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Introduction

This manual is a guide for the practicum and internship experiences in school and clinical mental health
counseling. The goal of this manual is to facilitate the planning, organization, and implementation of
the practicum and internship experiences for the counseling student, the field supervisor, and the faculty
supervisor.

Professional Identity

The intention of the Counseling Degree Programs at Murray State University is to cultivate in
students an identity as a professional counselor. Historically, the counseling profession emerged
from three different sources: vocational counseling, school counseling, and mental health
counseling. A professional counselor practices and adheres to the ACA Code of Ethics (2014).
The Preamble of the ACA Code of Ethics describes the ACA an educational, scientific, and
professional organization whose members work in a variety of settings and serve in multiple
capacities. Counseling is a professional relationship that empowers diverse individuals, families,
and groups to accomplish mental health, wellness, education, and career goals.

The mission of ACA is to “The mission of the American Counseling Association is to enhance
the quality of life in society by promoting the development of professional counselors, advancing
the counseling profession, and using the profession and practice of counseling to promote respect
for human dignity and diversity.” (http://www.counseling.org). The ACA includes, but is not
limited to, the following divisions: American Rehabilitation Counseling Association; Association
for Multicultural Counseling and Development; Association for Gay, Lesbian, Bisexual and
Transgender Issues in Counseling; Association for Specialists in Group Work; Association for
Spiritual, Ethical, and Religious Values in Counseling; Association for Assessment in
Counseling; American Career Development Association; International Association of Addiction




Practicum/Internship Manual 6

In each school counseling setting, the practicum/internship student is supervised by a certified school
counselor who has a minimum of two years counseling experience and has been appropriately trained at
least at the Master's degree level in counseling or a closely related educational field. In each community
agency setting, the practicum/internship student is supervised by a licensed professional counselor,
social worker, or psychologist who has a minimum of two years of counseling experience and has been
appropriately trained at least at the Master’s degree level in counseling or a closely related educational
field. The site supervisor oversees the total learning process of the practicum/internship student in the
field setting. The site supervisor's evaluation of the practicum/internship student provides the University
with an important measure of the student's level of competency as a counselor-in-training. Site
supervisors must complete a supervision training (provided by the Practicum Coordinator or another
qualified trainer) prior to students being approved to supervise.

The evaluation of the practicum/internship student's performance is primarily based upon the
practicum/internship contract. This includes a list of responsibilities, objectives, and activities required
to complete those objectives, which the student will complete during the field practicum/internship
experience. This is an agreement among the practicum
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Students must complete a minimum of 150 on-site hours of practicum experience during a semester.
The minimum requirements are:

* 150 on-
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The Internship Experience: Requirements and Goals

Three credit hours of CNS 794 - Internship | and three credit hours of CNS 795 — Internship 11
experience must be included in all programs in Counselor Education at Murray State University.
Students are advised to arrange for an internship during the semester PRIOR to the semester it is
to be taken. Paperwork for the fall placements is due no later than March 1st and paperwork
for the spring semester is due no later than October 1%t. There are a limited number of openings
for each section and students are assigned on a first come first serve basis. Each student should
discuss with their placement site if there is a background check required and, if so, what type of
background check. All 600 hours of internship must be completed in your area of study (school
or clinical mental health).

Students must complete a minimum of 600 on-site hours of internship (300 per three credit hours)
experience during a semester. The minimum requirements are:

< 600 on-site hours (300 for each three academic credits) or an average of 20 hours per week for 15
weeks during a fall or spring semester, 240 total direct hours (120 hours per three credit hour
course) of these must be in direct services, which includes individual or group counseling.
(CACREP Section 3: J and K)

< A minimum of 1 %2 hours a week of group supervision provided by faculty supervisor (not to
exceed 12 students per group). (CACREP Section 3: M, T, U)

« A minimum of one hour a week of on-site supervision. (CACREP Section 3: L)

« Students must audio/video record (with client or guardian consent) sessions to present in group
supervision or faculty must agree to conduct live supervision (CACREP Section 3: B)
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8. To gain self-knowledge and insight as it relates to clients and the process of counseling.

Special emphasis will be placed on critiquing counseling skills, either observed or video
recorded. The internship is primarily a tutorial form of instruction consisting of common core
requirements yet is highly individualized. Internship should symbolize the culmination of your
program. It will allow you the opportunity to utilize your previous knowledge and course work
by putting into practical application what you have learned. The emphasis will be on you as a
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in Advanced Internship 11, but completes all other requirements with a passing grade, then the

student can register for Advanced Internship Il (1 credit hour) in subsequent semesters until
hours are completed.

Liability (Malpractice) Insurance
(CACREP Section 3: A)

1. The student, through the American Counseling Association (ACA) Liability Insurance or
through a private carrier, will obtain liability (Malpractice) insurance for the practicum
student. Students MUST present a copy of their liability insurance to their faculty supervisor
prior to each clinical experience. School counseling students may obtain liability insurance
through the American School Counseling Association (ASCA).

2. Liability (Malpractice) insurance for the faculty supervisor will be provided by the
faculty supervisor having ACA Liability Insurance or through a private carrier.

3. Liability (Malpractice) insurance for the site supervisor will be provided by the
employing agency or site supervisor. Site supervisors must have liability
insurance.

Practicum/Internship Field Selection

The purpose of the counseling practicum/internship is to provide students with closely
supervised counseling experiences that will facilitate their continued development as

professional counselors. It is essential that students select field settings consistent with their
professional goals and objectives and that a Memorandum of Agreement (CACREP Section 3: R)
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» The field setting must allow videotaping of counseling sessions.

« The field setting should provide a clear description of its expectations for students placed
in that setting.

Students will be evaluated by:
1. Regular attendance.
2. Maintenance of complete and accurate case records.
3. Professional behavior (including being on time, being prepared, and appropriate attire).
4. Case presentations.
5. Participation in observation, feedback, and consultation.

6. Adequately meeting their responsibilities in CNS 790, CNS 794, CNS 795, CNS 796,
and CNS 797.

Students are encouraged to select a field setting that will stretch their capabilities and not simply
allow them to "get through™ the experience. Students are expected to do such things as:

1. Come to understand some of the basic principles of human growth, development, and
learning and how these principles facilitate learning and counseling processes.

2. Increase their understanding of the various counseling theories, techniques, and
procedures.

3. Practice basic skills essential to counseling.

4. Increase their understanding of the dynamics of individual, couple and family behavior
and the larger context in which these systems are embedded.

5. Foster an internally consistent approach to counseling.

6. Establish and maintain counseling relationships within the Code of Ethics of the
American Counseling Association.

7. Increase their ability to discern clients’ problems and implement appropriate
intervention strategies.

8. Increase confidence in their ability to perform the counselor role.
9. Learn how to write effective case notes and reports.

10. Meet other objectives that are required by the faculty and field supervisor.

Practicum/Internship Application/Approval Process

Students are required to submit all of their paperwork the semester PRIOR to the semester in
which they plan to complete practicum or internship. The deadline for submission of paperwork
is October 1% for the spring semester and March 1% for the fall semester. Admission is based on a
first come first serve basis. Practicum sections cannot exceed SIX students and internship cannot
exceed 12 students (combined Internship I and Internship I1). NOTE: Practicum students must
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4. Arrange regular times to meet with the practicum/internship students to provide
supervision, to answer questions, to make suggestions, and to facilitate the execution of
the practicum student's plan.

5. Plan with the faculty supervisor concerning the practicum/internship student's program and the
evaluation of performance.

6. Act as a resource for the practicum/internship student concerning theory, techniques, and
materials.

Counseling Activities

1. Provide opportunities for the practicum student to engage in individual counseling, group
counseling, and consultation.
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Internship Coordinator will meet with the site to make sure the necessary requirements are in
place and will complete the Memorandum of Agreement with the Site.

2. The practicum/internship should prepare a tentative plan with the faculty supervisor and the field
supervisor preceding the practicum experience.

3. Prior to beginning the practicum/internship, the student should become familiar with this
Practicum/Internship Manual, and with relevant agency materials.

4. The student should be available for all orientation sessions arranged by the faculty supervisor
and the field supervisor.

5. The student is expected to arrange for reliable and regular transportation to and from the
assigned agency.

6. The student should become familiar with the procedures, expectations, guidelines, and
evaluations, which your practicum and the program have in place.

7. The student will maintain the acceptable level of liability insurance while engaging in clinical
experiences

Planning

1. Present the working plan for the semester's experience at the end of the second week of the
practicum/internship to the faculty supervisor during supervision. The plan will include the
student’s goals, the methods to achieve those goals.

2. Discuss and develop the proposed plan with the site supervisor and the faculty supervisor. Both
the site supervisor and the faculty supervisor must endorse the proposed plan.

3. Arrange to meet weekly with the site supervisor to discuss both the proposed plan and
counseling activities.

4. Inform the site supervisor if you will be absent from your practicum/internship for any reason.

5. Plan to meet with your faculty supervisor on a weekly basis and be prepared to present a recent
videotape of your counseling for supervision.

6. Fulfill the final plan for the semester.

Counseling Activities

1. Use the practicum/internship experience to enhance skills in individual and group counseling.

2. Organize the necessary materials for counseling activities.

3. Consult with the field supervisor and the faculty supervisor on a regular basis to discuss planned
activities and to receive feedback on completed work. For practicum this is a minimum of one
hour a week for individual supervision with your field supervisor, one hour a week for individual
supervision with your faculty supervisor and 1 % hours for group supervision with your faculty
supervisor. For internship, this is a minimum of one hour a week for individual supervision with
the field supervisor and 1 %2 hours for group supervision with you faculty supervisor.

Instruction and Methodology
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This section is designed as an overview of videotape recording and equipment considerations. It
offers general guidelines, which will serve to facilitate the practicum experience by improving
the quality of the recording. Presenting a quality reproduction of the counseling session to the
individual/triadic and group supervisor will allow the meeting to take place. If the tape is
inaudible, time spent with supervisor count as one hour of face-to-face supervision.

Students must purchase a video recording camera. The proper equipment will, in
many instances, make up for less than optimal conditions. Price is not necessarily the most
important factor to consider when purchasing recording equipment.



Practicum/Internship Manual 18

policies and procedures regarding the handling of these records, and following such policy is
usually a condition of the practicum/internship experience. The following general guidelines are
provided to supplement existing directives and/or provide information for the student who is
lacking direction regarding case (interview) notes.

More and more emphasis is necessarily put on the form that case notes should take. The impetus
for this emphasis should be a concern for providing the client the best possible service.
Unfortunately, fear of litigation is playing an increasing role. This driving force has inspired the
creation of models for note taking designed to alleviate this threat. Still, from a counseling
standpoint, note taking should aid the counselor in focusing on the important issues of the
previous session. This section will delineate two models which may be useful for the student: (1)
D.A.P., and (2) S.O.AP.

The D.A.P. Model for case notes. This acronym stands for description, assessment, and plan.
The general model follows this form: following each session, the counselor's entry into the case
notes should include a description of the session (including important issues regarding the
client's presenting problem), an assessment of the situation (including thematic material
regarding the client's situation), and a plan (including possible directions of future counseling),
and any assignments given to the client to do between sessions. Include also a report of
completed or uncompleted assignments from the previous session.

The S.0.A.P. Model for case notes. This acronym stands for subjective, objective, assessment,
and plan. Essentially, the same information is gathered with the S.O.A.P. Model as is with the
D.A.P. Model. The difference is that the description portion of the D.A.P. Model is split in two.
The assessment and plan remain the same, but the description is written in a separate subjective
and an objective form. An example of the objective portion might be, "the client manifests
depression expressed in tearfulness and a flat affect.” While the subjective portion would
continue, "the divorce has had a devastating effect on the client.”

Client Assessment

The initial interview must necessarily start with the gathering of information pertinent to the
client's background. Many field settings will have their own forms; but if not, this section
delineates a model, which can be utilized by counselors to gather information in an intake or
initial session. It is important to note that counselor-client relationships must take precedent; this
process does not necessarily have to be a sterile procedure. Rather the counselor must fit this
gathering of information into his/her own interpersonal style while allowing the client to feel
comfortable and at ease about telling counselors their concerns.

The gathering of information pertinent to clients and their problems falls under three general
categories, that is, biological, psychological, and social, hence the Bio-Psycho-Social
Assessment Model.

Biological. Design the questions to address issues regarding the client's history of both mental
and physical well-being, history of hospitalization and previous treatment, medications, familial
history of genetic and/or developmental disorders.

Psychological. Design questions to address issues regarding the psychological well-being of the
client specifically (i.e. previous counseling and/or treatment history, and recurring patterns of
maladaptive behavior, the client's perceptions of his/her strengths and weaknesses, suicide
ideation, etc).

Social. These questions should elicit information regarding the client's social conditions for past
and present (i.e. family of origin, nuclear and extended familial relationships, employment,
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church activities and spiritual values, social stressors, financial condition, military service,
hobbies, likes, dislikes, leisure activities, etc).

Field Setting Requirements.In addition to this initial information, each field setting may or may
not have specific requirements. Consult with the field supervisor regarding particular
requirements.

Counselor Comments. Comments regarding clients may be recorded in clients' charts; however,
at the time of intake, there may not be a chart worked up for a particular client. If this is the case,
counselors will want to record a summary of their impressions of clients along with this intake
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The termination of counseling is a very important part of the counseling process and may have
either a positive or negative effect on clients' continued progress. In counseling, a special
relationship is built with the client and if the relationship is terminated abruptly and without
careful processing, the client is likely to be left with very poor perceptions of counseling at the
very least, and at worst, the client may feel devastated.

Termination is acceptable if the termination is done for the right reasons. Ideally, termination
takes place because the clients have reached their goals in the counseling process. In this case the
client would initiate and t
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APPENDIX A

PRACTICUM/INTERNSHIP FORMS

MEMORANDUM OF AGREEMENT
BETWEEN
MURRAY STATE UNIVERSITY
AND

(Name of Site)

This agreement, entered into this day of , 20___, between
Murray State University (Educational Studies, Leadership and Counseling) Murray, Kentucky,
hereinafter referred to as the “University”, and :
hereinafter referred to as the “Clinical Facility”, shall govern the use of its facilities by the
faculty and students enrolled in Murray State University.

WHEREAS, the University has students desirous of clinical experience for its student
internships and student practicum in Counseling [hereinafter collectively referred to as “Clinical
Experience”]; and

WHEREAS, it is to the mutual benefit of the Clinical Facility and the University to
cooperate in educational programs; and

WHEREAS, it is in the best interest of the parties hereto to jointly plan for the
organization, administration, and operation of the educational program;

NOW THEREFORE, in consideration of the mutual covenants of each party to be kept
and performed, it is agreed as follows:

ARTICLE | - UNIVERSITY RESPONSIBILITIES

A. The University shall require that each student provide evidence of immunization(s)
or screening(s) in accordance with the Clinical Facility’s standards or requirements for
employees, if any there be. It shall be the responsibility of the Clinical Facility to advise the
University, in writing, of any immunization or screening requirements of the Clinical Facility
prior to assignment of the student to the Clinical Facility.

B. The standards and philosophy of education, the instruction, and preparation of all
instructional schedules and plans, including hours of clinical experience, shall be the
responsibility of the University. These standards and plans shall be made available to authorized
Clinical Facility personnel.

C. The University shall provide, if requested, copies of insurance policy of professional
liability coverage for students involved in the Clinical Experience with minimum coverage of
one million dollars ($1,000,000.00) per incident and three million dollars ($3,000,000.00)
aggregate, said policy of insurance to be purchased by each individual student.

D. Supervision of students shall be in such numbers and at such times as the parties
hereto agree.

E. University will ensure counseling students have completed a background check (if

necessary) consistent with District/Agency policy.

ARTICLE Il - CLINICAL FACILITY RESPONSIBILITIES

A. The Clinical Facility shall be responsible for and retain absolute control over the
organization, administration, operation, and financing of its services and including ultimate
responsibility for patient/client care and welfare.

Practicum/Internship Manual 2020-2021 25

B. The University shall be informed regarding additional research or educational
programs, accreditation or other changes in the Clinical Facility that may affect the University.
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C. No reduction of staff may be made by the Clinical Facility due to the presence of students
and/or University faculty. The Clinical Facility shall retain full responsibility for the care of
patients/clients.

D. Available space in the building(s) specified by the Clinical Facility may be
established and made accessible to the University faculty and students for classroom instruction,
conferences, and library purposes undertaken pursuant to this agreement.

ARTICLE 111 - JOINT RESPONSBILITIES

A. The Clinical Facility and the University shall provide liaison for services and
educational staffs for regular meetings to assure systematic planning and the exchange of
information regarding policy changes, problems, and new developments. The Clinical Facility
shall evaluate the student’s clinical performance in consultation with University. The final
decision as to grades will be that of the faculty of the University.

1. For Practicum Students: Each student must complete 150 hours with the Clinical

Facility, of which 40 hours must be direct contact with patients/clients (individual
or group counseling).
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H. The agreement shall become effective on the date shown and shall remain in full
force and effect unless terminated pursuant to paragraph I11.H. Unless otherwise terminated,
extensions of one (1) year shall
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MURRAY STATE UNIVERSITY COUNSELING PROGRAM
PRACTICUM/INTERNSHIP FIELD SETTING APPROVAL FORM STUDENT

NAME: SEMESTER

AND YEAR: CNS 790

CNS 794 CNS 795 CNS 796* CNS 797*

PREVIOUS SETTING:

FIELD SETTING:

FIELD SUPERVISOR:

TITLE, DEGREE, CERTIFICATES, LICENSES:
CHECKLIST: Please initial

__ 1. The field setting provides an appropriate private setting for counseling with videotaping capabilities.
(CACREP Section 3: B)

__ 2. The field setting provides s sufficient number of client hours to meet the departmental requirements for
practicum (150 total and 40 direct) (CACREP Section 3: F/G)and internship (300 total and 120 direct for each
internship) (CACREP 3: J/K).

____3.The field setting provides the type of clients consistent with my present level of training.

___4.The field supervisor meets departmental requirements (e.g. experience, degree, major, certificates, license).
(CACREP Section 3: P)

__ 5. Site Supervisor has/will complete a supervision training (either through the state or regionally). __ 6.
The field supervisor will provide one hour per week of 1/1 supervision. (CACREP Section 3: H)

___7.The field setting provides an opportunity to facilitate a counseling or psychoeducational group. (CACREP
Section 3: E)

__ 8. Thefield setting can provide opportunities to become familiar with variety of professional activities and
resources, including technological resources, during their practicum and internship. (CACREP Section 3: D)

___ 9. Affiliation Agreement between MSU’s Department of Educational Studies, Leadership, and Counseling and field
setting is in place. (CACREP Section 3: R)

.1 certify that the above requirements are met for the above field setting.

Student Signature Date

Field Supervisor Signature Date

Faculty/Practicum-Internship Supervisor/Advisor Date (signed For Department Use Only
form will be filed in student’s file)

Date received
*Advanced Internship | and Il for MA School to EdS Clinical Coordinator Initials:
CMHC



Practicum/Internship Manual 25

MURRAY STATE UNIVERSITY COUNSELING PROGRAM
PRACTICUM/INTERNSHIP FIELD SETTING INFORMATION FORM

The information you provide on this form will help to ensure that MSU has an affiliation agreement with your field setting; if



Practicum/Internship Manual 26

CNS 790 - PRACTICUM APPLICATION

This form must be completed and submitted by October 15t for Spring Practicum or by
March 1%t for Fall Practicum. Completion of this form does not guarantee admittance to a
practicum section. Once this application has been received and accepted and the section is
still open, faculty supervisors will e-mail you to let you know that the registration hold has
been removed and you will be allowed to register for practicum. Return to: Dr. Pender
Baum, Murray State University, 3217Alexander Hall, Murray, KY 42071 or fax to (270) 809-
3799

Name Date Program:

Expected Graduation

Address: Phone
#: E-mail:
Intended Semester and year for practicum: FALL SPRING Year Type of Settings:

Elementary Middle Secondary Agency Private Prac. Name of Intended Practicum Site:

Address of Practicum Site:

Name of Potential Site

Supervisor: Eligibility for
Practicum

Please check all of the courses you will have completed by the time you start your Practicum.
You should have completed a minimum of three of the following classes including CNS 619,
Foundational Counseling Skills and CNS 624 Theories of Counseling before you begin your
practicum.

_ CNS 618, Issues in Mental Health Counseling Date Complete ___CNS
619, Foundational Counseling Skills (required) Date Complete ____CNS
624, Theories of Counseling Skills(required) Date Complete ___ CNS 635,
Human Development Date Complete CNS 676, Diagnosis and
Treatment Planning Date Complete ____ CNS 671, Multicultural Counseling
Date Complete ___ CNS 692, Group Counseling Date Complete

___ Other Date Complete

Student Signature: For Department Use Only

Date received

Clinical Coordinator
Initials:
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Murray State University Counseling Program
PRACTICUM/INTERNSHIP LOG SHEET

Please see your Canvas Site or the Field Experience and Supervision Materials page for the Log
Sheet
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Verification of Group Hours
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SUPERVISION WEEKLY AGENDA

Name: Dates for the Week:

CONTENT (new and old cases; administrative issues; personal awareness; ethical/legal issues;
professional development; etc.):

PROCESS (counseling skills; client issues; case-conceptualization skills; treatment planning;

etc.):

PRIORITIZING (things to bring into supervision; most important needs that you want met
during supervision; etc.):

WELLNESS/PROFESSIONAL DEVELOPMENT (how are you doing personally; movement
towards learning goals; etc.):
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DIVERSITY & ADVOCACY
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Conveys a nonjudgmental view toward individuals of
20 e 0 1 2 3 *
differing backgrounds.
Demonstrates appropriate use of culturally responsive
21 pprop y resp 0 1 9 3 «

counseling during the therapeutic relationship.

Demonstrates multicultural competencies in relation to
22* | diversity, equity, and opportunity with regards to client 0 1 2 3 *
access and development. [SC F1]

Discusses issues of diversity objectively and seeks input
23* | from client to understand client’s point of view and 0 1 2 3 *
adjust treatment accordingly. [CMHC F3]
Applies effective strategies to promote client
24* | understanding of and access to a variety of community 0 1 2 3 *
resources. [CMHC D4]

"DIAGNOSIS, ASSESSMENT, & EVALUATION
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PROFESSIONALISM, COLLABORATION, CONSULTATION, & RESEARCH
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31 Applies and adheres to the record-

39. Supervisee accomplishments:

40. Additional areas for growth:

Signature of Supervisee Date

Signature of Supervisor Date



Practicum/Internship Manual 35



Practicum/Internship Manual 36

MURRAY STATE UNIVERSITY COUNSELING PROGRAM
COUNSELING SUPERVISEE’S EVALUATION OF PLACEMENT
SITE TO BE COMPLETED ONLINE

(CACREP Section 4: K)
Name of Supervisee:

Name of Placement Site:
Name of Site Supervisor:
Period of Site Placement;

Please respond with a “Y” for “yes” or an “N” for “no” to the following statements regarding the placement site.
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MURRAY STATE UNIVERSITY COUNSELING PROGRAM
SITE SUPERVISOR’S EVALUATION OF COUNSELING PROGRAM

Based on your experience with a student from the Murray State University Counseling Program, please indicate
the extent to which our program prepares students for their field experiences. Please use the following scale.

0= Unable to Evaluate, 1= Unprepared, 2= Poorly Prepared, 3= Adequately Prepared, 4= Well

Prepared Student exhibits:
1. personal and professional growth 012 3 4
2. a professional counseling identity 0 1 2 3 4
3. collegiality01234
4. accountability 01234
5. professional leadership 01234
6. contact with a professional organization 01 2 3 4
7. high ethical standards 012 3 4
8. ongoing professional development012 34
9. openness to supervision and/or feedback 012 3 4
Student exhibits skill and knowledge in:
10. individual and group counseling theories012 3 4
11. assessment/appraisal processes 012 3 4
12. career/lifestyle development theories0 12 3 4
13. establishing effective counseling relationships 01 2 3 4
14. consultation processes 012 34
15. human growth an