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Conceptual Framework
The Department of Education at University of the Cumberlands has adopted the motto “Reflective Constructors of Quality Learning Experiences through Critical Thinking” to communicate the key concepts of the conceptual framework for its professional education programs.  The goal is to ensure that candidates become reflective constructors of quality learning experiences based on Christian values, respect for the truth, and concern for humanity.  Emphasis is placed on providing interaction with multicultural and diverse populations.  Each certification program is connected to this philosophy as shown in the logo, at the conceptual, strategic, evaluative, or communicative knowledge base.

Historically, University of the Cumberlands’ Education Department has been strengthened through the consistent and dedicated collaborative efforts of our P-12 partners. There has been and continues to be an open line of communication and professional respect between the University and our public schools.  The Site Supervisor Handbook  has been crafted specifically for University of the Cumberlands’ School Counselor program with P-12 faculty providing significant direction to its creation.
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General Clinical Information – UC School Counseling Program
1. Intent of Clinical Semesters

Practicum and Internship are the final components in students’ programs and are intended to provide them with the opportunity to engage in all activities of a practicing school counselor in all three levels: elementary, middle, and secondary.  Clinical experiences will take place at schools where the candidate can work with clients and programs appropriate to the student’s degree and licensure needs.  School counseling activities occur at approved school sites with licensed school counselors.  In addition, UC program faculty will provide opportunity for discussion on professional issues related to the practice of school counseling through a weekly class.
2. Practicum 

Practicum class is held weekly through the Elluminate system within the course of the one semester that the Practicum runs.  The class provides students the opportunity to discuss, question, and examine school counseling issues, counseling techniques and strategies, comprehensive programs, and school counselor role and function.  At least one taped session will be critiqued within the course.  Taping is confidential and completed only with written parent permission for the group or individual sessions.

3. Internship

Internship class is held weekly through the Elluminate system within the course of the two semesters that the Practicum runs.  The class provides students the opportunity to further discuss, question, and examine school counseling issues, counseling techniques and strategies, comprehensive programs, and school counselor role and function.  The Internship is intended to fulfill the function of KTIP for teachers and KPIP for Principals.  At least two taped sessions will be critiqued within the course.  Taping is confidential and completed only with written parent permission for the group or individual sessions.

4. Supervision

The site supervisor will work in collaboration with the counselor candidate to choose the candidate’s counseling activities.  The site supervisor will direct, and supervise the candidate’s counseling activities.  The supervisor will provide the counselor candidate with one hour of supervision/critiquing per week.  The site supervisor must be a licensed school counselor with two years of school counseling experience.

5. Candidate Requirements

Students are required to complete 700 total hours of clinical experience.  Of these 700 hours, 600 hours must be at the level of education where the candidate expects to work in the future.  One hundred hours of clinical experience must be completed at each of the other two levels of education.  For example, if a candidate expects to work at the high school level in the future, 600 hours of experience must be earned at the high school level, with 50 hours earned at the elementary and 50 hours at the middle school level.

6. Evaluation

The site supervisor and the UC faculty supervisor will complete evaluations of the clinical candidate.  The candidate provides evaluation forms to the site supervisor.  The forms may be completed by the supervisor in a confidential manner and mailed to the UC faculty supervisor or the forms may be completed with the candidate and returned to the faculty supervisor via the candidate.  

 Site Selection Process

University of the Cumberlands’ clinical program is the culmination of the pre-service counselor’s graduate studies. The experience is designed to assist the counselor candidate in applying the knowledge, skills, theory, and pedagogy learned from course work as well as from previous field and personal experiences.  The essential requirements for schools to participate in the School Counseling Program include:  
1. Subscribe to the basic purpose of the Counselor Education program; 

2. Indicate a willingness to function within the intent of the program; 

3. Demonstrate a capability to utilize counselor candidates productively; 

4. Be willing to help implement individualized intern objectives which offer a variety of experiences;

5. Exhibit a rigorous and strong program by showing CATS scores within the Progressing or Meets Goals categories; and

6. Provide credentialed counselors to supervise practicum candidates and interns. 
Selection of Site Supervisors

Public school supervisors and University coordinators work collaboratively to support the counselor candidate in their professional growth. Decisions related to the Site Supervisor are made through a collaborative effort between (1) the counselor candidate,  (2) district supervisors, (3) building administrators, (4) the Teacher of Record for the COOL 637, Practicum and COOL 638, Internship courses, and (5) the Director of the School Counseling Program.  This collaboration intends to maximize the benefit of the program to the P-12 faculty and the individual counselor candidate.  University of the Cumberlands seeks to identify those Site Supervisors who consistently model the dispositions of caring, a strong work ethic, critical and creative thinking, and a commitment to excellence and professional integrity.  Site Supervisors are carefully selected with consideration given to their willingness to mentor and guide counselor candidates.   The Site Supervisor must be a credentialed counselor who: 
1. Has a school counseling degree from an accredited institution;

2. Has at least two years as a school counselor; 
3. Possesses demonstrated ability to engage in effective management techniques that promote an environment conducive to learning;

4. Helps the counselor candidate prepare realistic plans for the practicum/internship experiences based on the candidate’s abilities and in accordance with the university’s school counseling program; 

5. Is capable of assisting the counselor candidate in the difference forms of experience, i.e.: individual meetings, group session, case conferences, and information contacts; 

6. Models the use of multiple assessments to inform the Counselor program and instruction; and 

7. Creates a learning community that values and builds upon students’ diverse cultures. 
8. Demonstrates an aptitude and ability to contribute to the mentoring and development of a pre-service educator.
General Guidelines for Site Supervisors
To the extent possible, the role of the site supervisor includes:

1. Providing one hour of individual supervision per week to/for the counselor candidate.
2. Providing ongoing feedback throughout the semester as well as an evaluation of the candidate’s development and progress prior to the end of the academic term.

3. Introducing and orienting the student to the structure, programs, function, forms and procedural practices at the site.

4. Familiarizing the student with policies and procedures regarding case management, record keeping and confidentiality, crisis team functions, abuse reporting procedures, and the consulting role.

5. Introducing the candidate to the professional and support staff.

6. Orienting the student to the site policies regarding appropriate dress, office hours, scheduled meetings and conferences, individual sessions, group sessions, etc. 

7. Affording the candidate the opportunity, as feasible, to identify with the supervisor as a professional practitioner by jointly participating in interviews, parent meetings, conferences, counseling sessions, classroom guidance lessons, etc.

8. Alerting the student, if necessary, to potential pitfalls involving school political realities.

9. Supervising the completion of tasks and responsibilities consistent with the candidate’s role at the site.

10. Providing work with a caseload representing a variety of client needs.

11. Providing opportunities for decision-making and risk-taking experiences.

12. Conducting conferences with the triad (counselor candidate, Site supervisor and university coordinator). At this time, it is critical that both the supervisor and coordinator have conversed prior to the conference and are united and consistent. 

13. Working with the candidate on areas of growth.  In cases where the counselor candidate exhibits more than one area of weakness, target the most serious concern first. Attempting to deal with multiple concerns will frustrate and confuse the counselor candidate. 
14. Documenting all interactions, discussions, and conferences with written feedback to the counselor candidate. Ask that the counselor candidate sign and date all written feedback. Share the documentation with the college coordinator. 

15. Utilizing the Professional Growth Plan for clearly stating desired prescriptive actions and the date when the evidence must be demonstrated. 
16. Making every effort to provide and document remedial assistance to the student counselor. 

17. When appropriate, the building principal or another university coordinator may be asked to observe the student counselor in an effort to provide additional feedback. 

18. Consulting the University Practicum or Internship instructor in the event the supervisor becomes aware of personal or other issues which are impairing the student’s learning and/or performance. 
19. Should any concern persist, if a problem is severe enough to be deemed academically or physically detrimental to the students, or if the behavior is considered unethical, the university coordinator should be immediately contacted. Specific documentation must support any expressed concerns of the site supervisor.  The Site supervisor is encouraged to follow protocol with an unresolved counselor candidate problem. Contacts should be made as follows: 

a) The University Coordinator 
b) The Director of Clinical 
c) The Education Department Chair
d) The Vice President for Academic Affairs
e) The University President

Timeline of Responsibilities of the Site Supervisor
Before the Counselor Candidate Arrives

Prepare the faculty and students

Faculty and students should know that a counselor candidate will be joining the school community. Referring to the counselor candidate as Miss, Mr., or Ms., the Site Supervisor conveys professional acceptance. 

Prepare the parents

Parents will appreciate knowing that a counselor candidate will be working with their child(ren). A letter providing interesting information about the counselor candidate may enhance parent acceptance of the counselor candidate.

Prepare an Area
The counselor candidate will need a work space and an area for personal belongings. The position of this work space, which should include a desk if possible, will subtly communicate the value placed on the counselor candidate’s anticipated contribution to the community.

Prior to the Counselor Candidate’s arrival, help relieve anxiety

Once counselor candidate assignments have been made, the Site Supervisor is encouraged to invite the counselor candidate to breakfast, coffee, or dessert a few days prior to the arrival at school as to ease  any anxieties. A “welcome” phone call will also convey eagerness to work with this aspiring teacher. 
Complete and submit the Site Supervisor Agreement
The Site Supervisor Agreement verifies qualifications to serve as a counselor supervisor. Additionally, the agreement information is required for the University’s report to the Education Professional Standards Board.  The contract must be immediately returned to the instructor of the course before the counselor candidate begins.
Leaving the Counselor candidate Unattended

University of the Cumberlands’ legal counsel has advised that the counselor candidate not be left alone in the classroom or be placed alone in a supervisory capacity under any circumstances ( monitoring restrooms, cafeteria, halls, etc.) during the first two weeks of the counselor candidate experience – unless they are already a teacher on staff within your school.  
If an emergency arises requiring the Site Supervisor to leave the counselor in charge of a group of students, the Site Supervisor is responsible for securing another faculty member or administrator to assist the counselor candidate– unless the counselor candidate is already a teacher on staff within your school.  The Site supervisor is cautioned against leaving the classroom to an area in or out of the school where the counselor candidate is unable to receive support in a timely manner.

At no time should a counselor candidate serve as a substitute teacher, lunchroom aide, or other such position filling the absence of the Site Supervisor or another faculty member.
When the Counselor Candidate Arrives

When the counselor candidate arrives, time should be spent during that first day identifying academic strengths, hobbies, areas of interest and travel experiences. The counselor candidate’s initial impact will be more successful if based upon strengths, experiences, or areas of interests. Require that the counselor candidate keep the following in a binder:
· A map of the school with teacher’s classrooms identified, etc.; 
· the names of and procedures for students with special needs, i.e.: medications, allergies, religious considerations and IEP information necessary for making appropriate accommodations; 
· a copy of the school handbook, school report card, faculty policies and procedures, an extra copy of manuals, Academic Expectations, Core Content, Program of Studies and any other instructional materials necessary for planning; 
· policies and procedures regarding case management, record keeping and confidentiality, crisis team functions, abuse reporting procedures, and the consulting role;

· school sign-in, sign-out procedures, if applicable; 
· students who may or may not leave with identified persons; 
· lock down procedures; 
· bus information; 
· the fire and tornado drill procedures; and 
· schedules for the school’s extra-curricular events. 
The counselor candidate should also have a written copy of the site supervisor’s guidelines or expectations. The expectations and guidelines should be explained and discussed during the counselor candidate’s first day. The written expectations might include:

· expected time of supervision meetings; 
· faculty meeting dates and  in-service dates; 
· the Site Supervisor’s home/cell and school’s telephone numbers so that the Site Supervisor may be reached in case of an illness or emergency; 
· samples of the Site Supervisor’s Comprehensive School Counselor with Delivery of Services and the Yearly Guidance Plan; 
· requirements you have for the counselor candidate (bulletin board, program, lesson plan format for large group guidance, plans for small group and individual sessions etc.)
The Site Supervisor will also want to talk with the counselor candidate about subtle nuances or unwritten expectations at the school. These topics might include:
· where to park (Does the principal have his/her favorite parking space?); 
· how to join the coffee drinkers’ fund; 
· acceptable dress codes for school; and 
· where to eat lunch, etc.
On the first day, Site Supervisor should provide the counselor candidate with an orientation to the school. The Site Supervisor will also want to:

· demonstrate procedures for using equipment, etc.;
· explain the procedures for making or having copies made; 
· introduce the counselor candidate to the backbone of the school… the secretaries, maintenance staff and cafeteria personnel as well as the other faculty members.  
The Counselor Candidate’s First Week
During the first week, it is critical that the Site Supervisor model the standards for planning, management, assessment, reflection, technology, collaboration and flexibility that are expected from the counselor candidate. Be prepared to demonstrate your best professional skills and dispositions.

The first week is a period of orientation and adjustment for the counselor candidate. While the counselor candidate will benefit from observations, limiting the beginning counselor to merely observing will minimize progress. The counselor candidate’s readiness level will dictate the appropriate responsibilities assigned during the early days in each semester of Practicum and Intership. 
During The Semester

Feedback

The counselor candidate requires continuous specific verbal and written feedback. Feedback should be supported with specific data gathered from observations, lesson plans from large group guidance, plans for small group and individual sessions, other written requirements as well as the observed counselor candidate’s dispositions. Maximum growth will be achieved when the counselor candidate:

· receives daily written and verbal feedback. The counselor candidate will be more receptive to feedback when comments focus first on strengths then on suggested areas for improvement (As we all learned in our counseling programs, lead with the positive);
· is actively engaged in self evaluative reflections during both formal conferences and informal conversations; and 
· receives feedback in private. Correcting counselor candidates in front of students  or other faculty may result in humiliation. 
Counselor candidate feedback should focus on and support the Kentucky School Counselor Standards, the Professional Code of Ethics and the Mission Statement of the University and the Education Department.   Evaluation forms are provided within this handbook, by the University coordinators and are on the Course website. 
The feedback on the forms should be discussed with the counselor candidate with copies promptly submitted to the appropriate university coordinator. These forms include:

1. Supervising Counselor’s Formative Evaluation (8th  and 12th week of each semester of Practicum and Internship as Progress Feedback) 

2. Supervising Counselor’s Summative Evaluation (To be completed at the end of each semester of Practicum and Internship) 

The university coordinator must be apprised of the counselor candidate’s progress. Early intervention and remedial strategies are crucial to a successful counselor candidate experience. The Site Supervisor should make every effort to arrange the schedule so that a conference with all of the triad (the site supervisor/counselor candidate/university coordinator) may be conducted on days that the university coordinator is scheduled for a formal observation. This will enhance consistency in feedback.

Each University Coordinator will hold counselor candidates responsible for evidence of competency for all Kentucky School Counselor Standards, University of the Cumberlands Standards, and successful completion of all requirements identified on the Practicum and Internship course syllabus. However, like all teachers, university coordinators have their own “style,” their own areas of emphasis, their own areas of expertise, and their own “personalities.” Modeling professional support and respect for your university colleagues will positively impact the counselor candidates.

Technology

Model and encourage use of the technology available in your school. Because counselor candidates tend to function in the way they were taught, the Site Supervisor’s impact on the counselor candidate’s future effective use of technology may be significant. At the onset of the placement, ask that the school’s technology coordinator to provide an orientation for using available resources as well as discuss the school’s policy regarding ethical use of technology.
Library

Model and encourage use of the library resources available in your school. At the onset of the placement, ask that the school’s library media specialist to provide an orientation for using available resources.
Relieving Stress

Counselor candidates frequently experience a high stress level as they usually remain in their teaching positions (a full-time job), have demanding family responsibilities, and possess any number of other stressors too numerous to mention. Site Supervisors may share personally effective stress reducing actions that might include:
· using time management and organization techniques; 
· spending time each day walking or exercising. Several laps around the school gym at the end of each day will be beneficial; 
· demonstrating how to prioritize responsibilities; 
· reevaluating the use of time each day; and 
· monitoring sleeping and eating habits. 
Conferencing

Communication between the Site Supervisor and counselor candidate should be open, continuous, collaborative and intentional. There is a need for both verbal and written comments. Frequently, Site Supervisors and their counselor candidates have conversations throughout the course of the day. These conversations are essential.  Yet, critical to the success of the counselor candidate is the scheduled weekly conference. This intentional, uninterrupted conference enables the Site Supervisor and counselor candidate to have in- depth, reflective conversations. Again, feedback should be supported with specific data gathered from the counselor candidate’s performance. Counselor candidate’s strengths and growth areas must be directly related to the KY and University Standards and become the driving force in creating and continually revising the Professional Growth Plan. 
During formal conferences, the Site Supervisor is advised to:
· establish a time frame for the weekly conference and adhere to the designated time. For example, the conference is scheduled after school from 3:00-4:00 p.m. A counselor candidate who has after school responsibilities will appreciate a timely conclusion to the conferences
· avoid interruptions by placing a sign on the classroom door; Ex: “Conference in Session. Please stop back at 4:00p.m.” 
· ask the counselor candidate to prepare written questions or concerns that s/he feels need to be addressed. This will give the counselor candidate ownership in the conference process. Address these issues at the onset of the conversation; 
· the Professional Growth Plan should be an essential focus of the conference; 
· prepare a list of topics and questions for the conference that focus discussions on major areas of concern. Teachers may get “side-tracked” in talking about daily incidences; 
· use the “sandwich technique.” Begin with positive comments, next discuss growth areas and then conclude the conference on a positive note; 
· have necessary materials at hand. If the purpose of the conference is to discuss the standards-based unit plans, have written copy of guidelines, possible research materials, idea books, manuals, etc.; 
· conduct the conference in an inviting setting. Ideally a table provides for eye to eye contact in an unintimidating atmosphere; 
· make every effort to engage the counselor candidate in self-evaluation and reflective analysis based on data gathered from observations, video tapings, etc.; 
· monitor the conversation to ascertain who does the most talking; 
· use self disclosure when appropriate, yet sparingly; 
· document all conferences. Ask the counselor candidate to sign all written documentation. A copy of the documentation should be kept in the Site Supervisor’s file and a copy made for the counselor candidate’s working portfolio. The university coordinator will appreciate having a copy of the Site Supervisor’s written feedback; 
· have the counselor candidate write down plans for improvement, assignments, etc. Again, this gives the counselor candidate ownership in the process; 
· establish a specific timeline for the completion of assignments or actions agreed upon during the conference; 
· summarize the major points made at the end of the conference time; and 
· whenever possible establish conference times when all members of the Triad (the site supervisor, university coordinator, and counselor candidate) are able to meet. 
When the counselor candidate first arrives, the Site Supervisor will be responsible for conveying pertinent information and for guiding decisions. Thus, initial conferences may require that the Site Supervisor do much of the talking. However, as the semester progresses, the Site Supervisor is encouraged to talk less and listen more by posing reflective questions that lead the counselor candidate to assume an increased responsibility for decision making, engage in critical reflective thinking, become more self-evaluative, and take the lead in the professional growth planning process.

Professional Growth Plan (PGP)

The Professional Growth Plan is the pivotal, ever-evolving piece in mentoring and guiding the counselor candidate’s professional growth. During conferences, encourage the counselor candidate to build on identified strengths and continue to make progress toward eliminating growth areas. Data gathered from observations, lesson plans for large group guidance, written requirements, and exhibited dispositions should be the basis for PGP decisions. The counselor candidate will claim greater ownership if he/she is the author and editor of the PGP. 
Lesson Plans

For  most school counselor candidates, this is “old hat” as they are practicing teachers.  But, recently, Kentucky changed the law that requires school counselor candidates to be teachers.  Hence, in the event that the counselor candidate that you are supervising does not have classroom experience, this component becomes essential for ensuring the physical well being and academic achievement of the students with each classroom and the community. Once the Site Supervisor has carefully read and discussed the written plans with the counselor candidate, the Site Supervisor should initial and document the date plans were submitted. Recording the date emphasizes the need for timely completion of plans. A counselor candidate should NOT be permitted to teach any lesson for which plans have not been previously approved. The counselor candidate should use the Modified KTIP lesson plan format (see web-site).
Exit Requirements

The counselor candidate portfolio is a mandatory requirement for University of the Cumberlands’ counselor candidates, as the portfolio should capture the professional personality of the counselor candidate. Entries from assignments and other work throughout each semester must provide evidence of competency in all Kentucky School Counselor Standards, the Professional Code of Ethics, the Mission statement of the University and the Education Department’s dispositions, and include only the original work of the counselor candidate. Assist the counselor candidate in this process by:

· encouraging the counselor candidate to take pictures and videotape periodically. In cases where parents object to their children being photographed or video-taped, the counselor candidate may take pictures of self-made bulletin boards, students’ projects, collaborative meetings with other faculty members, etc. The Site Supervisor may want to take the photographs so that the counselor candidate will be featured in the photographs;

· providing the counselor candidate with the opportunity to collaborate with other faculty members and community resource people;

· paving the way for the counselor candidate to plan interdisciplinary activities by talking with other faculty members with whom the counselor candidate might work;

· assisting the counselor candidate in identifying an appropriate leadership project that will contribute to/impact the school or community;

· assisting the counselor candidate in identifying extracurricular involvements that might serve as valuable portfolio pieces, i.e., collaboration with faculty and parents in presenting a school play or collaborating with parents in a fund raising effort; and
· providing positive feedback on written requirements that the counselor candidate might showcase in the Portfolio.

Video Taping

The counselor candidate is required to video tape an activity during the semester. Ideally, a peer (another counselor candidate) should perform the taping, or the counselor candidate can use a tripod. 
Counselor candidate experiencing difficulties will benefit from additional video or audio taping. The audio taping is less intrusive or distracting and will provide specific evidence of a counselor candidate’s oral communication skills related to grammar, vocal qualities, clear instruction, use of vocabulary inappropriate for the level of the students, etc. The video tape, however, provides concrete evidence of ineffective body language, distracting mannerisms, inadequate circulation, ineffective behavior management, inadequate preparation, etc. Watching or listening to tapes made for identification and monitoring of growth areas should be viewed by the supervisor and counselor candidate. Together, once ineffective behaviors are identified, reflective problem solving questions should be the foundation for selection of prescriptive strategies. Videotaping applies only where parent permission for videotaping of students has been obtained in writing.

Observing/Participating in Other Instructional Settings

The counselor candidate will gain insight into the total school academic program by observing in other instructional settings and school communities. They will also have the opportunity to observe a variety of instructional strategies and behavior management techniques. It is a requirement of the clinical program that least 100 hours of the clinical experience be in a different setting. 

Additionally, for at least 3 days during each semester, the candidates must have educational interactions with P-12 students of color, other ethnicities, or English Language Learners. If those diversities are not available at your school, please help the candidate to find and complete those interactions.

Confidentiality

Confidentiality is critical in any profession, but especially so in counseling. In an effort to ensure that confidentiality is maintained, an effective Site Supervisor will:

· provide the counselor candidate with information about the students in a confidential manner. Conveying student information to your counselor candidate in a crowded faculty room communicates a disregard for maintaining confidentiality; and 
· avoid talking derogatorily about the counselor candidate with other faculty members, school personnel or community members. This models insensitivity and disregard for the confidentiality issue. 
End of the Semester Policies
· Complete all assessment forms for the counselor candidate. The Site Supervisor should be certain that both the counselor candidate and college coordinator have copies of all assessment documents. 
· Be certain the counselor candidate has returned all material borrowed. 
· Complete the Site Supervisor Self-Evaluation form and submit it to the course instructor

Removing a Counselor Candidate from the Classroom

Counselor candidates must be aware that the Site Supervisor’s first responsibility is to the students in his/her school community. If, after continued mentoring and feedback, the counselor candidate’s professional skills or personal behavior is such that the student’s learning or well-being is being compromised, the Site Supervisor and the college coordinator, in consultation with the Department Chair, have the responsibility of removing the counselor candidate from the school counselor placement immediately and assigning a failing grade of “F.” A counselor candidate may also be removed for any serious breach of the Professional Code of Ethics. Counselor candidate’s do, however, have the right to appeal removal from the counselor candidate program. The process for appeal is articulated in the University of the Cumberlands Undergraduate Catalog.

Common Counselor Candidate Concerns…. What to Do?
Inability to Critically Analyze and Engage in Reflection: 
· Initially, model your reflective thinking process. 
· Pose open-ended questions that require the counselor candidate to explain, justify, evaluate, infer, etc. Sample questions:
· “Why did you choose the lesson activities identified on your large group guidance plan?” 
· “On what contextual factors did you base your planning decisions?” 
· “How will the lesson directly connect to and support the KY curriculum?” 
· “How will you be certain students have met your objectives?” 

· “How will the activity build on what students already know?” 
· “How will you connect the lesson to the students’ lives?

· “How will the activity maximize student involvement, hold all students accountable, provide for diverse learner needs, etc.?”

· “How might you modify assessments to accommodate diverse learners?” 
· “Why do you believe your selected assessment tool is the most accurate tool to assess the lesson outcomes?”
· “What gap groups are identified as a result of your assessment analysis?”
· “In what way will your lesson activities enhance or be a deterrent to desired student behavior?”

· “If you were to re-teach this lesson, what would you do to improve student learning, student behavior, time management, etc?”

· “After looking at the assessment data, what conclusions can you make about student mastery of the content?”

· “How will the assessment results help you in planning the next lessons?”
Failure to Implement Appropriate Suggestions:

· Write down suggestions/expectations. Document and date implementation or failure to follow through with suggestions. Give the counselor candidate a copy of this documentation at the end of each day and require that the counselor candidate to sign the documentation. Retain a copy and provide a copy for the counselor candidate. 

· Ask the counselor candidate why suggestions have not been implemented. If an overloaded schedule is the deterrent, engage the counselor candidate in the problem solving process, searching for ways to improve time management and prioritization.
Inadequate Planning 

· Verbally model the planning process. The Site Supervisor should have personal examples of  the CSCP. 

· Ask that the counselor candidate provide a schedule for the following week or two during your conference sessions.  This will allow time for necessary modifications or revisions. 

· Ask that the counselor candidate, during the planning process as well as during your weekly conferences, check off all components of effective planning as identified in the University’s guidelines and Kentucky Teacher Standards, to which all school counselors are responsible as well.

Ineffective Time Management 

· Require that the counselor candidate maintain a daily calendar, allotting specific blocks of time for completing plans and preparing of materials and meeting other Practicum/Internship course requirements.

· Identify appropriate time during the school day when the counselor candidate might complete specific activities. 
· Suggest that the counselor candidate arrive early or remain later in the school day to work on counselor scheduling and materials. 

· Provide long range planning requirements to allow for lead time and early completion of activities. 

· Ask the counselor candidate to maintain a short and long range checklist of “things to do.” 

Inability to Relate to Students 

· Require that the counselor candidate read books, watch television programs, sports events and listen to music that are of interest to the students in the school. 

· Where appropriate, have the counselor candidates eat lunch with the students. 

· Ask the counselor candidate to interact with the students in informal settings such as school athletic events, during bus duty and break time, etc. 

Inability to Provide for Diverse Needs

· Require the counselor candidate to include experiences and activities that meet the needs of all learning modalities and preferences within large group guidance, small group session, and individual counseling.  Documentation as data will ensure the inclusion of all necessary experiences. 
· Provide the counselor candidate with ethnic, racial, religious, etc. information of the school community.  Ask the counselor candidate to research each area of diversity and include information on each in appropriate learning activities. 

· Suggest that the counselor candidate create a theme/unit focusing on diversities for large group guidance or a school community learning day/project (i.e., Traditions, History of …, Famous people of …, Holidays). 

· Supply the counselor candidate with necessary and legally permissible IEP information to enhance provisions for identified special education students and modifications necessary for 504 students. 

· Arrange for the counselor candidate to conference with a special education teacher and secure appropriate accommodations for identified students. 

· Require the counselor candidate to articulate and highlight accommodations in all plans. 

Inability to Relate or Collaborate with Other Faculty and Staff Members 

· Encourage the counselor candidate to eat lunch with you and one or two other faculty or staff members. 

· Invite the counselor candidate to participate in team, horizontal or vertical meetings. -Ask the counselor candidate to accompany you to faculty and in-service meetings. -Provide opportunities for the counselor candidate to interact with school personnel in a non- academic atmosphere (Ex: sit with another staff or faculty member collecting tickets at a ballgame or carnival). 

Professional Appearance 

· Provide the counselor candidate with the school or district’s dress code. Model professional appearance and dress. 

· Discuss the importance of professional dress that is appropriate for your instructional setting. Encourage the counselor candidate to reflect on how inappropriate dress impacts the perceptions of students, faculty, parents and administration. (“As you are dressed, so shall you be perceived. As you are perceived, so shall you be treated.” Harry Wong) 
Site Supervisor Practicum and Internship Forms
	Form
	Due Date
	To Whom

	Practicum/Internship Agreement
	Within the 1st month of practicum/internship semester
	Practicum instructor

	Learning objectives contract 
	Within the  2nd month of practicum/internship semester
	Practicum instructor

	Individual Supervision Session
	Weekly
	Keep in Portfolio

	Formative Evaluation
	8th and 12th week of each semester of Practicum and Internship as Progress Feedback
	Practicum/Internship  Instructor

Keep in Portfolio

	Summative Evaluation: Evaluation of Practicum/Intern Student
	At the end of the practicum experience and at the end of each semester of internship semester (3 Evals. in Total)
	Practicum/Internship  Instructor
Keep a copy in Portfolio

	Site Supervisor’s Reflection and Self-Evaluation
	At end of Practicum and Internship
	Director of School Counseling Program

	Counselor Candidate’s Evaluation of Site Supervisor
	At end of Practicum and Internship
	Director of School Counseling Program

	Evaluation of  Practicum/Internship Site
	At the end of the practicum/ internship experience
	Director of School Counseling Program

	Site Supervisor Checklist
	N/A
	 N/A – Informational Only (Optional Use for Site Supervisor)


SCHOOL COUNSELOR

PRACTICUM/INTERNSHIP AGREEMENT
The School Counseling Program of University of the Cumberlands (UC), the 








 School of 




 School District and Mr./Ms. 






, school counselor candidate, agree to a school counseling practicum/internship experience according to the conditions outline by the UC School Counseling Program.  The Supervisor on-site agrees to provide one hour of individual supervision to the candidate per week, and the candidate will be allowed to audio or video tape certain sessions with clients at the site.  

Upon signature of the practicum/internship student, the school administrator, the supervising counseling, and the UC counselor educator, the agreement is deemed to be in effect for the duration of the practicum/internship experience in the 


 school year.  

Please keep in mind that the Supervising Counselor  should exhibit the following criteria:

· A school counseling degree from an accredited institution;

· A school counseling certificate for each grade within their program;

· At least two years experience as a school counselor; 

· A demonstrated ability to engage in effective management techniques that promote an environment conducive to learning;

· An ability to helps the counselor candidate prepare realistic plans for the practicum and internship experiences based on the candidate’s abilities and in accordance with the university’s school counseling program; 

· An ability to assist the counselor candidate in the difference forms of experience, i.e.: individual meetings, group session, case conferences, and information contacts; 

· An ability to use of multiple assessments to inform the Counselor program and instruction; and 

· An ability to create a learning community that values and builds upon students’ diverse cultures. 
· The demonstration of an aptitude and ability to contribute to the mentoring and development of a preservice educator.
       Practicum/Internship Student






Date

Supervising Counselor






Date

         K – 12 School Administrator






Date

UC Counselor Educator






Date

 LEARNING OBJECTIVES CONTRACT


UC School Counseling Program

Student:














Practicum/Internship Site: 












Site Supervisor: 













Supervisor’s Phone #:













Total hours to be completed at this site: 



Date: 






Learning Objectives – Site Supervisor:

Please identify the expectations for the practicum/internship student.  In your discussion with the student please identify, as specifically as possible, these expectations.  These may include performance expectations or objectives that you hope to help the student accomplish while working in your school.  These objectives can serve as a helpful scale by which to evaluate the candidate’s progress.  Please be as specific as possible.

1. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

3. ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

Learning Objectives – Student:

Please identify the expectations for the practicum/internship student.  Before beginning your work, meet with your supervisor to discuss these objectives.  These may include personal goals you hope to accomplish, experience you hope to have, skills you hope to gain, etc., during your work at this school.  These objectives can serve as a helpful scale by which to evaluate the practicum/internship experience.  Please be as specific as possible.

1. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

2. ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

3. ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________


ON-SITE INDIVIDUAL SUPERVISION SESSION REPORT

· To be completed weekly by the student and/or supervisor
	Subject
	Comments

	Focus of the supervision session (weekly topic):


	

	Strengths of candidate (related to weekly topic):


	

	Areas for growth (related to weekly topic):


	

	Follow-up for next session:


	

	Ethical concerns about issues at the site:


	


Please Sign and Date
Supervisor




Counselor Candidate


Date

University of the Cumberlands Formative Evaluation
School Counseling Program
Counselor candidates will benefit from feedback throughout their clinical experience. In an effort to increase specific feedback, you are asked to please complete these forms and discuss your comments with the counselor candidate during the eight and twelfth week of each clinical semester as feedback on progress. 
Rating Scale: 
4 – Exceptional Performance on the Standards

3 - Satisfactory Performance of the Standards 
2 - Making Progress toward the Standards 
1 - Not Making Progress toward the Standards 
	KNOWLEDGE AND SKILLS
	COMMUNICATION SKILLS 

	____Professionalism

____Reaches all students
____Uses, Manages and Analyzes Data Effectively
____Addresses Career at age appropriate levels
____ Guidance 
____ Individual and Small Group Counseling

____Assessment
____Manages time effectively
____ Develops, Implements and Evaluates CSCP
____ Technology 

____Reflection

____ Consults and Collaborates with others

____ Takes initiative/ Leadership
	____Maintains Strong Eye Contact

____Articulates Words Clearly

____Uses Correct Grammar/Syntax

____Communicates Ideas Clearly

____Avoids Distracting Mannerisms 

____Uses Appropriate Vocal Variety and Volume 

____Uses Effective Questioning Skills 

____Has Effective Writing Skills 




ATTITUDES AND DISPOSITIONS 
	Strong Work Ethic__________ (average score) 
	Critical & Creative Thinking __________(average score) 

	____Has high expectations for self 
	____Is flexible 

	____Is dependable 
	____Provides for all learners 

	____Is timely in completing responsibilities 
	____Expresses thoughts and ideas clearly 

	____Is a self starter; take initiative 
	____Demonstrates ability to problem solve 

	Caring__________(average score) 
	Excellence/Professional Integrity__________(average score) 

	____Has a positive attitude 
	____Has a professional appearance 

	____Is cooperative 
	____Uses technology effectively 

	____Is respectful of others 
	____Demonstrates leadership abilities 

	____Establishes rapport with diverse populations 
	____Uses appropriate spoken & written English 


Please identify specific strengths demonstrated by the counselor candidate
Please identify specific growth areas for the counselor candidate
THERE ARE NO EXCUSED ABSENCES FROM CLINICAL.

Any missed days or portions of days will be made up during the semester. If they cannot be made up the candidate will repeat the course.

Site supervisor/Date 




Counselor candidate/Practicum Candidate/Date
UNIVERSITY OF THE CUMBERLANDS

\\\

Counselor Candidate












School 













Observer Name 












Date of Observation 












Counselor Area Observed 











Number of Students in Observed Component 








Ages/Grades of


Number of Students


Number of ELL

Students 



having IEP 



Students 



Number of other personnel or parents in Observed Component 






The signatures below verify that the analytic scores, feedback and holistic score for each Standard have been discussed with the student counselor.

Student Counselor’s Signature





Date
Observer’s Signature







Date
Observation Summary:

Please rate on a 4 point scale.  4 – Excellent Progress

3 – Satisfactory Progress






2 – Making Progress

1 – Unsatisfactory Progress

Strong Work Ethic __________ (Average Score)
        Critical & Creative Thinking __________ (Average Score)

_____ Has high expectations for self

        _____ Is flexible

_____ Is dependable



        _____ Provides for all learners

_____ Is timely in completing responsibilities
        _____ Expresses thoughts and ideas clearly

_____ Is a self starter; takes initiative

        _____ Demonstrates ability to problem solve

Caring  __________ (Average Score)
        
        Excellence/Professional Integrity_________ (Average Score)

_____Has a positive attitude


        _____ Has a professional appearance

_____ Is cooperative



        _____ Uses technology effectively

_____ Is respectful of others


        _____ Demonstrates leadership abilities

_____ Establishes rapport with diverse populations            _____ Uses appropriate spoken and written English



Directions: Please indicate competency of the practicum/intern marking the appropriate box by using the following scale:
1 Unsatisfactory Progress Toward Standard    
2 Making Progress Toward Standard
     
3 Satisfactory Progress on Standard     
4 Exceptional Progress on Standard    



	
	1
	2
	3
	4

	1. Professional Identity: Provides an understanding of all of the following aspects of 
professional functioning:

	1a 
	History and philosophy of the counseling profession, including significant  factors and
 events
	
	
	
	

	1b 
	Professional roles, functions, and relationships with other human service  providers
	
	
	
	

	1c 
	Technological competence and computer literacy
	
	
	
	

	1d 
	Professional organizations, including ASCA/ACA, its divisions, branches, and affiliates,
 including membership benefits, activities, services to members, and current emphases
	
	
	
	

	1e 
	Professional credentialing, including certification, licensure, and accreditation practices
and standards, and the effects of public policy on these issues
	
	
	
	

	1f
	Public and private policy processes, including the role of the professional counselor in
advocating on behalf of the profession
	
	
	
	

	1g
	Advocacy processes needed to address institutional and social barriers that impede access,
equity, and success for clients 
	
	
	
	

	1h
	Ethical standards of ASCA, ACA, and related entities, and applications of ethical and legal considerations in professional counseling
	
	
	
	

	2. Social and Cultural Diversity:  Provides an understanding of the cultural context of
relationships, issues, and trends in a multicultural and diverse society including the
following:

	2a
	Multicultural and pluralistic trends, including characteristics and concerns between and
within diverse groups nationally and internationally
	
	
	
	

	2b
	Attitudes, beliefs, understandings, and acculturative experiences, including specific 
experiential learning activities
	
	
	
	

	2c
	Individual, couple, family, group, and community strategies for working with diverse
populations and ethnic groups
	
	
	
	

	2d
	Counselors’ roles in social justice, advocacy and conflict resolution, cultural 
self-awareness, the nature of biases, prejudices, processes of intentional and unintentional
oppression and discrimination to the growth of the human spirit, mind, or body
	
	
	
	

	2e
	Theories of multicultural counseling, theories of identity development, and multicultural competencies
	
	
	
	

	2f
	Ethical and legal considerations
	
	
	
	

	3. Human Growth and Development: Provides an understanding of the nature and needs
of individuals at all developmental levels, including the following:

	3a
	Theories of individual and family development and transitions across the life-span
	
	
	
	

	3b
	Theories of learning and personality development
	
	
	
	

	3c
	Human behavior including an understanding of developmental crises, disability, exceptional behavior, addictive behavior, psychopathology, and situational and environmental factors that affect both normal and abnormal behavior
	
	
	
	

	3d
	Strategies for facilitating optimum development over the life-span
	
	
	
	

	
	1
	2
	3
	4

	4. Career Development: Provides an understanding of career development and related life 
factors, including the following:
	
	
	
	

	4a
	Career development theories and decision-making models
	
	
	
	

	4b
	Career, avocational, educational, occupational and labor market information resources,
visual and print media, computer-based career information systems, and other electronic career information systems
	
	
	
	

	4c
	Career development program planning, organization, implementation, administration, 
and evaluation
	
	
	
	

	4d
	Interrelationships among and between work, family, and other life roles and factors
including the role of diversity and gender in career development
	
	
	
	

	4e
	Career and educational planning, placement, follow-up, and evaluation
	
	
	
	

	4f
	Assessment instruments and techniques that are relevant to career planning and decision
making
	
	
	
	

	4g
	Technology-based career development applications and strategies, including computer-
assisted career guidance and information systems and appropriate world-wide web sites
	
	
	
	

	4h
	Career counseling processes, techniques, and resources, including those applicable to 
specific populations

	
	
	
	

	5. Helping Relationships: Provides an understanding of counseling and consultation 
processes, including the following:

	
	
	
	

	5a
	Counselor and consultant characteristics and behaviors that influence helping processes
 including age, gender, and ethnic differences, verbal and nonverbal behaviors and
personal characteristics, orientations, and skills
	
	
	
	

	5b
	An understanding of essential interviewing and counseling skills to allow the student to
develop a therapeutic relationship maintaining professional boundaries within

self-awareness, establish appropriate counseling goals, design intervention strategies, 
evaluate client outcome, and successfully terminate the counselor-client relationship
	
	
	
	

	5c
	Counseling theories that provide the student with a consistent model(s) to conceptualize
client presentation and select appropriate counseling interventions
	
	
	
	

	5d
	A systems perspective that provides an understanding of family and other systems theories
and major models of family and related interventions
	
	
	
	

	5e
	A general framework for understanding and practicing consultation

	
	
	
	

	5f
	Integration of technological strategies and applications within counseling and consultation
Processes

	
	
	
	

	6. Group Work: Provides both theoretical and experiential understandings of group
purpose, development, dynamics, counseling theories, group counseling methods and
skills, and other group approaches, including the following:
	
	
	
	

	6a
	Principles of group dynamics, including group process components, developmental stage
theories, groups members’ roles and behaviors, and therapeutic factors of group work
	
	
	
	

	6b
	Group leadership styles and approaches, including characteristics of various types of 

group leaders and leadership styles
	
	
	
	

	6c
	Theories of group counseling, including commonalities, distinguishing characteristics, 
and pertinent research and literature
	
	
	
	

	6d
	Group counseling methods, including group counselor orientations and behaviors, 

appropriate selection criteria and methods, and methods of evaluation of effectiveness
	
	
	
	

	6e
	Approaches used for other types of group work, including task groups, psycho-

educational groups, and therapy groups
	
	
	
	

	6f
	Professional preparation standards for group leaders
	
	
	
	

	
	1
	2
	3
	4

	7. Assessment:  Provides an understanding of individual and group approaches to 
assessment and evaluation, including the following:
	
	
	
	


	 
	
	
	
	
	

	7b
	Basic concepts of standardized and non-standardized testing and other assessment 

techniques 
	
	
	
	

	7c
	Statistical concepts, including scales of measurement, measures of central tendency, 
indices of variability, shapes and types of distributions, and correlations
	
	
	
	

	7d
	Reliability (i.e., theory of measurement error, models of reliability, and the use of 
reliability information)
	
	
	
	

	7e
	Validity (i.e., evidence of validity, types of validity, and the relationship between 
reliability and validity)
	
	
	
	

	7f
	Age, gender, sexual orientation, ethnicity, language, disability, culture, spirituality, and 
other factors related to the assessment and evaluation of individuals & specific populations
	
	
	
	

	7g
	Strategies for selecting, administering, and interpreting assessment and evaluation 
instruments and techniques in counseling 
	
	
	
	

	7h
	An understanding of general principles and methods of case conceptualization, assessment, and/or diagnoses of mental and emotional status
	
	
	
	

	8. Research and Program Evaluation:  Provides an understanding of research methods, 

statistical analysis, needs assessment, and program evaluation, including the following:
	
	
	
	

	8a
	The importance of research and opportunities and difficulties in conducting research in
the counseling profession
	
	
	
	

	8b
	Research methods such as qualitative, quantitative, single-case designs, action research, 
and outcome-based research
	
	
	
	

	8c
	Use of technology and statistical methods in conducting research and program evaluation,
assuming basic computer literacy
	
	
	
	

	8d
	Principles, models, and applications of needs assessment, program evaluation, and use of
findings to effect program modifications
	
	
	
	

	8e
	Use of research to improve counseling effectiveness
	
	
	
	

	9. Foundations of School Counseling: Provides an understanding of the foundations of 
school counseling, including all the following:
	
	
	
	

	9.1
	History, philosophy, and current trends in school counseling and educational systems
	
	
	
	

	9.2
	Relationship of the school counseling program to the academic and student services
program in the school
	
	
	
	

	9.3
	Role, function, and professional identity of the school counselor in relation to the roles
of other professional and support personnel in the school
	
	
	
	

	9.4
	Strategies of leadership designed to enhance the learning environment of schools
	
	
	
	

	9.5
	Knowledge of the school setting, environment, and pre-K-12 curriculum
	
	
	
	

	9.6
	Current issues, policies, laws, and legislation relevant to school counseling
	
	
	
	

	9.7
	The role of racial, ethnic, and cultural heritage, nationality, socioeconomic status, family 

structure, age, gender, sexual orientation, religious and spiritual beliefs, occupation, 
physical and mental status, and equity issues in school counseling
	
	
	
	

	9.8
	Knowledge and understanding of community, environmental, and institutional
opportunities that enhance, as well as barriers that impede student success & development
	
	
	
	

	9.9
	Knowledge and application of technology in education and school counseling to assist
students, families, and educators in using resources that promote informed choices
	
	
	
	

	9.10
	Ethical and legal considerations related specifically to the practice of school counseling
(e.g., the ASCA Ethical Standards for School Counselors, and the ACA Code of Ethics)
	
	
	
	

	
	1
	2
	3
	4

	10. Contextual Dimensions of School Counseling: Provides an understanding of the coordination of counseling program components as they relate to the total school community, including the following:
	
	
	
	

	10.1
	Advocacy for all students and for effective school counseling programs
	
	
	
	

	10.2
	Coordination, collaboration, referral, and team-building efforts with teachers, parents, 
support personnel, and community resources to promote program objectives and facilitate successful student development and achievement of all students
	
	
	
	

	10.3
	Integration of the school counseling program into the total school curriculum by 
systematically providing information and skills training to assist pre-K-12 students 
	
	
	
	

	10.4
	Promotion of the use of counseling and guidance activities and programs by the total 
school community to enhance a positive school climate
	
	
	
	

	10.5
	Methods of planning for and presenting school counseling-related educational programs 
to administrators, teachers, parents, and the community
	
	
	
	

	10.6
	Methods of planning, developing, implementing, monitoring, and evaluating 
comprehensive developmental counseling programs
	
	
	
	

	10.7
	Knowledge of prevention and crisis intervention strategies


	
	
	
	

	11. Knowledge and Skill Requirements for School Counselors: Provides an understanding of
of the knowledge and skill requirements for school counselors, including the following:
	
	
	
	

	11.1
	Program Development, Implementation, and Evaluation: Designs, plans, implements, and evaluates counseling and guidance program
	
	
	
	

	11.2
	Counseling and Guidance: Implements and facilitates delivery of counseling and guidance
services
	
	
	
	

	11.3
	Consultation: Consults with school or system staff and administration about issues, 
problems, and concerns involving students, as needed or as requested
	
	
	
	

	12. Clinical Instruction
	
	
	
	

	
	Candidate appropriately completed the Practicum/Internship experience according to your expectations, and you would recommend this candidate for a counseling position
	
	
	
	


	Summary of Practicum/Intern’s Strengths and Limitations



	

	Recommended steps for future professional development




Site Supervisor’s Reflection and Self- Evaluation
Supervisor Name___________________________________ 
Candidate Name___________________________________ 

Semester Fall or Spring & Year_______________ 

School__________________________________________ 

Please reflect and evaluate your performance as a site supervisor. Use the analytic scoring key for each benchmark, marking it in the blank in front of each benchmark. E-mail to Susan Rose at susan.rose@ucumberlands.edu. Thank you. 
4 – Excellent
3- Satisfactory 
   2- Making progress 
1-Significant improvement needed
Before the counselor candidate arrived, I 
· Prepared necessary materials (information, resources, etc.) 

· Prepared a desk/place for the counselor candidate 

· Created an outline of expectations and a tentative plan for assuming counseling responsibilities 

· Prepared other faculty, students and parents for the arrival of the counselor candidate 

· Became knowledgeable of the counselor candidate requirements 

When the counselor candidate arrived, I 
· Provided an orientation to the school, technology resources, general school procedures 

· Explained processes for greeting students, releasing students from school, reporting accidents, etc. 

· Introduced to students, faculty, staff, parents, administrators 

· Discussed expectations, school community procedures 

During the semester, I
· Modeled best practices for counseling, use of technology, data collection, consultation, etc. 

· Demonstrated professional dispositions 

· Reviewed and initialed lesson plans prior to the counselor candidate’s large group guidance lesson being taught 

· Treated the counselor candidate with respect 

· Encouraged critical, creative and reflective thinking 

· Provided specific written and oral feedback both in the formal conference setting and during informal conversations 

· Supported the counselor candidate in consulting and collaborating with other faculty, staff and community resources 

· Gradually assigned counseling responsibilities and then provided the counselor candidate with the opportunity to assume a full counseling load (within the last semester of Internship) 

· Completed all University forms for the data base 

· Assisted the counselor candidate in planning and analyzing test scores, community data, etc.  
· Maintained on-going communication with the University coordinator 
At the conclusion of the semester, I
· Submitted the counselor candidate’s summative evaluation 

· Completed the site supervisor’s self-evaluation 

Counselor Candidate’s Evaluation of Site Supervisor
Site supervisor__________________________ 

Counselor candidate _______________________________ 

Semester Fall or Spring & Year ________________ 

School___________________________________________

Please reflect and evaluate your site supervisor’s performance during the semester. Use the analytic scoring key for each benchmark, marking it in the blank in front of each benchmark. Return or fax attention to Melissa Gibson at 606-539-4014. Thank you. 
3- Satisfactory   

2- Making progress
 1- Significant improvement needed 

Before I arrived the Site supervisor 
· Prepared necessary materials (information, texts, resources, etc.) 

· Prepared a desk/place for me 

· Created an outline of expectations and a tentative pacing guide for assuming teaching responsibilities 

· Prepared other faculty, students and parents for my arrival 

· Became knowledgeable of the Kentucky and University Standards and counselor candidate requirements 

When I arrived the Site supervisor 
· Provided me with an orientation to the school, technology resources, general school procedures 

· Explained processes for grading, taking attendance, releasing students from school, reporting accidents, etc. 

· Introduced me to students, faculty, staff, parents, administrators 

· Discussed expectations, class procedures 

During the semester the Site supervisor 
· Modeled best practices for instruction, use of technology, planning, classroom management, etc. 

· Demonstrated professional dispositions 

· Reviewed and initialed lesson plans prior to the counselor candidate’s lesson being taught 

· Treated me with respect 

· Encouraged critical, creative and reflective thinking 

· Provided specific written and oral feedback both in the formal conference setting, during informal conversations, and with the formative evaluations 

· Assisted me in scheduling observations in other classrooms, collaborating with other faculty, staff and community resources 

· Gradually assigned teaching responsibilities and then provided me with the opportunity to ―solo‖ or assume the full teaching load 

· Completed all University forms and the Education Professional Standards Board’s survey for the data base 

· Assisted me in planning and analyzing student work/progress 

· Maintained on-going communication with the University coordinator 

· Attended the External Evaluation 

At the conclusion of the semester the Site supervisor 
· Submitted and discussed the summative evaluation with me 

· Completed and submitted the site supervisor’s self-evaluation 

School Counseling Practicum and

Internship Site Evaluation Form
Please complete this site evaluation form to help the Department of Counselor Education develop and maintain quality sites for our practicum and internship students. Your response will be keep confidential.
1. Name of Practicum/Intern

	


2. Name of school where practicum/internship was completed

	


3. Name of site supervisor

	


Please rate the following items on a 1-5 scale where 5 = the highest rating and 1 = the lowest rating. Circle the number that best describes your experience. Please provide written comments to clarify your ratings.

1. The site provided me adequate physical space I needed to meet with students individually for counseling (i.e. visually and verbally private meeting space to protect confidentiality).

	1
	2
	3
	4


Comments:

2. The site provided me adequate physical space I needed to meet with students for group counseling (i.e. visually and verbally private meeting space to protect confidentiality.

	1
	2
	3
	4


Comments:

3. The site provided me adequate physical space I needed to meet with students for consultation (i.e. visually and verbally private meeting space to protect confidentiality)

	1
	2
	3
	4


Comments:

4. The site provided me adequate opportunities to conduct classroom guidance activities.

	1
	2
	3
	4


Comments:

5. The site supervisor introduced me to the faculty and helped me to develop an adequate number of referrals for individual and small group counseling as well as consultation and classroom guidance.

	1
	2
	3
	4


Comments:

6. The site supervisor met with me for at least one hour per week to provide supervision.

	  1
	  2
	   3
	   4


Comments:

7. The site supervisor routinely (weekly as well as mid-point) provided supervision and evaluation that was helpful and professional.

	1
	2
	3
	4


Comments:

8.  The school counseling program at this site included the following direct services: individual counseling, small group counseling, classroom guidance and consultation with parents and teachers.

	1
	2
	3
	4


Comments:

9. Site supervisor provided orientation and supervision about the policies and procedures of the site.

	1
	2
	3
	4


Comments:

10. I would recommend this site to other practicum/interns.

	1
	2
	3
	4


Comments:

Other comments:

Site Supervisor Checklist

In an effort to assist in the effective supervision and mentoring of a counselor candidate, the following checklist is provided.
Before the counselor candidate arrives:
· Complete and return the Site supervisor Contract to the University coordinator
· Read the counselor candidate’s autobiography and professional data folder
· Prepare a desk or place for the counselor candidate
· Secure copies of teacher’s manuals, texts, instructional materials, and the Kentucky curriculum to be used during the semester
· Prepare written expectations for success in the classroom (see p. 6-7 of Site supervisor Handbook)
· Create a tentative pacing guide indicating the classes or subjects for which the counselor candidate will gradually assume instructional responsibility
· Secure a copy of the school handbook, discipline policies, faculty policies and procedures
· Make copies of fire, tornado, lock-down, etc. procedures
· Prepare an information sheet that includes the daily schedule, hours/supervisory duties, general meeting dates for PTA/PTO, board meetings, team or grade level meetings, weekly conference times, etc.
· Prepare general information about school breakfast and lunches, availability of a refrigerator
· Prepare students, other faculty, and parents for the arrival of the counselor candidate
· Contact the counselor candidate prior to the first day of clinical
· Become knowledgeable of the KY Teacher and University of the Cumberlands’ standards as well as the Teacher Performance Assessment tasks
When the counselor candidate arrives:
· Conduct a tour of the school and overview of the school’s programs/facilities
· Discuss expectations and the tentative pacing guide
· Provide an orientation to the school’s technology resources explaining the procedure for reserving the computer lab and technology or media equipment
· Explain the process for grading and recording student grades, entering plans in the computer or plan book, posting attendance, etc.
· Provide information on school procedures for releasing students to parents/guardians/others, class visitors, etc.
· Identify other teachers who will be of assistance if the Site supervisor is unavailable
· Provide directions for having copies made
· Explain procedures for reporting accidents, discipline incidences, etc.
During the semester:
· Model best practices for instruction, assessment and management
· Model critical, reflective thinking during your own planning, implementation and assessment processes
· Model the use of technology to enhance student learning
· Model professionalism through attendance, timely completion of required forms, appearance, planning and preparation, confidentiality, etc.
· Model and assist the counselor candidate in modifying instruction to meet the needs of all students
· Model and assist the counselor candidate in using student work (assessment analysis) in on- going planning decisions
· After formal and informal observations, provide the counselor candidate with ongoing, specific feedback
· Provide feedback gathered from observations, student progress/work and behavior demonstrated in all areas of the profession
· Assist the counselor candidate in creating, revising, and using the Professional Growth Plan
· Establish and meet with the counselor candidate during formal conferences each week (see Site supervisor Guidelines p. in this handbook for conferencing suggestions)
· Encourage the counselor candidate to express his/her opinions, offer ideas and suggestions, and implement “new” instructional strategies/activities
· Guide the counselor candidate to think critically and analytically by asking effective questions that require problem solving and self evaluation
· Encourage the counselor candidate to critically analyze and self evaluate his/her professional skills
· Assist the counselor candidate in scheduling observations in other classrooms/instructional areas
· Assist the counselor candidate in identifying, planning, and implementing collaborative leadership activities with other school professionals, parents, community resources
· Assign opportunities at the beginning of the semester that are designed for maximum  success
· Gradually assign teaching responsibilities
· Provide the counselor candidate with the opportunity to “solo” or to assume full teaching responsibility
· Share personal weekly and long range lesson planning
· Assist the counselor candidate during the initial weeks in the lesson planning process by sharing your weekly and long range plans
· Provide support and necessary resources for the development of the standards-based unit (See Standards-based Unit Guidelines in the Counselor candidate Handbook)
· Carefully read the counselor candidate’s plans, providing positive feedback related to planning strengths as well as suggestions for improvement
· Maintain on-going, professional communication with the university coordinator
· Attend the External Evaluation
· Assist the counselor candidate in developing professional behaviors, attitudes and dispositions
· Treat the counselor candidate with dignity and as a professional
· Complete and submit all university evaluation/assessment forms in a timely manner
· Enter all information on the Education Professional Standards Board’s data base
At the conclusion of the semester:
· Complete and submit the counselor candidate’s summative evaluation
· Complete and submit the Site supervisor’s Self-Evaluation
Caring, Strong Work Ethic,  
Counselor Candidate Checklist

In an effort to assist in your orientation and first days of clinical placement, your site supervisor will help you complete the following checklists.
Information to get from your site supervisor:
· the school’s and site supervisor’s phone numbers, email address
· the school handbook
· the school’s policy and procedures handbook
· a copy of tornado, fire and lockdown procedures
· the location of the list of approved persons to whom a student may be released
· important student health-related information (allergies, medications, serious medical problems)
· cost for school lunch, breakfast
· where you will eat lunch, store lunch if carrying
· where to secure textbooks and supplementary software, materials, technology, media equipment, curriculum guides, and other essential materials
· a school map that identifies the location of the gym, art room, nurse’s office, etc.
· dates or days and locations for site-based, departmental, faculty, P.T.A. / P.T.O., team and school board meetings are held (These are wonderful opportunities to collect time that you may not have thought of otherwise)
· the daily schedule, when classes begin and end
· a semester schedule for the school system
· opportunities to contribute to extracurricular activities
· schedules for extracurricular activities such as theatre, art and musical productions, athletic events, academic meets, art shows (Again, other good opportunities.  Remember that the Counselor is Support Personnel!  Supporting the students in extracurricular activities is important.)
· the names of faculty or staff you may contact if the supervising counselor is unavailable for assistance
· where you may park
· information related to special needs
******************************************************************
Responsibilities and Procedures to find out:
· procedures for students to enter and exit the building
· procedures for students to leave the classroom (to the office, restrooms, etc.)
· procedures for documenting behavior
· procedures for contacting office or security in case of emergency
· measures and documentation required in case of an accident involving students, yourself or others
· process for planning and implementing field trips, fund raising events, class productions
· responsibilities and protocol for communicating with parents
********************************************************************************************
LEADERSHIP:
· possible school and community activities or events in which you might take a leadership position
Kentucky and University of the Cumberlands’ Teacher Standards
	Standard I
	Demonstrates content knowledge 

	Standard II
	Designs/Plans instruction and learning climates 

	Standard III
	Creates an effective learning climate 

	Standard IV
	Introduces/Implements/Manages instruction

	Standard V
	Assesses learning and communicates results to students and others 

	Standard VI 
	Demonstrates implementation of technology 

	Standard VII
	Reflects on and evaluates teaching/learning situations and/or programs

	Standard VIII 
	Collaborates with colleagues, parents, and other agencies 

	Standard IX 
	Evaluates personal performance and implements professional growth plan

	Standard X
	Demonstrates professional leadership

	Standard XI
	Demonstrates behavior supportive of the University’s Mission Statement with particular emphasis on the service and work components and the Department’s targeted dispositions

	Standard XII
	Demonstrates behaviors supportive of the Kentucky School Professional Code of Ethics


Kentucky School Counselor Standards
	Standard I
	Professional Identity

	Standard II
	Social and Cultural Diversity

	Standard III
	Human Growth and Development

	Standard IV
	Career Development

	Standard V
	Helping Relationships

	Standard VI 
	Group Work

	Standard VII
	Assessment

	Standard VIII 
	Research and Program Evaluation

	Standard IX 
	Foundations of School Counseling

	Standard X
	Contextual Dimensions of School Counseling

	Standard XI
	Knowledge and Skill Requirements for School Counselors

a. Program Development, Implementation, and Evaluation

b. Counseling and Guidance

c. Consultation

	Standard XII
	Clinical Instruction



American School Counselor Association (ASCA) National Standards

	Academics, Standard A
	Students will acquire the attitudes, knowledge and skills that contribute to effective learning in school and across the life span.

	Academics, Standard B
	Students will complete school with academic preparation essential to choose from a wide range of substantial post-secondary options, including college.

	Academics, Standard C
	Students will understand the relationship of academics to the world of work and to life at home and in the community. 

	Career, Standard A
	Students will acquire the skills to investigate the world of work in relation to knowledge of self and to make informed career decisions.

	Career, 

Standard B
	Students will employ strategies to achieve future career goals with success and satisfaction.

	Career, 

Standard C 
	Students will understand the relationship between personal qualities, education training and the world of work.

	Personal/Social, 

Standard A
	Students will acquire the knowledge, attitudes and interpersonal skills to help them understand and respect self and others.

	Personal/Social, 

Standard B
	Students will make decisions, set goals and take necessary action to achieve goals. 

	Personal/Social, 

Standard C
	Students will understand safety and survival skills.





Dear Site Supervisors,





As University of the Cumberlands (UC) School Counseling Director, I wish to thank you for your willingness to assist a school counseling graduate students in the practicum and/or internship experience(s).  A handbook of information about the practicum and internship experiences, including explanations, forms and requirements of the program, has been created for your convenience.  My hope is that the handbook will help you understand the needs of the student and the UC program during this experience.


As the University practicum and internship instructor, I will be in weekly contact with the student in the required practicum and internship courses at UC.  In addition to weekly meetings, the students are required to present taped recordings (video, if possible) of the work they are doing at the school.  These tapes are kept confidential within the ethical guidelines of both the Kentucky School Counselor Standards as well as UC’s standards.


I will attempt to make a personal visit to your school to observe the student.  However, I foresee times when I will have to resort to video conferencing through our Elluminate system, phone calls, or e-mail because of time and numbers of students.  I will be open to suggestions, comments, and communication from you at any time.  My cell phone (the easiest way to reach me by phone) is 502-468-1480, and my e-mail is � HYPERLINK "mailto:susan.rose@ucumberlands.edu" �susan.rose@ucumberlands.edu�.


We greatly appreciate your willingness to work with our student(s) as they prepare to join you in the ranks of counseling.


Yours truly,








Susan R. Rose, Ph.D.


Director of the School Counseling Program


University of the Cumberlands


6191 College Station Drive


Williamsburg, Kentucky 40769





KENTUCKY SCHOOL COUNSELOR PROGRAM 


EVALUATION OF PRACTICUM/INTERN STUDENT
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