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[bookmark: Welcome_to_the_Rehabilitation_Counseling][bookmark: _Toc237445197]Welcome to the Rehabilitation Counseling Fieldwork Handbook!
We are excited to welcome NIU students, NIU Faculty, and site supervisors to the fieldwork component of our Council for Accreditation of Counseling and Related Educational Programs (CACREP) accredited program in the Rehabilitation Counseling specialization. The fieldwork experience is a key part of our curriculum, providing students with the opportunity to apply classroom learning in real-world counseling settings. This handbook is designed to provide all involved parties, students, NIU Faculty, and site supervisors with essential information and guidelines to ensure a successful fieldwork experience.
For students, fieldwork is an opportunity to develop professional counseling skills, receive guidance from experienced supervisors, and build a strong foundation for your future career. For NIU Faculty and site supervisors, your role in mentoring and guiding students is vital to their growth and development as counselors.
Together, we will work to create a supportive, collaborative environment that fosters learning, skill-building, and professional growth. We encourage open communication and teamwork to make the fieldwork experience meaningful and enriching for everyone involved.
No matter where you are in your clinical journey, whether as a student (future or current practicum student or intern), site supervisor (considering taking on a student, current), or NIU faculty (advisor, instructor), this fieldwork handbook is designed to provide the information you need. While you are welcome to read it cover to cover to get familiar with our fieldwork practices, the table of contents can help you quickly find targeted information relevant to your current needs.
Thank you for your commitment and partnership in this important part of our program! If you have any questions about this handbook or any element of the practicum or internship, please feel free to reach out to the Clinical Coordinator/Practicum and Internship Coordinator Amanda McCarthy amccarthy@niu.edu with questions. (Supervisors actively supervising a student from our program should reach out to the assigned NIU Faculty Supervisor/Instructor for the Practicum or Internship Course).
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[bookmark: Overview][bookmark: _Toc237445198]Overview
The M.S. degree program in rehabilitation counseling prepares students to assist persons with physical, mental, developmental, emotional disabilities, and other forms of disabilities in their personal, academic, career, and other goals. The 60-credit program, accredited by CACREP through 2031, includes coursework that focuses on theory, knowledge acquisition, and the development of counseling skills. Professional practice training, which includes practicum and internship, provides for the application of theory and the development of counseling skills in the real world, and offers opportunities for students to deliver counseling to persons with physical, mental, developmental, emotional disabilities, and/or other forms of disabilities under supervision.
Our fieldwork sequence features two courses:
· The practicum course, Practicum (REHB 690), is an introductory supervised experience providing students with the opportunity to observe rehabilitation counseling professionals as they function and help students begin to engage in those professional roles to develop entry-level rehabilitation counseling skills. The internship course, Internship (REHB 694), is an extensive supervised experience providing students with the opportunity to practice and develop skills necessary for professional practice as a rehabilitation counselor.
· For the practicum, students must complete 100 hours of supervised experience over one semester, including 40 direct service hours. For the internship, students must complete 600 hours of supervised experience, including 240 direct service hours. The experience must be supervised by a qualified supervisor. A NIU Faculty member will also provide coordination and feedback. A detailed description of practicum and internship can be found later in this section of the handbook. Students are required to familiarize themselves with this information. The program will follow the 2024 CACREP policies, including any updates related to clinical experiences.

[bookmark: Definitions][bookmark: _Toc237445199]Definitions
To promote a clear understanding of this handbook, several specific terms are defined. Please consult the 2024 CACREP Standards Glossary for additional terms.
Total hours: are the total clock hours a student should complete in practicum (100 hours) and internship (600 hours).
Direct service hours: are the hours of direct activities, that is, directly with/in the presence of a client and/or a client’s family member or treatment team, students are required to perform in their practicum (40 hrs.) and internship (240 hrs.) in order to develop or promote social, cognitive, behavioral, and/or emotional change (e.g., assessment, counseling, psycho-educational activities, and consultation).
Practicum/internship site is the field-based or practicum/internship location where students can develop and enhance counseling knowledge and skills and integrate them.
Intern is a student who has completed the academic and experiential requirements of the practicum course, has met the prerequisites to enroll in internship, and is training in an internship course.
Site Supervisor is a designated individual with appropriate credentials to provide practicum or internship supervision and is directly responsible for supervising practicum and/or internship students and client welfare.
NIU Faculty supervisor/university supervisor is the primary NIU Faculty for practicum and internship and is responsible for monitoring and enhancing students’ progress as well as assigning the grades.
Exxat is an electronic documentation system that manages clinical sites' information, enabling supervisors to monitor student activities and complete individual and program evaluations.
Students, site supervisors, and NIU Faculty supervisors will be provided with the system prior to the start of the clinical experience.
Group supervision: A tutorial and mentoring relationship between a member of the Counseling profession and more than two counseling students.
Individual supervision: A tutorial and mentoring relationship between a member of the Counseling profession and one Counseling student.
Live supervision: Direct observation of the Counseling session with in-vivo communication from the supervisor influencing the work of the supervisee during the session.
Triadic supervision: A tutorial and mentoring relationship between a member of the Counseling profession and two Counseling students.

Professional Dispositions: The commitments, characteristics, values, beliefs, and behaviors that influence the Counselor’s professional growth and interactions with clients, faculty, supervisors, and peers, including working in a diverse, multicultural, and global society with marginalized populations.
Service Delivery Modalities: The ways in which counseling services may be provided (e.g., in-person or by distance using technology).
[bookmark: Fieldwork_Placement_Process_and_Policies][bookmark: _Toc237445200]Fieldwork Placement Process and Policies
Before students can start any practicum or internship hours, they must get approval from the Clinical Coordinator. To be approved, students must finish all required paperwork and compliance steps. These requirements are shared with students before each rotation begins. Students must also talk with their NIU Faculty advisor about which semester they plan to take practicum and internship, and they must attend all information sessions offered by the Clinical Coordinator about these experiences. If a site is not arranged before the third week of the semester, the student will need to complete the rotation the next semester it is offered.
Supervisors must be approved by the graduate program to supervise our practicum or internship students. The program conducts the supervisor approval process when a student indicates interest in completing a practicum or internship with that professional/supervisor. However, professionals who wish to be considered as a potential supervisor are welcome to contact the Clinical Coordinator at any time to explore possible future placements.
[bookmark: Required_Placement_Forms][bookmark: _Toc237445201]Required Placement Forms Practicum/Internship Agreement Form
A (Practicum or Internship) Agreement Form must be reviewed and approved by the Clinical Coordinator before the start of each rotation. This form outlines the expectations, responsibilities, requirements, and procedures for the student, clinical site, university supervisor, and Clinical Coordinator. Students are responsible for initiating the form with the clinical site, obtaining all required signatures, and submitting the completed form to the Clinical Coordinator by the published deadline. Failure to meet the deadline may result in delays in starting the rotation. Copies of the current Agreement Form are available upon request from the Clinical Coordinator and provided at the Information Session for the rotation.
Affiliation Agreement
All clinical sites must have a fully executed Affiliation Agreement on file with the NIU College of Health and Human Sciences before a student may begin a rotation. Exceptions are NIU entities (e.g., NIU Disability Resource Center). After the student submits the required Practicum/Internship Agreement Form, the Clinical Coordinator will initiate and facilitate the Affiliation Agreement process with the CHHS, as needed. Students should be aware that establishing a new Affiliation Agreement can take several months. Early planning is strongly encouraged to avoid delays.
[bookmark: _Toc237445202][bookmark: Universal_Background_Check]Compliance Documents and Procedures Universal Background Check
All students are required to undergo a criminal background check prior to starting the practicum components of the program. The background check covers practicum and internship, so students who proceed with the cohort will just need to do one background check. Students who fail to complete the background check will not be allowed to participate in practicum or internship.
Students who interrupt their program for one semester or longer and do not proceed with the cohort are required to complete a second criminal background check prior to starting any remaining clinical hours
Students must submit the Background Screening application through EXXAT. Once the application is completed, results should be visible in EXXAT within five business days. The fee is $55.00 (subject to change). Due dates for submitting the application will be published in EXXAT and communicated at the Information Session for the rotation.
If the check results in a status of “pending” or in a “positive” finding, the associate dean of Academic Affairs in the College of Health and Human Sciences is notified and will help the student determine the next steps. If the check results in a status of “pending” or in a “positive” finding, the student is not permitted to participate in clinical experiences until the NIU Faculty or administration has made a ruling.
Individual sites could have additional requirements that may be more extensive or frequent, which must be disclosed in the affiliation agreement and/or agreement form. Students would be responsible for any costs incurred with these additional requirements.
[bookmark: Professional_Liability_Insurance][bookmark: _Toc237445203]Professional Liability Insurance
Every student is required to maintain an active individual professional liability insurance policy while enrolled in any practicum and/or internship placement. Minimum coverage is $1,000,000 per incident/$3,000,000 aggregate annually. Students are expected to provide documentation of their policy by uploading it to EXXAT. The due date for uploading the policy will be communicated and shared during the Information Session for the rotation.
While the program does not endorse any particular source for acquiring the required insurance, one example is below:
The American Counseling Association (HealthCare Providers Service Organization Individual sites could have additional requirements, which must be disclosed in the affiliation agreement and/or agreement form.
[bookmark: Understanding_of_Risk][bookmark: _Toc237445204]Understanding of Risk
Students are required to complete the CHHS Understanding of Risk Survey prior to the start of each rotation. A survey link and instructions for uploading are provided in EXXAT.
[bookmark: Practicum_and_Internship_Course_Fees][bookmark: _Toc237445205]Practicum and Internship Course Fees
Students are charged the following course fees.
$235.00 - One-Time per student system license for EXXAT
$420 - Certified Rehabilitation Counselor Examination fee
$12 - Name tags and university professional liability insurance
Students are responsible for all other fees associated with practicum and internship, including, but not limited to, background check fee, professional liability insurance fee, travel to site, parking, fees associated with other agency requirements (e.g., vaccines, training, special uniforms, additional background checks, etc.), and any special technology required to participate.
Students are encouraged to carefully review any requirements with the site prior to completing an agreement.
[bookmark: Placement_Support][bookmark: _Toc237445206]Placement Support
While students are responsible for securing their practicum or internship placements, our program emphasizes collaboration among students, advisors, NIU Faculty, sites, and site supervisors. NIU Faculty engage students through courses to develop clinical knowledge and self-awareness, providing continuous feedback and assessing professional dispositions. NIU Faculty advisors guide students toward career goals and professional growth
As students approach practicum enrollment, the Practicum and Internship Coordinator offers structured information and support. Information sessions are held by the Clinical Coordinator prior to each rotation: one for practicum (the year prior to the course) and one for internship (for current practicum students). These sessions provide essential details for planning and locating placement sites. These sessions are mandatory.
The Clinical Coordinator consults with students, site supervisors, and NIU Faculty to ensure placements meet program requirements and student needs, supporting meaningful learning experiences and CACREP standards. They clarify site responsibilities, address concerns, and facilitate communication to promote successful placements.
Students must meet deadlines communicated by the Clinical Coordinator to start placements as scheduled. Regular consultations with NIU Faculty advisors help students find suitable placements. Students are expected to check their NIU e-mail address at least three times per week during the placement process to ensure they are receiving essential information and responding to the Clinical Coordinator in a timely manner. Approval from the Clinical coordinator is required for course enrollment.
[bookmark: Employment_with_Practicum_and_Internship][bookmark: _Toc237445207]Employment with Practicum and Internship Site
If a student is a paid employee at their practicum or internship site, they must adhere to the following program requirements:
· Their site supervisor must be different from their employment supervisor.
· Their practicum or internship responsibilities must be separate from their paid job duties.
· Their practicum or internship activities must align with master’s level counseling work.
· Employment must be disclosed in the agreement form.
· Exceptions may be needed when the position is that of a paid practicum or internship (e.g., paid internship in state vocational rehabilitation).
[bookmark: Site_Supervisor_Qualifications][bookmark: _Toc237445208]

Site Supervisor Qualifications
Fieldwork site supervisors have:
· A minimum of a master’s degree, preferably in counseling or a related profession.
· Active certifications and/or licenses in the geographic location where the student is placed, preferably in counseling or a related profession.
· A minimum of two years post-master’s professional experience relevant to the CACREP specialized practice area in which the student is enrolled.
· Relevant training for in-person and/or distance counseling supervision as defined on Agreement Form.
· Relevant training in the technology utilized for supervision.
· Knowledge of the program’s expectations, requirements, and evaluation procedures for students.
[bookmark: Goal_Setting][bookmark: _Toc237445209]Goal Setting
At the onset of any practicum or internship experience, students are responsible for consulting with both the practicum and internship coordinator and the external site supervisor to define goals which the student hopes to achieve, and which are agreed upon by all concerned. Goals need to be included in the agreement form. The practicum and internship coordinator may mandate specific goals for individual students as strengths and areas of growth are noted.
Students are expected to take initiative in the goal-setting process. With the agreement of all parties, goals may be modified. Copies of current forms can be obtained from the Practicum and Internship Coordinator.
Here is an example:
Students will have an opportunity to learn about the programs offered at Sample Agency and should attend a “meet and greet” matching session in which they can meet potential preceptors and choose the program and sub-population they would most like to work with. Students will be assigned to a Sample Agency Vocational Rehabilitation Counselor (VRC) or Specialist who will serve as their primary preceptor and clinical supervisor for the trainee for the duration of their field experience at Sample Agency. While opportunities to shadow/observe other VRCs are available and encouraged to diversify their learning experience, the student’s primary assignment will be to complete their experience within the program and at the location in which their primary preceptor works. Students are responsible for tracking their hours and must submit their tracking sheets to their preceptor, who will review and verify hours worked as well as designated “face-to-face” clinical hours. Mandatory Training for Trainees Courses in the online Training system must be completed prior to any direct contact hours with Veterans, and if not completed within 14 days of the designated starting date, it may be grounds for dismissal.
Following completion of the basic mandatory trainings, students will work with their assigned preceptor to develop specific “SMART” goals and learning objectives. Students’ objectives will include learning the skills, competencies, policies, and procedures required by Sample Agency VR staff. It is expected that students will work toward a level of competency that would enable them to effectively manage a small caseload of Veterans during the latter stages of their internship. We use a training approach that starts with the student learning about the different tasks or skills verbally from their preceptor, followed by observing the preceptor demonstrating that skill while the student observes.
Following observation, the student and site supervisor/preceptor will debrief on the session. Once the preceptor feels the student has sufficient grasp of the skill or process (typically after at least three sessions), they will allow the student to perform that task under direct observation of the preceptor. The preceptor will debrief, critique, and rate the student’s performance. Once the preceptor feels the student has demonstrated competency in a task or component, then the student may be allowed to meet with veterans and perform those tasks independently. Students will document encounters with Veterans in the veteran’s electronic medical record, and the preceptor will review and co-sign all documents.
[bookmark: Supervision_Practices_and_Support][bookmark: _Toc237445210]Supervision Practices and Support
[bookmark: Recording_and_Live_Supervision_Requireme][bookmark: _Toc237445211]Recording and Live Supervision Requirements
In alignment with CACREP accreditation standards, students are required to record counseling sessions and/or document live supervision during their practicum and internship experiences. These recordings and live supervision sessions serve as vital tools for supervision, self-reflection, and skill development. Generally, recordings are completed as part of the course requirements but not at the site, and details will be provided by the course instructor. Live supervision is required for both practicum and internship at the site, and the NIU faculty instructor will provide details regarding documentation of the live supervision.
Purpose of Recording/Live Supervision:
· To enhance students’ clinical skills through NIU and site supervisor feedback.
· To support professional development and growth.
· [bookmark: Requirements_and_Guidelines]To ensure students meet competency requirements for counseling practice.
[bookmark: _Toc237445212]Requirements and Guidelines
· Students must obtain informed consent from clients before recording any sessions, following ethical and legal guidelines.
· All recordings must be securely stored and accessed only through approved, HIPAA – compliant platforms.
· Recordings should be reviewed with site and NIU Faculty supervisors for feedback and skill development.
· Students must comply with site policies and program requirements regarding confidentiality and data security.
· Ideally, students and clients appear on the video with audio and video.


· If practicum students cannot record on site, this must be stated in the written agreement. Students should collaborate with the Practicum and Internship Coordinator to meet CACREP recording requirements. Alternate arrangements will be made if recording is not allowed at the site.
Students should consult with their NIU Faculty supervisor or site supervisor if they have any concerns or questions about the recording and/or live supervision requirements.
[bookmark: Counseling_Supervision_Philosophy_and_Ap][bookmark: _Toc237445213]Counseling Supervision Philosophy and Approaches
Supervision in our CACREP-accredited Rehabilitation Counseling program is a collaborative process that fosters professional development, ensures ethical compliance, and promotes student well-being. We are aware that site supervisors, NIU Faculty, and students may have varied experiences with counseling supervision, so our program includes a section on counseling supervision philosophy and approach to ensure clear expectations regarding supervision of practicum and internship students in our program. Students, site supervisors, and NIU Faculty must collaborate to ensure this philosophy is consistently and effectively implemented.
[bookmark: Supervision_Requirements][bookmark: _Toc237445214]Supervision Requirements
Students are required to receive an average of one hour of individual supervision per week, provided by the site supervisor, and an average of 1.5 hours per week of group supervision provided by the NIU Faculty Supervisor. The supervision should provide structured guidance to ensure clinical competence, maintain ethical and administrative accountability, and support students’ overall well-being in their practicum or internship experience. Supervision should incorporate formative, normative, and restorative elements to support students as they develop their counseling skills and professional identity. The delivery of each of these components (which are described in the following section) may vary according to supervisor study, context of the site, student needs, and other individual variables.
[bookmark: Three_Core_Components_of_Supervision][bookmark: _Toc237445215]Three Core Components of Supervision
1. Formative (Skill Development): Supervisors assist students in refining counseling techniques, case conceptualization, and intervention strategies. Examples of activities that support the formative component include but are not limited to discussing cases, reviewing recordings, case presentations, role-playing scenarios, reviewing feedback from live observations, teaching specific clinical skills/interventions, etc.
2. Normative (Compliance and Administration): Supervisors ensure adherence to ethical guidelines, legal requirements, and agency policies. Examples of activities that support the normative component include but are not limited to reviewing documentation, discussing agency procedures, and reinforcing professional responsibilities.
3. Restorative (Well-being and Support): Supervisors provide emotional support to help students manage the emotional demands of counseling work. This includes discussions about self-care, stress management, and professional resilience. Note: Supervisors and students must adhere to the appropriate professional boundaries in the counseling relationship to ensure the supervisory relationship does not convert to a therapeutic relationship. Supervisors and students should seek their own counseling as needed.
[bookmark: Structuring_Supervision_Sessions][bookmark: _Toc237445216]

Structuring Supervision Sessions
To maximize the effectiveness of supervision, sessions should be structured with clear objectives and open communication. Below is a suggested framework for a typical supervision session, but supervisors are encouraged to use their own philosophy and style if they have one:
1. Opening the Session:
a. Check in with the students about their overall well-being and professional experience.
b. Review of key issues from the previous session.
c. Set goals for the current session.
2. Case Discussion and Skill Development
a. Review challenging cases, ethical dilemmas, or client progress.
b. Engage in reflective discussion on counseling techniques.
c. Provide constructive feedback on recorded sessions or observed interactions.
3. Administrative and Compliance Review
a. Discuss documentation, treatment planning, and agency policies.
b. Ensure adherence to ethical and legal standards.
4. Restorative and Reflective Practice
a. Discuss stress management and self-care practices.
b. Offer space for the student to express challenges or concerns.
c. Reinforce professional growth and development.
5. Closing the Session
a. Summarize key takeaways and reinforce learning points.
b. Set objectives for the next supervision meeting.
c. Provide encouragement and acknowledge progress.
[bookmark: Developing_the_Supervisory_Working_Allia][bookmark: _Toc237445217]Developing the Supervisory Working Alliance
A strong supervisory working alliance is critical for effective supervision. Supervisors can foster this relationship by:
· Establishing clear expectations and goals.
· Encouraging open dialogue and active listening.
· Providing consistent and constructive feedback.
· Balancing support and challenge to promote growth.
· Modeling ethical and professional behavior.
[bookmark: Professional_Development_Opportunities][bookmark: _Toc237445218]Professional Development Opportunities
The counselor education program provides professional development opportunities to fieldwork site supervisors to support supervisors in their role. Several opportunities are listed below. Some resources listed are free, while others are fee-based. Our program does not endorse any specific organization or training source and encourages individual supervisors to decide what best suits their training needs. Please reach out to the Clinical Coordinator if you are interested in additional professional development opportunities.
The George Washington University Center for Rehabilitation Counseling Research and Education
The Telehealth Certification Institute provides training focused on Telehealth.
[bookmark: Responsibilities_of_Key_Personnel][bookmark: _Toc237445219]Responsibilities of Key Personnel
[bookmark: _Toc237445220]Student
1. Conduct themself in an ethical and professional manner.
2. Secure clinical site and facilitate the completion of the appropriate agreement form.
3. Attend all training days at clinical sites with preparedness and punctuality. The student can negotiate with the site supervisor any anticipated missed days.
4. Develop onsite working relationships with staff, clients, and other students.
5. Openness for self-examination to facilitate new learning after engagement with clients, and both individual and group supervision.
6. Discuss any challenges to skill development with site supervisor or NIU Faculty instructor.
7. Participate in individual and group supervision with attention toward improving knowledge and skills.
8. Immediately report to site supervisor or other relevant personnel if the client reveals the intent to harm themselves or others. Any suspicions of abuse should also be reported.
9. Prepare audio/visual recordings for NIU Faculty instructor supervision.
10. Document site activities according to NIU Faculty instruction.
11. Complete all course requirements.
[bookmark: _Toc237445221]Site Supervisor
1. Facilitate student learning through instruction and guidance.
2. Provide orientation to the site and clinical opportunities to meet the student’s training requirements.
3. Observe student counseling sessions and case management activities.
4. Provide student timely feedback on expectations and performance.
5. Regularly meet with the student for supervision sessions.
6. Review and, when in agreement, approve clinical activities as documented in Typhon.
7. Confront and redirect any student behavior that is unethical.
8. Inform NIU Faculty instructor and/or Practicum and Internship Coordinator of any concerns.
9. Inform NIU Faculty instructor and/or Practicum and Internship Coordinator of any changes to the learning experience.
10. Evaluate student according to supplied survey criteria.
[bookmark: _Toc237445222]NIU Faculty Instructor
1. Facilitate group supervision sessions.
2. Review audio/video recordings of counseling sessions.
3. Provide feedback on student performance with strategies to improve.
4. Maintain regular contact with site supervisors for student progress.
5. Review and, when in agreement, approve clinical activities as documented in Typhon.
6. Evaluate and grade student performance based on requirements as documented in the course syllabus.
[bookmark: Formative_and_Summative_Evaluations][bookmark: _Toc237445223]Formative and Summative Evaluations
The Rehabilitation Counseling program uses both formative and summative evaluation processes to support and assess student learning during practicum and internship. Students should expect ongoing (formative) feedback throughout the semester, primarily through weekly individual supervision with their site supervisor and regular group supervision with NIU faculty. During these supervision experiences, site supervisors and faculty provide specific guidance related to counseling skills, clinical decision-making, professional behavior, and integration of classroom knowledge into practice. Students are responsible for actively engaging in supervision, reflecting on feedback, and documenting supervision discussions, feedback received, and plans for applying that feedback within their timesheets. Site supervisors play a key role in this formative process by providing consistent, timely, and developmentally appropriate feedback and by helping students identify areas for growth.
In addition, formal (summative) evaluations of student performance occur at midterm and at the end of the semester. Site supervisors complete structured evaluations of student competencies, and students complete corresponding self-evaluations reflecting on their development. These evaluations assess students’ demonstrated ability to apply counseling knowledge and skills in practice. NIU faculty review all evaluation materials, supervision feedback, and documentation of clinical work to monitor student progress and determine final grades. Together, students, site supervisors, and faculty share responsibility for ensuring that student learning is continuously supported, clearly documented, and formally evaluated across the fieldwork experience.
[bookmark: Student_Retention,_Remediation,_and_Dism][bookmark: _Toc237445224]

Student Retention, Remediation, and Dismissal in Fieldwork
The Rehabilitation Counseling program is committed to ensuring that all students demonstrate the knowledge, skills, and professional dispositions required for ethical and effective counseling practice. Consistent with professional ethical standards and program gatekeeping responsibilities, students are continuously evaluated throughout practicum and internship to ensure they are fit to work with clients and progress toward professional competence.
[bookmark: _Toc237445225]Roles and Responsibilities in the Process:
· Students are expected to respond to feedback, actively engage in supervision, and complete all remediation requirements in a timely and professional manner.
· Site Supervisors play a critical role in identifying concerns, providing ongoing feedback, and communicating with NIU faculty regarding student performance and professional behavior.
· NIU Faculty are responsible for evaluating student progress, determining the need for remediation, implementing formal remediation plans, and making decisions regarding student continuation in the program.
While concerns during fieldwork may originate at the practicum or internship site, decisions regarding student retention, remediation, and dismissal are the responsibility of program faculty and are implemented in accordance with the policies outlined in the Rehabilitation Counseling Student Handbook. Students and supervisors should refer to the Student Handbook for a full description of review procedures, remediation planning, and dismissal criteria.
Program faculty are responsible for gatekeeping, which includes ongoing observation, evaluation, and response to concerns that may impact a student’s ability to perform clinical responsibilities. These concerns may relate to professional behavior, clinical competence, ethical conduct, or impairment.
Concerns may be identified through supervision, evaluations, or communication from site supervisors, students, faculty, or other relevant parties. Site supervisors play an essential role in this process by providing ongoing feedback and communicating concerns about student performance to the NIU faculty supervisor in a timely manner. Students are also expected to demonstrate self-awareness and take appropriate action when challenges arise that may impact their clinical work.
[bookmark: _Toc237445226]Concerns may include, but are not limited to:
· Ethical misconduct, such as violations of the CRCC or ACA Code of Ethics (e.g., breaches of confidentiality, falsification of information, or inappropriate relationships with clients),
· Impairment, defined as a diminished ability to perform professional responsibilities due to emotional, behavioral, or skill-related factors, and
· Problematic behaviors, which may reflect typical developmental challenges but require monitoring and potential remediation.
When concerns are identified, program faculty will follow established, systematic review and remediation procedures to support student development while ensuring client welfare.
Remediation plans may be implemented when appropriate and include specific expectations and timelines for improvement. Failure to meet remediation requirements or the presence of serious ethical violations may result in removal from practicum or internship and/or dismissal from the program.
The program is committed to ensuring that students are provided with appropriate notice, support, and due process throughout this process. Concerns related to professional competence may impact a student’s progression in fieldwork and may necessitate changes to the practicum or internship experience.
In addition to professional competence, students must also meet academic performance requirements. Students must maintain an overall grade of C or higher in practicum and internship to progress in the program and graduate. Failure to meet these requirements may result in remediation or dismissal in accordance with program policies.
[bookmark: Professional_Dispositions][bookmark: _Toc237445227]Professional Dispositions
Rehabilitation counseling students are expected to meet the following professional dispositions during practicum and internship:
· Professional Ethics: demonstrated by adherence to the Code of Professional Ethics for Rehabilitation Counselors, the American Counseling Association Code of Ethics, and advanced awareness of professional ethics and concerns.
· Professionalism: demonstrated by professional behavior towards NIU Faculty, staff, supervisors, peers, and clients.
· Self-Awareness and Self-Understanding: demonstrated by awareness of your belief systems, values, needs, and limitations, and the effect of “self” on your work with clients.
· Emotional Stability and Maturity: demonstrated by emotional stability and self-control in relationships with NIU Faculty, staff, supervisor, peers, and clients.
· Motivation to Learn and Grow Professionally: demonstrated by engagement in the learning and development of your counseling competencies.
· Cultural Sensitivity and Awareness: demonstrated by awareness, appreciation, and respect for cultural differences.
· Openness to Feedback: demonstrated by responding non-defensively and altering behavior in accordance with NIU Faculty or supervisory feedback.
· Professional and Personal Boundaries: demonstrated by recognizing the boundaries of your competencies and maintaining appropriate professional and personal boundaries with NIU Faculty, staff, supervisors, peers, and clients.
[bookmark: Remediation_and_Retention][bookmark: _Toc237445228]Remediation and Retention
The site supervisor plays a critical role in identifying any issues that may arise during the placement. They provide valuable insights and observations to the student and the program. However, when it comes to matters of professional competence, the program takes on the responsibility of gatekeeping, as necessary. This means assessing situations where issues are identified and, if needed, implementing the Student Retention, Remediation, and Dismissal policies outlined in the current Student Handbook for our Master of Science in Rehabilitation Counseling program. Our NIU Faculty supervisor oversees this process for students in the practicum and internship course, initiating necessary actions while involving the site supervisor based on the placement context.
[bookmark: Clinical’s_Over_Multiple_Semesters][bookmark: _Toc237445229]Clinicals Over Multiple Semesters
Students must be registered for practicum and/or internship while completing practicum and/or internship requirements. If students are unable to complete practicum or internship requirements in one semester, for whatever reason, students must register for the course in a future semester. Incompletes may be used if an unexpected or unanticipated event occurs after the schedule change deadline (usually week 14 of the semester). A new agreement form must be submitted by the student and approved by the course instructor and Practicum and Internship Coordinator for each semester of practicum and internship. NIU Faculty supervision is not routinely available from May 16-August 15, between semesters, and when the university is closed, so students need to plan accordingly and not expect to complete practicum and internship during those times.
Students must complete the appropriate number of clock hours for which they are enrolled in each semester. Specifically, 1 credit hour of internship is equivalent to approximately 100 clock hours of internship, and 1 credit hour of practicum is equivalent to approximately 33 clock hours of practicum. For example, if a student registers for 6 credits of internship in spring 2025 but can only complete 300 clock hours, they must work with the course instructor to submit a schedule change form to the course instructor to reduce the course to 3 credit hours. Failure to follow these policies will result in a non-passing grade.
[bookmark: EXXAT_Fieldwork_Management_System][bookmark: _Toc237445230]EXXAT Fieldwork Management System
EXXAT is the comprehensive fieldwork management system used to facilitate the practicum and internship process. This platform serves as a central hub for students, NIU Faculty, and site supervisors to track and manage all aspects of fieldwork placements.
[bookmark: _Toc237445231]Through EXXAT, students can:
· Log and monitor direct and indirect hours.
· Complete and upload required forms and documentation.
· Receive and respond to evaluations from site supervisors.
[bookmark: _Toc237445232]Site supervisors can use EXXAT to:
· Review student documentation and progress.
· Complete evaluations and provide feedback.
· Communicate with program NIU Faculty as needed.
[bookmark: _Toc237445233]NIU Faculty and Administrators can use EXXAT to:
· Ensure compliance with CACREP accreditation requirements
· Monitor student progress
· Provide support throughout the fieldwork experiences
Training and support resources will be provided to ensure smooth navigation of the system. All students, site supervisors, and NIU Faculty supervisors are required to use EXXAT for practicum and internship documentation.
[bookmark: Additional_Resources_for_Fieldwork_Succe][bookmark: _Toc237445234]Additional Resources for Fieldwork Success
In addition to the guidelines provided in this handbook, students are strongly encouraged to familiarize themselves with several key resources that are vital to their professional development and success during fieldwork. These documents outline expectations, ethical standards, and academic policies that will help guide your actions and decision-making throughout the practicum experience.
· NIU Student Code of Conduct: Understand the university’s behavioral expectations and responsibilities to maintain a respectful and professional environment.
· Code of Professional Ethics for Certified Rehabilitation Counselors: Familiarize yourself with the ethical guidelines that govern the practice of rehabilitation counseling, ensuring that your actions align with the profession's standards.
· American Counseling Association Code of Ethics: This widely recognized code provides essential ethical principles and practices for all counselors, helping you navigate professional dilemmas and maintain high standards of practice.
· Council for Accreditation of Counseling and Related Educational Programs (CACREP) Standards: Review the standards that guide our program’s accreditation, ensuring your practicum experience is in alignment with industry-recognized competencies.
· NIU Graduate School Catalog: This catalog contains academic policies, procedures, and requirements for graduate students at NIU, offering important information related to your program, grading, and academic standing.
By reviewing these resources, you will be better equipped to handle challenges, make informed decisions, and uphold the values of professionalism and integrity throughout your fieldwork.

[bookmark: 100-Hour_Supervised_Practicum][bookmark: _Toc237445235]100-Hour Supervised Practicum
The rehabilitation counseling practicum is designed to provide students with an opportunity to practice basic rehabilitation skills. Students benefit from supervision designed to facilitate the development of skills, knowledge, and decision-making abilities leading into internship.
[bookmark: _Toc237445236]Prerequisites
Students are eligible to enroll in REHB 690: Practicum in Rehabilitation Counseling when they meet the following conditions:
· Completed all coursework requirements for the MS in Rehabilitation Counseling degree with the exception of those courses in which they will concurrently enroll during their practicum and internship.
· Good academic standing as designated by the NIU Graduate School
· Grade of C or better in each course preceding practicum
· No active formal remediation plan
· Completed criminal background check, resulting in College approval to proceed with the program of study
· Adequate coverage of professional liability insurance
· Approved Practicum Agreement Form
[bookmark: _Toc237445237]Goals of the Practicum
The practicum is a structured, supervised field experience designed to help students develop fundamental counseling skills and apply professional knowledge in real-world settings. In our program, the practicum experience specifically aims to develop:
· Essential counseling skills, including rapport-building, attending, observation, paraphrasing, summarizing, and intentional session structuring.
· Professional behaviors and dispositions aligned with the ethical and professional standards of the counseling profession.
· Critical thinking and reflective decision-making by analyzing client needs, applying evidence-based counseling strategies, and integrating feedback from supervision.
· Effective verbal and written communication skills necessary for professional counseling, including active listening, clear documentation, and collaboration with clients, supervisors (NIU Faculty and site), and peers.
· Cultural humility by engaging in self-reflection, recognizing personal biases, and adapting counseling approaches to respect and respond to the diverse identities, experiences, and needs of clients.
· Opportunities to explore various career paths within the counseling field to foster a deeper understanding of the roles and responsibilities in counseling settings.
· Opportunity to assess professional competencies, clinical skills, and personal development through structured evaluations, feedback from supervisors (NIU Faculty and site), and self-reflection, ensuring they are adequately prepared for the demands and responsibilities of an internship in a counseling setting.
· Engaged learning experiences for students by offering rehabilitation counseling services to the university and surrounding communities, promoting access to resources, and supporting individuals in overcoming barriers to education, employment, and overall well-being.
[bookmark: _Toc237445238]Requirements
The following accreditation standards are from Section 4: Professional Practice of the 2024 CACREP Standards:
· Students complete supervised counseling practicum experiences that total a minimum of 100 hours over a full academic term that is a minimum of eight weeks, consistent with the institution’s academic calendar.
· Practicum students complete at least 40 hours of direct service with actual clients that contributes to the development of counseling skills.
· Throughout the duration of the practicum, each student receives individual and/or triadic supervision on a regular schedule that averages one hour a week and is provided by at least one of the following:
1. a counselor education program core or affiliate NIU Faculty member, or
2. a doctoral student supervisor who is under the supervision of a qualified core or affiliate counselor education program NIU Faculty member, or
3. a fieldwork site supervisor who is working in consultation on a regular schedule with a counselor education program NIU Faculty member in accordance with the supervision agreement.
· Throughout the duration of the practicum, each student receives group supervision on a regular schedule that averages 1.5 hours per week and is provided by at least one of the following:
1. a counselor education program NIU Faculty member or
2. a doctoral student supervisor who is under the supervision of a qualified core or affiliate counselor education program NIU Faculty member.
[bookmark: _Toc237445239]Additional guidelines and requirements for practicum sites are as follows:
· The site/site supervisor must offer experiences that facilitate the development of basic rehabilitation counseling skills. Specifically, the student should have an opportunity to demonstrate minimum competency with most, if not all, basic counseling skills including: ethics; multicultural competence; wellness; attending behavior (culturally and individually appropriate visuals, vocal qualities, verbal tracking skills, body language); open and closed questions; client observation skills; encouraging, paraphrasing, summarizing, reflection of feelings; interviewing (rapport/structure, gathering data, mutual goal setting, working/exploring alternatives, terminating/generalizing to daily living); confrontation; focusing; reflection of meaning; self-disclosure; sequencing skills in different theories; and work toward determining personal style and theory.
· The site must allow the student to video record client sessions and provide that recording to the NIU Faculty supervisor for supervision. If the site does not allow video recording, the student needs to notify the NIU Faculty supervisor immediately so that other arrangements can be made. Failure to notify the instructor by the end of the second week of classes will result in the student needing to find another site.
· The site supervisor must spend an average of at least one hour per week providing the practicum student with supervision focused on assisting the practicum student to develop rehabilitation counseling skills.
· The site supervisor must communicate with the NIU Faculty supervisor regarding progress, concerns, and performance evaluations.
[bookmark: _Toc237445240]Evaluation and Grading
Individual university supervisors provide students with a syllabus at the start of practicum, outlining how final letter grades will be calculated. Generally, students are formally evaluated by site supervisors two times during each practicum experience, once at mid-semester and once at the end of the semester using the Practicum Student Evaluation Form. Practicum students shall receive periodic progress reviews from university supervisors. This may be in written or verbal form. Students are expected to complete regular self-evaluations.
Students must be provided with adequate time and information to address issues with professional competencies. For example, if issues are noted at the mid-term evaluation, students are expected to address those issues prior to the completion of the final evaluation. In the case where student counseling competency continues to be deficient after due process, program remediation policies will be followed. If the behavior is egregious (i.e., fabrication, etc.), due process is not guaranteed. Students who are not completing the practicum coursework (e.g., missing appointments with clients on site, missing supervision meetings, otherwise not trying to improve) will be assigned a grade reflective of the work demonstrated
Students must complete practicum with a C or better grade. Before students can receive a passing grade in practicum they must (a) submit a student evaluation of practicum experience, (b) complete self-evaluations (midterm, final), (c) receive site supervisor evaluations (midterm, final), (d) successfully complete all course assignments and client documentation as outlined in course syllabus, (e) complete and sign time logs documenting at least 100 hours of supervised practicum, including 40 direct hours of service to people with disabilities, an average of 1 hour of individual supervision per week at their site, and an average of 1.5 hours of group supervision per week provided by the university faculty member, and (f) have met all professional practicum standards and any required remediation.
[bookmark: _Toc237445241]Practicum Documentation
Copies of the following forms can be obtained from the clinical coordinator:
Agreement Form
This form outlines the requirements and responsibilities for practicum. This form is completed by the practicum student (in collaboration with the university supervisor and site supervisor) and signed by all parties prior to completing any practicum clock hours. A separate form is required for each individual practicum site.
Site Supervisor Evaluation of Student in Practicum
This evaluation is completed by the site supervisor at both the midterm and the end of the practicum.
Student Evaluation of Practicum Site and Supervisor
This evaluation is completed by the student at the end of the practicum.
Practicum Student Self-Evaluation
This evaluation is completed periodically throughout the internship.
Time Sheets
Time sheets are to be completed after each day of practicum. Students must identify the date of, the site supervisor, the course, and the amount of time spent performing each major activity.
Students need to explain (in the comments box) anything on time sheets that would be necessary for the site and/or university supervisor to fully understand the hours being documented.

[bookmark: 600-Hour_Supervised_Internship][bookmark: _Toc237445242]600-Hour Supervised Internship
The Council for Accreditation of Counseling and Related Educational Programs (CACREP) requires that each student complete a rehabilitation counseling clinical internship. This entails accumulating 600 clock hours of applied and practical experience with at least 240 hours of direct service to people with disabilities in a rehabilitation counseling agency/program. Prior to embarking on the internship, students must satisfactorily complete a 100-hour practicum. The internship opportunity is offered each spring semester.
[bookmark: _Toc237445243]Prerequisites
Students are eligible to enroll in REHB 694: Internship in Rehabilitation Counseling when they meet the following conditions:
· Completed all coursework requirements for the MS in Rehabilitation Counseling degree with the exception of those courses in which they will concurrently enroll during their internship.
· Good academic standing as designated by the NIU Graduate School
· Grade of C or better in each course preceding internship
· No active formal remediation plan
· Completed criminal background check resulting in College approval to proceed with the program of study (see background check section for details)
· Adequate coverage of professional liability insurance
· Approved Internship Agreement Form
[bookmark: _Toc237445244]Goals of the Internship:
· To provide an opportunity for synthesis of classroom instruction as applied to actual counseling experiences within an agency and develop high-level critical thinking skills (creating, evaluating).
· To increase student awareness and understanding of the differences in values, beliefs, and behaviors of individuals who are different from themselves. Specifically, students should gain exposure to various disabilities, ethnicities, sexual orientations, genders, age groups, and other groups.
· To provide the intern with counseling situations in which the student can gain confidence in their abilities and apply new learning and techniques.
· To permit the student to obtain experience and develop skills in personal, social, educational, and/or vocational counseling.
· To provide the student with an in-depth understanding of the requirements and problems related to working as a rehabilitation counselor in an agency setting.
· To provide the students with an understanding of the role expectations of the professional in the field, and allow them to begin to develop their own role concept.
· To provide students with contact and the opportunity to network with other professionals in the field.
· To provide for the intern a smooth transition between the role of the student and that of a professional working with individuals with disabilities.
[bookmark: _Toc237445245]CACREP Standards for Internship
The following accreditation standards are from Section 4: Professional Practice of the 2024 CACREP Standards.
· After successful completion of the practicum, students complete 600 hours of supervised counseling internship in roles and settings with actual clients relevant to their CACREP specialized practice area.
· Internship students complete a minimum of 240 hours of direct service with actual clients.
[bookmark: _Toc237445246]Internship Evaluation Process
The internship NIU Faculty supervisor will provide a syllabus to students at the start of internship outlining how final letter grades will be calculated. Generally, students are formally evaluated by site supervisors two times during each internship experience, once at mid-semester and once at the end of the semester. Internship students shall receive periodic progress reviews from NIU Faculty supervisors. This may be in written or verbal form.
[bookmark: _Toc237445247]Receiving a Passing Grade for Internship
The internship NIU Faculty supervisor must have the following completed forms/documents by their respective deadlines before a student can receive a grade for internship:
· Timesheets documenting a minimum of required hours (600 total, 240 direct), individual supervision (1 hour per week), group supervision (90 minutes per week), group leadership (10-15 hours), and any other requirements as outlined in the syllabus and/or individual requirements, such as requirements from a remediation plan.
· All course assignments as listed in the syllabus.
· All Internship Documentation as listed below, including evaluations of students with the final evaluation documenting that the student met all performance standards.
· If the student did not meet any performance standards, an explanation should be provided, which could include a remediation plan if needed.
[bookmark: _Toc237445248]Internship Documentation
Copies of the following forms can be obtained from the practicum and internship coordinator and/or practicum course instructor:
Agreement Form
This form outlines the requirements and responsibilities for internship. This form is completed by the internship student (in collaboration with the university supervisor and site supervisor) and signed by all parties prior to completing any practicum clock hours. A separate form is required for each individual internship site.
Site Supervisor Evaluation of Student in Internship
This evaluation is completed by the site supervisor at both the midterm and the end of the internship.
Student Evaluation of Internship Site and Supervisor
This evaluation is completed by the student at the end of the internship.
Internship Student Self-Evaluation
This evaluation is completed periodically throughout the internship.
Time Sheets
Time sheets are to be completed after each day of internship. Students must identify the date of, the site supervisor, the course, and the amount of time spent performing each major activity.
Students need to explain (in the comments box) anything on time sheets that would be necessary for the site and/or university supervisor to fully understand the hours being documented.

[bookmark: Appendix_A:_Practicum/Supervision_Agreem][bookmark: _Toc237445249]Appendix A: Practicum/Supervision Agreement Template for Fall 2026
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[bookmark: _Toc237445250]Practicum Agreement Form
Master of Science in Rehabilitation Counseling REHB 690: Practicum in Rehabilitation Counseling Northern Illinois University
Please contact Amanda McCarthy, Associate Professor and Clinical Coordinator at amccarthy@niu.edu with questions about this form.
Purpose of document: This document outlines the criteria for an approved practicum site and experience, ensuring compliance with CACREP requirements and specifying necessary training. Once completed, it serves as a written agreement between the agency and the graduate program.
Interested in becoming a practicum site? Students should provide this form to the prospective Practicum Site Supervisor for review when a professional is considering hosting a practicum student. Both sites and students are encouraged to reach out to the program for any clarifications before completing the form or any aspect of practicum.
Ready to confirm a practicum site? Once the site and practicum site supervisor have agreed to host the practicum student and can meet the training opportunities outlined in this document, this form should be completed. The student and practicum site supervisor should work together to ensure alignment between the student’s goals and the site’s requirements.
Ready to submit? Once the form is complete, please submit the form (with any attachments) to the Clinical Coordinator for review. For Fall 2026 Practicum, forms must be submitted no later than May 1, 2026.
What are next steps? Once the form has been submitted, the Clinical Coordinator will review for approval. All parties will receive a final copy of the completed form and communication from the Clinical Coordinator regarding further requirements prior to the start of the rotation.

[bookmark: _Toc237445251]Goals of the Practicum
The practicum is a structured, supervised field experience designed to help students develop fundamental counseling skills and apply professional knowledge in real-world settings. In our program, the practicum experience specifically aims to develop:
· Essential counseling skills, including rapport-building, attending, observation, paraphrasing, summarizing, and intentional session structuring.
· Professional behaviors and dispositions aligned with the ethical and professional standards of the counseling profession.
· Critical thinking and reflective decision-making by analyzing client needs, applying evidence-based counseling strategies, and integrating feedback from supervision.
· Effective verbal and written communication skills necessary for professional counseling, including active listening, clear documentation, and collaboration with clients, supervisors (NIU faculty and site), and peers
· Cultural humility by engaging in self-reflection, recognizing personal biases, and adapting counseling approaches to respect and respond to the diverse identities, experiences, and needs of clients
· Opportunities to explore various career paths within the counseling field to foster a deeper understanding of the roles and responsibilities in counseling settings.
· Opportunity to assess professional competencies, clinical skills, and personal development through structured evaluations, feedback from supervisors (NIU Faculty and site), and self-reflection, ensuring they are adequately prepared for the demands and responsibilities of an internship in a counseling setting
· Engaged learning experiences for students by offering rehabilitation counseling services to the university and surrounding communities, promoting access to resources, and supporting individuals in overcoming barriers to education, employment, and overall well-being.

[bookmark: _Toc237445252]Minimum Total and Direct Hour Requirements
100 Clock Hours: Students are required to complete a minimum of 100 clock hours of supervised counseling practicum experiences. Time on site and weekly group supervision sessions with the NIU faculty supervisor (90 minutes per week on average) count towards this requirement. Our semesters are 15 weeks in length, so we encourage the student and site supervisor to work together to determine a schedule that supports meeting the 100 hour requirement.
Including 40 direct hours: Of these 100 hours, students must complete a minimum of 40 hours of direct service. Direct service as defined by CACREP: Supervised use of counseling, consultation, or related professional skills with actual clients (individuals, couples, families, or groups) for the purpose of fostering social, cognitive, behavioral, and/or affective change. These activities must involve interaction with others and may include: 
· Assessment
· Counseling
· Psycho-educational activities 
· Consultation
The following would not be considered direct service: 
· Observing others providing counseling or related services
· Record keeping
· Administrative duties
· Clinical and/or administrative supervision
· Role plays
We have found that meeting the 40-hour direct service requirement requires careful coordination between the student and the site to ensure client availability. We encourage students to work closely with their site supervisor early and consistently to develop an effective plan for meeting this requirement.

[bookmark: _Toc237445253]Practicum Site Supervisor Agrees to:
(To be completed by the practicum site supervisor)
Complete orientation regarding program requirements and expectations, consultation, and professional development opportunities that are provided by the Rehabilitation Counseling Graduate Program. Orientation must be completed by the end of the third week of the semester, or the student will not be allowed to continue at the site. Orientation will cover much of what is listed in this contract and will be provided in an online, on demand format.
Complete counseling supervision training as outlined in this form.
Ensure that the practicum student has the opportunity to accumulate the agreed upon clock hours (direct and overall).
Allow the student to obtain audio/video recordings of client interactions for review by the course instructor and peer training team (a minimum of three recordings during the semester). If recordings are not permitted, the site supervisor should indicate that below (x on the blank line). Students who are not allowed to record at a practicum site are still permitted to complete a practicum at the site but must find other methods for securing recordings.
No, students cannot audio and/or video record	
Confirm that the student is not a paid employee at the agency. If the student is a paid employee at the agency where they are completing practicum, the site supervisor must indicate that below (x on the blank line).
The student is a paid employee at this agency	
If the student is a paid employee at their practicum site, they must follow the program’s policy regarding practicum at an employment site. This includes:
Having a practicum site supervisor who is different from their employment supervisor.
Ensuring that practicum responsibilities are distinct from their paid job duties.
Engaging in practicum activities that align with master’s-level counseling work.
Expose the practicum student to the activities/responsibilities that a professional would experience in this setting and provide opportunities for participation according to their educational needs and demonstrated abilities. This includes a variety of professional activities and resources, including technology, as part of their practicum.
Work with the practicum student in selecting activities that are relevant to the site and will help the practicum student enhance their counseling skills.
Spend on average one hour per week providing the practicum student with individual supervision focused on assisting the practicum student to develop rehabilitation counseling skills. Individual supervision is a tutorial and mentoring relationship between a member of the counseling profession and one counseling student. In our program, counseling supervision involves intentional interventions aimed at fostering counselor skill development (formative), upholding professional standards (normative), and supporting well-being (restorative).

· Validate (with electronic signature) the amount of clock hours the practicum student spent on various rehabilitation counseling related activities.
· Collaborate with the NIU faculty supervisor to monitor student learning. This includes being available and responsive to electronic communication and/or live conversation from the NIU faculty supervisor at least every other week and as needed.
· Directly observing the student’s interactions with clients, on a routine basis, either through live supervision or recorded sessions.
· Complete formative and summative evaluations of the student’s counseling performance and ability to integrate and apply knowledge.
· Provide objective and honest evaluations of the students’ performance of practicum responsibilities.
· Possess an approved copy of this agreement prior to allowing student to complete practicum hours under their supervision.
· At the start of the practicum, agree to review the following emergency procedures with the student as related to the practicum site:
· Review emergency contact information and sure the student has access to your contact details as well as a backup in case of emergency
· Go over the site’s crisis intervention procedures, including how to handle situations such as a client in distress, suicidal ideation, or other emergencies
· Discuss the site’s safety protocols, including evacuation plans, first aid locations, and any site-specific precautions. Ensure the student is familiar with emergency exits and procedures.
[bookmark: _Toc237445254]The Clinical Coordinator Agrees to
· Ensure the counselor education program provides ongoing support to help students find fieldwork sites that are sufficient to provide the quality, quantity, and variety of expected experiences to prepare students for their roles and responsibilities as professional counselors within their CACREP specialized practice areas.
· Review completed Practicum Agreement forms, communicate with all parties to obtain signatures, and provide final copy of agreement to all parties.
· Verify that students have completed any program required compliance prior to being cleared for the placement (i.e., professional liability, background check, Acknowledgement of Risk) and any further requirements outlined in the Affiliation Agreement.
· Ensure that a fully executed Affiliation Agreement is on file with the site prior to clearing the student for placement.
· In collaboration with the NIU faculty supervisor, provide orientation to site supervisors regarding program requirements and expectations.
· In collaboration with the NIU faculty supervisor, provide professional development opportunities to site supervisors.
· Ensure that students have regular, systematic opportunities to evaluate the practicum site and site supervisor(s).
· Ensure site supervisors have access to the electronic documentation system
[bookmark: _Toc237445255]The NIU Faculty Supervisor agrees to
· Ensure that the attached practicum plan meets the educational needs of the practicum student.
· Remain in contact with the Practicum Site Supervisor at least every two weeks. If concerns arise, the NIU faculty supervisor is typically the first level of mediation.
· Solicit evaluative feedback from Practicum Site Supervisor and assume responsibility for assigning a grade.
· Confirm that the periodic review of the practicum student’s work performance and work behavior is being conducted by the Practicum Site Supervisor.
· Review video/audio of the student’s work with clients and provide feedback.
· Provide an average of 1.5 hours per week of group supervision to the practicum student.
[bookmark: _Toc237445256]The NIU Practicum Student agrees to
· Provide evidence for compliance as directed by the Clinical Coordinator (i.e., professional liability insurance, background check, CHHS Acknowledgement of risk).
· Complete any additional requirements outlined in the Affiliation Agreement as directed by the Clinical Coordinator.
· Establish and fulfill agreed upon practicum plan with hours, start dates, and end dates for each site. If modifications to the plan are needed, students must consult all parties before amending the original agreement.
· Maintain an accurate log of practicum activities and obtain Practicum Site
· Periodically review the number of direct and indirect hours accrued with NIU faculty supervisor and Practicum Site Supervisor.
· Actively participate in feedback with the NIU faculty supervisor regarding audio/video recordings.
· Maintain the highest standard of compliance with professional ethics, ethical codes, and relevant agency policies.
· Treat the practicum as a job, and therefore, any requests for time-off, leaving work early, or medical leave, will need to be approved by the Practicum Site Supervisor. Professional communication with Practicum Site Supervisor is expected.
· Take initiative to seek information and knowledge to be successful in the rehabilitation counseling role to which they aspire.
· Complete all responsibilities agreed upon with Practicum Site Supervisor.
· Frequently evaluate and discuss progress with site and NIU faculty supervisor. This may involve negotiating initial practicum plan/goals.
· Contact the NIU faculty supervisor in a timely manner if there are concerns related to the practicum.
· Follow the site’s policy when responding to client crises.
· Follow the site’s policy when responding to allegations of abuse or neglect.
· Fulfill all obligations outlined in the Rehabilitation Counseling Handbook and the REHB 690 course syllabus.
· Discuss with site supervisor any technology requirements for full participation in the clinical experience (e.g., telehealth)

[bookmark: _Toc237445257]Graduate Student Information
(To be completed by student)
Student Name:
Student ID Number:
Student Telephone Number:
Student Email:
[bookmark: _Toc237445258]NIU Practicum Course Information
(To be completed by NIU)
NIU Faculty Supervisor and Contact: Dr. Amanda McCarthy, Ed.D., CRC, CVE, LCPC
Title: Associate Professor
Email: amccarthy@niu.edu
[bookmark: _Toc237445259]Agency and Primary Contact Information
(To be completed by Practicum Site Supervisor)
Agency Information
Agency Name:
Agency Physical Address:
Agency Mailing Address (if different from above):
Primary Contact for Clinical Experiences at the Agency
(This should be the individual responsible for overseeing clinical experiences at the site but not is the direct practicum site supervisor) Primary Contact Phone:
[bookmark: _Toc237445260]Primary Contact E-mail:
Brief Description of the Agency:
Provide a summary of the agency and the services offered, indicate specific department of practicum if appropriate.
[bookmark: _Toc237445261]Practicum Site Supervisor Information
(To be completed by Practicum Site Supervisor)
Practicum Site Supervisor Name:
Practicum Site Supervisor Phone Number:
Practicum Site Supervisor Email:
Practicum Site Supervisor Graduate Degree(s) in counselor or related: Active Counseling or Related Licensure and/or Certifications:
Current Title/Position Held at the Site:
Years in Current Position (explain if needed):
[bookmark: _Toc237445262]Total Years of Experience as a Professional Counselor (explain if needed):
Alternative Emergency Contact
(To be completed by Practicum Site Supervisor)
In the event of a client related emergency where the practicum site supervisor is unavailable, please provide the name, title, location, and any other relevant contract information for an alternate on-site contact person the student can reach.
Name:
Title:
Physical location/office:
E-mail:
Phone:
[bookmark: _Toc237445263]

Counseling Supervision Training Requirements
(to be completed by Practicum Site Supervisor)
Site supervisors must undergo training in counseling supervision. In our program, counseling supervision involves intentional interventions aimed at fostering counselor skill development (formative), upholding professional standards (normative), and supporting well-being (restorative).
Option 1: If you have completed counseling supervision training and would like the program to consider it for approval, please provide the following details and attach evidence of completion:
· Name of Training:
· Date of Training:
· Length of Training:
· Summary of Training:
· Evidence of Completion Must be Attached.

Option 2: If you do not currently possess qualifying training, you will need to complete a free, on-demand training module prior to the start of the practicum. The required module is:
Foundations of Clinical Supervision Training Series
· Module 1: Introduction to Clinical Supervision
· Duration: 1.5 hours
· Provider: Dr. Jim Herbert
· Offered by: Center for Innovation Training in Vocational Rehabilitation, George Washington University Center for Rehabilitation Counseling Research and Education
· This training provides pre-approved CRC credits.
· Please attach certificate of completion for Module 1 to this agreement.

[bookmark: _Toc237445264]Practicum Goals and Responsibilities:
After reviewing program requirements and processes contained in this agreement, please complete the following sections to more specifically describe the goals and responsibilities of the practicum for this specific student, site, and supervisor in relation to the individual student’s placement.
(Insert a summary of expected practicum goals and responsibilities using the bullet points below as a guide. You don’t need to repeat information already expected of the student elsewhere in this document but be sure to detail any expectations not already stated. This helps ensure alignment between student expectations and site requirements).
· Learning Objectives: Key skills, knowledge, or competencies the student is expected to develop beyond what is already required by the program.
· Client Interaction: The extent to which the student will engage with clients, including observation, co-facilitation, or direct service.
· Supervision and Feedback: The structure of supervision, including scheduled meetings, feedback processes, and evaluation methods.
· Agency-Specific Tasks: Any administrative, case management, or program-related duties assigned to the student.
· Ethical and Professional Expectations: Guidelines for professional behavior, confidentiality, and adherence to agency policies.
· Additional Opportunities: Any specialized training, interdisciplinary collaboration, or unique experiences available to enhance the student’s learning.

[bookmark: _Toc237445265]Signature Page
The agreement will be effective from Monday August 24, 2026 to Friday December 11, 2026 for the fall 2026 semester. Any amendments to the agreement must be negotiated with all parties. Failure of any party to uphold the agreement can result in termination of the practicum experience.
The undersigned acknowledge and agree to all the provisions stated in this agreement. By signing, they affirm their commitment to the expectations, responsibilities, and requirements of the practicum experience as outlined in the document. Electronic signatures are acceptable.
Practicum Student Name (Print): 	
Practicum Student’s Signature: 	
Date: 	
Practicum Site Supervisor Name (Print): 	
Practicum Site Supervisor Signature: 	
Date:
NIU Faculty Name (Print): Amanda K. McCarthy, Ed.D., CRC, CVE, LCPC NIU Faculty Supervisor’s Signature:
Date:
NIU Practicum Coordinator (Print): Amanda K. McCarthy, Ed.D., CRC, CVE, LCPC Clinical Coordinator Signature: 		 Date: 	

[bookmark: Appendix_B:_Internship/Supervision_Agree][bookmark: _Toc237445266]Appendix B: Internship/Supervision Agreement Spring 2026
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[bookmark: _Toc237445267]Internship Agreement Form
Master of Science in Rehabilitation Counseling REHB 694: Internship in Rehabilitation Counseling Northern Illinois University

Please contact Amanda McCarthy, Associate Professor and Clinical Coordinator at amccarthy@niu.edu with questions about this form.
Purpose of document: This document outlines the criteria for an approved internship site and experience, in alignment with CACREP requirements. Once completed, it serves as a written agreement between all stakeholders.
Need more information? Prospective supervisors should review this form to understand the responsibilities and expectations involved in supervising an intern and are encouraged to contact the clinical coordinator with any questions or for clarification prior to completing the form.
Ready to fill out the form? The student and internship site supervisor should work together to complete the form and ensure alignment between the student’s goals and the site’s requirements. As you are working on the form, please reach out to the Clinical Coordinator with any questions.
Ready to submit? Once the form is complete, please submit the form (with any attachments) to the Clinical Coordinator for review. For spring 2026 Internship, forms must be submitted no later than December 1, 2025.
Next steps after you submit? Once submitted, the Clinical Coordinator will review and communicate as necessary. All parties will receive a final copy of the completed form and communication from the Clinical Coordinator once approved. In addition to this agreement, an Affiliation Agreement must be completed between the site and the university and the Clinical Coordinator will provide details for how to do that if one is not already in place.
Interns are not permitted to acquire any internship hours until they have received clearance from the Clinical Coordinator.

[bookmark: _Toc237445268]Goals of the Internship
The Internship is a structured, supervised field experience designed to help students/interns develop fundamental counseling skills and apply professional knowledge in real-world settings. In our program, the Internship experience specifically aims to develop:
· To provide an opportunity for synthesis of classroom instruction as applied to actual counseling experiences within an agency and develop high-level critical thinking skills (creating, evaluating).
· To increase student awareness and understanding of the differences in values, beliefs and behaviors of individuals who are different from themselves. Specifically, students should gain exposure to various disabilities, ethnicities, sexual orientation, gender, age groups and other groups.
· To provide the intern with counseling situations in which the student can gain confidence in their abilities and apply new learning and techniques.
· To permit the student to obtain experiences and develop skills in personal, social, education and/or vocational counseling.
· To provide the student with an in-depth understanding of the requirements and problems related to working as a rehabilitation counselor in an agency setting.
· To provide the students with an understanding of the role expectations of the professional in the field and allow them to begin to develop their own role concept.
· To provide students with contact and the opportunity to network with other professionals in the field.
· To provide for the intern a smooth transition between the role of the student and that of a professional working with individuals with disabilities.

[bookmark: _Toc237445269]Hours and Main Requirements
600 Clock Hours: Students are required to complete a minimum of 600 clock hours of supervised counseling internship experiences. Time at internship and weekly group supervision sessions with the NIU faculty supervisor (90 minutes per week on average) count towards this requirement. Our semesters are 15 weeks in length, so we encourage the student and site supervisor to work together to determine a schedule that supports meeting the 600 hour requirement.
Including 240 direct hours: Of the 600 hours, students must complete a minimum of 240 hours of direct service. Direct service as defined by CACREP: Supervised use of counseling, consultation, or related professional skills with actual clients (individuals, couples, families, or groups) for the purpose of fostering social, cognitive, behavioral, and/or affective change. These activities must involve interaction with others and may include: (1) assessment, (2) counseling, (3) psycho-educational activities, and (4) consultation.
The following would not be considered direct service: (1) observing others providing counseling or related services, (2) record keeping, (3) administrative duties, (4) clinical and/or administrative supervision, and (5) role plays.
We have found that meeting the 240-hour direct service requirement requires careful coordination between the student and the site to ensure client availability. We encourage students to work closely with their site supervisor early and consistently develop an effective plan for meeting this requirement.
Group Leadership: Students must lead or co-lead a counseling or psychoeducational group during Practicum or Internship. Examples of groups that students have done in the past in collaboration with their site:
· Job readiness skills group
· Career exploration and planning group
· Social skills for employment group
· Self-advocacy and empowerment group
· A study skills group for college students
· A co-facilitated therapy group for individuals navigating grief
· Other topics that fit with the mission of the agency and the student’s skill set
Please initial if you can provide the student with this opportunity. If you cannot provide this, the student can still complete the internship with you but will need to complete this requirement independent of the internship with your agency (if they did not already complete this during the Practicum).
	Supervisor’s Initials that they can provide a group leadership experience

[bookmark: _Toc237445270]Internship Site Supervisor Agrees to:
(To be completed by the Internship site supervisor)
· Complete orientation regarding program requirements and expectations, consultation, and professional development opportunities that are provided by the Rehabilitation Counseling Graduate Program. Orientation must be completed by the end of the third week of the semester or the student will not be allowed to continue at the site. Orientation will cover much of what is listed in this contract and will be provided in an online, on demand format.
· Complete counseling supervision training as outlined in this form.
· Ensure that the Internship student has the opportunity to accumulate the agreed upon clock hours (direct and overall).
· Observe the internship student interacting with a client in real time at least four times, spaced evenly throughout the internship. This can be done through direct observation (e.g., in-room presence or live video feed) or co-counseling. Each observation should be documented using the Live Supervision Documentation Form, provided by the Clinical Coordinator.
· Confirm that the student is not a paid employee at the agency (this does not include paid internships such as those sometimes offered in state agencies or similar where the purpose of the payment is for being an intern). If the student is a paid employee at the agency where they are completing internship, the site supervisor must indicate that below (yes or no on the blank line).
The student is a paid employee at this agency ___________________	
If the student is a paid employee at their internship site, they must follow the program’s policy regarding internship at an employment site. This includes:
· Having an internship site supervisor who is different from their employment supervisor.
· Ensuring that internship responsibilities are distinct from their paid job duties.
· Engaging in Internship activities that align with master’s-level counseling work.
· Expose the internship student to the activities/responsibilities that a professional would experience in this setting and provide opportunities for participation according to their educational needs and demonstrated abilities. This includes a variety of professional activities and resources, including technology, as part of their Internship.
· Work with the internship student in selecting activities that are relevant to the site and will help the internship student enhance their counseling skills.
· Spend on average one (1) hour per week providing the internship student with individual supervision focused on assisting the internship student to develop rehabilitation counseling skills. Individual supervision is a tutorial and mentoring relationship between a member of the counseling profession and one counseling student. In our program, counseling supervision involves intentional interventions aimed at fostering counselor skill development (formative), upholding professional standards (normative), and supporting well-being (restorative).

· Validate (with electronic signature) the amount of clock hours the internship student spent on various activities.
· Collaborate with the NIU faculty supervisor to monitor student learning. This includes being available and responsive to electronic communication and/or live conversation from the NIU faculty supervisor at least every other week and as needed.
· Directly observing the student’s interactions with clients, on a routine basis.
· Complete formative and summative evaluations of the student’s counseling performance and ability to integrate and apply knowledge.
· Provide objective and honest evaluations of the students’ performance of Internship responsibilities.
· Obtain confirmation from the Clinical Coordinator that the student has been officially approved to start the rotation, prior to allowing student to complete internship hours under their supervision.
· At the start of the internship, agree to review the following emergency procedures with the student as related to the internship site:
· Review emergency contact information and sure the student has access to your contact details as well as a backup in case of emergency
· Go over the site’s crisis intervention procedures, including how to handle situations such as a client in distress, suicidal ideation, or other emergencies
· Discuss the site’s safety protocols, including evacuation plans, first aid locations, and any site-specific precautions. Ensure the student is familiar with emergency exits and procedures.
[bookmark: _Toc237445271]The Clinical Coordinator Agrees to
· Ensure the counselor education program provides ongoing support to help students find fieldwork sites that are sufficient to provide the quality, quantity, and variety of expected experiences to prepare students for their roles and responsibilities as professional counselors within their CACREP specialized practice areas.
· Verify that students are covered by individual professional counseling liability insurance while enrolled in internship.
· Collaborate with the University to ensure a fully Executed Affiliation Agreement is on file and ensure students meet the requirements of the agreement prior to the start of the placement.
· In collaboration with the NIU faculty supervisor, provide program orientation regarding program requirements and expectations.
· In collaboration with the NIU faculty supervisor, provide professional development opportunities to site supervisors.
· Ensure that students have regular, systematic opportunities to evaluate the Internship site and site supervisor(s).
· Ensure site supervisors have access to the electronic documentation system
[bookmark: _Toc237445272]The NIU Faculty Supervisor agrees to
· Ensure that the attached internship plan meets the educational needs of the Internship student.
· Verify that the Internship student has a current professional counseling liability insurance policy during their internship experience, above and beyond what is provided by NIU.
· Remain in contact with the Internship Site Supervisor at least every two weeks. If concerns arise, the NIU faculty supervisor is typically the first level of mediation.
· Solicit evaluative feedback from Internship Site Supervisor and assume responsibility for assigning a grade.
· Confirm that the periodic review of the internship student’s work performance and work behavior is being conducted by the Internship Site Supervisor.
· Provide an average of 1.5 hours per week of group supervision to the Internship student.
[bookmark: _Toc237445273]The NIU Internship Student agrees to
· Document they carry their own professional liability insurance.
· Establish and fulfill agreed upon internship plan with hours, start dates, and end dates for each site. If modifications to the plan are needed, students must consult all parties before amending the original agreement.
· Maintain daily and accurate time sheets in EXXAT and obtain Site Supervisor’s approval at least weekly.
· Periodically review the number of direct and indirect hours accrued with NIU faculty supervisor and Internship Site Supervisor.
· Actively and appropriately participate in supervision with the site supervisor averaging 1 hour per week..
· Actively and appropriately participate in group supervision with the university faculty member averaging 1.5 hours per week.
· Maintain the highest standard of compliance with professional ethics, ethical codes, and relevant agency policies.
· Treat the internship as a job, and therefore, any requests for time-off, leaving work early, or medical leave, will need to be approved by the Internship Site Supervisor. Professional communication with Internship Site Supervisor is expected.
· Take initiative to seek information and knowledge to be successful in the rehabilitation counseling role to which they aspire.
· Complete all responsibilities agreed upon with Internship Site Supervisor.
· Frequently evaluate and discuss progress with site and NIU faculty supervisor. This may involve negotiating initial internship plan/goals.
· Contact the NIU faculty supervisor in a timely manner if there are concerns related to the internship.
· Follow the site’s policy when responding to client crises and other emergencies.
· Follow the site’s policy when responding to allegations of abuse or neglect.
· Fulfill all obligations outlined in the Rehabilitation Counseling Handbook, Fieldwork Manual and the REHB 694 course syllabus.

[bookmark: _Toc237445274]Graduate Student Information
(To be completed by student)
Student Name:
Student ID Number:
Student Telephone Number:
Student Email:
[bookmark: _Toc237445275]NIU Internship Course Information
(to be completed by NIU)
NIU Faculty Supervisor and Contact: Dr. Amanda McCarthy, Ed.D., CRC, CVE, LCPC
Title: Associate Professor
Email: amccarthy@niu.edu
[bookmark: _Toc237445276]Agency and Primary Contact Information
(To be completed by Internship Site Supervisor)
Agency Information Agency Name:
Agency Physical Address:
Agency Mailing Address (if different from above):
Primary Contact for Clinical Experiences at the Agency
(This should be the individual responsible for overseeing clinical experiences at the site but not is the direct Internship site supervisor) Primary Contact Phone:
[bookmark: _Toc237445277]Primary Contact E-mail:
Brief Description of the Agency:
Provide a summary of the agency and the services offered, indicate specific department of internship if appropriate.
[bookmark: _Toc237445278]

Internship Site Supervisor Information
(To be completed by Internship Site Supervisor)
Internship Site Supervisor Name:
Internship Site Supervisor Phone Number:
Internship Site Supervisor Email:
Internship Site Supervisor Graduate Degree(s) in counselor or related: Active Counseling or Related Licensure and/or Certifications:
Current Title/Position Held at the Site:
Years in Current Position (explain if needed):
Total Years of Experience as a Professional Counselor (explain if needed):

[bookmark: _Toc237445279]Alternative Emergency Contact
(To be completed by Internship Site Supervisor)
In the event of a client related emergency where the internship site supervisor is unavailable, please provide the name, title, location, and any other relevant contract information for an alternate on-site contact person the student can reach.
Name:
Title:
Physical location/office:
E-mail:
Phone:
[bookmark: _Toc237445280]Counseling Supervision Training Requirements
(to be completed by Internship Site Supervisor)
Site supervisors must undergo training in counseling supervision. In our program, counseling supervision involves intentional interventions aimed at fostering counselor skill development (formative), upholding professional standards (normative), and supporting well-being (restorative).
Option 1: If you have completed counseling supervision training and would like the program to consider it for approval, please provide the following details and attach evidence of completion:
· Name of Training:
· Date of Training:
· Length of Training:
· Summary of Training:
· Evidence of Completion Must be Attached.
Option 2: If you do not currently possess qualifying training, you will need to complete a free, on-demand training module prior to the start of the Internship. The required module is:
Foundations of Clinical Supervision Training Series
· Module 1: Introduction to Clinical Supervision
· Duration: 1.5 hours
· Provider: Dr. Jim Herbert
· Offered by: Center for Innovation Training in Vocational Rehabilitation, George Washington University Center for Rehabilitation Counseling Research and Education
· This training provides pre-approved CRC credits.
· For more information visit this link to the training. 
· Please attach certificate of completion for Module 1 to this agreement.

[bookmark: _Toc237445281]Internship Goals and Responsibilities
After reviewing program requirements and processes contained in this agreement, please complete the following sections to more specifically describe the goals and responsibilities of the Internship for this specific student, site, and supervisor in relation to the individual student’s placement.
(Insert a summary of expected Internship goals and responsibilities using the bullet points below as a guide. You don’t need to repeat information already expected of the student elsewhere in this document but be sure to detail any expectations not already stated. This helps ensure alignment between student expectations and site requirements).
· Learning Objectives: Key skills, knowledge, or competencies the student is expected to develop beyond what is already required by the program.
· Client Interaction: The extent to which the student will engage with clients, including observation, co-facilitation, or direct service.
· Supervision and Feedback: The structure of supervision, including scheduled meetings, feedback processes, and evaluation methods.
· Agency-Specific Tasks: Any administrative, case management, or program-related duties assigned to the student.
· Ethical and Professional Expectations: Guidelines for professional behavior, confidentiality, and adherence to agency policies.
· Additional Opportunities: Any specialized training, interdisciplinary collaboration, or unique experiences available to enhance the student’s learning.

[bookmark: _Toc237445282]Signature Page
The agreement will be effective from [dates of semester]. Any amendments to the agreement must be negotiated with all parties. Failure of any party to uphold the agreement can result in termination of the Internship experience.
The undersigned acknowledge and agree to all the provisions stated in this agreement. By signing, they affirm their commitment to the expectations, responsibilities, and requirements of the Internship experience as outlined in the document. Electronic signatures are acceptable.
Internship Student Name (Print): 	
Internship Student’s Signature: 	
Date: 	
Internship Site Supervisor Name (Print): 	
Internship Site Supervisor Signature: 	
Date:
NIU Faculty Name (Print): Amanda K. McCarthy, Ed.D., CRC, CVE, LCPC NIU Faculty Supervisor’s Signature:
Date:
NIU Clinical Coordinator (Print): Amanda K. McCarthy, Ed.D., CRC, CVE, LCPC Clinical Coordinator Signature: 		 Date: 	

[bookmark: Appendix_C:_Competency_Areas_Assessed_in][bookmark: _Toc237445283]Appendix C: Competency Areas Assessed in Practicum and Internship Evaluations
Practicum and internship evaluations are designed to assess students’ overall counseling performance and their ability to effectively integrate and apply knowledge in real-world practice. Students are evaluated across the following key competency areas:
· Professional Behavior – adherence to ethical standards, reliability, responsibility, and professional dispositions
· Critical Thinking – use of clinical judgment, problem-solving, and decision-making in counseling practice
· Communication – effectiveness of verbal, nonverbal, and written communication with clients, supervisors, and professionals
· Cultural Humility – awareness of personal biases and ability to provide culturally responsive and respectful services
· Basic Counseling Skills – demonstration of foundational counseling techniques (e.g., attending, questioning, reflection, rapport-building)
· CACREP Competency Areas – application of required counseling knowledge and skills as outlined in CACREP standards, include relevant Rehabilitation Counseling Standards

[bookmark: Appendix_D:_Areas_Assessed_on_Student_Ev][bookmark: _Toc237445284]Appendix D: Areas Assessed on Student Evaluation of Placement Process This survey assesses student experiences with the practicum/internship placement process across several key domains:
1. Background Information
· Type of clinical experience (practicum vs. internship) and timing of placement.
2. Overall Experience
· General satisfaction with the placement process.
· Perceived manageability of completing placement requirements.
3. Clarity and Preparation
· Clarity of expectations and steps involved.
· Student preparedness (e.g., resume, interviewing, outreach).
· Identification of unclear aspects or areas for improvement.
4. Support and Advising
· Accessibility of faculty/placement coordinators.
· Quality of guidance and advising during the process.
· Timeliness and effectiveness of program communication.
· Suggestions for additional supports.
5. Access and Equity of Opportunities
· Availability of appropriate placement options.
· Representation of diverse settings and populations.
· Barriers encountered (e.g., geographic, scheduling, competitiveness).
6. Fit and Outcomes
· Alignment of placement with student career goals.
· Satisfaction with the secured placement.
· Number of applications submitted and success in meeting preferred timelines.
7. Process Efficiency
· Timeliness of the placement process overall.
· Reasonableness of requirements and deadlines.
· Factors contributing to any delays.
8. Continuous Improvement
· Student-identified strengths of the process.
· Recommended changes and improvements.
· Desired resources or tools (e.g., site lists, workshops, additional advising).
9. Additional Feedback
· Open-ended opportunity for any further comments.

[bookmark: Appendix_E:_Student_Evaluation_of_Site][bookmark: _Toc237445285]Appendix E: Student Evaluation of Site
This survey evaluates student experiences at their practicum/internship site at both midterm and final points, focusing on the quality, learning environment, and outcomes of the placement.
Specifically it covers the following topics:
Help
1. Site and Context Information
· Description of the placement site, services offered, and populations served.
2. Overall Experience and Satisfaction
· Positive (satisfactory) and negative (unsatisfactory) aspects of the site experience.
· Perceived meaningfulness of the rotation.
3. Barriers and Areas for Improvement
· Limitations or challenges encountered during the placement.
· Student suggestions for improving the experience.
4. Quality of the Site Experience (Ratings)
· Overall rotation quality.
· Available learning opportunities.
· Supportiveness of the environment.
· Alignment with program expectations.
· Professional and ethical climate.
5. Learning and Skill Development
· Opportunities to develop appropriate clinical/counseling skills.
· Exposure to client populations and contribution to student learning.
6. Program Alignment and Support
· Fit between site experiences and program requirements.
· Level of support, inclusion, and access to staff at the site.
· Observation of ethical and professional practices.
7. Goals and Progress
· Midterm: student goals for the remainder of the placement.
· Final: extent to which goals were achieved.
8. Overall Evaluation of the Site
· Willingness to recommend the site to future students and rationale.
9. Additional Feedback
· Open-ended comments for program improvement and faculty awareness.

[bookmark: Appendix_F:_Student_Evaluation_of_Site_S][bookmark: _Toc237445286]Appendix F: Student Evaluation of Site Supervisor
This survey evaluates the quality of supervision students receive at their practicum/internship site at both midterm and final points, with emphasis on supervisor behaviors, support, and impact on student development.
1. Overall Supervision Quality (Ratings)
· Consistency and frequency of supervision.
· Support for professional development.
· Quality and usefulness of feedback.
· Assistance with goal setting.
· Creation of a safe, supportive learning environment.
· Modeling of ethical practice.
· Support for skill application and training opportunities.
· Accessibility and responsiveness of the supervisor.
· Cultural responsiveness.
2. Strengths of Supervision
· Most helpful aspects of the supervisor’s support (e.g., feedback, guidance, modeling, encouragement).
3. Areas for Improvement
· Student-identified ways supervision could better support learning and professional development.
4. Additional Support Needs
· Resources, guidance, or structural supports that would enhance the supervision experience.
5. Overall Evaluation of Supervisor
· Willingness to recommend the supervisor and rationale.
6. Additional Feedback
· Open-ended comments about the supervision experience.
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