (1 hr/wk)



CLINICAL SUPERVISION



AND ASSESSMENT



35% (52½ total hr) (3½ hr/wk)




On-Site Supervision



10% (1 hr/wk)




CEPD Individual Supervision


10% (1 hr/wk)




Group Supervision



15% (1½ hr/wk)



PRACTICUM RELATED ACTIVITIES
25% (37½ total hr) (2½ hr/wk)




Must include tape review,




case notes, and mentoring




interactions with site




supervisor. May include




additional direct services




and/or additional clinical




supervision.







TOTAL

100% (150 total hrs)



                                                                                           (10 hrs/wk for 15 weeks)
Community Counseling Students 

Placed at 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



  20% (45 HRS)

                 TOTAL PRACTICUM HOURS
100% (225 HRS)

Community Counseling
INTERNSHIP EXPERIENCE REQUIREMENTS


Community Counseling Interns are required to complete a minimum of 600 clock hours of Internship experiences. They may choose from two options for completing their Internship hours:



OPTION A:  FULL-TIME: 40 total clock hours per week for 15 weeks



OPTION B:  HALF-TIME: 20 total clock hours per week for 30 weeks

Hourly requirements are below:

COMMUNITY COUNSELING INTERNSHIP REQUIREMENTS









Option A

Option B


Internship Experiences



full-time

half-time

DIRECT SERVICES




240 total hrs

240 total hrs



Includes individual and group


(16 hr/wk)

(8 hr/wk)



counseling, psychoeducational groups,



family consultation and counseling


CLINICAL SUPERVISION AND EVALUATION
37½ total hrs

75 total hrs



On-site Supervision



(1 hr/wk)

(1 hr/wk)



Group Supervision



(1½ hr/wk)

(1½ hr/wk)


INDIRECT SERVICES AND RELATED


PROFESSIONAL ACTIVITIES



322½ total hrs

285 total hrs



Includes all other supervised experiences
(21 ½ hr/wk)

(9½ hr/wk)



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 for

(20 hr/wk for









 15 wk)


 30 wk)

Closing Comments…


The CEPD faculty considers Practicum and Internship to be very important aspects of our students’ professional development. We hope that their field experiences with you are fulfilling and rewarding. We offer this Handbook as a tool to aid your efforts. We hope you find it helpful and informative.


Your feedback about our field experiences would be greatly appreciated. Please take a few minutes to complete the feedback sheet in Appendix 1. Your comments and suggestions for improvements will help us shape our courses for the future.


Thank you for your assistance in the training of our students. Please let us know if we can be of any help to your efforts.

APPENDICES

APPENDIX 1
Site Supervisor Assessment of CEPD Practicum and Internship

APPENDIX 2
Selected Appendices from Practicum and Internship Handbook
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PRACTICUM/INTERNSHIP INFORMATION 





AND VIDEO/AUDIO RECORDING CONSENT


2.G
Field Placement Evaluation

APPENDIX 1

SITE SUPERVISOR ASSESSMENT OF

CEPD PRACTICUM AND INTERNSHIP

DIRECTIONS: Please respond to the items below and return the completed form to:




Counseling and Educational Psychology Department




ATTENTION: (Practicum or Internship instructor for your student)




State University of West Georgia




Carrollton, GA 30118-5170

FAX: 770-836-4645

NAME OF SUPERVISOR___________________________________________     DATE_______________

NAME OF SITE________________________________________________________________________

NAME OF PRACTICUM/INTERNSHIP STUDENT______________________________________________

        POOR
    ADEQUATE
     EXCELLENT

1. Knowledge base/skill development of Practicum/

Internship student





1
2
3
4
5

2. Communication with faculty supervisor


1
2
3
4
5

3. Helpfulness of this Site Supervisor’s Practicum
and Internship Handbook




1
2
3
4
5

4.   What do you perceive as the strength(s) of our Practicum/Internship program?

5.   What comments/suggestions do you have that would help us improve our Practicum/


Internship program?

THANK YOU!
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
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	<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
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	<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!

