Practicum Procedures
Equipment
• Class member are taught how to operate the equipment.
• The Listening device is set for 2.5 for the counselor.
We use the blue room, closest to the lounge and this correlates to the middle monitor.
• All three pieces of equipment are turned on and then adjust the sound on the TV
Monitor. The counselor brings a video tape that is put in and kept on during the
entire time.
• When you start taping put in the video tape and push the otr (one touch record)
button.
Confidentiality
• Clients waiting for their turn to be the client need to wait in the lounge or the
waiting area down by the secretaries offices.
• To be eligible for registration in practicum a student must have a “B” grade in
techniques class and have proof of liability insurance.
• Students keep proof of liability after they show it to the instructor on the first
session.
• Weekly supervision forms are signed each week and kept by the student and
turned in with the semester activity sheet at the end of the semester.
• One hour of triadic supervision is done weekly and 1&1/2 hour of group
supervision is done weekly.
• Practicum students practice with each other and evaluate one another until a
minimum level of competency is reached. Then students bring in tapes
demonstrating competency in different counseling models. Then practicum
students bring in a client three times for live supervision. Obtain permission to
counsel them and inform them that the session will be videotaped for supervision
purposes. They will be asked to provide feedback to the counselor about their
experience as a client. Use the form provided below for this purpose and make
sure the clients understand form.

CLIENT RELEASE FORM
Henderson State University Department of Counselor Education
School Counseling Program/Community Counseling Program
I, _________________________________, agree to be counseled by a practicum/intern
student in the School Counseling/Community Counseling Program at Henderson State
University. I further understand that I will participate in counseling interviews that will
be audio-taped and reviewed by a university supervisor. I understand that I will be
counseled by a graduate student who is participating in a supervised practicum/internship
in counseling. I further understand that the student will be supervised by a faculty
member or site supervisor. Recordings of counseling sessions are reviewed by
supervisors for the purpose of evaluation of the practicum/intern student. In addition,
brief segments may be played in the context of group supervision so that practicum/intern
students may receive peer supervision and feedback. Tapes are not to be used for any
purpose other than supervision. Tapes will be destroyed after use in supervision.
I have been told that all of my counseling sessions will remain confidential in terms of
the information that will be revealed during the process of supervision. In certain cases
confidentiality is not allowed due to certain legal restrictions imposed by the state of
Arkansas. Times when confidentiality cannot be maintained include: (a) any form of
child abuse [neglect, physical, and/or sexual], (b) danger to one’s self [i.e., Suicide], (c)
danger to others [homicide, threat to injure someone], and (d) if an appropriate court
order directs otherwise. If you want to talk with a supervisor about your sessions, please
feel free to call one of the counseling faculty: Dr. Blair Olson, Dr. Richard Schmid, Dr.
Charles Weiner, Dr. Linda English and Dr. Mike Kelly. They can be reached through the
Counseling Department’s Secretary at Henderson State University (870-230-5216).
I have been informed of my rights to confidentiality and my rights to express a grievance
and I understand the above conditions of counseling.
MINOR CONSENT FORM
I, _________________________________, (parent or guardian) hereby allows
(Minor) _____________________________ to be counseled and recorded by the
graduate practicum/intern student. It is my understanding, in giving this permission that
information obtained is for training purposes. This information will not be released to
anyone without prior written consent from me. I certify that I have read and understand
the above conditions.
Guardian’s Signature: _______________________ Date: _________________________
Client’s Signature:__________________ Age: _______ Date:______________
Practicum/Intern Student’s Signature: ___________________ Date________________

What to Expect from Experience
During the first session, a practicum student will meet with you and gather
information on your life experiences, strengths, needs, preferences, and goals. The issues
will be assessed and a treatment approaches discussed with you and/or your child.
Working together, a plan will be developed that includes your expectations of treatment
and methods to reach your desired goals. Towards the end of your experience the
practicum student will help you determine if a transitional plan is needed to help you
arrange for ongoing sessions in the private sector. Henderson State University is not
responsible for payment of services outside the University setting.

What are my Rights and Responsibilities?
• Be treated with respect.

• Receive services in a safe and clean place.
• Be seen in a place where no one will hurt you or treat you badly.
• Receive counseling no matter what your race, religion, sex, age,
sexual preference or disability.
• Expect the student working with you to never physically abuse you
or do anything sexual or say mean or hurtful things to you.
• A treatment plan, made by you and the student on which you agree
to work.
• Refuse to participate in any kind of survey or research.
• Expect all information to be kept confidential.

Client Grievance Procedures
The Counseling Department at Henderson State University wants to be responsive and
sensitive to your concerns and needs. If you feel that the counseling services do not meet
your expectations or you feel your rights have been compromised in any way, follow this
procedure to report the problem. There will be no reprisals or retaliations from
Henderson State students or faculty for reporting grievances.
•

Discuss the situation with your counselor.

•

If you and the counselor are unable to reach a solution, contact the counselor’s
supervisor.

•

The Supervisor will review the information and provide you with a written
response in a timely manner.

•

If you are not satisfied with the response, you may contact the Clinical
Coordinator Dr. Richard Schmid (870-230-5677)

•

If you would like to continue after the previous step you may then call the Chair
of the Counseling Department Dr. Blair Olson (870-230-5395).

CLINICAL INSTRUCTION
-Clinical instruction includes supervised practicum and internships that have been
completed within a student's program of study. Practicum and internship requirements are
considered to be the most critical experience elements in the Counselor Education
program. All faculties, including clinical instruction faculty and supervisors, are clearly
committed to preparing professional counselors and promoting the development of the
student's professional counselor identity.

A. Practicum

•
•

•

Students must complete supervised practicum experiences that total a
minimum of one hundred (100) clock hours. The practicum provides for the
development of counseling skills under supervision. The student's practicum
includes all of the following:
Forty (40) hours of direct service with clients, including experience in
individual counseling and group work.
Weekly interaction with an average of one (1) hour per week of individual
and/or triadic supervision which occurs regularly over a minimum of one
academic term by a program faculty member or a supervisor working under
the supervision of a program faculty member.
An average of one and one half (1 1/2) hours per week of group supervision
that is provided on a regular schedule over the course of the student's
practicum by a program faculty member or a supervisor under the supervision
of a program faculty member or Evaluation of the student's performance
throughout the practicum, including a formal evaluation after the
student completes the practicum.
Student Retention in the Practicum

Practicum is a time for students to determine if they are well-suited to the profession of
counseling. Additionally, faculty shall be utilizing this time to evaluate students’
suitability and appropriateness for the counseling profession as well as their academic
performance. Students who do not appear to possess those qualities or skills associated
with effective counseling may be advised to withdraw from the practicum. In these cases,
students shall be advised to seek additional coursework to better prepare them for the
practicum, or they may be advised to withdraw from the department. For students advised
to withdraw from the department, they shall be assisted in identifying an area of study or
specialization that is more suited or appropriate to their talents and skills.
Students are expected to behave in a responsible and professional manner while
functioning in the practicum. Failure to conform one’s behavior to acceptable standards
of practice shall be considered cause for dismissal from the department. Cause for
dismissal from the practicum shall consist of, but not be limited to:
1. Any activity that is prohibited under the ethical standards and practices of the
American Counseling Association (ACA) and/or the American School Counselor

Association (ASCA). Students who have not read these standards and principles
should obtain them and read them. Ignorance of these standards and principles will
be no defense.
2. Malicious disrespect toward instructors, supervisors, or fellow students; failure to
follow reasonable instructions; use of profanity or verbal or physical intimidation
toward instructors, supervisors, or fellow students.
3. The use of fraud or deceit to obtain admission to the department, a course, or a
practicum.
4. Soliciting or accepting a personal fee, monetary gift, or other form of remuneration or
compensation for counseling or counseling-related services while functioning as a
practicum student or as an intern.
5. Use of alcohol or other drugs to the extent that it impairs the student’s ability to
perform properly or adequately, or which may pose a threat to the welfare or safety
of potential or actual clients.
6. Conviction of an offense involving the sale, possession, or consumption of a controlled
substance.
7. Conviction of an offense that is a felony.
8. Conviction of an offense involving moral turpitude.
9. Conviction for a misdemeanor offense committed during the practice of any
counseling activity.
10. Any behavior, activity, procedure, or practice that is prohibited under the Counselor
Licensure laws of the State of Arkansas.
Due process: Students who wish to appeal retention decisions made by the department
are encouraged to follow the guidelines outlined in the most recent edition of Henderson
State University’s’ Catalog.
Confidentiality
Every counselor has the obligation to abide by the ethical standards established by his or
her profession. The ACA code of ethics states that “Counselors respect their clients’ right
to privacy and avoid illegal and unwarranted disclosures of confidential information.”
Even though there are strong legal and ethical principles involved in the
protection of client information, there are limitations on confidentiality. First, counselors
are ethically obliged to break confidentiality if the client presents a clear and present
danger of harming either him/herself or harming others, or reports elder abuse or child
abuse. If there are reasons to suspect child abuse, students should contact their
supervisor/instructor immediately. Counselors may be compelled to reveal client
information in court. Although these situations are very unlikely, students and their
clients need to be aware of the limitations of confidentiality.

Right, duties, and responsibilities of the Department of Counselor
Education
1. The practicum instructor will assure that the student has completed the
prerequisite academic work before beginning practicum.
2. The practicum instructor will be available to the site supervisor and student for
consultation.
3. The practicum instructor will function as a liaison between the site and the
department; however, the site is encouraged to initiate contacts when necessary.
4. The practicum instructor will provide supervisees with weekly individual and
group training supervision. This training supervision will focus on the development of the
student’s counseling skills and counselor identity. The practicum instructor will also
monitor the progress of the student.
Doctoral students may be assigned to assist the practicum instructor with training
supervision. Such doctoral students will be under the direct supervision of the
practicum instructor.
5. The department shall determine the appropriateness of a school or agency as a
practicum site.
6. The department shall determine the appropriateness of the site supervisor.
7. The department may request the termination of a Clinical Experience Site Agreement
if the site supervisor does not abide by: (a) ethical standards and practices set forth by
the American Counseling Association and/or the American School Counselor
Association (b) applicable licensure laws related to supervision.
8. The practicum instructor shall have the responsibility to terminate any Clinical
Experience Site Agreement where the student’s performance is judged to be
unsatisfactory, insubordinate, unethical, inappropriate, or harmful to clients. Such
action would only be taken after consultation with the student and with
representatives of the practicum site.
9. The department reserves the right to amend, change, or otherwise modify its policies
regarding the practicum experience from time to time as may be deemed necessary or
appropriate.
10. The department may, at its discretion, waive any or all policies on a case-by-case
basis when deemed appropriate.
11. The practicum grade will reflect the evaluation of both site and university
supervisors, with the practicum instructor having the final responsibility for grade
assignment.

Right, duties, and responsibilities of the school/agency practicum site
1. The practicum site shall screen and select practicum students based upon their
appropriateness for placement at the school/agency, and their likelihood of success.
2. The practicum site shall provide a site supervisor for the practicum. School
Counseling Site Supervisors must be Licensed School Counselors. Community
Counseling Site Supervisors must be Licensed Professional Clinical Counselors with
Supervisory Endorsement.
3. The site supervisor shall orient the practicum student to the policies and
procedures of the practicum site and oversee the practicum student’s compliance with
those policies and procedures.
4. The practicum site shall provide experience in the delivery of services
appropriate to the educational and ability levels of the practicum student.
5. The practicum site will screen practicum students’ clients based on the
following:
The best clients for school counseling practicum students are those with normal
developmental concerns and/or mild family or school adjustment problems.
Examples might include students who have low self-esteem, test anxiety, relationship
problems, peer pressures, or adjustment issues, to mention a few. Students who are
suicidal, violent, who have chronic behavior problems, those with mental or
emotional disorders, and those involved in custody disputes or victims of abuse are
not appropriate for this practicum experience.
The best clients for community counseling practicum students are those with mild to
moderate concerns suitable for short-term treatment such as: academic or career
related issues, stress management, parenting issues, grief and separation, life
adjustment, self-esteem, and relationship problems. Inappropriate clients would be
individuals with serious mental or emotional disorders and those who have tendencies
toward suicide or violence.
6. The practicum site supervisor shall be responsible for informing clients that they will
be seen by a practicum student.
7. The practicum site supervisor shall be responsible for supervising the practicum
student’s attainment of the counselor trainee (CT) status that will enable the student
to bill for direct client contact hours.
8. The practicum site shall insure sufficient client referrals to meet the needs of the
practicum site and those of the practicum student. It is expected that practicum
students will obtain at least 40 hours of direct individual and group client contact
during the course of their practicum.

9. The site will provide space, equipment, and supplies as needed by the student to carry
out site assignments.
10. The site supervisor is responsible for providing one hour per week of clinical
supervision for the practicum student and be available for consultation. Clinical
supervision will focus on necessary counseling interventions to promote client
welfare.
11. The site and site supervisor hold ultimate responsibility for the welfare of the
practicum student’s clients.
12. The site is responsible for the student’s work under their supervision.
13. The site supervisor will complete a midterm and final written evaluation of the
student’s knowledge, skills, and personal and professional development during the
practicum experience. The practicum instructor will provide the format for the written
evaluation.
14. The site supervisor is strongly encouraged to initiate contact with the university
supervisor when there are any questions or concerns regarding the student,
expectations, or responsibilities.
15. The practicum site may request the termination of a Clinical Experience Site
Agreement when the practicum student’s performance is in violation of site policies
or procedures, or when the practicum student’s performance is judged to be
unsatisfactory, insubordinate, unethical, inappropriate, or harmful to clients.
16. The practicum site agrees to abide by the policies and procedures stated in this
manual.
17. The practicum site, in its treatment of practicum students, shall abide by the ethical
standards and practices set forth by the American Counseling Association and/or the
American School Counselor Association.

Right, duties, and responsibilities of the practicum student
1. The student will attend a mandatory practicum orientation, to be provided by
the Department.
2. It is the student’s responsibility to identify and secure a practicum site before
enrolling in practicum, obtain a signed Supervisor Agreement Form and Supervisor
Qualification Form and ensure that there is a current Affiliation Agreement Form
between the site and the university. While the department may assist the student, the
department is not responsible for placement into a practicum site. Students who have not
secured a practicum site by the start of the semester in which they are enrolled in
practicum may be dropped from the practicum. In addition, all students must return all
practicum forms by the third week of class or risk being dropped from the class.
3. The practicum student shall at all times conduct his or her behavior in
accordance with the policies and procedures of the practicum site, and with the ethical
standards of the American Counseling Association (ACA), the American School
Counselor Association (ASCA), State of Arkansas Laws, and other applicable standards
of conduct.
4. The practicum student shall maintain a work schedule that has been mutually
agreed upon by the student and the on-site supervisor. The student will notify the on-site
supervisor of any anticipated absence or necessary schedule change.
5. Typically practicum students see two to three individual clients and at least one
group counseling session per week. Practicum students are required to obtain 40 hours of
direct client counseling experience over the course of the practicum experience.
6. The practicum student shall demonstrate satisfactory knowledge, skills, and
attitudes in the applicable competencies identified on the performance evaluation. The
student is expected to be introspective, open, and receptive to feedback, and demonstrate
flexibility by making appropriate changes in response to feedback.
7. The practicum student shall report any emergency/crisis situations with their
clients immediately to their site supervisor and to the practicum instructor.
8. The practicum student shall attend individual and group supervision sessions as
scheduled.
9. The practicum student shall keep accurate records of weekly client contact
hours, indirect hours, and supervisory hours.
10. The practicum student shall complete all educational plans that may be
developed with either their supervisor or the practicum instructor.
11. If either the Department or the practicum site terminates the practicum, the
student has a right to an explanation of the reasons for termination.

