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Introduction 
The Mental Health Counseling Program is located in the College of Theology & Christian Ministry 
at Belmont University. As the only graduate program in the College of Theology & Christian 
Ministry, the Program works in partnership with the College of Education at Belmont University 
to prepare students to become Certified School Counselors. The program will be seeking 
accreditation by the Council for Accreditation of Counseling and Related Educational Programs 
(CACREP) once the first cohort graduates.   
 

Mission 
The School Counseling Program specialization seeks to train professional school counselors to 
help K-12 students overcome personal/social issues and societal inequities that impede  academic 
achievement and career development.  The program helps school counselors understand their own 
worldview, including personal spiritual beliefs, so they have awareness of personal biases that 
might impede professional advocacy efforts.   
 

Field Experience Goals and Objectives 
Practicum and internships allow students to experience on the job counseling, overcome ethical 
issues, respond appropriately to diversity, and write appropriate school counseling plans that assist 
all students. Because we want our students to gain actual experience in the real-world setting, we 
ask that students in practicum and internship be allowed to work with students in the classroom, 
on personal/social issues, and on career development initiatives. Because students need realistic 
activities, we also want students to participate in meetings and system support activities as 
appropriate. This means consistent onsite supervision is both required and imperative. Students 
are asked to follow ethical guidelines (ASCA), laws, as well as school policies and standards. 
The guidelines in this manual apply to all Belmont University students enrolled in the M.A. 
program in the School Counseling track at Belmont University.  

Section 1: Preparing for Field Experience Courses 
Be sure you complete all of the following steps: 

• Read this Field Experience Manual completely.  
• Discuss possible school sites/site supervisors with the Clinical Director, Dr. Mary 

Mayorga. 
• Prior to enrolling in the field experience and interviewing at a school site, student must 

participate in a “mock site interview.” 
• Contact potential and approved schools to schedule an appointment for an interview.  
• Review “Section 4: Finding a School Site” in this manual to prepare for your interview. 
• Once a school offers you a field experience position and you have a site supervisor, contact 

the Clinical Director, Dr. Mayorga, to notify her of the school and site supervisor’s name. 
• Acquire professional liability insurance. Give a copy of the insurance page showing 

coverage to the faculty instructor on the first day of class. Liability insurance may be 
purchased from: Health Providers Service Organization (HPSO) 1-800-982-9491  

*NOTE: START SEARCHING FOR A SCHOOL SITE EARLY. YOU NEED PRE-
PRACTICUM SITES IMMEDIATELY! 

Section 2: Registration for Field Experience Courses 
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Students take CTM ZZZZ Pre-practicum the first semester in the program. This 3-hour course 
allows you to observe and analyze school counseling-based instruction, school counselor roles, 
and the educational climate. You will need to observe at THREE different levels: elementary, 
middle, and high school during this course. In addition to observations in the schools, you will 
attend class and discuss issues you are observing.  Students are expected to adhere to ethical 
codes and act as professional guests of the schools at all times during this class. 
  
Students take CTM 6010 Practicum in Mental Health Counseling, during fall of year two in the 
program. During the following spring and fall terms, students register for the next two field 
experience, or internship courses. Internship courses students must register for are: CTM 6110 
Internship in Mental Health Counseling I (school counseling section) and CTM 6210 Internship 
Mental Health Counseling II ( school counseling section). Each Internship is a 3-credit hour course 
taken during a different semester. Students cannot take more than 3 hours of field experience 
during any regular or summer semester. 
 
CACREP Requirements for Practicum/Internship Supervision: Students must be supervised a 
minimum of one hour per week by an approved site supervisor. Site supervisors must have the 
following: 

Ø a minimum of a master’s degree, preferably in school counseling, or a related 
profession 

Ø relevant school counseling certifications and/or licenses 
Ø a minimum of two years of pertinent professional experience in school counseling 
Ø knowledge of the program’s expectations, requirements, and evaluation procedures for 

students 
Ø relevant training in counseling supervision or attendance at a Belmont University 

supervision training  
Section 3: Site Requirements 

The school setting is the place where the practice of professional school counseling occurs. An 
appropriate school setting for a student’s practicum and internship experience must meet the 
following criteria:  

Ø The place or practice shall be a public or private, school setting that trains K-12 students 
and employs at least one school counselor. 

Ø The place or practice shall offer adequate physical resources necessary to allow for 
supervision and appropriate service delivery.  

Ø The place or practice shall have at least one certified school counselor whose assigned 
job duties include being available to the practicum/internship student for supervision 
and/or consultation while the student is engaging in the practice of counseling or 
counseling related services. In addition, the place or practice shall have a written 
emergency plan in place to include method(s) of contacting supervisor(s), alternative 
contacts when supervisor(s) is (are) unavailable, information regarding crisis services, 
and crisis decision-making. The certified school counselor can serve as the student’s 
supervisor if he or she meets the supervisor requirements pursuant to the CACREP 
standards (stated in Section 2.c-see above). 

Section 4: Finding a Field Experience Site 
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The Mental Health Counseling faculty may be called upon to help students locate a school and/or 
site supervisor. This process is a dual responsibility between program instructors and the student.  
Faculty provide a list of suggested schools to students who are responsible for contacting schools, 
interviewing for field experience volunteer or paid positions, and notifying the Clinical 
Coordinator of progress.  It is the students’ responsibility to begin this process upon program 
acceptance and before the start of field experience courses. Procrastination in searching for a site 
will affect success and completion of the pre-practicum and practicum/internship courses. Students 
are responsible for contacting the Clinical Coordinator if issues arise during the process.  
 

Preparing for an Interview 
After making the appointment for a field experience interview, prepare to answer questions your 
potential school/supervisor may ask. Following are a few tips to help in this process. 

• Be sure the school and potential site supervisor meets CACREP standard requirements 
mentioned in section 3. 

• Study the forms/guidelines found in this handbook so you can easily converse about them 
with a prospective site supervisor. Be prepared to discuss live supervision and the 
possibility of taping course assignments. 

• Prepare a professional resume to share with your site supervisor.  
• Dress as you would for a job interview and arrive a few minutes before the interview is 

scheduled to begin, and act as you would for a professional job interview.  
• Practice discussing your background, experience, and counseling interests and be ready to 

ask questions about the school site.  
• Inquire about training prior to placement and ensure you can comply before committing.  
• Wait a week before inquiring whether you received the field experience placement.  

  

Section 5: Practices throughout Field Experience    
Any issues that arise before, during, or after a counseling session/activity occurs, should be 
immediately reported to both your site supervisor and your university instructor (faculty). The 
faculty and site supervisor work together as a team to assist students in handling crises. 
Discuss student issues or cases with your site supervisor during minimum 1-hour weekly sessions 
or as asked during class. At no time should a student discuss a student, parent, or case with anyone 
other than your clinical supervisors. Guidelines are shared for ensuring confidentiality of clients 
during university class sessions. 

Section 6: Information for Site Supervisors 
The following material intends to assist site supervisors in understanding the school counseling 
roles and responsibilities of Belmont University students, university supervisors, and clinical site 
supervisors.  

Field Experience Requirements 
Students in the Belmont University M.A. in Mental Health Counseling Program-Clinical Mental 
Health Counseling track are required to complete a pre-practicum, practicum and 2 internship 
courses. Pre-practicum requires observing in an elementary, middle, AND high school 4 hours per 
week. Students then complete 100 hours (40 direct hours and 60 indirect hours) in practicum and 
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an additional 600 hours (240 direct hours and 360 indirect hours-accrued over two internship 
semesters) of supervised counseling and counseling related activities (from a licensed counselor, 
social worker, psychologist, marriage and family therapist or clinical pastoral therapist depending 
on the area of specialty that student is pursuing) in internships. All hours in practicum (100) and 
internship (300) are accrued ONLY during the semester. Extra hours accrued within a semester 
are not allowed to be transferred to the next semester, therefore set your schedule at your site so 
that you can accrue your expected hours and not go over. Under certain circumstances, (I.e. Covid-
19), students are allowed to accrue hours in-between semesters for internship (ie: spring break) 
with the permission of their faculty instructor and permission of their site supervisor. Site 
supervisors must agree to sign off on hours accrued in-between semesters.  Students are allowed 
to accrue no more than 100 hours (internship) during the in-between semester time (50 
direct; 50 indirect) and those hours are allowed to be forwarded to the next internship semester. 
Please make sure that your sites are able to provide the necessary hours that are required during 
the practicum and internships.  

All students must have their site/supervisor approved by Dr. Bonner, Clinical Coordinator, 
prior to placement.  

Students take practicum at the beginning of their second year of course work, typically in 
the fall, followed by internship 1 and internship 2 in the subsequent semesters. Students cannot 
count hours attained in practicum during internship courses.  
The purpose of practicum is to help students gradually become engaged in the counseling 
profession through guided practice, observation, and involvement in real world counseling 
activities. Practicum students typically observe and become familiar with school and school 
counseling related processes during the first couple weeks of engagement.  As the semester 
evolves, students are slowly given additional experiences and responsibilities while under site 
supervision (consisting of a minimum of 1 hour per week). Students meet an additional 1 ½ hours 
per week in class to gain additional assistance and supervision by the practicum faculty instructor. 
Students are also required to either videotape or record a counseling session with a clien/studentt 
as part of their course requirement. If the student is unable to videotape or record a counseling 
session, the site supervisor will be required to observe the student engaged in a counseling session 
and do an evaluation of the counseling session.  
In internship, students are expected to work closely with students, be actively engaged in school 
counseling duties, actively counsel students, attend staff meetings, be familiar with the protocols 
and procedures of the school,  meet weekly with their site supervisor for one-hour weekly 
supervision, (this hour is considered indirect and is logged as indirect hours) attend trainings 
as offered by the site/school, and engage in ethical and professional behavior, along with other 
school counseling related activities. Students meet an additional 1 ½ hours per week in class to 
gain additional assistance and supervision by the internship faculty instructor.  

Students are also required to either videotape or record a counseling session with a client 
as part of their course requirement. If the student is unable to videotape or record a counseling 
session, the site supervisor will be required to observe the student engaged in a counseling session 
and do an evaluation of the counseling session. 

Students are expected to do their practicum and internships at different levels to ensure 
training across the developmental spectrum. Following are some guidelines to help clarify the 
students’ role. 
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• Students in field experience courses should be engaged in school counseling 
responsibilities at the site throughout each week during the semester. Pre-practicum 
students will simply observe. 

• The number of hours and level of responsibility increases as students advance from 
practicum to internship courses. 

• Students are expected to participate in a broad range of school counseling activities 
including both group (a minimum of 10 hours) and individual sessions. 

Site Supervisor Responsibilities: CACREP Standards 
Students must be supervised a minimum of one hour per week by an approved site supervisor. Site 
supervisors must have the following: 

• a minimum of a master’s degree, preferably in counseling, or a related profession 
• school counseling certification and/or licensure 
• a minimum of two years of pertinent professional experience in school counseling 
• knowledge of the program’s expectations, requirements, and evaluation procedures for 

students 
• relevant training in counseling supervision  

Site supervisors are responsible for ensuring that students have a practicum/internship experience 
which includes experience in all aspects of the ASCA National Model. Site supervisors are also 
responsible for helping students understand and follow laws, ethical codes, and school 
requirements. Therefore, they should clarify responsibilities and expectations with students before 
field experience begins. Ongoing feedback and hourly supervision should also be provided each 
week. Following are a few pointers to ensure a good experience for site supervisors and students. 

• Supervisors may also require the following for practicum/internship students: trainings, 
orientations, observation, attendance at staff meetings, or other such functions to ensure 
compliance with school policy and regulations. Typically, sites offer experiences in the 
following order 1) Site orientation, 2) Observation of procedures, and 3) Counseling 
participation. 

• Supervision sessions are developed by site supervisors based on needs of students. Times 
are scheduled to meet the needs of both supervisors and students but must be held for a 
minimum of 1 hour each week. 

• Site supervisors should ensure student hourly logs are accurate, and when approved, sign 
the logs.  

• Supervisors should contact the university instructor any time an issue arises. University 
instructors will make regular contact to ensure student growth occurs in an ethical manner. 

• To ensure adequate assistance and in case of emergencies, we ask that students not be 
performing school counseling activities during university holidays or in between semester 
breaks when faculty are off-duty and not available for faculty supervision of students. 

• In addition to the minimum one hour spent weekly in supervision with site supervisors, 
students receive university supervision from faculty a minimum of 1 ½ hours per week. 
This time is used to assist with student/client or other issues. 

• Supervisors will evaluate student growth at midterm and end of the semester using a 
university/student provided form. 

• Ensure that students receive clinical supervision rather than simply administrative 
supervision. This means offering guidance and feedback on clinical skills, consultation on 
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case issues, ensuring understanding and compliance with professional ethical codes and 
laws, and ensuring client/student well-being.  

Student Responsibilities 
Following is some information to clarify student expectations and roles. 

• Students are expected to comply with laws, ethical codes, and school policies and 
requirements including professional dress, prompt arrival, and participation in  trainings. 

• Students will evaluate the site supervisor, university instructor, and site at the end of the 
course.  

• Students must have current counseling liability insurance throughout field experience 
courses.  

• Students maintain a log that describes all field experience activities and hours (See Section 
7, student record forms). The site supervisor will review and sign the log to ensure it is 
accurate. 

• Students meet for a minimum of 1 ½ hours weekly for group supervision during 
practicum/internship university class time. Students are also required to bring in their logs 
on a weekly basis to be reviewed by the faculty supervisor. See course syllabi for more 
information.  

University Responsibilities 
Students attend field experience courses at the university while completing practicum and 
internship hours. During course sessions, students discuss ethical issues, case conceptualization, 
treatment planning, diagnosis, diversity, demonstrate counseling skills, and a host of other issues 
that may be pertinent when working with clients. Faculty contact site supervisors regularly to 
ensure student growth occurs and issues are resolved.  
 In order to ensure success in clinical skills, site supervisors may, with client permission, be 
asked to evaluate live counseling sessions conducted by students, observe video tapes, or allow 
university faculty to conduct these evaluations. Due to FERPA and/or HIPAA regulations, students 
are not allowed to take audio or video tapes from any clinical site. Tapes remain locked with client 
records. 

Concerns During Field Experience 
Please contact the university instructor immediately if concerns arise. Issues might include student 
impairment, unethical behaviors, etc. Impaired students should be removed from offering services 
to clients until the issue is resolved. Please know it is the responsibility of the faculty to facilitate 
these issues for students and site supervisors so immediate contact should be made.  

 

Section 7: Student Forms 
Appendices below list forms used in field experience courses.  
 Appendix A:  Site Agreement Forms 

  Supervisor/Student Counselor Agreement Form 
  Site Supervisor Information Form 
  Practicum/Internship Agreement 

   A Sample Description Practicum/Internship Student’s Duties 
   Clinical Affiliation Agreement 
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 Appendix B:  Assessment Forms 
  Student Practicum/Internship Evaluation 
  Site Supervisor Evaluation 
  Counseling Site Evaluation 

   Student Disposition/Professional Rubric 
 Appendix C:  Logs/Records Forms 

  Practicum/Internship Student Record of Hours 
  Practicum/Internship Student Hours Log 

Appendix D:  Video Release Forms 
  Counseling Release – Adult 

   Counseling Release – Minor 

 
Field Experience Manual Signature Page 

 
 
 
 
 
I ___________________________________________ hereby certify that I have read and that I 
                                       (Print name)  

understand the information presented in this Field Experience Manual for School Counseling. 

 

 

 

 

 
________________________________________________     ___________________________                           
(Signature)                                                                   (Date) 
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Appendix A: Sight Agreement Forms 

School Counseling  
Agreement Between Internship/Practicum Supervisor and Internship/Practicum Student Counselor 
 

 
Date: __________________ Course______________ Semester____________ 
 
Start of Pre-Practicum/Practicum/Internship Date: ________  
End of Practicum/Internship Date: ___________    
 
I agree to offer school counseling site supervision to (student counselor name) 
__________________.  I certify I am licensed/certified to work as a school counselor in the state 
of Tennessee. I also certify that the student’s site/school (listed below) employs at least one 
licensed/certified school counselor on site for a cumulative minimum of 20 hours per week. 
Further, the site delivers school counseling services in accordance with Tennessee rules.  Lastly, I 
certify that I have a minimum of two years of experience in School Counseling and will submit 
proof of supervision training or will attend a supervision training at Belmont University before 
supervision begins. 
 
Supervisor Signature: ______________________________________________________ 

Supervisor Name: ______________________________________________________ 

Site Supervisor Email: __________________________________________________ 

Site Supervisor Phones: _________________________________________________ 

Site Name: ______________________________________________________________ 

 Site Address/Street/City: ________________________________________________ 

 City/State/Zip: ________________________________________________________ 
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School Counseling 

Site Supervisor Information Form 
Name of Supervisor: ___________________________________________________________ 

Title: ________________________________________________________________________ 

Counseling Licensure(s) and/or certifications: (List all relevant counseling credentials) 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Degrees Earned: (please list your earned counseling-related degrees) 

Degree Institution Major Date Earned 
 
 
 
 

 
Minimum of Two Years of Professional Counseling in:  
___ 2 yrs in Clinical Mental Health Counseling      ___ 2 yrs in Marriage, Couple, and Family Counseling 
 
___ 2 yrs in School Counseling 
 
Professional School Counseling Experience: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Supervision Training/# CEUs acquired in supervision: 
______________________________________________________________________________
______________________________________________________________________________ 
 
*Please provide a hard copy of your most up-to-date licensure or certificate. 
Please Read and Sign Below: I received a copy of the Field Experience Manual for School 
Counseling from the Belmont Mental Health Counseling Program and understand the supervision 
expectations and requirements. I also know that faculty offer supervision training each fall and 
spring and I will be expected to attend this training. 
 
Signature: _______________________________  Date: ______________________ 
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School Counseling Track 

Pre-Practicum/Practicum/Internship Agreement 
 

Field experience courses in the Belmont University Mental Health Counseling Program provide 
students with clinical training necessary to prepare for future counseling licensure and careers. 
Sites and site supervisors are an integral part of student success. Information below ensures 
understanding and cooperation between students, site supervisors, and university instructors.  
 

I. Length of the Practicum or Internship Experience 
The student counselor will work with clients __________ hours per week between 
_______________ and ____________ (dates). Students will not perform counseling 
services during university holidays. This agreement covers only the time listed above 
and ends when the Belmont University semester ends. All required hours must be 
completed by this date to include 100 hours total for practicum and 300 hours total per 
internship. Summer practicum starts 1 week before the official summer session begins 
to ensure a 10-week practicum experience. Pre-practicum requires observations of 4 
hours per week. 
 

II. Policies and Procedures 
All parties must comply with the terms of the Clinical Affiliation Agreement between 
Belmont University and ___________ [Facility], dated __________(mm/dd/yyyy).  
Students and site supervisors must comply with the American School Counselor 
Association’s ethical code as well as Tennessee state law. The course syllabus also 
discusses procedures required for successful course completion and is incorporated into 
this agreement.  

 
III. Professional Liability Insurance 

Students are required to purchase and maintain professional liability insurance at all 
times during their practicum or internship experience. Although the university does not 
purchase insurance for site supervisors, site supervisors must carry liability insurance 
at all times during the student’s practicum or internship experience to cover supervision 
and counseling practices.  

 
IV. Student Records 

The Family Education Rights and Privacy Act protects student records in the university 
setting. The student’s signature on this agreement gives permission for university 
faculty and site supervisor(s) to exchange information regarding the student’s academic 
and work performance.  
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V. Modification of this Agreement 
Any modification of this Agreement will be in writing and signed by all of the parties. 

 
VI. Additional Responsibilities  

The site supervisor must maintain Tennessee certification/licensure as a school 
counselor throughout the student’s practicum or internship experience.  The site 
supervisor must also warrant that they hold a minimum of two (2) years of field 
experience at the time this agreement is executed. 
The site supervisor will serve as consultant and supervisor of the Counselor-in 
Training. Specific duties for each party are listed in the Field Experience Manual for 
Clinical School Counseling. All parties agree to abide by the guidelines. 

VII. Covid-19 Updates 
      Students choosing to conduct counseling in face-to-face settings during practicum or         
internships must abide by Belmont University’s health and safety policies including         
quarantining for up to 14 days after exposure.   

 
By signing below, the parties agree that they have read, understood, and accepted the terms and 
conditions of this agreement.  
 
 
Counselor-in-Training: _____________________________ Date: __________________ 

Site Supervisor:        Date: __________________ 

University Supervisor:       Date: __________________ 

Program Director: _________________________________ Date: __________________ 

Dean of CTCM: ___________________________________ Date: __________________ 

  



Belmont University MHC-CMHC Field Experience Manual 2018-2019. Copyright 2018 by 
the College of Theology and Christian Ministry at Belmont University. All rights reserved. 
Information subject to revision. Revised March 10, 2021.  

 14 

 
 

A Sample Description of School Counseling Practicum/Internship Student’s Duties 
 

Responsive Services: 

 
1. Individual Counseling: The counseling Internship/Practicum requires 100 hours of 

experience (including 40 direct client contact hours) at this site for students enrolled in 
Practicum and 300 hours (including 240 direct client contact hours) per internship. The 
counseling training should include although not be limited to treatment goals, 
counseling theories, counseling techniques, assessment techniques, multicultural and 
diversity issues, referral procedures, record keeping, and other issues related to 
counseling the client/student.  
 

2. Group Counseling: The Counseling Internship/Practicum is focused on individual 
counseling although some group counseling experience is encouraged. Students 
enrolled in practicum must complete a minimum of 10 hours conducting group 
counseling. 

 

Guidance Curriculum:  
 

3. Conducting Psychoeducational Classes: School counselors-in-training should deliver 
psychoeducational lessons to K-12 classes in areas in which they are qualified. 

 
System Support: 

 
4. Program Planning: School counselors-in-training are expected to attend staff meetings, 

write reports, and prepare for delivery of services. 
 

5. Consultation: School counselors-in-training are expected to participate in consultation 
with teachers and other professional staff as designated by site supervisors. They are 
also required to participate in on-site supervision (a minimum one hour per week). The 
supervision is conducted by the on-site, approved supervisor. 
 

6. Professional Development: Students are expected to attend workshops and conferences as 
assigned by the Site Supervisor and/or University Professor. 

 

Individual Planning: 
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7. School counselors-in-training are expected to assist students with course selection, 
career development activities, and other services aimed at helping students plan for a 
successful future education/career. 
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BELMONT UNIVERSITY 

MENTAL HEALTH COUNSELING PROGRAM 

Clinical Affiliation Agreement 
 

THIS AGREEMENT is entered into by and between BELMONT UNIVERSITY, Nashville, TN, 
hereinafter referred to as the “University”, and ____________________________ hereinafter 
referred to as the “Facility”. 

WHEREAS, the University has a curriculum in mental health counseling of which clinical 
 practice is a required and integral component; 

WHEREAS, the University desires to provide mental health counseling students the 
 opportunity for clinical practice at the Facility; and 

WHEREAS, the Facility has the  to provide such clinical practice and recognizes its 
 professional responsibility to participate in the education of the mental health counseling 
 students; 

NOW, THEREFORE, in consideration of the mutual agreements set forth herein, the 
 parties  agree as follows: 

The University agrees to: 

1. Assume responsibility for assuring continued compliance with the educational standards 
of the appropriate accreditation bodies. 

2. Communicate with the Facility, through a Fieldwork Supervisor (“FS”), on all items 
pertinent to the programs. 

3. Notify the Facility of the planned schedule of student assignment, including the name of 
the student, level of academic preparation, and length and dates of the clinical affiliation. 

4. Refer to the Facility only those students who have satisfactorily completed the prerequisite 
didactic portion of the curriculum, which is applicable to the Facility. 

5. Inform the student of any special requirements of Facility acceptance, i.e., citizenship, 
health status, interview, etc. 

6. Send to the Facility only those students who 
a. with or without reasonable accommodation, are qualified to participate in the 

clinical program; 
b. have passed any health examinations required to confirm that their participation in 

the program will not constitute a direct threat to the health or safety of themselves 
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or others; and 
c. have been informed that they are responsible for all costs and expenses they incur 

for medical treatment which results from their participation in the program. 
7. Advise the assigned student of the responsibility of complying with the existing pertinent 

rules and regulations of the Facility. 
8. Assure that the assigned students possess appropriate health and professional liability 

insurance. 
9. Supply the facility with copies of forms used by the University in evaluating the 

performance of the assigned students. 
10. Have the students provide, prior to the commencement of the student assignment, such 

confidential information as may be required by the Facility or deemed necessary for 
education and guidance of the student. 

11. Comply with all existing non-discrimination policies in the selection and assignment of all 
students. 

12. Respect the confidential nature of all information that Belmont students have access to, 
including but not limited to patients’ personal health information provided to them orally, 
contained in patient medical records or maintained on the Facility’s electronic information 
system. 

13. Advise all students of the importance of complying with all relevant state and federal 
confidentiality laws, including the Health Insurance Portability and Accountability Act of 
1996 (HIPAA), to the extent applicable. The University agrees to provide students with 
training in the requirements of the privacy and security provisions of HIPAA and to advise 
them of the importance of complying with the Facility’s policies and procedures relative 
to HIPAA. 

14. Provide proof of a completed background check completed within the last 60 days prior to 
the start of the active learning experience (“A.L.E.”), to the Facility. This background 
check may be completed through the Institution or by individual student but must be 
completed in advance of the A.L.E. 

15. Not publish any material related to the A.L.E. that identifies or uses the name of the 
Institution, the Facility or its members, clients, students, faculty or staff, directly or 
indirectly, unless prior written permission is received from the Institution, and the Facility. 
However, the Facility hereby grants to the Institution the right to publish Institution 
administrative materials such as catalogs, course syllabi, A.L.E. reports, etc. that identify 
or uses the name of the Facility or its members, staff, directly or indirectly. 

16. Comply with all federal, state and local laws regarding the use, possession, manufacture or 
distribution of alcohol and controlled substances. 

17. Follow Centers for Disease Control and Prevention (C.D.C.) Universal Precautions for 
Bloodborne Pathogens, C.D.C. Guidelines for Tuberculosis Infection Control, and 
Occupational Safety and Health Administration (O.S.H.A.) Respiratory Protection 
Standard. 

18. Require participating students and faculty to arrange for and be solely responsible for living 
accommodations while at the Facility. 

19. Require participating students and faculty to conform to established standards and practices 
while training at the Facility. 

20. Require participating students and faculty to acquire the necessary and appropriate 
uniforms and supplies required where not provided by the Facility. 
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21. Require participating students and faculty to wear a name tag that clearly identifies him/her 
as a student or faculty member. 

22. Require participating students and faculty to sign a written agreement obligating the 
student or faculty member to observe all rules and policies established by the Facility, to 
maintain the confidentiality of patient information, and to refrain from publishing any 
material related to the A.L.E., the Institution, or the Facility, directly or indirectly, or uses 
the name of the Facility, without first obtaining written approval. Subject to the right to 
publish set forth in section 15 above. 

23. Require all student participants at the time of enrollment in the A.L.E., if required and as 
necessary and appropriate during the period of participation, to undergo a health 
examination, as will be necessary to determine that they are free from any infectious or 
contagious diseases, and are able to perform their activities in the A.L.E. program in order 
to ensure that students do not pose a direct threat to the health or safety of others, which 
may include TB, PPD test or chest x-ray, hepatitis-B core antibody test, and Rubella, 
measles and mumps tests or documentation of immunization. At the option of the Facility, 
such health examinations may be performed by the Facility, at the sole expense of the 
student participants. Any medical or health care (emergency or otherwise) that may be 
received by an Institution student or faculty member at the Facility in the course of the 
A.L.E. shall be at the sole expense of the individual recipient of such care; provided that 
nothing herein shall require the Facility to provide any such care. Any student or faculty 
participant who does not meet the health criteria established by the Facility will not be 
assigned to the Facility or allowed to continue to participate in the A.L.E. at the Facility. 
The Facility has the right, at any time, to request health status reports on student and faculty 
participants, to the extent allowed by applicable law. Moreover, if the student and/or 
faculty member has an exposure to blood or body substances, if there is an injury to the 
student and/or faculty member or if there is an infectious disease outbreak, the Institution 
agrees, to the extent allowed by law, to send the student's and/or faculty member's health 
records within two (2) business days of the receipt of a written request by the Facility for 
such health records. 

24. Accept full responsibility for the conduct of any student or faculty disciplinary proceedings 
and shall conduct the same in accordance with all applicable statutes, rules, regulations and 
case law. 

25. Assign faculty/staff representative(s) as liaison(s) between the Facility and the Institution. 
The Institution faculty/staff representative(s) will be designated in the Agreement. 

26. Not assign to the Facility or allowed to continue to participate in the A.L.E. at the Facility 
any student who does not meet the health criteria established by the Facility. Facility has 
the right, at any time and in its sole discretion, to the extent allowed by law, to request 
infectious or contagious disease health status reports on student and/or faculty participants 
to verify they do not pose a direct health threat to the health or safety of others. 

 

The Facility agrees to: 

1. Maintain standards for appropriate health care services that are conducive to quality 
clinical educational experiences for mental health counseling students. 

2. Designate a staff member as FS who will be responsible for the planning and 
implementation of the clinical affiliation. 
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3. Provide the FS with time to plan and implement the experience including, when feasible, 
time to attend relevant meetings and conferences. 

4. Provide the physical facilities and equipment necessary to conduct the clinical practice. 
5. Provide an orientation for students to the Facility, including relevant policies and 

procedures. 
6. Advise the University of any changes in its personnel, operation, or policies that may affect 

the clinical experience. 
7. Determine and notify the University of the number of students that it can accommodate 

during a given period of time. 
8. Make emergency health care available to students in the event of an accident or illness 

while students are participating in the clinical experience. The Facility is not responsible 
for costs of such treatment or for costs of follow-up care or hospitalization. The student 
will be responsible for these health care costs. 

9. Evaluate the performance of the student on a regular basis using the evaluation forms 
supplied by the University. 

10. Not to discriminate against any employee or student on the basis of race, color, national 
origin, sex, age, disability or military service. 

11. To comply with the Family Educational Rights and Privacy Act by keeping confidential 
all educational records concerning the students’ clinical experiences. 

12. Advise the University of any serious deficit noted in the ability of the assigned student to 
progress toward achievement of the stated objectives of clinical education and to assist the 
University and the student in attempting to correct these deficiencies. 

13. Have the right to terminate any student whose health or performance is a detriment to 
patient well-being, or to achievement of the stated objectives of the experience after 
notifying the University. 

14. Provide students and faculty with training regarding Facility’s policies and procedures 
relative to HIPAA. Solely for the purpose of defining the students' role in relation to the 
use and disclosure of Facility's protected health information, the students are defined as 
members of the Facility's workforce, as that term is defined by 45 CFR 160.103, when 
engaged in activities pursuant to this Clinical Affiliation Agreement. However, the students 
are not and shall not be considered to be employees of the Facility. Facility acknowledges 
that students may use patients' personal health information for educational purposes at 
Facility and at Belmont. To the extent practicable, all information used for such purposes 
shall be appropriately de-identified so as to remove all data that may be used to connect 
such information back to the patient to whom it relates. 

 

Mutual responsibilities of the parties: 

1. The parties will work together to maintain an environment of quality learning experiences 
for the Institution's student(s), while at the same time enhancing the resources available to 
the Facility for the providing of care to its clients and patients. At the request of either 
party, a meeting or conference will be held between Institution and Facility representatives 
to resolve any problems or develop any improvements in the operation of the A.L.E. 

2. This working relationship and affiliation shall be reviewed every year by the parties. This 
Clinical Affiliation Agreement may be amended at any time by mutual written agreement 
of the parties. It may also be canceled notice to the other party, provided any students 
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currently participating in an A.L.E. may complete the A.L.E. The term of this affiliation 
for the field experience shall be three years, commencing on ________  2018,  at any 
time by either party upon not less than ninety (90) days written and ending on ________, 
2021. 

3. The Institution and the Facility acknowledge and agree that neither party shall be 
responsible for any loss, injury or other damage to the person or property of any student or 
faculty member participating in the A.L.E. unless such loss, injury or damage results from 
the negligence or willful conduct of that party, its agents, officers or employees. 

4. This relationship is intended solely for the mutual benefit of the parties hereto, and there is 
no intention, express or otherwise, to create any rights or interests for any party or person 
other than Facility and the Institution; without limiting the generality of the foregoing, no 
rights are intended to be created for any patient, student, parent or guardian of any student, 
spouse, next of kin, employer or prospective employer of any student. 

5. Neither party is an agent, employee or servant of the other. The Institution and the Facility 
acknowledge and agree that student participants in the A.L.E. are not employees of the 
Institution or the Facility by reason of such participation, and that they assume no 
responsibilities as to the student participants that may be imposed upon an employer under 
any law, regulation or ordinance. Student participants shall in no way hold themselves out 
as employees of the Institution or the Facility.  

6. Facility and Institution acknowledge that protection of participants in the A.L.E. from 
exposure to bloodborne pathogens is the joint concern of Facility, Institution and the 
student. Facility will make available to participants for use within the Facility all personal 
protective equipment, including gloves, gowns, masks, and other supplies necessary to 
comply with Centers for Disease Control guidelines, as appropriate to the participant's 
A.L.E. If the A.L.E. involves exposure to bloodborne pathogens, Facility shall provide 
participants with education regarding bloodborne pathogens appropriate to the participant's 
educational training at Facility, and, shall maintain documentation of such education. 
Institution shall, to the extent allowed by law or regulation, offer to participants at 
substantial risk of directly contacting body fluids, antibody and or antigen testing and 
vaccination in accordance with requirements of the Occupational Health and Safety 
Administration and Centers for Disease Control. Facility will use its best efforts to 
appropriately test the source patient and to obtain that patient's consent to disclosure of test 
results to the Institution and participant. In the event of a blood or body fluid exposure, 
student will participate in Facility’s Bloodborne Pathogen Post Exposure Plan. Student will 
report to Facility’s Emergency Department for evaluation and baseline blood testing, and 
will be offered an appropriate prophylactic drug regimen following Centers for Disease 
Control guidelines. Any and all, post exposure follow-up, treatment, testing and/or 
management are the responsibility of Institution and the student, with assistance of the 
Facility as needed. Any and all expenses incurred relating to such exposure shall be the 
responsibility of Institution and/or the student. Facility will make reasonable efforts to 
appropriately test the source patient and to obtain the patient's consent to disclosure of test 
results to the student and/or Institution. 

7. This Clinical Affiliation Agreement shall be governed by, construed and applied in 
accordance with the laws of the State of Tennessee. 

8. This Clinical Affiliation Agreement shall supersede any and all previously executed 
Clinical Affiliation Agreements between the parties for mental health counseling applied 



Belmont University MHC-CMHC Field Experience Manual 2018-2019. Copyright 2018 by 
the College of Theology and Christian Ministry at Belmont University. All rights reserved. 
Information subject to revision. Revised March 10, 2021.  

 21 

learning experiences. 
 

General Terms of Agreement: 

1. This agreement shall be effective when executed by both parties for a period of three years 
and will automatically be renewed annually unless cancelled by either party upon 90 days 
written notice.  

2. This agreement may be revised or modified by signed written amendment when both 
parties agree to such amendment. 

3. The University shall procure and maintain for Faculty and Students, a policy of 
professional liability insurance with a single limit of not less than Two Million Dollars 
($2,000,000) per occurrence and Three Million Dollars ($3,000,000) in the aggregate per 
annum. A certificate of insurance confirming professional liability coverage will be 
supplied to the Facility upon request. 

4. The University hereby indemnifies and holds Facility harmless from and against any and 
all liability, losses, damages, claims, causes of action, costs or expenses (including 
reasonable attorney’s fees), which directly or indirectly arise out of performance hereunder 
by University or its employees. 

5. The Facility hereby indemnifies and holds University harmless from and against any and 
all liability, losses, damages, claims, causes of action, costs or expenses (including 
reasonable attorney’s fees), which directly or indirectly arise out of performance hereunder 
by Facility or its employees. 

 

IN WITNESS WHEREOF the parties hereto have caused this AGREEMENT to be executed 
by their duly authorized representatives commencing _________________ (mm/dd/yyyy). 
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MENTAL HEALTH COUNSELING PROGRAM  

CLINICAL AFFILIATION AGREEMENT  

SIGNATURE PAGE 

 

Facility: 

Facility: ______________________________________________________________________ 

Address: ______________________________________________________________________ 

City, State, Zip:_________________________________________________________________ 
 
 
 
___________________________________  ____________________________________ 
Signature & Date     Signature & Date 
 
Printed Name:________________________  Printed Name:________________________ 
 
Title:_______________________________  Title:_______________________________ 
 
 
Belmont University: 

College of Theology and Christian Ministry  

1900 Belmont Boulevard 

Nashville, TN 37212 

 

___________________________________  ____________________________________ 

Signature & Date     Signature & Date 

Dr. Janet Hicks     Dr. Darrell Gwaltney 

Director of Mental Health Counseling  Dean 

College of Theology and Christian Ministry  College of Theology and Christian Ministry 
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Appendix B: Assessment Forms 
Student Practicum/Internship Evaluation (Midterm) 

 
(CACREP Section 5. School Counseling Practice Skills #3; Section; 3. Professional Practice) 

Directions: This form is completed by the Site Supervisor. 
 
Student Name: __________________________________ Student #: ______________________ 
 
Supervisor Name: ________________________________ Date: _________________________ 
 
Internship Site: ________________________________________________________________ 
 
This form allows site supervisors to offer feedback about the performance and growth of student 
interns. Because this form becomes part of the student’s record and is considered when assigning 
course grades, please review each item carefully and circle the best response.  

 

 
I. Basic Work Requirements 

a. Arrives on time consistently       1       2      3      4      5 
b. Uses time effectively        1       2      3      4      5 
c. Informs supervisor and makes arrangements for absences    1       2      3      4      5 
d. Completes requested or assigned tasks on time     1       2      3      4      5 
e. Completes required total number of hours or days on site    1       2      3      4      5 
f. Is responsive to norms about clothing, language, etc., on site  1       2      3      4      5 
g. Interfaced appropriately with other behavioral health care professionals      

(CACREP 3.d.)       1       2      3      4      5 
h. Student showed evidence of having proper liability insurance    

(CACREP A)       Y                    N 
 

Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

II. Ethical Awareness and Conduct 
a. Exhibits knowledge of general ethical guidelines     1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 
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b. Exhibits knowledge of ethical guidelines of internship/practicum  1       2      3      4      5 
c. Demonstrates awareness and sensitivity to ethical issues    1       2      3      4      5 
d. Exhibits personal behavior consistent with ethical guidelines   1       2      3      4      5 
e. Consults with others about ethical issues if necessary    1       2      3      4      5 
f. Follows rules and laws (i.e. FERPA) with regard to student records            1       2       3      4     5 
g. *Interfaced appropriately with the legal system regarding court-referred      
      Clients or parents in divorce proceedings.  (CACREP 3.c)  1       2       3      4      5 
 

 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

 
 

III. Knowledge and Learning 
a. Exhibits knowledge about the student population     1       2      3      4      5 
b. Exhibits knowledge of school counseling models/issues                1       2      3      4      5 
c. Is receptive to learning new information     1       2      3      4      5 
d. Actively seeks new information from staff or supervisor   1       2      3      4      5 
e. Exhibits ability to learn, understand, and integrate new information 1       2      3      4      5 
f. Exhibits understanding of counseling concepts, theories, and skills 1       2      3      4      5 
g. Exhibits ability to apply new information in school setting   1       2      3      4      5 
h. Evidence has been demonstrated to show increased knowledge of group  

leadership.        1       2      3      4      5 
i. Utilized professional and technological resources    1       2      3      4      5 
j. Utilized research as appropriate to improve client services                           1      2      3       4      5 
k. Dev./followed school counseling program mission statements and obj.      1       2       3       4      5 
l. Developed/utilized career counseling interventions with students               1       2       3       4      5 
m. Demonstrated understanding of links between personal/social issues 

And achievement                                                                          1       2      3     4      5 
 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
IV. Response to Supervision 

a. Actively seeks supervision when necessary     1       2      3      4      5 
b. Is receptive to feedback and suggestions from supervisor    1       2      3      4      5 
c. Understands information communicated in supervision    1       2      3      4      5 
d. Successfully implements suggestions from supervisor    1       2      3      4      5 
e. Is aware of areas that need improvement      1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 
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f. Is willing to explore personal strengths and weaknesses   1       2      3      4      5 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
V. Work Products 

a. Records are accurately kept and are completed on time   1       2      3      4      5 
b. Written or verbal reports are accurate and factually correct   1       2      3      4      5 
c. Written or verbal reports are presented in a professional manner   1       2      3      4      5 
d. Reports are clinically and/or administratively useful    1       2      3      4      5 
e. Counseling Plan was correctly developed and included parent  

involvement if appropriate      1       2      3      4      5 
f. Counseling interventions/plan led to positive outcomes for students 1       2      3      4      5 
g. Program evaluation data was collected and used to make program changes 

as appropriate        1      2      3      4      5 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Student Name: _______________________________________      
Student ID#:_________________________________________ 
 

 
 
VI. Interactions with Clients 

a. Appears comfortable interacting with clients     1       2      3      4      5 
b. Initiates interactions with clients       1       2      3      4      5 
c. Communicates effectively with clients      1       2      3      4      5 
d. Builds rapport and respect with clients      1       2      3      4      5 
e. Is sensitive and responsive to client’s needs     1       2      3      4      5 
f. Is sensitive to issues of multicultural counseling and implements equity 

strategies                                           1       2      3      4      5 
g. Is sensitive to issues of diversity including but not limited    

to race/ethnic group, age, gender, spirituality, physical challenges, SES 1       2      3      4      5 
h. Conducts and accurately interprets appropriate assessments (CACREP3.a) 1       2      3      4      5 
i. Utilized advocacy effectively (CACREP 3.e)    1       2      3      4      5 
j. Displayed group counseling skills appropriately  

(CACREP E))        1       2      3      4      5 
k. Became familiar with technological resources    1       2      3      4      5 
l. Encouraged parental involvement  and family wellness   1       2      3      4      5 
m. Implemented techniques aimed at improving achievement/graduation rates 1      2      3      4      5 

   1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 



Belmont University MHC-CMHC Field Experience Manual 2018-2019. Copyright 2018 by 
the College of Theology and Christian Ministry at Belmont University. All rights reserved. 
Information subject to revision. Revised March 10, 2021.  

 26 

n. Utilizes techniques and interactions for prevention and treatment based 
on client need (CACREP 3.b)      1       2      3      4      5 

      O.  Classroom lessons were relevant and effective    1       2      3      4      5 
      p.  Classroom management techniques were adequate                                       1       2      3      4      5 
      q. facilitated transition activities appropriately                                                   1      2      3      4      5 
      r. peer interventions were utilized as appropriate                                               1      2       3      4      5 

 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
VII. Interactions with Coworkers 

a. Appears comfortable interacting with other staff members   1       2      3      4      5 
b. Initiates interactions with staff       1       2      3      4      5 
c. Communicates effectively with staff      1       2      3      4      5 
d. Effectively conveys information and expresses own opinions   1       2      3      4      5 
e. Effectively receives information and opinions from others   1       2      3      4      5 
f. Interfaced with legal system and/or integrated health care professionals 
     appropriately.        1       2      3      4      5 
 

 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Overall, what would you identify as this student’s strengths? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
What would you identify as areas in which the student could improve? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Would you recommend this student for employment or continued graduate studies? 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
 
Supervisor’s Signature: _____________________________________ Date: _____________________ 
(The above signature also validates that 2 or more contacts occurred between Faculty Supervisor and 
Site Supervisor to discuss or consult in regards to student’s performance at practicum/internship site) 
 
 
Student’s Signature: ________________________________________ Date: _____________________ 
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Student Practicum/Internship Evaluation (Final) 
 

(CACREP Section 5. School Counseling Practice Skills #3; Section; 3. Professional Practice; Specialty 
Area Assessment #2) 

Directions: This form is completed by the Site Supervisor. 
 
Student Name: __________________________________ Student #: ______________________ 
 
Supervisor Name: ________________________________ Date: _________________________ 
 
Internship Site: ________________________________________________________________ 
 
This form allows site supervisors to offer feedback about the performance and growth of student 
interns. Because this form becomes part of the student’s record and is considered when assigning 
course grades, please review each item carefully and circle the best response.  

 

 
II. Basic Work Requirements 

g. Arrives on time consistently       1       2      3      4      5 
h. Uses time effectively        1       2      3      4      5 
i. Informs supervisor and makes arrangements for absences    1       2      3      4      5 
j. Completes requested or assigned tasks on time     1       2      3      4      5 
k. Completes required total number of hours or days on site    1       2      3      4      5 
l. Is responsive to norms about clothing, language, etc., on site  1       2      3      4      5 
m. Interfaced appropriately with other behavioral health care professionals      

(CACREP 3.d.)       1       2      3      4      5 
n. Student showed evidence of having proper liability insurance    

(CACREP A)       Y                    N 
 

Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

VIII. Ethical Awareness and Conduct 
a. Exhibits knowledge of general ethical guidelines     1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 
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b. Exhibits knowledge of ethical guidelines of internship/practicum  1       2      3      4      5 
c. Demonstrates awareness and sensitivity to ethical issues    1       2      3      4      5 
d. Exhibits personal behavior consistent with ethical guidelines   1       2      3      4      5 
e. Consults with others about ethical issues if necessary    1       2      3      4      5 
f. Follows rules and laws (i.e. FERPA) with regard to student records            1       2       3      4     5 
g. *Interfaced appropriately with the legal system regarding court-referred      
      Clients or parents in divorce proceedings.  (CACREP 3.c)  1       2       3      4      5 
 

 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

 
 

IX. Knowledge and Learning 
n. Exhibits knowledge about the student population     1       2      3      4      5 
o. Exhibits knowledge of school counseling models/issues                1       2      3      4      5 
p. Is receptive to learning new information     1       2      3      4      5 
q. Actively seeks new information from staff or supervisor   1       2      3      4      5 
r. Exhibits ability to learn, understand, and integrate new information 1       2      3      4      5 
s. Exhibits understanding of counseling concepts, theories, and skills 1       2      3      4      5 
t. Exhibits ability to apply new information in school setting   1       2      3      4      5 
u. Evidence has been demonstrated to show increased knowledge of group  

leadership.        1       2      3      4      5 
v. Utilized professional and technological resources    1       2      3      4      5 
w. Utilized research as appropriate to improve client services                           1      2      3       4      5 
x. Dev./followed school counseling program mission statements and obj.      1       2       3       4      5 
y. Developed/utilized career counseling interventions with students               1       2       3       4      5 
z. Demonstrated understanding of links between personal/social issues 

And achievement                                                                          1       2      3     4      5 
 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
X. Response to Supervision 

a. Actively seeks supervision when necessary     1       2      3      4      5 
b. Is receptive to feedback and suggestions from supervisor    1       2      3      4      5 
c. Understands information communicated in supervision    1       2      3      4      5 
d. Successfully implements suggestions from supervisor    1       2      3      4      5 
e. Is aware of areas that need improvement      1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 
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f. Is willing to explore personal strengths and weaknesses   1       2      3      4      5 
 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
XI. Work Products 

a. Records are accurately kept and are completed on time   1       2      3      4      5 
b. Written or verbal reports are accurate and factually correct   1       2      3      4      5 
c. Written or verbal reports are presented in a professional manner   1       2      3      4      5 
d. Reports are clinically and/or administratively useful    1       2      3      4      5 
e. Counseling Plan was correctly developed and included parent  

involvement if appropriate      1       2      3      4      5 
f. Counseling interventions/plan led to positive outcomes for students 1       2      3      4      5 
g. Program evaluation data was collected and used to make program changes 

as appropriate        1      2      3      4      5 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Student Name: _______________________________________      
Student ID#:_________________________________________ 
 

 
 
XII. Interactions with Clients 

a. Appears comfortable interacting with clients     1       2      3      4      5 
b. Initiates interactions with clients       1       2      3      4      5 
c. Communicates effectively with clients      1       2      3      4      5 
d. Builds rapport and respect with clients      1       2      3      4      5 
e. Is sensitive and responsive to client’s needs     1       2      3      4      5 
f. Is sensitive to issues of multicultural counseling and implements equity 

strategies                                           1       2      3      4      5 
g. Is sensitive to issues of diversity including but not limited    

to race/ethnic group, age, gender, spirituality, physical challenges, SES 1       2      3      4      5 
h. Conducts and accurately interprets appropriate assessments (CACREP3.a) 1       2      3      4      5 
i. Utilized advocacy effectively (CACREP 3.e)    1       2      3      4      5 
j. Displayed group counseling skills appropriately  

(CACREP E))        1       2      3      4      5 
k. Became familiar with technological resources    1       2      3      4      5 
l. Encouraged parental involvement  and family wellness   1       2      3      4      5 
m. Implemented techniques aimed at improving achievement/graduation rates 1      2      3      4      5 

   1       2      3      4      5 

Far Below 
Expectations 

1 

Below 
Expectations 

2 

At 
Expectations 

3 

Above 
Expectations 

4 

Far Above 
Expectations 

5 
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n. Utilizes techniques and interactions for prevention and treatment based 
on client need (CACREP 3.b)      1       2      3      4      5 

      O.  Classroom lessons were relevant and effective    1       2      3      4      5 
      p.  Classroom management techniques were adequate                                       1       2      3      4      5 
      q. facilitated transition activities appropriately                                                   1      2      3      4      5 
      r. peer interventions were utilized as appropriate                                               1      2       3      4      5 

 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
XIII. Interactions with Coworkers 

a. Appears comfortable interacting with other staff members   1       2      3      4      5 
b. Initiates interactions with staff       1       2      3      4      5 
c. Communicates effectively with staff      1       2      3      4      5 
d. Effectively conveys information and expresses own opinions   1       2      3      4      5 
e. Effectively receives information and opinions from others   1       2      3      4      5 
f. Interfaced with legal system and/or integrated health care professionals 
     appropriately.        1       2      3      4      5 
 

 
Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Overall, what would you identify as this student’s strengths? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
What would you identify as areas in which the student could improve? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Would you recommend this student for employment or continued graduate studies? 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
 
Supervisor’s Signature: _____________________________________ Date: _____________________ 
(The above signature also validates that 2 or more contacts occurred between Faculty Supervisor and 
Site Supervisor to discuss or consult in regards to student’s performance at practicum/internship site) 
 
 
Student’s Signature: ________________________________________ Date: _____________________ 
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Site Supervisor Evaluation 
 

Directions: This form is completed by the student. 
 
Site Supervisor’s Name: ______________________________ Email: _____________________ 
 
Site Address___________________________________________ Date: ___________________ 
 
Students please use this form to evaluate your clinical supervision experiences. Circle one 
number to the right of each item to indicate how you perceived your experience with your site 
supervisor. The ratings range from (1) Disagree Strongly to (5) Agree Strongly. 
 

Disagree Strongly 
1 

Disagree 
2 

Agree 
3 

Agree Strongly 
4 

Not Sure 
NS 

 

 
 
The Supervisor: 
 
1.  Conveyed acceptance and respect.      1     2     3     4     NS 

2.  Recognized and encouraged further development of my strengths. 1     2     3     4     NS 

3.  Helped me gain knowledge and insight about agency policies.   1     2     3     4     NS 

4.  Helped me gain knowledge and insight on referral processes.  1     2     3     4     NS 

5.  Helped me to be more proficient in formulating treatment plans,    

 progress notes, and reports.      1     2     3     4     NS 

6.  Gave me useful feedback when I did something well.   1     2     3     4     NS 

7.  Gave me useful feedback when my performance was not    

 satisfactory.        1     2     3     4     NS 

8.  Helped me to develop more effective counseling skills.    1     2     3     4     NS 

9.  Helped me use assessment instruments effectively.   1     2     3     4     NS  
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10.  Helped me understand the implications and dynamics of the    

 counseling approaches I used.      1     2     3     4     NS 

11.  Helped me organize relevant case data in planning goals and   

 strategies for my clients.       1     2     3     4     NS 

 
Disagree Strongly 

1 
Disagree 

2 
Agree 

3 
Agree Strongly 

4 
Not Sure 

NS 
 

 
 
12.  Helped me articulate a theoretically sound basis for ways   1     2     3     4     NS 

 in which I worked with clients. 

13.  Addressed issues related to difficult clients.     1     2     3     4     NS 

14.  Encouraged me to become more independent as my skills   

 increased.        1     2     3     4     NS 

15.  Modeled ethical and professional behavior.     1     2     3     4     NS 

16.  Helped me define and maintain ethical behavior.    1     2     3     4     NS 

17.  Encouraged me to engage in professional behavior.    1     2     3     4     NS 

18.  Offered resource information when I requested or needed it.  1     2     3     4     NS 

19.  Encouraged self-monitoring and development of self-evaluation    

 skills.         1     2     3     4     NS 

20.  Provided periodic and timely assessment of my counseling skills. 1     2     3     4     NS 

21.  Clearly delineated standards of evaluation.     1     2     3     4     NS 

 
Comments: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Counseling Site Evaluation 
 

Directions: This form is completed by the student 

Student Name: ________________________________________ Student #: _______________________ 

§ Please Check the Type of Supervised Experience at this Site: PT Practicum____ PT Internship_____ 

CMHC Practicum _____ CMHC Internship _____ MCFC Practicum _____ MCFC Internship _____ 

§ Name of Placement Site: ____________________________________________________________ 

§ Address of Site: ___________________________________________________________________ 

   _______________________________________________________________________ 

§ Name of Site Supervisor: ___________________________________________________________ 

§ List your total direct contact counseling hours accrued at this site: ___________________________ 

§ List your total indirect contact counseling hours accrued at this site: __________________________ 

§ List the total number of individual supervision hours received from your site supervisor: _________ 

§ List the total number of group supervision you hours received from your site supervisor: _________ 

§ Were you able to finish your experience on schedule at this site? ____________________________ 

 If no, please explain: _____________________________________________________________ 

 ______________________________________________________________________________ 

 

Please circle your response as Satisfactory (S), or Unsatisfactory (U) for the following items. For any 

item circled as unsatisfactory please write a brief response under comments. 
 

1. Availability of clients:       S U 

Comments:_____________________________________________________________________________

______________________________________________________________________________________ 

2. Adequacy of facilities (room space, privacy, etc.):    S U 

Comments:_____________________________________________________________________________

______________________________________________________________________________________ 
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3. Support services for counseling (secretarial help, etc):    S U 

Comments:_____________________________________________________________________________

______________________________________________________________________________________ 

4. On-site supervisory support:      S U 

Comments:_____________________________________________________________________________

______________________________________________________________________________________ 

 

5. Professional atmosphere of site:       S U 

Comments:_____________________________________________________________________________

______________________________________________________________________________________ 

 

6. Please mark each experience found at your site. Mark all that apply: 

 

____Report Writing     ____Intake Interviewing 

____Administration and Interpretation of Tests  ____Group Counseling 

____Staff Presentation/Case Conferences   ____Individual Counseling 

____Family/Couple Counseling    ____Career Counseling 

____Psychoeducational Activities    ____Consultation 

____Others (Please list/described)_________________________________________________________ 

 

7. What experience/training do you wish you could have experienced at this site but did not? 

 ______________________________________________________________________________________

 ______________________________________________________________________________________

 ______________________________________________________________________________________ 

 

8. What were the major benefits gained/learned from working at this site? 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 
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Student Disposition/Professionalism Rubric 
 

Student Name:             Date:                 
Subskill Unacceptable 

1 
Poor 

2 
Adequate 

3 
Good 

4 
Excellent 

5 
Score 

Attendance and 
Punctuality 

Often misses class 
and/or is late to 
over half of classes 

Occasionally misses 
and/or is late to class 
25%-50% of time 

Attends almost all 
classes and/or is late 
under 25% of time 

Rarely misses or is 
late to class 5% of 
time or less  

Never misses or late 
to class 

 

Multicultural 
Sensitivity 

Makes racial, 
ethnic, religious, or 
sexual jokes or 
comments; 
displays 
inappropriate 
prejudice even 
after correction. 

Shows lack of 
acceptance of others 
even after correction. 

Aware of biases and 
diligently working on 
skills to overcome 
them.  

Aware of biases, is 
implementing skills 
to overcome biases, 
and learning about 
social justice. 

Working to help 
others in society 
through appropriate 
social justice 
advocacy. 

 

Professional 
Attentiveness 

Usually ignores or 
disrupts instructor, 
other 
professionals, and 
clients; distracted 
by outside entities 
 

Often ignores or 
disrupts instructor, 
other professionals, 
and clients; often 
distracted by outside 
entities 

Usually listens to 
instructor, other 
professionals and 
clients; usually free 
from outside 
distractions 

Almost always listens 
responsively to 
instructor, other 
professionals, and 
clients and free of 
distractions 

Always listens very 
responsively to 
instructor, other 
professionals, and 
clients and free from 
distractions 

 

Cooperation 
 

Does not 
contribute or 
sabotages team 
efforts. 

Contributes little to 
team efforts. 

Contributes 
adequately to team 
efforts. 

Contributes to a high 
degree to team 
efforts. 

Contributions to 
team efforts are 
beyond what is 
expected. 

 

Respect of 
others/Environment  

Usually creates 
negative morale by 
being negative and 
may even spread 
rumors about 
others 

Often creates 
negative morale by 
being negative; 
gossips about others  

Usually achieves a 
balance of being 
cooperative; 
demonstrates the 
courage of one’s 
convictions 

Almost always 
achieves a balance of 
being cooperative in 
ways that enhance 
the class 

Always conveys 
cooperation and 
leadership that 
enhances the class; 
promotes the well-
being of others 

 

Professional Dress  More often than 
not dress is 
unprofessional 
considering the 
setting.  

Often dress is 
unprofessional 
considering the 
setting. 

On most occasions, 
dress is professional 
considering the 
setting. 

Dress is typically 
professional 
considering the 
setting. 

Dress is well-
thought out 
considering the 
context or setting 
and always 
appropriate. 

 

Ability to Handle 
Stress 

Stress affects 
levels of 
professionalism 
and/or emotional 
intelligence  

Often stress affects 
levels of 
professionalism 
and/or emotional 
intelligence 

Usually handles 
stress in a 
professional and 
emotionally 
intelligent manner 

Typically handles 
stress in a 
professional and 
emotionally 
intelligent manner 

Always handles 
stress in a 
professional and 
emotionally 
intelligent manner 

 

Wellness Unable to manage 
personal care 
leading to 
unethical or 
unprofessional 
behaviors 

Lack of self-care 
often affects 
professionalism 
and/or emotional 
intelligence 

Usually incorporates 
wellness such that 
professionalism and 
emotional 
intelligence are 
present 

Typically 
incorporates wellness 
such that 
professionalism and 
emotional 
intelligence are 
present 

Always incorporates 
wellness such that 
professionalism and 
emotional 
intelligence are 
present 

 

Ability to Receive 
Constructive 
Feedback 

Constructive 
feedback affects 
levels of 
professionalism 
and/or 
emotional 
intelligence. 

Constructive 
feedback often 
affects levels of 
professionalism 
and/or emotional 
intelligence. 

Constructive 
feedback is 
usually handled 
with appropriate 
levels of 
professionalism 
and/or emotional 
intelligence. 

Constructive 
feedback is 
typically handled 
with appropriate 
levels of 
professionalism 
and/or emotional 
intelligence. 

Always handles 
constructive 
feedback in a 
professional and 
emotionally 
intelligent 
manner. 

 

Mean Score 
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Student Signature:_____________________  Faculty Signature:__________________________  
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Appendix C: Log/Records Forms 
Practicum/Internship Student Record 

 

Name ________________________________________   

Course/Section:   ______________________________  Semester ____________________ Year_______ 

University Supervisor: __________________________________________________________________ 

Site Supervisor: _______________________________________________________________________ 

Site(s): ______________________________________________________________________________ 

_____________________________________________________________________________________ 

Practicum/Internship Record 

Total Hours (Direct, 
Indirect, and 
Supervision 
Combined) 

Total Direct Hours Total Indirect Hours Total Supervision 
Hours 

    
    
    

 

I certify the above to be a true record of my Practicum/Internship. 

_______________________________________  _____________________________________ 
         Student         Date 

_______________________________________  _____________________________________ 
  Site Supervisor         Date 

_______________________________________  _____________________________________ 

  University Faculty        Date 

 

Note to Student: Be sure to return one copy for your file and keep one copy for your records. 
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Practicum/Internship Hours Log 
Student Name: _________________________________   Semester : ______________________ 

Site: _____________________________________   Site Supervisor: ______________________ 

Activity/Experience 
Description 

Mon Tues Wed Thurs Fri Sat Sun Weekly 
Total 

Cum. 
Total 

Date          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          

Supervision: Please mark C for class or S for site supervision after entry for # of hrs. 

Group 
Supervision 

         

Individual 
Supervision 

         

Daily Totals          
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Appendix D: Release Forms 
Release Statement (Adult) 

Date: _________________________ 

A consent form must be signed by each person participating in a recorded counseling session prior 

to the session. The signed consent form giving permission to counsel and record counseling 

sessions is located in the client’s counseling file at _____________________________________ 

in a secured location. The signed consent form giving permission for my university and/or site 

supervisor to view a live counseling session is in the client’s counseling file at 

________________________________________________ in a secured location. 

   

________________________________ _________________________________________ 
Print Name-Client     Signature – Client    Date 
 

_________________________________     _________________________________________ 
Print Name-Counseling Intern  Signature – Counseling Intern  Date 
Belmont University 
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Release Statement (Minor) 
 

Date: _________________________ 

 

A consent form must be signed by each person participating in a recorded counseling session prior 

to the session. Parents/guardians must sign a copy for each participating minor. The signed consent 

form giving permission to counsel and record counseling sessions is located in the client’s 

counseling file at _______________________________________________________ in a 

secured location. The signed consent form giving permission for my university and/or site 

supervisor to view a live counseling session is in the client’s counseling file at 

______________________________________________ in a secured location. 

_________________________________ _________________________________________ 
Print Name-Parent/Guardian   Signature – Parent/Guardian   Date 
 

_________________________________     _________________________________________ 
Print Name-Counseling Intern  Signature – Counseling Intern  Date 
Belmont University 
  

 

 

 

 

 


