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PREFACE

The School Counseling Supervisor’s Handbook has been compiled to explain guidelines for our school counseling clinical experiences. These guidelines reflect the Council for Accreditation of Counseling and Related Educational Programs (CACREP) standards, the Board of Regents (BoR), Principles for the Preparation of School Counselors and the department of Counseling and Educational Psychology policies. The Handbook is divided into several parts beginning with an overview of our department and criteria for supervision. It is followed by a section on the individual clinical course requirements, and ends with appendices of appropriate forms. We invite you as site supervisors, to give us feedback about these field experiences. On our departmental form, Appendix R, which can be returned to the University supervisor via your Practicum or Internship student or by direct mail.
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College of Education University of West Georgia
On behalf of the Department of Counseling and Educational Psychology, I would like to thank you for your time and effort in working with our students. We know that supervision requires your time, commitment, dedication, and expertise. It is our hope that as you help train and educate new school counselors, that you will gain a great satisfaction in knowing that you are involved in a wonderful service to our profession. University courses and experiences can only take graduates so far in their progression in the field of counseling. Field based experiences provide the living laboratory and “hands on” experience so vital in helping students make the connection between theory and practice and between “how I think it is” to “how it really is”. We appreciate what you are doing and look forward to our collaboration with you. 

Rebecca Stanard, PhD

Professor 
Introduction 

For All Site Supervisors
SITE SUPERVISOR’S GUIDELINES

INTRODUCTION

     The School Counseling Site Supervisor’s Handbook has been designed to provide Practicum and Internship site supervisor’s detailed and relevant information about field experiences for the School Counseling Program in the Counseling and Educational Psychology Department (CEPD), at the University of West Georgia (UWG). The CEPD faculty considers these field experiences to be among the most important for our school counseling students; henceforth, to be called Counselors-in-Training. 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:

· Phone and FAX numbers and website information (please see inside cover)
· Practicum and Internship preparation requirements for our Master’s level counseling students
· Internship requirements for our Initial Certification students

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

· Selected Appendices from our School Counseling Practicum and Internship Handbook with important forms for Practicum and Internship 

We hope the Practicum and/or Internship experiences you have with our students are interesting and beneficial for all concerned. Thank you in advance for your dedicated supervision and your recommendations for the students’ evaluation (see Appendix N). Also, please feel free to call the University supervisor if you have any questions or concerns about these field placements.

      Again, thank you for your participation in this training to help prepare UWG Counselors-in-Training (SCCs) to work in the 21st Century, with its unique issues, as professional school counselors.

About the Counseling and Educational Psychology Department

      In order to familiarize site supervisors with the CEPD department, we offer some information about our newly revised school counseling training program. Many counselors in the greater Atlanta area are graduates of our program and may know some things about CEPD. However many counselors/supervisors may not be familiar with some of the changes we have implemented from our work with the Transforming School Counselors Initiative. In this regard we have included here a news clip about our program. Additionally, we have reprinted our school counseling mission statement. Finally, the school counseling program is designed using the Principles for the Preparation of School Counselors established by the Board of Regents (BoR) of the University System of Georgia and we have included the performance outline for your review. As you will see, the CEPD is training school counselors who will be involved in the mission of academic success for the all students as well as career preparedness and social/emotional development. Finally, we offer a bit of information about our accreditation status with the Council for Accreditation of Counseling and Related Educational Programs.
*************************** NEWS CLIP ********************************

Department Receives National Recognition

December, 16, 2002
CARROLLTON, GA – The University of West Georgia Department of Counseling and Educational Psychology has been recognized as a pioneer and national leader in school counseling reform by the Education Trust, a nonprofit educational organization based in Washington, DC. The Education Trust promotes high academic achievement among students at all grade levels, with a focus on closing the performance gap between groups of students separated by income level and ethnicity.

West Georgia was one of six universities honored at the Education Trust’s National Conference in November for work by its Department of Counseling and Educational Psychology, which is training school counselors to be more effective advocates for students, thus placing counselors at the center of standards-based reform. School Counselors strongly impact students’ educational futures through their influence on academic placement and career decisions.

“We are pleased to be recognized by the Education Trust as a national leader in training school counselors at the graduate level,” said Dr. Brent Snow, chair of the UWG Department of Counseling and Educational Psychology. “To have a significant national presence and leadership in school counseling, educational reform and school improvement while maintaining our regional focus is a significant accomplishment.”

The Education Trust’s mission is to work with policymakers, education professionals, community and business leaders and parents in cities and towns across the country to transform schools and colleges into institutions that genuinely serve all students from kindergarten through college.

Worth magazine, which named the Education Trust one of America’s Top 100 Charities in its December 2002/January 2003 issue, states, “Education is a highly politicized field, but ask education experts of all political ilks to identify the most effective advocate for poor and minority students, and they’ll say Education Trust. The organization comes at this from two directions: political advocacy and classroom changes. It trains teachers to analyze the effectiveness of their assignments and helps districts rework curricula so that all students, not just the most gifted, can learn. Education Trust’s hard-hitting reports – such as one this year that showed that teachers in schools with high concentrations of poor and minority students lack educational backgrounds in the subjects they teach – shape the national debate on education.”

Through participation in the Education Trust’s four-year Transforming School Counseling Initiative, the UWG Department of Counseling and Educational Psychology has been working to educate professional school counselors who are skilled in needs assessment and in providing equal support for all students in the areas of academic achievement, career success and personal/social development.

The department began this educational effort in 1997, when West Georgia was one of only 10 universities in the country to receive a grant focusing on the development of plans for school counselor preparation programs from the Wallace-Reader’s Digest Fund and the Education Trust. Georgia was one of only two states to have two institutions receive this grant and, following the grant’s initial phase, West Georgia was one of only six of the 10 grant recipients to be selected to receive $450,000 in funding to implement its proposed graduate-level training programs. The University of Georgia was Georgia’s other grant recipient.

The focus of West Georgia’s grant has been to plan toward eliminating the achievement gap that exists between low-income and/or minority students and their more advantaged peers, and increasing career options by reviewing and reforming graduate-level training for school counselors. Another objective of the process has been to design a curriculum that develops core competencies essential for professional school counselors to be effective leaders, advocates, collaborators, counselors, coordinators and change agents. 

“Few expected that UWG would be competitive with national research universities for a grant to transform the work of school counselors financed by the Wallace-Reader’s Digest Fund,” said Snow. “While this funding was the largest grant from a private source in the history of UWG, it was also significant in leading UWG to this recognition by the Education Trust. Students and schools where our graduates work are really the beneficiaries of this initiative and the influential work of the faculty in the Department of Counseling and Educational Psychology.”
The other five universities recognized this fall for their work with school counselor preparation are California State University-Northridge, Indiana State University, Ohio State University, the University of Georgia and the University of North Florida.

Reese House, program specialist for the Education Trust stated, “These universities are changing the way school counselors are prepared to work in today’s schools, and in doing so are directly impacting the lives of students in their communities. School counselors are ideally positioned to create opportunities for all students to reach high academic goals, but have all too often been left out of education reform efforts. The ongoing work of these universities ensures that future school counselors will be an integral part of closing the achievement gap that separates low-income and minority students from other students.”

Dr. Kent Layton, Dean of the UWG College of Education, added, “Being in on the cutting edge of reform in school counseling is exciting to say the least! Dr. Brent Snow and his faculty are to be commended for prioritizing their departmental efforts to develop school counselors who will ultimately create better learning and support environments for all children in the years to come. Leading the charge with the likes of the University of Georgia, Ohio State University and Indiana State University is just one more indicator that UWG is operating far above the status of a small state institution.”
*************************** END OF NEWS CLIP *************************
School Counseling Mission Statement
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Accreditation

      Both the master’s degrees in school counseling and community counseling are accredited by the Council for Accreditation of Counseling and Related Educational Programs (CACREP). CACREP is a prestigious and national accreditation body that recognizes high quality counseling programs at the master’s and doctoral level. The Department of Counseling and Educational Psychology is only one of four such accredited programs in Georgia and one of 16 in the southeastern United States. Both the community and school counseling programs are accredited through June 30, 2008. In addition, both MEd and EdS programs in school counseling are accredited by the National Council for Accreditation of Teacher Education (NCATE) and approved by the Georgia Professional Standards Commission (PSC) for recommendation for Georgia professional educator certification for school counseling (S-5 and S-6 levels). Finally, the MEd in School Counseling adheres to the Principles for the Preparation of School Counselors developed and monitored of the Board of Regents of the Georgia University System. Adherence to the Principles promotes a program designed to develop school counselors who are assessed on their effectiveness in helping student development in academic success, career preparedness, social and emotional development and meet the Principles for the Preparation of School Counselors. 
PERFORMANCE OBJECTIVES FOR THE SCHOOL COUNSELOR CANDIDATE:

     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 students/clients. School Counseling Candidates (SCC’s) are expected to engage in individual counseling and group experiences with actual clients in a school setting. Additionally, SCCs are urged to engage clients of culturally diverse populations, both genders, and various age groups. General performance objectives for this course are included here. (Individual instructors may modify this list and/or instructors may modify the means of recording these activities).

· Develop and effectively use procedures for meeting with clients/students in individual and group settings
· Plan effective counseling strategies to meet the client/student’s needs

· Formulate and describe a personal theory and style of counseling

· Establish an appropriately safe and accepting atmosphere for clients/students

· Articulate the client/student’s problems
· Elicit appropriate information from clients/students

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

· Distinguish client/student needs from one’s own needs

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

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

· Demonstrate: 


· A working knowledge of community resources

· Working knowledge of cultural and ethnic diversity

· Adherence to an understanding of ethical and legal responsibilities of counselors

· Ability to effectively participate in the supervision process

· Ability to assess the counseling process and appropriately modify

· Understanding of the theme(s) in issues presented by the client/student

· An understanding of the client/student’s presenting problem

· An appropriate respectful, genuine, empathic attitude with clients/students

The SCC must complete activities to achieve the following objectives as outlined in the Georgia Board of Regent’s (BoR) Principles for the Preparation of School Counselors (2004).

Each school counselor candidate (SCC) is expected to: 

1. Advocate for school policies, programs, and services that are equitable and responsive to cultural differences among students [BoR, IIA (1)]

2. Advocate for rigorous academic preparation for all students to close the achievement gaps among demographic groups [BoR, IIA (2)]

3. Coordinate a school to career transition plan for multiple students [BoR, IIA (3)]

4. Provide leadership in the development, implementation, evaluation, and revision of a comprehensive school counseling plan that contributes to school renewal by promoting increased academic success, career preparedness, and social /emotional development for all students [BoR, IIA (4)]

5. Use student outcome data to facilitate student academic success [BoR, IIA (5)]

6. Provide individual and group counseling and classroom guidance that promote academic success, social/emotional development, and career preparedness for all students [BoR, IIA (6)] 

7. Collaborate with other professionals in the development of staff training, family support, and/or appropriate community initiatives that address student needs [BoR, IIA (7)]

8. Assess student needs and make appropriate referrals to school and/or community resources [BoR, IIA (8)]. 
[image: image2.wmf]

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

Minimum Academic Preparation (Prerequisites for Practicum and Internship)
· Counseling Theories

· Counseling Methods

· Group Counseling

Consideration of Personal and Professional Concerns

· Licensure and certification requirements

· Professional goals

· Student population/concern preferences

· Location of site

· Field experiences hourly commitment

· Knowledge of the means to assess their effectiveness and the effectiveness of their school counseling program

Professional Obligations

· Familiarity with the requirements for Practicum and Internship 

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

· Familiarity with ACA Code of Ethics and Standards of Practice

· Familiarity with ASCA Code of Ethics

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

· Self-Care provisions so professional obligations can be met
 Pre-field Experience Contact with Site

· Arranging contact with site supervisor only AFTER receiving UWG approval of site choice
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Overview of Supervision
      During their clinical/field experiences our SCCs will receive supervision and feedback from a site supervisor and faculty supervisor as required by the Council for Accreditation of Counseling and Related Educational Programs (CACREP), our national counseling accreditation agency. At UWG we feel the person our student is greatly influences his/her effectiveness as a counselor. And we feel there will be times when the supervision and feedback received will address his/her personal qualities as well as his/her use of counseling skills. To take full advantage of supervision, we emphasize to the SCC the critical nature of being prepared for the supervision session. 
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Practicum Guidelines

School Counseling Practicum

This Practicum course provides opportunities for practical clinical/field experience with actual clients/students in school settings. Counseling sessions are audio/video taped and these tapes are used for supervision of counseling skill development by both the School Counseling Candidate (SCC) and supervisors. For purposes of counselor licensure and/or certification, School Counseling students will receive verification of 100 hours of supervised Practicum experience. Practicum precedes the Internship which is described on Page 18.
· Practicum Site:

According to CACREP accreditation standards and standards set by the department, students are required to do Practicum work at a site working with children and/or adolescents. (Practicum students should not start the clinical experience in the school/site before attending the first day of classes for the semester due to liability issues).
· Student Confidentiality:
Counselors-in-Training are required to maintain confidentiality for all their students/clients. Therefore, they are instructed to use students’ initials or first names only on all their tapes and paperwork. Exceptions, of course, are the consent forms that require full names and parental/guardian signatures. Also, SCCs are aware that they may not discuss their students/clients in any way that might identify them to any unauthorized person. In the schools, we emphasize a “need to know” basis.
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· Audio/Videotaping:

Practicum sessions are to be audio/video taped. Students are required to obtain quality recording equipment and a supply of blank audio/video tapes. Site Supervisors are encouraged to review SCC tapes and discuss the sessions with the SCC during supervision. Every practicum student is required to complete 15 video tapes over the course of the semester. 
· Informed Consent:

            Consent to tape forms must be signed by the student or parent/guardian prior to any recorded Practicum session (Appendix F). Appendix G contains the consent form for minor children and adults. It is recommended that SCCs obtain appropriate signatures on these forms as early in the semester as possible. Due to school holidays, in-service days, absences and other school setting interruptions such as field trips, SCCs sometimes become pressured to complete their hours. Early planning will make the experience proceed more smoothly. Appropriate signatures are to be obtained on each consent form prior to taped Practicum sessions. SCCs are expected to make a copy of the signature consent form and keep one copy of each consent form for their records and give the other copy to their university supervisor. SCCs also provide information and consent form to clients/parents providing appropriate information about themselves (see generic model, Appendix G). 

· Log Sheets and Student Record of Field Experience:

Practicum SCCs are to track the time spent in Practicum activities via weekly and semester log sheets, developed for school counseling students. The supervisor’s signature is required on all log sheets to verify the Practicum student’s work (Appendix K & L).
· Supervision:

Practicum SCCs are expected to fully participate in Practicum supervision sessions. As previously stated, extensive supervision is provided by the university supervisor, the on-site supervisor, peer supervisors, and/or other means established by the University supervisor. Supervision by their Practicum instructor and/or designees will most likely take place on the UWG campus. The table below details the time requirements for Practicum supervision according to CACREP and CEPD standards. Practicum SCCs are to schedule sufficient blocks of time for this important activity. 

	1-hour
	Weekly on-site supervision with the supervising school counselor. SCCs are to schedule time with individual on-site supervisors. This supervision is above the CACREP 100-hours required Practicum experience yet follows CEPD criteria.



	1-hour
	Weekly on-campus individual supervision with the faculty member according to the faculty supervisor’s schedule. This will likely require an additional trip to campus for the SCC. This 1 hour per week supervision is a CACREP requirement.


	1 ½ hours
	Weekly on-campus group supervision which will usually occur during the regularly scheduled class time. This 1 ½ hours of group supervision is a CACREP requirement.



· Student Assessments:

            Evaluations of the SCC’s performance as a Practicum SCC will be conducted via written and/or verbal feedback by the University supervisor. Additionally, site supervisors are asked to give feedback as appropriate and to complete a formal written evaluation at the end of the semester (Appendix N). SCCs are assessed on a criteria of Satisfactory “S” or Unsatisfactory “U”. Students also may be required to submit to their instructor periodic self-evaluations. Additionally, the faculty supervisor may have other assessments that will be explained in class.
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Expectations for Site Supervisors
       To ensure a successful quality internship experience, site supervisors are expected to meet certain criteria (see under Overview of Supervision section) and perform specific functions. 

(1) Site Supervisor Qualifications


Site supervisors must meet qualifying criteria as detailed below:

· A minimum of a master’s degree in counseling or a closely related field with equivalent qualifications, including certification as a school counselor.

· A minimum of two (2) 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 (School Counseling Site Supervisors Handbook)

(2) Site Related Training:
      In order to help SCCs become thoroughly familiar with the placement, site supervisors are expected to:

· Provide an orientation including mission statement, goals and objectives of the school

































 

· Provide training and supervision about the site’s policies and procedures

· Provide information and answer questions about standards and operation

· Provide any other training /orientation he/she deems appropriate
(3) Ethical and Legal Issues:
      To help SCCs meet ethical and legal responsibilities site supervisors are expected to:

· Require that SCCs follow the ACA/ASCA Ethical Codes and Standards of practice as well as other codes of ethics pertinent to their internship responsibilities

· Be available for consultation when SCCs have ethical/legal questions

(4) Consultation and Supervision:
      Site supervisors are expected to provide close supervision by:

· Scheduling time for consultation and supervision on a regular basis

· Providing at least 1-hour of supervision per week

· Being available during internship work hours 

 (5) Ample Opportunities:
      Site supervisors are expected to:

· Provide opportunities for SCCs to meet the clock hour requirement

· Assist SCCs efforts to meet client/student contact requirements, including scheduling appointments for the first week at your site

· Help SCCs work with a wide variety of clients/students in both individual and group settings

· Encourage SCCs to become involved in all appropriate aspects of the site as time allows

· Provide adequate space for internship responsibilities, supplies, materials, and other resources

(6) Integration with Site Staff and Other Professionals:
     A complete internship experience will include the SCC developing sound working

     relationships with administrators, staff, and other professionals. Site supervisors are expected to:

· Involve SCCs in staff meetings, consultations with other professionals, and other related opportunities as appropriate

· Assist and support SCC efforts to be accepted as a member of the staff

(7) Evaluations:
      Periodic evaluations of SCC’s work will enable SCCs to meet their goals. Site

      supervisors are expected to:

· Help SCCs formulate their Practicum agreement/activities agreement and review their progress throughout the term

· Assist SCCs with periodic self-evaluations

· Provide feedback about the SCCs work and verify the Practicum 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 the supervisee’s progress

· Complete, discuss with the SCC, and return to the faculty supervisor the Field Placement Evaluation (Appendix N).

Expectations for Faculty Supervisors
     The faculty supervisor directs the academic requirements of the Practicum and

     acts as a liaison with the site supervisor. Faculty supervisors will:

· Probably visit the SCC’s site supervisor during the semester to discuss SCCs progress and issues of concern 

· Provide supervision to the SCC
· Provide consultation/supervision to the site supervisor, when requested

· Establish course requirements via the course syllabus

· Evaluate the internship site 

· Evaluate progress of the intern

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

1. Adequacy of meeting individually set Practicum agreements/activities agreements and objectives, 

2. The site supervisor’s evaluation,

3. The Practicum SCCs self-evaluations,

4. The faculty supervisor’s own evaluation, and

5. Fulfillment of Practicum course requirements.

SCHOOL COUNSELING PRACTICUM MINIMUM HOURLY REQUIREMENTS
School Counseling Practicum students are required to complete a total of 100 clock hours of Practicum experiences. In a typical 15-week semester, this requirement translates to about 7 hours per week. 

Summer Practicum is NOT available for School Counseling students.

PRACTICUM EXPERIENCES



MINIMUM TIME

DIRECT SERVICES (students/clients)


   40 HRS


Includes individual and group counseling and guidance

             Group counseling and guidance will cover issues involved

             with academic success, career preparedness as well as social/

             emotional development


INDIRECT SERVICES
   




 22.5 HRS

Includes services such as needs assessment, leadership

             opportunities, program evaluation and planning, counselor staff 


meetings, professional development workshops, planning

             for guidance and group counseling, student information and 


testing, appropriate use of student data, community resources, 


guidance information, student placement and special guidance projects


**SUPERVISION


  


    Faculty individual/triadic supervision



   15 HRS


    On-site supervision (Minimum of 1hr/week)



15 HRS

    Group supervision






22.5 HRS



   


**TOTAL
 






115 HRS**
**NOTE: School Counseling students are expected to participate in on-site supervision over and above the CACREP required 37.5(15 hours individual supervision; 22.5 hours group supervision) hours of Supervision and over and above the required 100 total hours.
Closing Comments…

     The CEPD faculty considers Practicum to be a very important aspect of our students’ professional development. We hope that their field experiences with you are fulfilling and rewarding. We offer this School Counseling Site Supervision 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 (Appendix R). Your comments and suggestions for improvement will help us shape our courses for the future. You may send your comments via mail or with the Practicum student, if this is easier for you. 

     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.
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Internship Guidelines 

School Counseling Internship
       The internship student will engage in real-life work experiences under the supervision of a course instructor (Faculty Supervisor) and a professional in the field (Site Supervisor). A significant portion of the School Counseling Candidate (SCC) internship experience will be client/student contact. Counselors-in-Training are expected to engage clients/students of culturally diverse populations, genders, various age groups, and diverse lifestyles in their work. Counselors-in-Training will be involved in most services that a school counselor completes on a daily basis with the exception of receiving a paycheck; thus, he/she will begin to identify as a school counselor. The internship student should not begin at the site until after the first day of classes for the semester. All students who are enrolled in the school counseling Internship have completed the Practicum experience described on Page 11.
A. Internship Expectations

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

Expectations for Internship Students

(1) General Internship Expectations:
     UWG Interns are expected to:

· Follow the policies and procedures in the School Counseling Practicum and Internship Handbook as well as other CEPD and UWG publications

· Follow the CACREP standards and the BoR Principles as outlined by CEPD


· Follow policies and procedures established by their internship site.

· Gain a thorough knowledge of their internship site, including mission statement,   

      goals, objectives, operation, and structure
· Follow the ACA Ethical Code and Standards of Practice, ASCA Code of Ethics, and the laws of the state in which he/she is interning
(2) Internship Agreement and Activities Plan:

      At the beginning of the semester, the SCC will develop a preliminary Internship Agreement containing the plan of action for the activities he/she would like to accomplish during the course. SCCs needs to discuss his/her Agreement with their site-supervisor, University Supervisor, and if possible the principal of the site. The university supervisor will work with the SCC to make any needed revisions to the Internship Agreement before he/she obtains the appropriate signatures on the final activities agreement to indicate agreement. A discussion of the internship agreement is provided in Appendix D. 
(3) Log Sheets and Student Record of Field Experience:


      Internship SCCs are to track the time spent in internship activities via weekly and semester log sheets, developed for school counseling students (Appendix K & L). The supervisor’s signature is required on all log sheets to verify the interns work.
(4) Assessments by Students:


UWG students are required to complete an evaluation of their internship site (Appendix O) and their internship supervisor (Appendix P). Students also may be required to submit to their instructor periodic self-evaluations. Additionally, the faculty supervisor may have other assessments that will be explained in class.
(5) Other Internship Expectations:       

      Other course requirements will be determined are outlined by the instructor’s 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 assignments not mentioned in the School Practicum & Internship Handbook,

· Participating in a wide variety of experiences such as:

                1. Contact with site staff and other professional personnel,

      2. Participation in staff meetings,

      3. Consultation and collaboration,


   4. Attendance at professional meetings, training sessions, conferences,

         5. Activities suggested by the site supervisor.


(6) Documentation of Impact:

According to the Georgia Board of Regent’s Principles for the Training of School

Counselors, School Counselor Candidates (SCCs) are expected to 1) increase students’ 

      social/emotional development, career preparedness, and 2) enhance students’ academic 

      success. Sufficient evidence is to be provided that confirms candidates are 

      effective in increasing P-12 students’ social/emotional development, career preparedness,

      and enhancing the academic success at the point of recommendation for counselor 

      certification. The Documentation of Impact (DOI) is an action-research project completed by 

      students as one means of evaluating their effectiveness on increasing P-12 students’

      social/emotional development or career preparedness, or enhancing the academic success of

students at the internship site.  SCCs will work collaboratively with their faculty supervisor site supervisor and stakeholders at their site to develop their DOI.  More information will be

provided by your faculty supervisor.  Please see the Appendix M for the Documentation of 

Impact form.

Expectations for Site Supervisors
       To ensure a successful quality internship experience, site supervisors are expected to meet certain criteria (see under Overview of Supervision section) and perform specific functions. 

(1) Site Related Training:
      In order to help SCCs become thoroughly familiar with the placement, site supervisors are expected to:

· Provide an orientation including mission statement, goals and objectives of the school

































 

· Provide training and supervision about the site’s policies and procedures

· Provide information and answer questions about standards and operation

· Provide any other training /orientation he/she deems appropriate
(2) Ethical and Legal Issues:
      To help SCCs meet ethical and legal responsibilities site supervisors are expected to:

· Require that SCCs follow the ACA/ASCA Ethical Codes and Standards of practice as well as other codes of ethics pertinent to their internship responsibilities

· Be available for consultation when SCCs have ethical/legal questions

(3) Consultation and Supervision:
      Site supervisors are expected to provide close supervision by:

· Scheduling time for consultation and supervision on a regular basis

· Providing at least 1-hour of supervision per week

· Being available during internship work hours 

 (4) Ample Opportunities:
      Site supervisors are expected to:

· Provide opportunities for SCCs to meet the clock hour requirement

· Assist SCCs efforts to meet client/student contact requirements, including scheduling appointments for the first week at your site

· Help SCCs work with a wide variety of clients/students in both individual and group settings

· Encourage SCCs to become involved in all appropriate aspects of the site as time allows

· Provide adequate space for internship responsibilities, supplies, materials, and other resources

(5) Integration With Site Staff and Other Professionals:
     A complete internship experience will include the SCC developing sound working

     relationships with administrators, staff, and other professionals. Site supervisors are expected to:

· Involve SCCs in staff meetings, consultations with other professionals, and other related opportunities ass appropriate

· Assist and support SCC efforts to be accepted as a member of the staff

(6) Evaluations:
      Periodic evaluations of SCC’s work will enable SCCs to meet their goals. Site

      supervisors are expected to:

· Help SCCs formulate their Practicum agreement/activities agreement and review their progress throughout the term

· Assist SCCs with periodic self-evaluations

· Provide feedback about the SCCs work and verify the Practicum 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 the supervisee’s progress

· Complete, discuss with the SCC, and return to the faculty supervisor the Field Placement Evaluation (Appendix N).

Expectations for Faculty Supervisors
     The faculty supervisor directs the academic requirements of the Internship and

     acts as a liaison with the site supervisor. Faculty supervisors will:

· Probably visit the SCC’s site supervisor during the semester to discuss the SCCs progress and issues of concern 

· Provide supervision to the SCC
· Provide consultation/supervision to the site supervisor, when requested

· Establish course requirements via the course syllabus

· Evaluate the internship site 

· Evaluate progress of the intern

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

1. Adequacy of meeting individually set Internship agreements/activities agreements and objectives
2. The site supervisor’s evaluation
3. The Internship SCCs self-evaluations
4. The faculty supervisor’s own evaluation
5. Fulfillment of Internship course requirements
B. 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:

· Individual counseling and/or individual guidance
· Group work, including group counseling, group guidance, and/or psycho- educational groups

·    Supervision, individual and group

·    Consultation with site staff, community resources, parents/guardians, and others as appropriate

·    Assessment, using appropriate assessment instruments and under the direct supervision of the site supervisor

·    Continuing education opportunities, such as workshops, conferences, and meetings related to the school counseling placement
· Staff development opportunities when appropriate
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SCHOOL COUNSELING INTERNSHIP

MINIMUM HOURLY REQUIREMENTS
     School counseling students must complete a total of 600 clock hours of internship experiences. The School Counseling internship provides an opportunity for students to perform under supervision a variety of activities that a regularly employed counselor in the setting would be expected to perform. Details about the hourly requirements for a typical 15 week semester are as follows:

Summer Internships will NOT be available for School Counseling Students.

INTERNSHIP EXPERIENCES


OPTION A

OPTION B

DIRECT SERVICES  (students/clients)


240 total hrs

120 total hrs

Includes individual and group counseling,
             16 hr/wk

8 hr/wk

and guidance; group counseling and guidance will 

cover issues involved with academic success, career 

preparedness, as well as social/emotional development

DIRECT SERVICES (parents and staff) 
 

60 total hrs

30 total hrs

Includes consultation and collaboration and advocacy
4 hr/wk

             2 hr/wk



INDIRECT GUIDANCE SERVICES


260 total hrs

130 total hrs

Includes activities involving student


approx
 
             approx 

information and testing, appropriate use of student 
18 hr/wk
9 hr/wk

data, community resources, guidance information, 

student placement, and special guidance projects, 

and leadership opportunities

CLINICAL SUPERVISION 



40 total hrs

 40 total hrs Supervision, Faculty supervision,

On-site and group supervision

  




TOTAL 
600 total hrs

600 total hrs








40 hr/wk

20 hr/wk








for 15 weeks

for 30 weeks








(1 semester)

(2 semesters)

PLEASE NOTE: All students must attend group supervision and are expected to attend individual on-site supervision for a minimum of 40 clock hours per semester of enrollment. Interns must meet for supervision with the site-supervisor for a minimum of 1 hour per week.
* OPTION C: The CEPD department also has a third option for internship. Students set up the requirements for this option individually. If this option is utilized by the SCC, an individual course of action will be developed by the student and the CEPD department. If Option C occurs for students, site supervisors will be notified of changes in the weekly commitments for SCC. 
Closing Comments…

     The CEPD faculty considers Internship to be a culminating experience for our students’ professional development. We hope that their field experiences with you are fulfilling and rewarding. We offer this School Counseling Site Supervisors 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 (Appendix R). Your comments and suggestions for improvement will help us shape our courses for the future. You may send your comments via mail or with the internship student, if this is easier for you. 

     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.
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Initial Certification 

Guidelines

School Counseling Initial Certification

      The Initial Certification internship is designed to provide school counseling experience that includes activities over and above the regular job experience for students who have attained, or are seeking, employment as a school counselor. The program is a non-degree program and as such does not fall under the CACREP accreditation standards, rather the program adheres to departmental requirements that will prepare the initial certification student to obtain an S-5 level endorsement in school counseling in the state of Georgia. In combination with courses taken in the required and earned Master’s degree necessary for admission, this program is equal to and often exceeds requirements for the M.Ed. in school counseling.

      This internship is intended to allow the initial certification student the opportunity to demonstrate knowledge and skills gained about school counseling from the CEPD initial certification program. Even though the initial certification student may already be employed as a school counselor, this supervision experience is under the supervision of the faculty instructor and a qualified professional supervisor at a designated school placement site. Students will benefit the most from this experiential requirement by working closely with their advisor and faculty supervisor (course instructor) to set goals that are appropriate and within the course requirements.


      A total of 300 clock hours (minimum) of internship experience is required for initial certification purposes and 300 hours of this supervised internship experience (spread out over the semester) will be verified for initial certification students. Students involved in this internship will have already earned a master’s degree (or higher) in some area of counseling. Additionally, students enrolled in the Initial Certification program will have completed a practicum and an internship in counseling settings other than a school counseling setting. The typical student completing this program will have accrued 1000 hours of supervised experience including previous practicum and internships (if the Master’s was acquired in a CACREP program such as from our Master’s program in community counseling).
A. Internship Objectives

      Initial certification internship students are expected to engage in work experiences that are different from the school counseling experiences they have been performing as an employed school counselor. The internship experience is under the supervision of a course instructor (faculty supervisor) and the professional supervisor in the field (site supervisor). 

      For the internship experience CEPD suggests that students develop new experiences within their own school counseling program. Below are general objectives for this type of internship. Please note that individual course instructors may modify this list.

· Expand upon skills developed in the school counseling initial certification courses
· Expand upon roles learned during the master’s program
· Relate school counseling theory to practice
· Evaluate professional growth and career goals
· Consult with appropriate individuals
· Gain increased understanding of the relationship of administrative functions to the school counselor role
· Gain understanding of multicultural and diversity issues and needs
· Expand knowledge and application of technology in counseling and assisting clients/students
· Continue to gain an identity as a professional school counselor
B. Internship Expectations

       There are three major players in the completion of the initial certification internship experiences: (a) the internship student; (b) the site/school system supervisor; and (c) the 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 initial certification internship students. Additionally, students are to set individual goals for the internship. These parallel the master’s level internship yet are different as most initial certification students are already functioning as a school counselor. Initial certification students are to maintain a log of internship activities and complete various assessments. The log is to be signed by the site supervisor of record weekly. Individual instructors may have other course requirements. 

(1) General Internship Expectations:
      Initial Certification Interns are expected to:

· Follow the policies and procedures in the School Counseling Practicum & Internship Handbook as well as other CEPD and UWG publications



· Follow policies and procedures established by their internship site (this may be the school counselor’s own site requirements)
· Follow the ACA Ethical Code and Standards of Practice, ASCA Code of Ethics, and the laws of the state in which he/she is interning
(2) Internship Goals/Agreement:

      At the beginning of the semester, initial certification interns are asked to draft a preliminary goal statement/agreement containing the goals they would like to accomplish during the course. It can be helpful to students to reflect on the needs of their individual school counseling program and work to develop interventions that they might not otherwise have taken time to develop. 

Initial Certification Interns are asked to discuss their goals with their University Supervisor, site supervisor, and as appropriate their principal. Once the final goal statement/agreement is completed obtain appropriate signatures on the final activities agreement to indicate agreement. Initial Certification Students are asked to have a draft of the document ready to turn into the course instructor at the first class meeting. The next section contains a possible format for this goal activities agreement. Individual instructors may have more specific activities agreement requirements. When developing the goals, Initial Certification Students should sustain that the goals are feasible, measurable, and behaviorally stated and pertain to activities that are not in their regular assigned tasks as a school counselor. Below please see examples of internship goals for Initial Certification Students:

(3) Documentation of Impact:

     According to the Georgia Board of Regent’s Principles for the Training of School

      Counselors, School Counselor Candidates (SCCs) are expected to 1) increase students’ 

      social/emotional development, career preparedness, and 2) enhance students’ academic 

      success. Sufficient evidence is to be provided that confirms candidates are effective in         
      increasing P-12 students’ social/emotional development, career preparedness, and enhancing

      the academic success at the point of recommendation for counselor certification. The   
      Documentation of Impact (DOI) is an action-research project completed by students as one  
      means of evaluating their effectiveness on increasing P-12 students’ social/emotional 
      development or career preparedness, or enhancing the academic success of students at the 
      internship site.  SCCs will work collaboratively with their faculty supervisor, site supervisor 
      and stakeholders at their site to develop their DOI.  More information will be provided by 
      your faculty supervisor.  Please see the Appendix M for the Documentation of Impact form.
Internship Agreement
Examples

1. BECOME INVOLVED IN PROFESSIONAL ORGANIZATIONS
I’ll attend at least one professional organization meeting or conference this semester. 

This goal will be assessed by my attendance at a conference. 
2. DEVELOP A NEW PROGRAM THAT THE SITE HAS ASSESSED AS VALUBLE TO STUDENT GROWTH

I’ll prepare a plan for a new program on study skills for our after school program, get the plan approved by my principal or counseling supervisor, implement the program for a total of 8 weeks and analyze the results at the end of the experience. In addition, I’ll share the results in a written report to the principal and a verbal report to the school staff sharing its success or lack thereof. 

This goal will be evaluated by my site supervisor and principal.
(3) Log Sheets and Student Record of Field Experience:


      Initial certification students are to track the time spent in internship activities via weekly and semester log sheets, developed for school counseling students. The supervisor’s signature is required on all log sheets to verify the intern’s work.
(4) Assessments by Students:


Initial certification students are required to complete an evaluation of their Intern site (Appendix O) and their Intern supervisor (Appendix P). Students also may be required to submit to their instructor periodic self-evaluations. Additionally, the faculty supervisor may have other assessments that will be explained in class.

(5) Other Internship Expectations:       

      Other course requirements will be determined and outlined by the course instructor’s 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 assignments not mentioned in the  School Counseling Site Supervisors Handbook
· Consultation and collaboration with community stakeholders

· Attendance at professional meetings, training sessions, conferences
Expectations for Site Supervisors
       To ensure a successful quality internship experience, site supervisors are expected to meet certain criteria and perform specific functions. These expectations are the same for the master’s internship student (please see overview of Supervision section on Expectations for Site Supervisors).
C. Internship Activities 

      Besides the general on-site school counseling activities the initial certification internship counselor engages in, there are activities which will be individual to their school counseling site. Initial certification students are encouraged to work with their site supervisor and principal to decide appropriate activities that do not parallel their school counseling job requirements.
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Closing Comments…

     The CEPD faculty considers the Initial Certification Internship to be an involved learning experience necessary to the training of a counselor who is seeking certification as a school counselor. We hope that their field experiences with you are fulfilling and rewarding. We offer this School Counselors Site Supervision 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 (Appendix R). Your comments and suggestions for improvement will help us shape our courses for the future. You may send your comments via mail or with the internship student, if this is easier for you. 

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

COMPLETE BOTH SIDES OF THIS APPLICATION

School Counseling PRACTICUM APPLICATION

This application is for CEPD 6187

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, especially Summer semester when course offerings are limited. A SEPARATE APPLICATION IS REQUIRED FOR EACH PRACTICUM COURSE YOU MAY TAKE.

For Practicum and Internship submission application deadlines contact the CEPD office at: 678-839-6554.

Return to:

Counseling & Educational Psychology






Attention: School Counseling Practicum






University of West Georgia






Carrollton, GA 30118-5170






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

This application is for   Fall


    Spring

    Year

                         

CHECK ONE:

EdS Program (150 Practicum Hours)


48 Sem Hr Program (100 Practicum Hours)

NAME 












                             

LAST                                                                              FIRST                                                                 MI               
SOCIAL SECURITY NUMBER_____________________________________________________________

HOME
ADDRESS ______________________________________________________________________

_______________________________________________________________________

HM PHONE (
     )


HM FAX (      
)




HM EMAIL






INDICATE SEMESTER & YEAR YOU COMPLETED THE COURSES BELOW
CEPD 6131____________________  CEPD 6140___________________

CEPD 6160____________________  OTHERS (specify)

APPENDIX  A

COMPLETE BOTH SIDES OF THIS APPLICATION

School Counseling PRACTICUM SITE REQUEST

DO NOT CONTACT DESIRED PRACTICUM SITE/SUPERVISOR BEFORE RECEIVING APPROVAL.

CONTACT BEFORE APPROVAL MAY JEOPARDIZE YOUR PLACEMENT.

DIRECTIONS: Please type or print all requested information. Be sure all names are correctly spelled. Give complete and accurate addresses and communications information.

YOUR NAME











PRESENT POSITION/JOB









WORK ADDRESS 










_________________________________________________________________

SCHOOL SYSTEM IN WHICH YOU ARE CURRENTLY EMPLOYED__________________________

WK PHONE (
  )

WK FAX(        )


WK EMAIL__________________
PLEASE RESPOND TO THE FOLLOWING QUESTIONS:

1. ___YES  ___NO   Do you hold a current valid clear renewal certificate? If yes, attach copy of certificate.

2. ___YES  ___NO   Do you hold a current professional certificate? If yes, attach copy of certificate.

3. ___YES  ___NO  ___N/A     Do you wish to be placed at the school where you are currently employed?

4. ___YES  ___NO   Is there a supervisor with whom you’d like to work during this Practicum?

5. ___YES  ___NO   If you are not employed in a system already is there a school or school system where you’d like to work during this Practicum?

If YES to 3 or 4 or 5 above, provide information below. DO NOT INITIATE CONTACT WITHOUT APPROVAL.

Name & Job Title of Desired Supervisor








School_____________________________________   School System





Address













_______________________________________________________________________________

Phone(
     )


FAX(        )


EMAIL




If NO or N/A to 3, 4, and 5 above, list below the 3 SCHOOL DISTRICTS and levels where you’d like to work during this Practicum. Note that the exact school and supervisor will be determined by the district. 

1. _______________________________________________________________________________

2. _______________________________________________________________________________

3. _______________________________________________________________________________

APPENDIX  B
COMPLETE BOTH SIDES OF THIS APPLICATION

NOTE: A separate application form is REQUIRED for EACH Internship course you take
School Counseling INTERNSHIP APPLICATION

CEPD 6186 School Counseling Internship
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. A SEPARATE APPLICATION IS REQUIRED FOR EACH INTERNSHIP COURSE YOU TAKE.
For Practicum and Internship submission application deadlines contact the CEPD office at: 678-839-6554.

Return all completed forms
Counseling & Educational Psychology

(including two copies 

Attention: School Counseling Internship

of this form) to:


University of West Georgia





Carrollton, GA 30118-5170





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

This application is for   Fall_____     Spring_____     YEAR



CHECK ONE:
            ___EdS Program (150 Internship hours)



             48 Sem Hr Program (600 Internship hours)



 ___Option A (40 hr/wk – 15 wk)


 ___Option B (20 hr/wk – 30 wk)


 ___*Option C (______ hr/wk) *BY PERMISSION OF ADVISOR ONLY

           
___Initial Certification (S-5) (150 Internship hours)


NAME 






 (F     )

            LAST                                                                    FIRST                                                MI    


 (M__)
SOCIAL SECURITY NUMBER___________________________________________________________
HOME ADDRESS _____________________________________________________________________

_______________________________________________________________________

HM PHONE (     
)

HM FAX (       )    

HM EMAIL (
)


INDICATE SEMESTER & YEAR YOU COMPLETED THE FOLLOWING FIELD EXPERIENCES
CEPD 6187  WHEN (Term/Yr)__________   WHERE_____________________________   HRS_______

CEPD 8190  WHEN (Term/Yr)__________   WHERE_____________________________   HRS_______

CEPD 6186  WHEN (Term/Yr)__________   WHERE_____________________________   HRS_______

CEPD 6186  WHEN (Term/Yr)__________   WHERE_____________________________   HRS_______

APPENDIX B

COMPLETE BOTH SIDES OF THIS APPLICATION

School Counseling INTERNSHIP SITE REQUEST

DO NOT CONTACT DESIRED PRACTICUM SITE/SUPERVISOR BEFORE RECEIVING APPROVAL.

CONTACT BEFORE APPROVAL MAY JEOPARDIZE YOUR PLACEMENT.

DIRECTIONS: Please type or print all requested information. Be sure all names are correctly spelled. Give complete and accurate addresses and communications information.

YOUR NAME











PRESENT POSITION/JOB









WORK ADDRESS __________________________________ _____________________________
_________________________________________________________________

SCHOOL SYSTEM IN WHICH YOU ARE CURRENTLY EMPLOYED__________________________

WK PHONE (
   )

WK FAX(       )

            WK EMAIL___________________

PLEASE RESPOND TO THE FOLLOWING QUESTIONS:

1. ___YES  ___NO   Do you hold a current valid clear renewal certificate? If yes, attach copy of certificate.

2. ___YES  ___NO   Do you hold a current professional certificate? If yes, attach copy of certificate.

3. ___YES  ___NO  ___N/A     Do you wish to be placed at the school where you are currently employed?

4. ___YES  ___NO   Is there a supervisor with whom you’d like to work during this Internship?

5. ___YES  ___NO   If you are not employed in a system already is there a school or school system where you’d like to work during this Internship?

If YES to 3 or 4 or 5 above, provide information below. DO NOT INITIATE CONTACT WITHOUT APPROVAL.

Name & Job Title of Desired Supervisor








School_____________________________________   School System





Address













_______________________________________________________________________________

Phone (       )

WK FAX (       )

         WK EMAIL(       )




If NO or N/A to 3, 4, and 5 above, list below the 3 SCHOOL DISTRICTS and levels where you’d like to work during this Internship. Note that the exact school and supervisor will be determined by the district. 

4. _______________________________________________________________________________

5. _______________________________________________________________________________

6. _______________________________________________________________________________

APPENDIX D

University of West Georgia

Counseling and Educational Psychology 

School Counseling Program

INTERNSHIP AGREEMENT

with

Tentative Activities Plan

INTERNSHIP AGREEMENT: 

This activities agreement is between the School Counseling Program faculty in the Counseling and Educational Psychology department (CEPD) at the University of West Georgia and the following School Counselor Candidate (SCC) _________________ interning at ___________________school, the UWG approved internship site. The SCC, who is enrolled for ____ semester hours credit in Internship: School Counseling (CEPD 6186) will complete _______ total clock hours in this internship experience.  

PERFORMANCE OBJECTIVES FOR THE SCHOOL COUNSELOR CANDIDATE: 
The SCC must complete activities to achieve the following objectives as outlined in the Georgia Board of Regent’s (BoR) Principles for the Preparation of School Counselors (2004).

Each school counselor candidate (SCC) is expected to: 

1. Advocate for school policies, programs, and services that are equitable and responsive to cultural differences among students [BoR, IIA (1)]

2. Advocate for rigorous academic preparation for all students to close the achievement gaps among demographic groups [BoR, IIA (2)]

3. Coordinate a school to career transition plan for multiple students [BoR, IIA (3)]

4. Provide leadership in the development, implementation, evaluation, and revision of a comprehensive school counseling plan that contributes to school renewal by promoting increased academic success, career preparedness, and social /emotional development for all students [BoR, IIA (4)]

5. Use student outcome data to facilitate student academic success [BoR, IIA (5)]

6. Provide individual and group counseling and classroom guidance that promote academic success, social/emotional development, and career preparedness for all students [BoR, IIA (6)] 

7. Collaborate with other professionals in the development of staff training, family support, and/or appropriate community initiatives that address student needs [BoR, IIA (7)]

8. Assess student needs and make appropriate referrals to school and/or community resources [BoR, IIA (8)]. 

APPENDIX D

TENTATIVE ACTIVITIES PLAN 

Using the description of the activities agreement and the Board of Regent’s (BoR) areas for performance which are 1) Academic success, 2) Career Preparedness, and 3) Social/Emotional Development that are specifically outlined in the Internship syllabus and the School Counseling Practicum and Internship Handbook and the Site Supervisor’s Handbook (2005, Fall Edition)[see addendum to syllabus for use Spring 2005], develop a plan of action to meet the eight (8) required School Counselor Candidate (SCC) performance objectives. 

Some SCC activities will address more than one of the areas of 1) Academic success, 2) Career Preparedness, and 3) Social/Emotional Development, and more than one objective. SCCs are instructed to place the activity described in the appropriate area(s) (Academic Success, Career Preparedness, or Social/Emotional Development) that is most closely aligned with the expected outcome and identify the objective and process(es) used to accomplish the objective.

Special notation: This activities plan is to be retyped by the SCC and expanded to the necessary number of pages to include all activities needed to meet the required objectives.

ACADEMIC SUCCESS

· Advocacy 

· Coordination 

· Leadership 

· Assessment and Effective Use of Data 

· Individual Counseling 

· Group Counseling 

· Classroom guidance 

· Collaboration 

CAREER PREPAREDNESS
·  Advocacy 

· Coordination 

· Leadership 

· Assessment and Effective Use of Data 

· Individual Counseling 

· Group Counseling 

· Classroom guidance 

· Collaboration 

APPENDIX D

SOCIAL/EMOTIONAL DEVELOPMENT

· Advocacy 

· Coordination 

· Leadership 

· Assessment and Effective Use of Data 

· Individual Counseling 

· Group Counseling 

· Classroom guidance 

· Collaboration

The specific activities, processes and roles involved are subject to amendment or modification if all parties involved are in agreement. Such changes, as agreed upon, should be noted in the final evaluation of the agreement. It is understood that the planned activities must satisfy the eight (8) required performance objectives as outlined in this agreement and the internship syllabus.

************************************************************************

The signatures below indicate concurrence with this INTERNSHIP AGREEMENT and Activities Plan as developed by the School Counselor Candidate:

______________________School Counselor Candidate 
Date__________________
______________________Site Supervisor 


Date__________________



______________________Site Principal


Date__________________

______________________University Supervisor

Date__________________

APPENDIX D

COUNSELING PROCESSES FOR USE WITH INTERNSHIP AGREEMENT
Description of Counseling Processes: 

(to be used in meeting School Counselor Candidate BoR Performance Objectives)

COUNSELING PROCESS: Advocacy

CEPD Definition of Advocacy. Advocacy experiences include proactive behaviors that prepare the SCC to voice and strategically plan to challenge the status quo when inequities impede a student’s academic success. Additionally, these behaviors demonstrate purposive efforts to achieve equitable policies, programs, services, and a rigorous academic curriculum for all students to close the achievement gaps among demographic groups. 

Examples of Advocacy as a process to meet this goal include (Objective 1):

· An action plan on an advocacy issue pertinent to policies, programs, and/or services students presented to the school administration or other appropriate stakeholders.

· An outlined program presented as an in-service for faculty and staff related to awareness of cultural differences and their impact within the school.

Examples of Advocacy as a process to meet this goal include (Objective 2): 

· A written description of the identification process used to recognize/identify an inequity in course offerings/enrollments for various demographic groups. 

· Reviewing student achievement data in regard to any existing achievement gaps between and among various demographic groups and designing a plan for closing the achievement gap. 

COUNSELING PROCESS: Coordination

CEPD Definition of Coordination. Coordination includes the organization of resources for students, families, and staff to remove barriers to student achievement in the school, home, and community.

Examples of Coordination as a process to meet this goal include (Objective 3):

· Development of a career transition plan for a student or multiple students.  

· A written action plan for collaborative use of resources within the school or community to aid students in need of further services. 

APPENDIX D
COUNSELING PROCESS: Leadership

CEPD Definition of Leadership. Leadership includes essential skills connected to planning, organizing, coordinating, and delivering programs that generate systemic change. Modeling appropriate advocacy behaviors is also an important aspect of leadership. 

Examples of Leadership as a process to meet this goal include (Objective 4):

· Program development activities from needs assessment to evaluation reflective of program organization and delivery

· Leadership style assessment of the SCC

· Materials relative to program management and evaluation

COUNSELING PROCESS: Assessment and Effective Use of Data

CEPD Definition of Assessment and Effective Use of Data. Assessment and Effective Use of Data include identifying the needs of students, documenting achievement gaps. and program successes followed by use of the collected data as a basis for appropriate decision-making concerning use of skills and strategies to aid students attainment of academic success, career preparedness, and social/emotional development.

Examples of Assessment and Effective Use of Data as a process to meet this goal include (Objective 5 & 8):

· Written referral plans for students in need of further services within the school or community as identified by various assessments. 

· Written report of analysis of assessment data to document achievement gaps. 

· Plan of action outlining strategies (selected based on needs assessment) to help students attain academic success, career preparedness, and/or social/emotional development. 

· A data project identifying student need, building support for the removal of  barriers, and documenting achievement gaps and program successes

COUNSELING PROCESS: Counseling

CEPD Definition of Counseling. Counseling includes interactions with individual students, small groups, and large classroom guidance as well as work families in order to address student needs.

Examples of Counseling as a process to meet this goal include (Objective 6):


Individual counseling
· Case studies

· Post-counseling evaluation of  positive student change  

APPENDIX D

Group counseling

· Group counseling plans and evaluations


Guidance in the classroom
· Guidance units
· Personally developed guidance lessons

· Pre and post tests of goal/objective attainment
COUNSELING PROCESS: Collaboration

CEPD Definition of Collaboration. Collaboration involves the participation/consultation with school and community teams and other helping agents for problem-solving, decision-making, rewards, incentives, and other supports for student success and academic achievement.

Examples of Collaboration as a process to meet this goal include (Objective 7):

· Case examples with planned approaches to meet student needs through collaboration within the school system or with the use of community resources

· Case examples of the meeting of student needs through the SCC’s participation in student support team collaboration. 

APPENDIX E
SCHOOL COUNSELOR CANDIDATE

PERFORMANCE ASSESSMENT

NAME






SITE






DATE OF PLACEMENT____________________     SITE SUPERVISOR







   Semester and Year

COURSE______________________     FACULTY INSTRUCTOR






     Practicum or Internship

Each School Counselor Candidate (SCC) must: 

1. be assessed on the effectiveness of his/her accomplishment of each of the eight (8) BoR performance objectives and
2. provide documentary evidence of accomplishment and effectiveness in an internship portfolio. 

PERFORMANCE INDICATORS FOR EACH PERFORMANCE OBJECTIVE: 

	Performance Indicators
	

	1 – Ineffective

	SCC makes no attempt to achieve objective

	2 – Marginal

	SCC often misses opportunities to achieve objective

	3 – Skills Evident


	SCC recognizes opportunities and needs, and states a plan 

	4 – Exemplary Skills Evident


	SCC recognizes need, designs a plan, takes action and follows up on any identified changes


APPENDIX E
SCHOOL COUNSELOR CANDIDATE

PERFORMANCE ASSESSMENT

Please use the Performance Indicators to grade the performance of the School Counselor Candidate in each of the eight (8) BoR performance objectives.

	Performance Objectives
	Assessment

	IIA (1).  Advocate for school policies, programs and services that are equitable and responsive to cultural differences among students. 


	

	IIA (2). Advocate for rigorous academic preparation for all students to close the achievement gaps among demographic groups.   


	

	IIA (3). Coordinate a school to career transition plan for multiple students.


	

	IIA (4). Provide leadership in the development, implementation, evaluation, and revision of a comprehensive school counseling plan that contributes to school renewal by promoting increased academic success, career preparedness, and social/emotional development for all students.
	

	IIA (5). Use student outcome data to facilitate academic success.


	

	IIA (6). Provide individual and group counseling and classroom guidance that promotes academic success, social-emotional development, and career preparedness for all students. 
	

	IIA (7). Collaborate with other professionals in the development of staff training, family support, and/or appropriate community initiatives that address student needs. 
	

	IIA (8). Assess student needs and make appropriate referrals to school and/or 

community resources. 


	


Comments:

_______________________________________________         _______________________
Student





        

         Date

_______________________________________________         _______________________

Supervisor






         Date
APPENDIX E
SCHOOL COUNSELOR CANDIDATE

PERFORMANCE EXPLANATION

Georgia Board of Regent’s (BoR) Performance Objectives and results:
IIA (1).  Advocate for school policies, programs and services that are equitable and responsive to cultural differences among students. 

SCC advocated for equitable school policies, programs, or services responsive to cultural differences among students in an exemplary manner as demonstrated by:

(1) clearly defining an advocacy problem; 

(2) gathering objective data and information to define the problem and to aid in 
problem resolution; 

(3) developing a clear and specific plan of action; 

(4) communicating the plan for change to the appropriate group(s);

(5) following-up on changes/solutions to evaluate the effectiveness of advocacy efforts. 

IIA (2). Advocate for rigorous academic preparation for all students to close the achievement gaps among demographic groups.   

SCC advocated for rigorous academic preparation of all students to close the achievement gaps among demographic groups as demonstrated by: 

(1) helping students to assess skills, abilities, interests, and achievements 

(2) developing students awareness of educational/academic opportunities 

(3) assisting students in making appropriate transitions, course selections, and class placements when opportunity arises

(4) advising students and parents of opportunities, support systems, and available resources. 

IIA (3). Coordinate a school to career transition plan for multiple students. 

SCC participated in coordinating a school to career transition plan for each student as demonstrated by: 

(1) meeting with assigned students to provide assistance and resources to make a successful transition from one grade level to another, from high school to employment, postsecondary education, military service, or other post secondary options.

(2) integrating career goals and academic training at all levels as appropriate,

(3) coordinates the written plan with all parties as appropriate. 

APPENDIX E
IIA (4). Provide leadership in the development, implementation, evaluation, and revision of a comprehensive school counseling plan that contributes to school renewal by promoting increased academic success, career preparedness, and social/emotional development for all students.
SCC provided leadership in the development, implementation, evaluation, and revision of a comprehensive school counseling plan that contributes to school renewal by promotion of increased academic success, career preparedness, and social/emotional development for all students as demonstrated by:

(1) reviewing or developing a written comprehensive school counseling plan, and

(2) reflection by the SCC on the plan and how it might be revised for promotion of increased academic success/career preparedness, and social emotional development. 

IIA (5). Use student outcome data to facilitate academic success.

SCC used outcome data to facilitate the academic success of their students by: 

(1) developing/selecting appropriate student outcome measures,

(2) collecting/reviewing data to determine student needs/success, and

(3) designing/implementing/revising programs/strategies/activities to facilitate academic success based on results-based outcome data. 

IIA (6). Provide individual and group counseling and classroom guidance that promotes academic success, social-emotional development, and career preparedness for all students. 

SCC provided exemplary individual counseling by:

(1) using  Individual counseling when more appropriate than another intervention,

(2) developing individual counseling to achieve goal(s), uses strategies/techniques guided by the concerns of the student and the theoretical approach being used,

(3) setting clear, specific, measurable, and positively stated goals,

(4) using brief counseling models or short term counseling when appropriate,

(5) referring students in need of more in-depth counseling when appropriate. 

SCC provided exemplary group counseling by: 

(1) planning and providing small group counseling for identified/referred students to meet their remedial, preventive, and/or developmental needs,

(2) screening prospective group members, 

(3) maintaining awareness of participants’ needs and goals and/or the goals of the group,

(4) assessing the goal attainment level of students in group counseling, 

(5) developing/selecting outcome measures and evaluating overall effectiveness of group counseling sessions,

(6) demonstrate group counseling skills. 

APPENDIX E
SCCs provided effective classroom guidance in an exemplary manner by: 

(1) explaining objectives to the students, 

(2) maintaining topic focus during lesson,

(3) checking for understanding,

(4) connect to and build on previous lessons as appropriate, 

(5) engaging students in the learning process, 

(6) encouraging active participation from the students, 

(7) measuring student outcomes,

(8) giving feedback, 

(9) revising/reteaching lessons as needed and indicated by results-based measures. 

IIA (7). Collaborate with other professionals in the development of staff training, family support, and/or appropriate community initiatives that address student needs. 

SCC collaborated with other professionals in the development of staff training, family support, and/or appropriate community initiatives that address student needs by:

(1) the use of planned approaches to meet student needs through collaboration within the school system or with the use of community resources

(2) participation in student support team collaboration. 

IIA (8). Assess student needs and make appropriate referrals to school and/or community resources. 
SCC demonstrated the assessment of student needs and made appropriate referrals in an exemplary manner by: 

(1) basing activities/interventions upon assessed student needs by gathering, collecting or reviewing student needs data as appropriate and planning accordingly, 

(2) being aware of referral sources within the school and the community by reviewing previously developed information or developing own resource list for the site,

(3) being aware of ones own limitations and referring at the appropriate time either to on-site supervisor, in-school resources, or community-based resources,

(4) knowing and acting in alignment with appropriate established school policies regarding referral for various issues.  

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 usually 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 the Practicum/Internship Information and Video/Audio Recording Consent form.


(Client/Parent or Guardian)





(Date)


(School/Community Counseling Candidate)



(Date)

APPENDIX H
PRACTICUM & INTERNSHIP

INDIVIDUAL SESSION SUMMARY

School Counseling Candidate                                                 Date________________________    

Client's Initials ______ 

Age of the client________        

Session Number This Client_____
Session Number This Semester_____         
1.  Describe the presenting problem from the client's/counselor’s perspective.  

2. How did you learn about and research this client’s issue?

3. Give the theoretical orientation used and the reasoning for its use during this session. 

4. List the goals you had for this session. Were you able to meet these goals? How? Did anything happen during the session to cause you to reconsider these goals? Describe how you resolved this change (if a change occurred).

5. What were the positive counseling behaviors you demonstrated in this session? What might you need to improve?   

6. What did you learn about yourself as a counselor and the helping process from this session?

7. Were there any ethical/legal/other concerns?  How were they handled?

8. What is your case conceptualization of this student? Describe your plans/goals for the next session based on this conceptualization. 

Your evaluation of your work: 5 (excellent) to 1 (poor) ______.  Give reasons/examples for this rating. 

APPENDIX I

PRACTICUM & INTERNSHIP

GROUP SESSION SUMMARY                                                       
School Counseling Candidate                                                Date________________________    

Session Number This Group             

Type of Group________                     
1. Describe the focus of the session and how you prepared for this session.  

2. List the goals you had for this session. Were you/ the group able to achieve these goals? How? Did anything happen during the session to cause you to reconsider these goals? Describe how you resolved this change (if a change occurred).

3. What were the positive counseling behaviors you demonstrated in this session and what might you need to improve?   

4. What did you learn about yourself as a counselor and the helping process from this session?

5. Were there any ethical/legal/other concerns?  How were they handled?

Your evaluation of your work: 5 (excellent) to 1 (poor) _______.  Please discuss how you came to this evaluation of your work.

APPENDIX J
Guidance Lesson Evaluation Form

School Counseling Practicum & Internship Site Visit

The School Counseling Candidate (SCC): ​​​​_____________________________

Observer: _____________________________​​ to do independent practice and give any homework?ndividuals to serve. i  non-replies (
	Date:

Class:

Topic of the Guidance Lesson:



	Introduction: Did the SCC engage the learners in the topic? 

How did the SCC identify a focus:

How did the SCC encourage learning:



	What were the learning activities: 



	Assessment/evaluation:  

Did the SCC check for understanding?   Yes ____  No ____

How did the SCC check for understanding?




 APPENDIX J
	Resources: Were the equipment, materials, and other teaching aids appropriate for this lesson? Yes ____  No ____   

In what way?



	Closing and Follow-up: Did the SCC summarize the activity & discuss extended practice?  Yes ____  No ____

If yes, how?



	Overall Comments:




APPENDIX K
School Counseling Weekly Log Sheet

PRACTICUM-INTERNSHIP STUDENTS

___CEPD 6186 (INTERNSHIP)  ___CEPD 6187 (PRACTICUM)   ___CEPD 6189 (INITIAL CERTIFICATION)

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
	
	
	
	
	
	
	
	
	
	

	Classroom Guidance
	
	
	
	
	
	
	
	
	
	

	Parent Consultation/

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 L
SCHOOL COUNSELING SEMESTER LOG SHEET

PRACTICUM-INTERNSHIP STUDENTS

___CEPD 6186 (INTERNSHIP)  ___CEPD 6187 (PRACTICUM)   ___CEPD 6189 (INITIAL CERTIFICATION)

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
	
	
	
	
	
	
	
	
	
	

	Classroom Guidance
	
	
	
	
	
	
	
	
	
	

	Parent Consultation/

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 L (page 2)
SCHOOL COUNSELING SEMESTER LOG SHEET

PRACTICUM-INTERNSHIP STUDENTS

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
	
	
	
	
	
	
	
	
	

	Classroom Guidance
	
	
	
	
	
	
	
	
	

	Parent Consultation/

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 N
Student Record

PRACTICUM

School Counseling

COPY THIS FORM FOR EACH PRACTICUM COURSE YOU TAKE. This form becomes part of the student record to document the completion of Practicum hours. It is the student’s responsibility to record the appropriate information on the form and obtain the signature of his/her faculty supervisor. It is the faculty instructor’s responsibility to incorporate this form into the student record. A Semester Log Sheet must be attached to verify the number of clock hours.
STUDENT NAME____________________________________      SSN#____________________

Program:(check one)







___Initial certification







___EdS program







      48 hour MEd program

Practicum Site


Practicum Site__________________________________________________________


Site Address____________________________________________________________



_____________________________________________ County_____________


Site Supervisor Name & Title_______________________________________________



Site Supervisor license/certification___________________   number______________

Practicum Experience
Below indicate the number of semester hours for which you registered and

the number of clock hours you completed



Semester                         Year                         Sem hrs                         Clock hrs 



___Fall

            __________
  __________
            __________



___Spring
            __________
  __________
            __________



___Summer
            __________
  __________
            __________

Faculty Instructor______________________________         Date____________
APPENDIX N
Student Record

INTERNSHIP

School Counseling

COPY THIS FORM FOR EACH INTERNSHIP COURSE YOU TAKE. This form becomes part of the student record to document the completion of Internship hours. It is the student’s responsibility to record the appropriate information on the form and obtain the signature of his/her faculty supervisor. It is the faculty instructor’s responsibility to incorporate this form into the student record. A Semester Log Sheet must be attached to verify the number of clock hours.
STUDENT NAME____________________________________      SSN#____________________

Program under which you started your program (check one)







___Initial certification







___EdS program







      48 hour MEd. program
Internship Site


Internship Site__________________________________________________________


Site Address____________________________________________________________



_____________________________________________ County_____________


Site Supervisor Name & Title_______________________________________________



Site Supervisor license/certification___________________   number______________

Internship Experience
Below indicate the number of semester hours for which you registered and

the number of clock hours you completed



Semester                         Year                         Sem hrs                         Clock hrs 



___Fall

            __________
  __________
            __________



___Spring
            __________
  __________
            __________



___Summer
            __________
  __________
            __________

Faculty Instructor______________________________         Date____________
APPENDIX O (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 O (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
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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 O (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 P
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 (academic success, 



social-emotional development, other)

1
2
3
4
5
n/a


d. Group counseling
 (academic success, 



social-emotional development, other)

1
2
3
4
5
n/a


e. Guidance activities (academic success, 



career preparedness, social-emotional



development, other)



1
2
3
4
5
n/a


f. Career preparation



1
2
3
4
5
n/a


g. Consultation/Collaboration/Referrals

1
2
3
4
5
n/a


h. Staff meetings/conferences


1
2
3
4
5
n/a


i. 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 may be written on reverse side)
SIGNATURE___________________________________________DATE__________________
APPENDIX Q
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 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 S
Certification Application Guidelines - School Counseling

University of West Georgia (UWG)

At or near the completion of your program, visit the following link at the Georgia Professional Standards Commission website for a Certification Application Package:

http://www.gapsc.com/TeacherCertification/CertificationFormsandApplications.asp 

Choose the following options and print the forms: “Application for Certification,” “Approved Program Recommendation Form,” and “Employer Assurance Form”

1) Georgia PSC Certification Application – You will complete this form (2 pages) in full. 

a. Page 1, Question 3 - Check “Add a New Clear Renewable Certificate Field.” Under “Field,” list School Counseling. Notes: If this is your first Georgia certificate, check “Clear Renewable Certificate.”  If you currently hold a Non-Renewable Certificate in School Counseling, check “Convert Non-Renewable Certificate to Renewable Status.” Beside “Fee submitted,” if you are currently employed in a Georgia school system/agency or if this is your first Georgia certificate, you are fee exempt and should write “n/a” on this line.

b. Page 2 - Academic Record - list all colleges/universities you have attended. If the PSC already has transcripts on file, check “transcript on file.” For your UWG transcript, check “transcript attached.” Once all grades have been posted, we will request an official transcript from UWG that we will attach to your certification package.

c. Page 2 - Assessment Record - write “Praxis II” and record the date you passed the assessment. You must attach copies of all 4 pages of your Praxis II scores. Note: If this is your first clear renewable Georgia certificate, under Assessment Record you also must write “Praxis I” and record the date you passed the assessment. You must attach copies of all 4 pages of your Praxis I scores.  If you exempted Praxis I, write “exempt” and the test you exempted with (i.e., “SAT”, “ACT”, “GRE”).
2) Georgia PSC Approved Program Recommendation Form – Complete only the upper portion of this form—name, social security number, and date of birth. The remainder of this form will be completed by UWG.

3) Georgia PSC Employer Assurance Form - Complete only the upper portion of this form—name, social security number, and date of birth. The remainder of this form will be completed by your employing school system.

Submission of forms:

You may send the entire packet of forms to the Certification Official at UWG (see address below) after completing your portion. Once we complete the Approved Program Recommendation Form and attach an official transcript, we will send the entire package to your school system (as indicated on Question 2 of the Application) to complete the remaining forms. Your school system will send the entire completed package to the Professional Standards Commission.

Other:

If you completed a non-degree program, you must attach a copy of your program sheet to your paperwork. This program sheet must include your signature, the signature of your advisor, and any approved course substitutions documented on the program sheet by your advisor. If this is your first clear renewable certificate, you must attach official documented proof of your completion of the Special Georgia Technology Requirement (ex. InTech training or Assess Online test-out option). If you met the requirement by completing MEDT 6401 with a grade of “B” or better, this course will appear on your UWG transcript and additional documentation will not be necessary.


Kathy A. Jones, Certification Official


Dean’s Office, College of Education


University of West Georgia


Carrollton, Georgia 30118-5010


Phone: 678-839-6570


Fax: 678-839-6098


Email: kjones@westga.edu

APPENDIX T
PRACTICUM AND INTERNSHIP HANDBOOK

USER FEEDBACK

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


Return to:


Dr. Mark S. Parrish





Counseling & Educational Psychology Department





University of West Georgia






Carrollton, GA  30118-5170






mparrish@westga.edu





678-839-6117

INTRODUCTION:

CHECKLIST:

PREPARATION:

PROFESSIONAL CONSIDERATIONS:

COUNSELING PRACTICUM:

COUNSELING INTERNSHIP:

APPENDICES:

Thank you for your support and assistance
APPENDIX V
ACKNOWLEDGEMENT OF REVIEW OF SITE SUPERVISORS’ HANDBOOK


The Practicum and Internship Site Supervisors’ Handbook contains essential information and forms for practicum and internship.  The School Counseling Candidate that I am supervising this semester has given me a copy of the Site Supervisors’ Handbook, which I have reviewed.

​​​​​​​​​​​​​​____________________________________________  

Name of School Counseling Candidate Currently Supervising

____________________________________________  


​​​​​​__________________

Site Supervisor’s Signature 






Date

 

The mission of the school counseling program is to educate Professional School Counselors. Through leadership, advocacy, collaboration, use of data, and action, our graduates will be competent at identifying and removing barriers that impede equal access to educational and career opportunities for all students. We are committed to educating Professional School Counselors skilled in needs assessment who are effective brief counselors and strategic brokers in providing equal resources and support for all students, when needed; and who believe in and are dedicated to the academic success, career success, and personal/social development of all students. 





Criteria for Site Supervisors for all Clinical Experiences:





1. A minimum of a master’s degree in counseling or closely related field and certification as a school counselor.





2. A minimum of two (2) years of pertinent professional experience.





3. Knowledge of the program’s expectations, requirements, and evaluation procedures for students (see School Counseling Site Supervisor’s Handbook).








STUDENT/CLIENT CONFIDENTIALITY IS A MUST!
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