
1

Fieldwork Handbook
Idaho State University

Department of Counseling
Master’s of Counseling (MCOUN)

Last Updated Spring 2024



2

Table of Contents

Introduction to the Fieldwork Experience 4
Fieldwork as a Developmental Process 5

Level One–COUN 6696, Prepracticum Counseling Techniques 5
Level Two–COUN 6697, Practicum in Counseling 7
Level Three–COUN 6698, Internship 10

Fieldwork Admission Requirements 13
COUN 6696, Prepracticum Counseling Techniques 13
COUN 6697, Practicum in Counseling 13
COUN 6698, Internship in Counseling 13
Additional Fieldwork Requirements: 14

● Liability Insurance 14
● Background Check and Drug Testing 14

The Fieldwork Experience as an Evaluative Process 15
Fieldwork Coordinator Role Description 17
Supervision Roles and Descriptions 18
Specific Fieldwork Policies 19

Number of Sites Permissible 19
Minimum Caseload Requirements 19
Contacting Clients/Use of Email 19
Use of Artificial Intelligence 20
Animal Assisted Interventions 20
Recording Sessions 20
Recording Procedures: 21
Panopto Technology Guide 21
Record Keeping 25
Providing Services in Spanish and Other Languages 26
Providing Play Therapy Services 28
Providing Services for Children 29
Providing Services for Couples and Families 32
Providing Group Counseling Services 32
Providing Services During University Breaks 32
Providing Telehealth Services 32
Site/Supervisor Concerns 35
Guidelines for Professional Attire 36
Professional Dependability 39
Diversity Statement 40

Clock Hour Requirements for Practicum and Internship 41
Hours Required per University Credit 41



3

Clinical Mental Health Counseling Program Requirements 41
Marriage, Couple, & Family Counseling Program Requirements 42
Clinical Rehabilitation Counseling Program Requirements 42
School Counseling Program Requirements 42
College Counseling and Student Affairs Program Requirements 43

Licensure Requirements for the State of Idaho 44
Idaho Pupil Personnel Services School Counseling Endorsement 44

Students’ Ethical Responsibilities 46
Idaho Reporting Procedures 46
Advocacy Resources 49

Steps for Securing Practicum and Internship Sites 50
The Fieldwork Site Approval Process 53
Tevera: Fieldwork Management System 54

Purchasing Tevera 54
Common Terms in Tevera - Cheat Sheet 54
Applying for Site Placement 54
Tracking Time in Tevera 54

Clinical Paperwork 55
Pre-Agency Selection Forms 55
Post-Agency Selection Forms 55
Supervisor Selection Forms 55
COUN 6697 (coming soon) 56
COUN 6698 (coming soon) 56
Documenting Hours (Hours Logs) 57
Tevera: Insufficient Clinical Hours at the End of the Semester 59

Appendices 60
Appendix A 61
Appendix B 62
Appendix C 63
Appendix D 64
Appendix E 65
Appendix F 66
Appendix G 70
Appendix H 76

References 78



4

Introduction to the Fieldwork Experience

The Master of Counseling degree at Idaho State University is more than a simple collection of
courses and experiences. It is an organized, orderly, purposefully planned program designed to
produce competent marriage, couple, and family; clinical mental health; clinical rehabilitation;
school; and college counseling and student affairs counselors. As students across all counseling
specialties graduate prepared to secure the Licensed Professional Counselor (LPC) credential in
Idaho, foundational clinical skills across all specialties are the bedrock of training across
practicum and internship.

A central experience in the program is the clinical sequence which includes prepracticum,
practicum, and internship. The objective of this sequence is to help students develop the
knowledge, skills, and techniques of an effective and ethical professional counselor with
specialized knowledge and skills relevant to their specialty program. Furthermore, in alignment
with the Council for Accreditation of Counseling and Related Programs 2024 Standards, the
fieldwork experience also provides opportunities for students to work with clients of diverse
backgrounds. In sum, students will have opportunities throughout the fieldwork experiences to
further develop and strengthen their counseling skills and conceptualization skills through
practice, supervision, and consultation.

This handbook provides an overview of the fieldwork experience, including consideration of
fieldwork requirements, processes, and expectations. This handbook should be reviewed and
understood by students and supervisors alike.
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Fieldwork as a Developmental Process

The sequencing of the clinical block of course work (i.e., prepracticum, practicum, and
internship) is a series of developmental experiences.

Students begin the developmental sequence at a very foundational level and conclude the process
as a skilled counselor in training, ready for licensure as a Licensed Professional Counselor in the
State of Idaho and prepared for counseling practice in their chosen specialty program. Students
are viewed from a developmental lens throughout their program. As this is a developmental
process, the responsibilities and expectations of each experience is necessitated by the
subsequent experience. For example, the appropriate use of relationship building skills required
during prepracticum, is also required during practicum and internship, appropriate to that
experience.

Counseling skill development is divided into three levels within the clinical block of courses.
Students must complete their fieldwork experience within at least two separate sites to
graduate.

Level One–COUN 6696, Prepracticum Counseling Techniques

COUN 6696, Prepracticum Counseling Techniques is the first experience in the clinical block of
coursework.

During Pre-Practicum, students learn and begin to practice various foundational counseling skills
with their peers. Role play and self-exploration are part of this experience. Students are given the
opportunity to experience the roles of both the counselor and the client.

Student’s Responsibilities:

1. Consistently demonstrate appropriate use of relationship-building skills with classmates,
including:

Acceptance and Warmth
Genuineness & Congruence
Empathy
Recognizing the Role of Culture within Counseling
Attending & Silence
Paraphrasing
Reflection of Feeling
Summarizing
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2. Consistently demonstrate appropriate use of counseling working phase skills with
classmates, including:

Pattern Recognition
Advanced Empathy
Immediacy
Broaching Behavior
Confrontation (Reflecting Discrepancies)
Focusing the Counseling Session
Probes and Open-ended Questions

3. In preparation for a student’s practicum experience (COUN 6697), students will learn and
should be able to demonstrate their knowledge of:

Providing informed consent and stating limits of confidentiality
Beginning a counseling session with a client
Managing time within the session
The phases of counseling, including termination
Conducting an intake interview
Conducting suicide and homicide risk assessment
Consulting with a supervisor
Advocating on behalf of their clients
The roles and responsibilities of a practicum-level counselor in training

4. Consistently demonstrate the Department of Counseling’s Core Dispositions, or
foundational tendencies, essential to the role of the counselor:

● Cultural Humility
● Mindfulness
● Engagement
● Reflexivity
● Curiosity
● Integrity
● Empathy

5. In cooperation with their faculty advisor and the Fieldwork Coordinator, students are
responsible for securing a practicum placement for COUN 6697, Practicum in
Counseling. Students must review and follow the steps and protocols outlined for this
process, described on pp. 49 - 52 of this handbook.
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COUN 6696 Instructor’s Responsibilities:
1. Prepare students with the skills required for practicum (COUN 6697; see section 3 of

COUN 6696, Prepracticum Counseling Techniques Student Responsibilities)
2. Evaluate the consistent and appropriate use of counseling and relationship-building skills.

Level Two–COUN 6697, Practicum in Counseling

COUN 6697, Practicum in Counseling is the second experience in the clinical block of
coursework, and the first experience in a field setting with individual clients aged 12 and over.

If you are in the school counseling program and simultaneously enrolled in COUN 6629, then
you may work with individuals under the age of 12.

Student’s Responsibilities:

1. As previously stated, students are responsible for obtaining a fieldwork placement for
practicum, following the policies, directions, and deadlines provided by their campus’
Fieldwork Coordinator. These processes are described on pp. 43 - 46 in this handbook.
Students are responsible for completing all paperwork on time and in full. This includes
paperwork that must be signed and completed by themselves, their supervisor(s), and
their faculty advisor.

2. Complete all necessary paperwork, on-time, throughout the semester.

3. Consistently and appropriately demonstrate counseling and relationship-building skills
with clients throughout the semester. Improvement in such skills should be evident
throughout the semester.

4. Develop knowledge and skills to appropriately respond to setting-specific issues (e.g.,
chemical dependency, eating disorders, etc.).

5. Engage in continuing education activities and opportunities, including but not limited to
reading, library research, workshops, and consultation with professionals.

6. Develop and demonstrate an increasing ability to complexly conceptualize clients from
multiple perspectives. Such conceptualization skills should be demonstrated through
individual/triadic and group supervision, staffing opportunities, and written modalities.

7. Develop strategies to remedy personal limitations, personalization issues, and skill
development.

8. Engage in appropriate and preventative self-care throughout the semester.
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9. Conceptualize and demonstrate ethical and legal responsibilities inherent in the fieldwork
setting(s), including adherence to the American Counseling Association Code of Ethics.

10. Attend and actively participate in individual/triadic and group supervision sessions on a
weekly basis. It is the student’s responsibility to actively and professionally communicate
with their supervisor about their concerns and developmental needs, including but not
limited to issues regarding attendance, legal/ethical issues, and client safety.

11. Document completed direct and indirect hours in Tevera on a weekly basis.

12. Record counseling sessions (through Panopto), following ethical, legal, and site
guidelines. Students must consistently provide recordings to their site supervisor(s) for
review. The student must ensure that the audio and visual quality of recordings is high
enough to meet the requirements for supervision.

13. Demonstrate professionalism both on and off campus.

On campus, professionalism involves adhering to academic and institutional standards,
demonstrating respect for professors, peers, and staff, attire, and actively engaging in
learning opportunities. It includes attending classes, participating in discussions,
submitting assignments on time, and maintaining a positive and collaborative attitude
within the academic community.

Off-campus, professionalism extends to the broader community and personal life.
Counseling students should uphold ethical standards, confidentiality, and a commitment
to diversity and inclusivity. This includes behaving ethically in their professional lives,
respecting the privacy of others, and avoiding behaviors that could compromise their
professional integrity.

14. Consistently demonstrate the Department of Counseling’s Core Dispositions, or
foundational tendencies, essential to the role of the counselor:

● Cultural Humility
● Mindfulness
● Engagement
● Reflexivity
● Curiosity
● Integrity
● Empathy

Faculty Responsibilities:
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1. Provide students with feedback regarding their potential/desired practicum fieldwork site;
this includes ensuring the site(s) has been approved by the Fieldwork Coordinator.

2. Approve/disapprove students’ requested site(s).

3. Ensure ethical treatment of the client during individual/triadic and/or group supervision.

4. Provide supervision to assist the student in meeting the responsibilities of COUN 6697.

5. Provide weekly, one-hour individual, and/or triadic supervision utilizing recording of
counseling sessions.

6. Provide weekly group supervision utilizing recordings of counseling sessions (1.5 hours
per week).

7. Maintain communication with the field supervisor.

8. Support students’ incorporation of basic and advanced counseling skills into counseling
practice

9. Provide students with feedback regarding their development as a counselor in training,
including but not limited to the use of counseling skills and interventions,
relationship-building skills, conceptualization skills, ethical/legal understandings and
responses, and professionalism.

Doctoral Student Lab Instructor Responsibilities:

1. Evaluate students’ “Practicum Tape Demonstration” assignment, providing constructive
and developmentally appropriate feedback. See Appendix A.

Field Supervisor Responsibilities:

1. Ensure students’ caseloads include developmentally appropriate client cases.

2. Ensure ethical treatment of the client.

3. Teach the necessary duties associated with counseling in the field placement.

4. Provide appropriate supervision to assist students in acquiring and developing
counseling/consulting skills appropriate to the field placement. Supervision may be
accomplished by viewing live counseling sessions from behind a two-way mirror,
viewing live counseling sessions from within the counseling room, or by reviewing a
videotape of the counseling session with the student.

5. Act as a consultant to the student to facilitate appropriate skill and behavior development.



10

6. Maintain communication with the faculty supervisor and/or Fieldwork Coordinator.

7. Complete student evaluation(s), sign hours logs, and complete other required paperwork
via Tevera as needed and in a timely manner. See Appendix E for the Supervisor
Checklist.

Level Three–COUN 6698, Internship

COUN 6698, Internship is the final experience within the clinical sequence. During internship,
students further develop their counseling skills, conceptualization skills, and knowledge to
become an independently functioning counselor.

Students who want to provide services to individuals under 12 years of age must first complete a
child and adolescent counseling class (COUN 6659). To provide services to couples and/or
families, students must first complete a family and couple counseling course (COUN 6660).

Student’s Responsibilities:

● As previously stated, students are responsible for obtaining a fieldwork placement for
internship, following the policies, directions, and deadlines provided by their campus’
Fieldwork Coordinator. The internship site must be approved by the student’s Faculty
Advisor. These processes are described in pp. 43 - 46 of this handbook. Students are
responsible for completing all paperwork via Tevera on time and in full. This includes
paperwork that must be signed and completed by themselves, their supervisor(s), and
their faculty advisor.

● Complete all necessary paperwork, on-time, throughout the semester.

● Consistently and appropriately demonstrate counseling and relationship-building skills
with clients throughout the semester. Improvement in such skills should be evident
throughout the semester.

● Students will be able to articulate a comprehensive understanding of their theoretical
orientation or techniques/procedures/modalities which are grounded in counseling theory
or scientific foundation, critically analyze its underlying principles, and apply this
framework to a diverse range of clients and client concerns.

● Develop knowledge and skills to appropriately respond to setting-specific issues (e.g.,
chemical dependency, eating disorders, etc.).

● Engage in continuing education activities and opportunities, including but not limited to
reading, library research, workshops, and consultation with professionals.
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● Develop and demonstrate an increasing ability to complexly conceptualize clients from
multiple perspectives. Such conceptualization skills should be demonstrated through
individual and group supervision, staffing opportunities, and in written modalities.

● Develop strategies to remedy personal limitations, personalization issues, and skill
development.

● Engage in appropriate and preventative self-care throughout the semester.

● Conceptualize and demonstrate ethical and legal responsibilities inherent in the fieldwork
setting(s), including adherence to the American Counseling Association Code of Ethics.

● Attend and actively participate in individual/triadic and group supervision sessions on a
weekly basis. It is the student’s responsibility to actively and professionally communicate
with their supervisor about their concerns and developmental needs, including but not
limited to issues regarding attendance, legal/ethical issues, and client safety.

● Document completed direct and indirect hours in Tevera on a weekly basis.

● Record counseling sessions, following ethical, legal, and site guidelines. Students must
consistently provide recordings to their site supervisor(s) for review.

● Demonstrate professionalism both on and off campus.

On campus, professionalism involves adhering to academic and institutional standards,
demonstrating respect for professors, peers, and staff, attire, and actively engaging in
learning opportunities. It includes attending classes, participating in discussions,
submitting assignments on time, and maintaining a positive and collaborative attitude
within the academic community.

Off-campus, professionalism extends to the broader community and professional life.
Counseling students should uphold ethical standards, confidentiality, and a commitment
to diversity and inclusivity. This includes behaving ethically in their professional lives,
respecting the privacy of others, and avoiding behaviors that could compromise their
professional integrity.

● Consistently demonstrate the Department of Counseling’s Core Dispositions, or
foundational tendencies, essential to the role of the counselor:

● Cultural Humility
● Mindfulness
● Engagement
● Reflexivity
● Curiosity
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● Integrity
● Empathy

Departmental Supervisor Responsibilities:

1. Provide weekly, one-hour individual, and/or triadic supervision utilizing recording of
counseling sessions.

2. Provide supervision to assist students in meeting their responsibilities for COUN 6698.

3. Maintain communication with the field supervisor and/or Fieldwork Coordinator as
needed.

4. Provide regular progress reports to students’ Master’s Committee Chair and the lab
supervisor.

Field Supervisor Responsibilities:

8. Ensure students’ caseloads include developmentally appropriate client cases.

9. Ensure ethical treatment of the client.

10. Teach the necessary duties associated with counseling in the field placement.

11. Provide appropriate supervision to assist students in acquiring and developing
counseling/consulting skills appropriate to the field placement. Supervision may be
accomplished by viewing live counseling sessions from behind a two-way mirror,
viewing live counseling sessions from within the counseling room, or by reviewing a
videotape of the counseling session with the student.

12. Act as a consultant to the student to facilitate appropriate skill and behavior development.

13. Assist supervisees in developing a comprehensive understanding of their theoretical
orientation or theory/model which are grounded in counseling theory or scientific
foundation.

14. Maintain communication with the faculty supervisor and/or Fieldwork Coordinator.

15. Complete student evaluation(s), sign hours logs, and complete other required paperwork
via Tevera as needed and in a timely manner. See Appendix E for the Supervisor
Checklist.
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Fieldwork Admission Requirements

COUN 6696, Prepracticum Counseling Techniques

1. All students who are admitted as classified degree-seeking students in the Department of
Counseling are eligible for admission to COUN 6696, Prepracticum Counseling
Techniques.

2. All students must have previously completed or be concurrently enrolled in COUN 6621,
Professional Orientation and Ethics, and COUN 6624, Cultural Counseling.

COUN 6697, Practicum in Counseling

1. All classified degree-seeking students who have obtained a GPA of 3.0 (B grade) or
better in each of the following courses: COUN 6696, Prepracticum Counseling
Techniques; and COUN 6621, Professional Orientation and Ethics; COUN 6624, Cultural
Counseling; and an overall GPA of 3.0 or better in all Counseling courses will be
admitted to COUN 6697, Practicum in Counseling.

2. In addition, students earning a 2.7 (B- grade) or below in the above coursework results in
an automatic pending dismissal, students must petition and gain approval from the
graduate faculty in the Department in order to continue in the program.

COUN 6698, Internship in Counseling

1. All classified students who have received a GPA of 3.0, (B grade), or better in COUN
6697, Practicum in Counseling, or an incomplete with satisfactory progress, are eligible
to enroll for COUN 6698, Internship in Counseling. If the student has earned an
incomplete within COUN 6697 students must complete the remainder of their clinical
hours within 6697 before counting clinical hours in COUN 6698.

2. Students earning a 2.7 (B-) or below in COUN 6698 results in an automatic pending
dismissal; students must petition and gain approval from the graduate faculty in the
Department in order to continue in the program. The Department of Counseling follows
the Appeal Process detailed in the Appeals and Dismissals section of the ISU Graduate
Catalog: http://coursecat.isu.edu/graduate/.
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Additional Fieldwork Requirements:

● Liability Insurance
○ In addition to the above-listed requirements, students enrolled in COUN 6697,

Practicum in Counseling, and COUN 6698, Internship in Counseling, must
maintain and prove active liability (malpractice) insurance. Students are required
to purchase liability insurance and may not see clients without providing proof of
insurance on a semesterly basis via Tevera.

● Background Check and Drug Testing
○ Many field settings now require background checks and random drug testing. A

background check is mandatory for practicum or internship placement in School
District #25 (Pocatello) and is most likely required in all school districts.

○ Students are responsible for determining whether their fieldwork site(s) require a
background check and/or drug testing. Students are also responsible for
completing and paying for any required background checks and/or drug testing.
Students should be aware of the time that may be required for completion of a
background check and plan accordingly.

○ Required background checks may be completed through the online services of
CaslteBranch.com. The package cost is $45.00 and is paid online at the time of
application submission. To complete the background check:

■ Visit CastleBranch.com
■ Click “Place Order”
■ Enter in the Package Code: ID84
■ Click “Submit”
■ Follow the directions of establish a myCB account, and submit your

background check
■ **It is the student’s responsibility to monitor the background check after it

has been submitted.



15

The Fieldwork Experience as an Evaluative Process
Evaluation is a core component of the supervision process (Borders et al., 2014). Evaluation
includes both students’ self-evaluation and supervisors’ ongoing evaluation of progress,
including strengths and areas for growth. Supervisors regularly assess students' limitations and
blind spots, and provide feedback throughout the supervisory relationship, both informally and
formally at expected increments (Borders et al., 2014).

During practicum and internship, students will be evaluated on the below skills and dispositions:

1. Clinical Skills:
○ Demonstrates effective communication skills with clients.
○ Displays empathy and active listening during counseling sessions.
○ Applies appropriate counseling techniques and interventions.
○ Develop a comprehensive understanding of a theoretical framework of counseling

and its application with a diverse range of clients and client concerns.
○ Shows proficiency in conducting assessments and creating treatment plans.
○ Effectively manages crisis situations and implements appropriate interventions.

2. Ethical and Professional Conduct:
○ Adheres to ethical guidelines and professional standards in counseling.
○ Maintains confidentiality and privacy of client information.
○ Demonstrates cultural competence and sensitivity.
○ Exhibits a commitment to ongoing professional development.
○ Handles personal biases and values in a non-judgmental manner.

3. Client Relationship and Rapport:
○ Establishes and maintains a positive therapeutic alliance with clients.
○ Solicits and incorporates client feedback into counseling practices.
○ Recognizes and manages issues related to transference and countertransference.
○ Demonstrates the ability to build trust and rapport with diverse client populations.

4. Supervision and Consultation:
○ Actively participates in supervision sessions and utilizes feedback constructively.
○ Seeks consultation when needed and integrates feedback into practice.
○ Demonstrates a willingness to learn and grow through supervision and feedback.
○ Identifies and discusses ethical dilemmas and professional challenges in

supervision.

5. Self-Awareness and Personal Growth:
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○ Reflects on personal biases and values that may impact counseling practice.
○ Engages in self-care activities and demonstrates an understanding of burnout

prevention.
○ Seeks opportunities for personal and professional growth.
○ Demonstrates a commitment to ongoing self-reflection and awareness.

6. Documentation and Record-Keeping:
○ Maintains accurate and timely clinical documentation.
○ Writes clear and concise progress notes and treatment plans.
○ Demonstrates an understanding of legal and ethical standards related to

record-keeping.

7. Collaboration and Teamwork:
○ Collaborates effectively with colleagues, supervisors, and other professionals.
○ Participates in team meetings and contributes to a positive team environment.
○ Seeks and provides feedback in a constructive manner.

8. Professionalism:
○ Demonstrates punctuality and reliability in meeting professional obligations.
○ Dresses and presents oneself professionally.
○ Upholds the reputation and integrity of the counseling profession.

9. Educational and Training Activities:
○ Actively engages in training opportunities and professional development

activities.
○ Demonstrates a commitment to staying informed about current research and best

practices.

10. Overall Performance and Improvement:
○ Shows consistent improvement over the course of practicum/internship.
○ Takes initiative to address areas of weakness and implement changes.
○ Integrates feedback into practice and demonstrates a commitment to ongoing

learning.
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Fieldwork Coordinator Role Description
The primary responsibilities of the Fieldwork Coordinator include:

1. Overseeing coordination of practicum and internship experiences in designated counselor
education program(s), and

2. Responding to inquiries regarding practicum and internship.
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Supervision Roles and Descriptions
Site/Field Supervisor: Your site supervisor is the individual at your site with whom you meet
weekly for individual and/or triadic supervision. If you are a practicum student or intern at
Meridian Counseling Clinic or Pocatello Counseling Clinic, this is the doctoral student you meet
with weekly. This individual will sign your weekly hours logs.

ISU Faculty Supervisor: During COUN 6697, all students will register under an ISU
Department of Counseling faculty member or adjunct for weekly faculty supervision. This
person may be your major advisor, but that is not required. You will meet with your ISU Faculty
Supervisor weekly for supervision while enrolled in COUN 6697. The ISU Faculty Supervisor is
responsible for evaluating your counseling skills using the Practicum Rating Scale at midterm
and at the end of the semester. The ISU Faculty Supervisor will also sign your Final Semester
Hours Report within Tevera; your site supervisor will also sign this form.

Lab Supervision: Lab supervision is also known as group supervision. You should log your
time in lab group as lab supervision on Tevera.
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Specific Fieldwork Policies

Students are responsible for reviewing, being knowledgeable of, and following the below
policies. Should there be questions or confusion, each student is responsible for bringing any
questions and/or concerns to their faculty advisor.

Number of Sites Permissible

Practicum students enrolled in COUN 6697 may only have one practicum site at any given
time. Interns enrolled in COUN 6698 are limited to having no more than two concurrent site
placements at any given time. The restriction on the number of site placements is designed to
ensure that Masters in Counseling practicum and internship students can focus on their
professional development, receive adequate supervision, and provide high-quality counseling
services to clients. It also aims to prevent potential burnout and ensure a manageable workload.
Any exception to the two-site placement limit must be approved by the student’s major advisor
and Internship Coordinator.

Minimum Caseload Requirements

During their counseling practicum (COUN 6697), students are expected to maintain a caseload
of at least 3 clients. During their internship (COUN 6698), students are expected to maintain a
caseload of at least 5 clients. In other words, students should prepare and expect to provide at
least 3 direct client hours per week during their practicum, and 5 direct client hours per week
during internship; during internship, these efforts may include group counseling and/or may be
met across two fieldwork sites. Fieldwork sites should aim to provide an appropriate number of
direct client hours for students’ experiences.

Contacting Clients/Use of Email

Students are to follow the ACA Code of Ethics (2014) and guidelines set forth by their fieldwork
site(s) in regard to contacting/engaging with clients between sessions. Students are never to use
personal email accounts to contact/engage with clients, including ISU email accounts.
Students may only contact/engage with clients via email if there is a secure process established
by their fieldwork site, by which clients understand they do/will not have direct access to student
counselors outside of scheduled session times. This information should be provided to clients
through an informed consent process.
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Use of Artificial Intelligence

In all their efforts, students are to follow the ACA Code of Ethics (2014) to protect client
confidentiality and support client safety. Students are not to use artificial intelligence (e.g.,
ChatGPT) to write case notes or develop treatment plans. Students should never input client
information in any form of generative AI, such as ChatGPT.

Animal Assisted Interventions

Students and site supervisors must be aware of and adhere to the ISU Department of Counseling
Animal Partners Policies & Procedures described in the Master’s in Counseling Student
Handbook. This applies to any and all animal presence and/or inclusion of animals in any part of
the therapeutic environment or counseling/supervision process.

Recording Sessions

This section is designed as an overview of recording and equipment considerations. It offers
general guidelines that will serve to facilitate the practicum/internship experience by improving
the quality of the recording. Students are required to ethically record ALL client sessions
throughout the fieldwork experiences, and sites are required to provide opportunity for
students to do so. Presenting a quality reproduction of the counseling session to the
individual/triadic and group supervisor is essential for supervision to take place. If a
student is unable to record a counseling session, the site must provide live supervision of
the site. If the recording is inaudible, time spent with the supervisor will not count as one hour of
face-to-face supervision.

Equipment: The proper equipment will, in many instances, make up for less-than-optimal
conditions. Price is not necessarily the most important factor to consider when purchasing
recording equipment.

Microphones: Virtually all recording equipment will come with a built-in microphone. Some
machines give the option of plugging in an external microphone. Before going to the expense of
purchasing this extra equipment, try the machine's built-in mic as most of these systems function
quite well. An external microphone or lapel microphone can significantly enhance the quality of
the recording. Test the equipment at your setting.

Listen to determine if the mic picks up the internal noises of the recording equipment. This will
interfere with your recordings.

Digital Video Recorders:
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Students should invest in a high-quality webcam to enhance the recording quality of counseling
sessions while in the program. A dedicated webcam offers several advantages over built-in
laptop cameras, including improved video resolution, better low-light performance, enhanced
clarity of facial expressions and non-verbal cues, and better audio capture. These features are
crucial in maintaining the effectiveness of supervision and ensuring a comprehensive review of
counseling sessions

Recording Procedures:

Following are some basic guidelines for producing quality recordings:

1. If possible, pick a quiet room, free from background noise and echo disturbance.
2. Eliminate background noise by placing the recording equipment two to three feet from

the recording source.
3. Before buying, try the cameras to see the quality of both the picture and the sound. Older

camcorders are available for checkout from the Department.

Recorded Sessions: Recorded sessions can be problematic regarding confidentiality. Be sure
that client names are not written on the tape or box, if used. Site supervisors may have their own
policy when it comes to keeping recordings. Generally speaking, recordings should not be kept
any longer than necessary, usually until the next supervision session.

Recordings that are being held for review should be clearly marked as confidential (if recorded
on tape) with the student's name, address, phone number, department, and date. Regard
recordings as being as confidential as the session itself. The client’s confidentiality is of
paramount concern and no identifying information of the client’s should be on the recording.

Panopto Technology Guide

What is Panopto
Panopto is a video content management system (VCMS). This means that users* of Panopto are able to
record and or upload video sessions to an online storage system.

How does Panopto work
Panopto allows users to log in to a password protected web hosted service to upload videos via a secure
connection. Users are assigned a folder to which they can save their videos. These videos can then be
played back online.

How does ISU’s Department of Counseling protect the video sessions
We secure videos through a combination of methods. Our first method is to assign each user a unique
password that only allows them access to their folders, videos, and recording capacity. Second, we restrict
the permission to view each user’s folder. For example, an intern’s folder will only be viewable by the
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user, their doctoral supervisor, and their faculty supervisor. Third, we will be deleting videos once they
have been viewed by the faculty supervisor or the current semester of study expires. Lastly, we enforce
strict policies contained within our department’s student manual that specifies the locations that videos
may be viewed outside of supervision. For example, users are not permitted to play back videos in public
spaces or in the presence of others not associated with their supervision. The viewing of videos is
intended to be a private activity.

Is Panopto secure
Panopto uses SSL** in the web interface to encrypt all sensitive user information. The Panopto server
uses password hash checking. Passwords are not stored as plaintext.

Why change how we record sessions
We feel that in keeping up with emerging technologies that we provide more efficient and secure training
opportunities for our students. The level of ease and sophistication of security of Panopto is far superior to
our previous methods of physically recording and carrying sensitive client information on tapes, DVDs,
or hard drives. Although using a server-based video content management system is never 100% safe we
feel the use of this system helps us to guarantee a level of security unreachable before now.

Your understanding and comfort using Panopto is important to us, and we wish to continue providing
education and training on how to make the use of Panopto as successful as it can be. If at any time you
have questions, please feel free to contact the following individuals

ISU Department of Counseling’s Chair, David Kleist: (208) 282-4315, kleidavi@isu.edu
ISU Department of Counseling Panopto Technology Coordinator, Chad Yates: (208) 282-3158,
yatechad@isu.edu

Definitions
*Users include the following: counseling master’s students enrolled in practicum and internship, ISU
counseling department supervisors (assigned doctoral students), and ISU faculty members.

**SSL (Secure Sockets Layer) is the standard security technology for establishing an encrypted link
between a web server and a browser. This link ensures that all data passed between the web server and
browsers remain private and integral.

Panopto Viewing Guide

Panopto provides a viewing experience that allows users to view uploaded videos from their personal
computers, mobile devices, or counseling department computers. Provided the freedom of these viewing
options it is important for users to ensure the proper security of recorded material.

When viewing video please abide by the following security measures:

Please watch videos in a private location away from unauthorized users.
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Please use headphones to ensure audio is not overheard.

Please log out of Panopto when you have finished recording or viewing your videos.

When viewing videos with your supervisor please only watch videos relevant to your site
location.

When you have ensured that your video is uploaded to Panopto’s online server please delete the
copy of the recording on your personal computer.

How to Delete Your Panopto Videos
Panopto saves a video recording of your recording to the user’s computer to upload to the online server.
Once the video has been uploaded it can be deleted from the user’s personal computer. Deleting the video
on the personal computer once it's uploaded will help protect the security of the video content.

Within Panopto Recorder choose the manage recordings link.

Click on the video and select delete from the action buttons on the bottom left of the screen (see
image below).

Deleting Online Videos on Panopto

Once videos have been recorded and uploaded, they will remain on Panopto’s online server until
deleted by the user or the counseling department faculty. To ensure security it is important to
delete videos that are no longer needed.
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Discuss with your site and faculty supervisor when to delete videos after viewing them.

Upon the completion of the academic calendar (May) videos saved to Panopto will be
deleted by the counseling department faculty, unless other arrangements have been made
by the student.

As part of our Panopto maintenance every semester, students will need to delete older
videos within their Panopto folder at the end of each semester. Deleting older videos helps
us stay within the required video upload restrictions set by Panopto.

Not all videos will be deleted from a student's folder. All students are permitted 50 videos to
save in Panopto. If you have fewer than 50 videos, none of the videos in your folder will be
deleted.

Starting the week after the end of the semester the ISU Panopto administrators will begin
to delete all older videos in folders until each folder has at most 50 videos. We will start
with the oldest videos in the folder and delete them until we reach a total of 50.

To avoid the deletion of older videos you may wish to keep, please type into the video’s
name, "do not delete this video." You can also personally delete any videos in your folders
until you reach a total of 50 to avoid us deleting any.

To delete the online videos:

Select the video you wish to delete.

Click the delete (trash can) button and select ok. (see image below).
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Record Keeping

All records concerning the counselor-client relationship must be treated with maximum concern
for confidentiality. Records should include interview notes, any correspondence (including
notations of telephone conversations), recordings, electronic data files, test results, and all other
information pertinent to the case. Each practicum/internship field setting may have its own
policies and procedures regarding the handling of these records, and following such policy is
usually a condition of the practicum/internship experience. The following general guidelines are
provided to supplement existing directives and/or provide information for the student who is
lacking direction regarding case (interview) notes.

Case Notes:

More and more emphasis is necessarily put on the form that case notes should take. The impetus
for this emphasis should be a concern for providing the client the best possible service.
Unfortunately, fear of litigation is playing an increasing role. This driving force has inspired the
creation of models for note taking designed to alleviate this threat. Still, from a counseling
standpoint, note taking should aid the counselor in focusing on the important issues of the
previous session. This section will delineate two models which are merely examples for students:
(1) D.A.P., and (2) S.O.A.P. Note: SOAP notes are the format used for work in both the Pocatello
and Meridian Counseling Clinics.
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The D.A.P. Model for case notes. This acronym stands for description, assessment, and plan.

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

The S.O.A.P. Model for case notes. This acronym stands for subjective, objective, assessment,
and plan. Essentially, the same information is gathered with the S.O.A.P. Model as is with the
D.A.P. Model. The difference is that the description portion of the D.A.P. Model is split in two.
The assessment and plan remain the same, but the description is written in a separate subjective
and an objective form. An example of the subjective portion might be, "the client states she is
devastated following her divorce." While the objective portion might indicate "the client arrived
on time and was oriented x3."

Providing Services in Spanish and Other Languages

The purpose of this policy is to ensure effective and culturally competent treatment for clients
who receive counseling services in languages other than English by counseling interns within the
ISU Department of Counseling. By outlining specific guidelines, we aim to provide a framework
that promotes understanding, respect, and communication between interns and clients, fostering a
therapeutic environment conducive to the well-being of individuals seeking counseling services
in diverse languages.

Scope: This policy applies to all counseling interns enrolled in COUN 6698 who may provide
bi/multilingual counseling services. Students enrolled in COUN 6697 may only provide services
in English unless they receive prior written approval from the Department of Counseling. To be
considered for such approval, students must earn an “A” in each of the gatekeeping courses
(COUN 6696, 6624, and 6621) and receive permission from their major advisor. In order to
facilitate the development of the student’s counseling skills, the ISU Faculty Supervisor will
assist the student in developing a plan for balancing a caseload of multilingual clientele.

Guidelines:

1. Language Competency: Counseling interns desiring to provide bi/multilingual
counseling services are expected to possess a proficient level of language skills to engage
effectively with clients. In collaboration with other faculty/supervisors, as appropriate,
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the student's major advisor will make the determination if the student has this degree of
competency prior to the student engaging in such work.

2. Cultural Competence: Interns should engage in cultural competence training that
specifically addresses the needs and values of the populations in which they will serve.
Cultural competence includes understanding cultural nuances, traditions, and beliefs that
may impact the counseling process. The student's major advisor will assess if the student
has this degree of competency prior to providing bi/multilingual counseling services.

3. Informed Consent: Interns must provide clear and comprehensive informed consent
materials in both English and the language in which sessions may be conducted. Clients
should have access to information in their preferred language to ensure understanding and
agreement with the counseling process.

4. Interpreter Services: When necessary, interns can use professional language
interpreter services to facilitate communication between the client and counselor.
Interpreter services should be arranged promptly, respecting client confidentiality and
privacy. The internship site is responsible for providing access to and payment for any
interpreter services.

5. Documentation: All client records and documentation should be maintained in both
English and the language in which sessions may be conducted, ensuring accuracy and
consistency. Interns must be mindful of translating therapeutic notes with sensitivity to
cultural context.

6. Crisis Intervention: In crisis situations, interns should take immediate steps to secure
interpreter services to ensure effective communication and support. Crisis intervention
protocols should be culturally sensitive and consider the unique needs of clients.

7. Supervision and Support: Before providing services in a language other than English,
students must secure a primary supervisor who possesses a proficient level of language
skills to engage effectively with the supervisee and monitor counseling sessions. The
supervisor should also have cultural competence training that specifically addresses the
needs and values of the client population. Regular supervision should address any
challenges or concerns related to providing bi/multilingual counseling services and
working with particular clients. As interns are counselors-in-training, and bi/multilingual
counseling is considered an advanced skill, site supervisors are required to ensure that an
intern’s caseload is primarily composed of services in English for academic training and
supervision purposes; however, students should note that situations will be considered on
an individual basis. Interns are encouraged to seek additional training or resources to
enhance their cultural competence and language skills.
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8. Feedback and Evaluation: Clients are encouraged to provide feedback on their
counseling experience, particularly regarding language and cultural competence. Interns'
performance should be regularly evaluated, with specific attention to their ability to
provide effective bi/multilingual counseling services.

Enforcement: Failure to adhere to this policy may result in corrective action, including additional
training, supervision, or reassignment of clients.

Providing Play Therapy Services

The purpose of this policy is to provide guidelines and expectations for counseling interns when
incorporating play therapy techniques into their counseling sessions. Play therapy is recognized
as a valuable and developmentally appropriate approach for working with clients, particularly
children. This policy aims to ensure ethical and professional standards are maintained while
promoting the effective use of play therapy.

Play therapy should not be utilized in Counseling Practicum (COUN 6697) unless the student has
successfully completed a play therapy and/or child and adolescent counseling course. Students
must obtain approval from their faculty advisor.

An exception to this rule, however, is that students in the School Counseling program may work
with clients under the age of 12 during Practicum if they are concurrently enrolled in COUN
6629.

Definition of Play Therapy: Play therapy is a therapeutic approach that uses play to help
clients, especially children, express their thoughts, feelings, and experiences. It is a
developmentally appropriate way to address psychological challenges.

Guidelines for Play Therapy:

1. Training and Supervision:
○ Counseling interns must have received appropriate training in play therapy

techniques before incorporating them into sessions. Students are only permitted to
provide play therapy services/services to individuals under 12 years of age or
younger during internship and if they have completed a child/adolescent
counseling course.

○ Interns should seek regular supervision and consultation from a licensed
supervisor experienced in play therapy.

2. Informed Consent:
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○ Prior to integrating play therapy techniques, interns must obtain informed consent
from both clients and their legal guardians, clearly explaining the purpose, nature,
and benefits of play therapy.

3. Assessment and Treatment Planning:
○ Interns must conduct thorough assessments to determine the appropriateness of

play therapy for each client.
○ Play therapy should be integrated into the overall treatment plan, addressing

specific therapeutic goals.
4. Maintaining Professional Boundaries:

○ Interns must establish and maintain appropriate professional boundaries during
play therapy sessions.

○ Any physical contact should be minimal, non-intrusive, and always in line with
ethical guidelines.

5. Confidentiality:
○ All standard confidentiality and privacy principles apply to play therapy sessions.
○ Interns must educate clients and their legal guardians about the limits of

confidentiality in play therapy.
6. Cultural Competence:

○ Interns must be culturally competent and sensitive when using play therapy
techniques, considering the cultural background of the client.

7. Record-keeping:
○ Interns should maintain accurate and detailed records of play therapy sessions,

including observations, interventions, and client responses.
8. Consultation and Collaboration:

○ Interns should seek consultation with colleagues and collaborate with other
professionals (with client consent) to ensure a comprehensive and effective
approach to play therapy.

9. Ethical Practice:
○ Interns must adhere to the ethical guidelines and standards established by relevant

professional organizations (e.g., ACA) in the integration of play therapy.

Supervision: Interns engaging in play therapy must receive regular supervision to ensure
adherence to this policy and professional standards.

Providing Services for Children

COUN 6697, Practicum in Counseling is the second experience in the clinical block of
coursework, and the first experience in a field setting with individual clients aged 12 and over.
If you are in the school counseling program and simultaneously enrolled in COUN 6629, then
you may work with individuals under the age of 12.
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During their counseling internship (COUN 6698), students who want to provide services to
individuals under 12 years of age must first complete a child and adolescent counseling class
(COUN 6659). To provide services to couples and/or families, students must first complete a
family and couple counseling course (COUN 6660).

This policy outlines guidelines and expectations for counseling interns when working with
children in a counseling setting. It aims to ensure ethical and effective practice, prioritizing the
well-being and development of the child clients.

Training and Qualifications:

1. Counseling interns must have received specialized training in child development, child
counseling techniques, and play therapy before working with children.

Informed Consent:

1. Obtain informed consent from both the child and their legal guardians before initiating
counseling services. Provide clear information about the purpose, nature, and potential
benefits of counseling.

2. Discuss confidentiality limits with both the child and legal guardians in age-appropriate
language.

Assessment and Treatment Planning:

1. Conduct thorough assessments using developmentally appropriate methods to understand
the child's needs and concerns.

2. Collaborate with legal guardians and, when appropriate, other professionals involved in
the child's life to develop a comprehensive treatment plan.

Child-Centered Approach:

1. Utilize child-friendly and developmentally appropriate counseling techniques, including
play therapy, art therapy, and other creative modalities.

2. Tailor counseling interventions to the child's age, developmental stage, and cultural
background.

Parental Involvement:

1. Maintain open and regular communication with legal guardians, keeping them informed
about the child's progress and involving them in the therapeutic process when
appropriate.

2. Collaborate with parents to support the child's well-being outside of counseling sessions.



31

Confidentiality:

1. Explain confidentiality limits to the child in a way that is understandable and appropriate
for their age.

2. Share information with legal guardians only when necessary and in the best interest of the
child, maintaining confidentiality as much as possible.

Safety and Risk Management:

1. Establish safety protocols and procedures to ensure the physical and emotional
well-being of the child during counseling sessions.

2. Have a clear plan for addressing situations of harm or potential harm to the child and
follow reporting requirements as mandated by law and ethical guidelines.

Cultural Competence:

1. Be culturally competent and sensitive to the diverse backgrounds of the children and
families served.

2. Adapt counseling approaches to be inclusive and respectful of cultural differences.

Professional Boundaries:

1. Maintain appropriate professional boundaries with child clients, avoiding any behavior
that could be misinterpreted or inappropriate.

2. If physical contact is necessary (e.g., comforting a distressed child), ensure it is minimal,
appropriate, and consensual.

Supervision and Consultation:

1. Seek regular supervision and consultation with a licensed supervisor experienced in child
counseling.

2. Engage in peer consultation and collaboration with other professionals to enhance skills
and knowledge in child counseling.

Record-Keeping:

1. Keep accurate and detailed records of counseling sessions, including assessments,
interventions, and progress notes.

2. Store records securely, ensuring confidentiality is maintained.

Ethical Practice:

1. Adhere to ethical guidelines and standards established by relevant professional
organizations (e.g., ACA) in the practice of counseling with children.
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Providing Services for Couples and Families

Students are not permitted to work with couples or families during their counseling practicum
(COUN 6697). During internship (COUN 6698), students further develop their counseling skills,
conceptualization skills, and knowledge to become an independently functioning counselor. To
provide services to couples and/or families during COUN 6698, students must first complete a
family and couple counseling course (COUN 6660). Students may not work with couples or
families until they have successfully completed COUN 6660.

Providing Group Counseling Services

Students are not permitted to provide group counseling services during their counseling
practicum (COUN 6697). During internship (COUN 6698), students further develop their
counseling skills, conceptualization skills, and knowledge to become an independently
functioning counselor. To provide group counseling services during COUN 6698, students must
be enrolled in the counseling course (COUN 6677). Students may not provide group
counseling services until they are enrolled in COUN 6677.

Providing Services During University Breaks

Accreditation requires students to accrue hours toward practicum and internship credit only when
lab supervision is offered. Therefore, students are not permitted to count clinical hours
during Idaho State University academic calendar breaks (i.e., between semesters).
If a student wants to continue providing counseling at their field site due to client continuity or
their own developmental process, they may volunteer their time. If a student is interested in
volunteering at their site, the student’s site supervisor must complete a form via Tevera that
specifies the site supervisor’s understanding that the student will not be receiving supervision
through the program for this time period and that the site assumes all legal liability and ethical
responsibility for the student’s work. Site supervisors must complete and sign the below
statement via Tevera:

“I, (site supervisor) understand that (student name) will not be receiving supervision
through Idaho State University for the time between (dates of volunteering) and that (site
name) assumes all legal liability and ethical responsibility for their work.”

Providing Telehealth Services

This Telehealth Counseling Policy outlines the standards, procedures, and expectations for
counseling interns engaging in telehealth services within the ISU Department of Counseling. The
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purpose of this policy is to ensure the ethical, legal, and effective delivery of counseling services
while maintaining the well-being and confidentiality of clients. Students may not provide
telehealth services from any location other than the intern’s site, unless explicit permission
is granted from and documented by the Department of Counseling. Performing telehealth
counseling services from the intern’s home is prohibited.

1. Scope of Telehealth Services:
a. Definition: Telehealth services encompass any counseling services delivered through
electronic means, including but not limited to video conferencing, phone calls. Interns may not
use texting or text-based messaging to deliver telehealth services.
b. Client Eligibility: Interns are responsible for assessing clients' suitability for telehealth
services based on clinical appropriateness and technological considerations.

2. Training and Supervision:
a. Interns are required to complete training in telehealth best practices, including technology use,
confidentiality, and emergency procedures. The intern’s site is responsible for providing the
telehealth counseling training.
b. Regular supervision sessions will be conducted to support interns in their telehealth practice,
focusing on case discussions, ethical considerations, and professional development.

3. Informed Consent:
a. Interns must obtain written informed consent from clients specific to the use of telehealth
services. The consent form should clearly outline the nature of telehealth, potential risks,
benefits, and alternative modes of communication.
b. Ensure that clients have the ability to ask questions and discuss any concerns related to
telehealth before providing consent.

4. Confidentiality and Security:
a. Interns must use secure and HIPAA-compliant platforms for telehealth sessions.
b. Discuss confidentiality limitations with clients and establish protocols for handling breaches
or potential breaches of confidentiality.

5. Technology and Equipment:
a. Interns are responsible for ensuring a stable and secure internet connection and using
up-to-date and reliable devices.
b. Conduct regular checks on hardware and software to minimize disruptions during telehealth
sessions.

6. Client Engagement:
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a. Interns should conduct initial assessments and screenings to determine the appropriateness of
telehealth for each client.
b. Develop and communicate clear protocols for crisis management and emergency response
during telehealth sessions.

7. Documentation and Record-Keeping:
a. Maintain accurate and detailed records of telehealth sessions, adhering to all legal and ethical
standards.
b. Store electronic records securely and ensure proper transmission and storage of client
information.

8. Professionalism and Boundaries:
a. Interns must maintain professional boundaries in the telehealth setting and adhere to the site's
policies and procedures and the ACA Code of Ethics.

Telehealth Considerations

Technology:

● Ensure Computer Firewall Protection is enabled as required by your agency/school.
● Verify if a remote desktop application is required by your agency/school.
● Use secure WiFi; avoid public WiFi for confidentiality.
● Install updated anti-virus software for added security.
● Download the Zoom App or another virtual meeting app.
● Ensure your camera, headphones, and noise machine are in good working condition.
● When making phone calls, use a blocked number (e.g., *67 for Verizon and TMobile).

Look up your carrier for specific instructions.
● Never share your personal cell phone number or address.
● Avoid texting clients; communicate through emails about scheduling and document all

emails in case notes.

Environment:

● Lock the door and use a sign indicating that you are in session.
● Ensure adequate room/space free from visual distractions.
● Minimize personal belongings that may be distracting.
● Maintain adequate lighting for clear facial expressions.
● Adjust the camera height/angle for a professional appearance.
● Consider what your space communicates about you to the client.

Professionalism:
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● Dress professionally during telehealth sessions.
● Establish clear boundaries with clients.
● Minimize distractions on your computer and request clients to do the same.
● Problem-solve if you feel uncomfortable about the situation.
● Schedule sessions only within office hours.

For the Sessions:

● Send a Zoom* call link reminder via email before each session. (*or other video-based
system)

● Always ask the client about their current location and whether they are alone in a private
space.

● During the first session, review telehealth informed consent and video recording policies.
● Record all sessions using Zoom and upload to Panopto or record directly within Panopto.
● Have a plan for no-shows/cancellations.
● Be prepared with a backup plan for technological difficulties.

Crisis Protocol:

● Contact your supervisor for any crises or unusual occurrences during a session.
● Notify the supervisor/counselor on call if urgent assistance or consultation is needed

during a session.
● Keep your supervisor’s phone number handy and call if any issues arise.
● Know police and/or emergency crisis numbers in case of an emergency.

Site/Supervisor Concerns

If a counseling intern has concerns regarding their site supervisor or site, it is crucial for them to
address the issue promptly and professionally. Here are steps that counseling interns can take if
they have concerns:

1. Self-Reflection:
○ Before taking any action, the intern should reflect on their concerns to ensure they

are valid and not based solely on personal discomfort or misunderstandings.
2. Documentation:

○ Keep detailed records of specific incidents or observations that raise concerns.
This documentation may be useful when discussing the issues with the
appropriate parties.

3. Consultation:
○ Seek advice from a faculty member or doctoral students within the counseling

department. They can provide guidance about the concerns and offer suggestions
on how to address them.
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4. Supervision:
○ If the concerns are related to the site supervisor, the intern should consider

discussing the issues during supervision sessions. This conversation should be
approached with respect and a focus on problem-solving.

5. Open Communication:
○ Initiate a respectful and open conversation with the site supervisor or relevant

personnel. Express concerns clearly, providing specific examples and focusing on
observable behaviors. Use "I" statements to avoid sounding accusatory.

6. Conflict Resolution Strategies:
○ Propose potential solutions or compromises to address the concerns. Open

communication and a collaborative approach may help resolve issues more
effectively.

7. Chain of Command:
○ If concerns persist and communication with the site supervisor does not lead to

resolution, interns may need to escalate the matter according to the organization's
chain of command. This may involve contacting a higher-level supervisor or
human resources.

8. Consult the Internship Coordinator:
○ If the issues persist and are not adequately addressed within the organization, the

intern should consult with their internship coordinator or faculty advisor. These
individuals may provide additional support and guidance.

9. Review Policies:
○ Familiarize yourself with the policies and procedures of the Department of

Counseling and internship site. These documents may outline steps for addressing
concerns and grievances.

10. Professional Organizations:
○ If the concerns involve ethical violations or serious issues, counseling interns can

consult relevant professional organizations (e.g., American Counseling
Association) for guidance.

11. Self-Care:
○ Throughout this process, prioritize self-care. Dealing with workplace concerns

can be emotionally challenging, and it's essential to maintain one's well-being.

Remember, open and respectful communication is key when addressing concerns in a
professional setting. If an intern feels uncomfortable or unable to resolve the issue independently,
seeking guidance from trusted mentors and supervisors is an important part of the process.

Guidelines for Professional Attire

Guidelines for Professional Attire
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The Department of Counseling recognizes and appreciates that personal style is often an
important part of a person’s identity and does not promote or condone censorship of personal
style choices or expression. However, when one assumes the role of professional counselor, it is
important to demonstrate awareness about how all aspects of personhood, including personal
style, might impact others in a professional setting. Thus, we encourage students to make style
choices that are congruent with their individuality while simultaneously upholding the core
dispositions during their fieldwork experiences.

Students in the Department of Counseling are expected to convey professionalism while
engaging in classes, fieldwork experiences, and other profession specific engagements (e.g.,
conferences, professional development activities, outreach events, providing counseling). In
general, students are expected to wear business casual attire for all professional engagements,
including those that take place in the department of counseling such as class presentations, and
COUN 6696 practice sessions. Students are expected to mind the dress codes of their fieldwork
experiences.

In addition, to ensure that students practice appropriate sensitivity of their potential impact on
others in a counselor education/supervision setting, students are expected to follow some general
guidelines for apparel, grooming, and personal appearance:

Business Casual Attire

Different settings, cultures, and geographical regions/climates may have varied ideas about what
constitutes business casual attire. Students are responsible for understanding the dress code
conceptualization for their academic, professional, and clinical settings. For example, attire that
is considered business casual in the rocky mountain region at the Idaho Counseling Association
conference might differ from other regions (e.g., American Rehabilitation Counseling
Association and National Rehabilitation Counseling Association, Idaho Counseling Association
Conference, Idaho School Counseling Association Conference, etc.). If you have questions about
this, please feel free to consult your faculty advisor.

Despite variances in business casual conceptualizations, students are expected to generally avoid
clothing that would be defined as beachwear, sportswear, or athleisure. Examples include
baseball caps, camisole-style tanks or halters, shorts, yoga or gym attire, flip-flops, and so on.
Reasonable exceptions may apply to professionals working in outdoor, athletic,
adventure-based/ecotherapy, or animal-assisted interventions settings.

For individuals who choose to wear makeup in professional settings, the Department of
Counseling does not stipulate student choices about makeup or the lack thereof. The Department
of Counseling does not censor any individual makeup choices for students of any gender identity.
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The Department of Counseling does not stipulate or censor student choices about body art,
hairstyle/color, or facial hair, provided that: (1) Students are sensitive to any body art that overtly
displays personal belief systems. Please remember that such items may activate previous
experiences of marginalization in some students and clients; and (2) Students maintain
appropriate hair (including facial hair) hygiene and maintenance.

Note: For class attendance or office hours, students are invited to select casual or business casual
attire, provided that they attend the following sections about personal hygiene and trauma
sensitivity.

Attend to personal grooming and hygiene

High standards of personal hygiene are expected of counselor educators/supervisors in most
instances, barring reasonable and sometimes unavoidable exceptions for soil, sweat, and so on,
for professionals engaging with in sports, ecotherapy/adventure- based counseling, experiential
activities, or animal assisted interventions.

In general, except in the situations described above, counselor educator/supervisor clothing
should be clean and clothing fabric should be in generally good condition.

Demonstrate sensitivity to trauma, sensory differences, and diverse client identities

Considering clothing, jewelry, or other forms of personal expression that overtly display a
professional’s personal belief systems, please remember that such items may activate previous
experiences of marginalization in some students, supervisees, and/or clients.

Scents and fragrances

The human sense of smell is closely associated with sensory memories, which can be both
pleasant and unpleasant. Because we do not know which scents or fragrances may be activating
to some students, supervisees, and/or clients, students should avoid the use of strong personal
fragrances, strongly scented grooming products, or essential oils in professional settings, and be
mindful of potential body odors. Further, different individuals have differences in fragrance
sensitivity. What may be barely detectable to one person can seem overpowering to another. Do
not use essential oils and/or other room fragrances in shared office space without the consent of
all office occupants.

Clothing Coverage and Fit
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Please be aware that visible exposure of some parts of our bodies may be triggering to some
students, supervisees, and/or clients. As we do not know which types of skin/body exposure may
be triggering to some individuals with our professional setting, please be mindful of clothing
coverage and fit. In general, counselor educators/supervisors of all gender identities can attend to
this aspect of trauma sensitivity by intentionally selecting the following for professional settings:

For bottoms, such as pants, skirts, crops/capris, and so on, making choices that are close to knee
length or longer. This applies to students of all gender identities.

For tops, such as shirts, sweaters, blouses, and so forth, making choices about necklines that do
not dip far below 4 fingers from the collarbone; making choices about length that are either able
to be tucked in, or that overlap the waist of pants, skirts, and so on. Sleeveless tops may be
considered appropriate as long as camisole-style sleeveless tops are avoided. This applies to
students of all gender identities.

Making choices about fit so that clothing is not tight enough to restrict normal movement and
does not obviously reveal underwear lines. Additionally, clothing should not be so loose/baggy
as to inadvertently expose skin/body that may be triggering for other individuals. This applies to
students of all gender identities.

Professional Dependability

Extended Absences
Master’s students in the Department of Counseling are expected to gain prior approval for
planned absences in classes, clinic duties, co-teaching experiences, and meetings. Approval must
be gained from any applicable instructors, relevant supervisors, and student’s advisor. This
includes absences for personal reasons (e.g., trips, vacations, social events, time off) and for
professional reasons (e.g., conferences, professional development activities, professional service
activities). For emergencies or other unforeseen/urgent absences, students must notify applicable
faculty as soon as possible prior to the absence. Similarly, students must gain prior approval from
relevant faculty in order to miss portions of a class or other professional responsibility, such as
arriving late or leaving early. Please note that excessive absences or missed responsibilities will
result in formal remediative actions, regardless of prior approvals.

Individual Absences
For absences from a single class, please refer to the syllabus of the instructor of record.

Classes, Practicum/Internship Lab, and Fieldwork Experiences
Students are expected to arrive appropriately prepared for all class, practicum/internship, and
clinical responsibilities. Students are responsible for learning, understanding, and implementing
expectations and administrative responsibilities for each class, lab experience, and fieldwork
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setting. If students are unclear about these responsibilities and expectations, they are responsible
for initiating a consultation with the appropriate faculty, instructor, or supervisor. Students are
expected to uphold all roles and responsibilities as negotiated with faculty, instructors, and
supervisors and understand that failure to fulfill expectations will result in formal remediative
action.

Interpersonal Behavior
The Department of Counseling faculty recognize that the interpersonal learning that occurs in
cohort models and in relationship with other peers, faculty, and instructors is an invaluable part
of professional development and preparation for success as a future professional counselor.

Master’s students are expected to maintain appropriate professional boundaries in the
Department of Counseling. During their time in the program, master’s students are prohibited
from engaging in personal friendships or romantic/sexual relationships with doctoral students,
instructors, staff, or faculty. Masters students are expected to maintain boundaries that are
appropriate to supervisor-supervisee relationships with doctoral students. Please note: if you are
uncertain about what professional boundaries look like in regards to interfacing with doctoral
students, it is your responsibility to schedule a meeting for clarification with your faculty advisor.

Each faculty member within the Department of Counseling has their own unique framework for
navigating professional boundaries with master's students. Masters students are encouraged to
understand and respect each faculty member’s professional boundary framework on an
individual basis. Please address your faculty by their formal doctoral title unless invited
otherwise by an individual faculty.

Each master's cohort and group of cohorts has its own unique set of interpersonal dynamics.
Learning to effectively navigate these dynamics in healthy and productive ways is part of your
learning process; thus, faculty will generally avoid intervening or interfering with student
interpersonal dynamics. Masters students are encouraged to use their counseling skills to
navigate potential conflicts and to promote healthy and productive relationships with each other.
Cohort and inter-cohort relational dynamics are expected to be compartmentalized in a way that
prevents interference with other academic or professional roles, responsibilities, and
collaborations.

Diversity Statement

The Idaho State University Department of Counseling values cultural awareness and equity when
interacting with others and oneself. Culture includes multiple dimensions that may not be
initially visible to others (e.g., physical attributes). Our department emphasizes respect and
affirmation for everyone, moving beyond merely tolerance, to actively promoting the dignity,
well-being, worth, and potential of all people, including those from historically marginalized
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Clock Hour Requirements for Practicum and Internship
The following information is a brief summary of the number of clock hours required for
practicum and internship. Course syllabi, texts, and lectures are more detailed and are viewed as
the standard for each course.

Hours Required per University Credit

A combination of fifty (50) total clock hours is required for each university credit hour taken.
Each university credit requires 20 hours of direct client contact and 30 hours of indirect
contact. Indirect contact is further separated into: individual/triadic supervision, group
supervision/lab, and any other hours at your site not engaged in the previously described
“indirect” activities. For example, COUN 6697 for two credits requires 100 hours. Of these
100 hours, the following breakdown is used for a semester-long experience (15 weeks):

Semester
Requirements

Weekly
Requirements

Individual/triadic supervision by ISU
Faculty/Department

15.0 hours 1.0 hr/wk

Individual/triadic site supervision 15.0 hours 1.0 hr/wk
Group/lab supervision by ISU Faculty/Department
Supervisor

22.5 hours 1.5 hrs/wk

Minimum of 40% direct contact with clients 40.0 hours 2.7 hr/wk

Indirect (other) hours (e.g., other appropriate
duties like paperwork, case preparation, case
notes, clinical case research, consultation w/
teachers, culturally responsive activity [internship
only] etc.)

Varies Varies (approx. 1.5
- 3 hours /week)

Total Hours 100 Hours approx 7.5/week
minimum

***Students must work at least two different field placements during their entire clinical
course block, which includes COUN 6697- Practicum in Counseling and COUN 6698-
Internship in Counseling. Though, students may not have more than two concurrent sites during
internship.

Clinical Mental Health Counseling Program Requirements

Counseling Practicum Hours Requirements (COUN 6697)
Direct client contact 40 hours
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Indirect hours 60 hours
Total 100 hours

Counseling Internship Hours Requirements (COUN 6698)
Direct client contact 360 hours
Indirect hours 540 hours
Total 900 hours
Marriage, Couple, & Family Counseling Program Requirements

Counseling Practicum Hours Requirements (COUN 6697)
Direct client contact 40 hours
Indirect hours 60 hours
Total 100 hours
Counseling Internship Hours Requirements (COUN 6698)
Direct client contact 360 hours
Indirect hours 540 hours
Total 900 hours

Throughout their internship, students in the Marriage, Couple, and Family Counseling program
are required to complete a minimum of 100 direct client hours with couples and families.

Clinical Rehabilitation Counseling Program Requirements

Counseling Practicum Hours Requirements (COUN 6697)
Direct client contact 40 hours
Indirect hours 60 hours
Total 100 hours

Counseling Internship Hours Requirements (COUN 6698)
Direct client contact 360 hours
Indirect hours 540 hours
Total 900 hours

Throughout their internship, students in the Clinical Rehabilitation Counseling (CRC) Program
must complete a minimum of 600 hours at a CRC-approved site. Of the 600 CRC hours, 240
must be direct client hours. Students should consult with faculty to determine whether a site is
CRC-approved.

School Counseling Program Requirements

Counseling Practicum Hours Requirements (COUN 6697)
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Direct client contact 40 hours
Indirect hours 60 hours
Total 100 hours

Counseling Internship Hours Requirements (COUN 6698)
Direct client contact 360 hours
Indirect hours 540 hours
Total 900 hours

College Counseling and Student Affairs Program Requirements

Counseling Practicum Hours Requirements (COUN 6697)
Direct client contact 40 hours
Indirect hours 60 hours
Total 100 hours

Counseling Internship Hours Requirements (COUN 6698)
Direct client contact 360 hours
Indirect hours 540 hours
Total 900 hours
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Licensure Requirements for the State of Idaho
Students should note that the Master’s in Counseling program at Idaho State University serves to
prepare students for licensure in the State of Idaho. Each student is independently responsible
for becoming knowledgeable about the licensure requirements in other states in which they
may be interested in pursuing professional counseling licensure; each student is also responsible
for understanding and completing the specific coursework that may be required in other states.

Those students who are in the process of completing the Master of Counseling degree are
strongly encouraged to become a Licensed Professional Counselor (LPC) with the final goal of
becoming a Licensed Clinical Professional Counselor (LCPC). "The State of Idaho has specific
requirements that must be met to qualify for licensure. These requirements may be above and
beyond the degree requirements.

Idaho Division of Occupational and Professional Licenses (IDOPL)

Mailing Address
DOPL
P.O. Box 83720
Boise ID 83720-0063

Headquarters Office
11341 W. Chinden Blvd.
Boise ID 83714

Prior to beginning the fieldwork experience, students should read more about licensure
requirements and application processes on the Idaho Division of Occupational and Professional
Licenses website.

Idaho Pupil Personnel Services School Counseling Endorsement

The School Counseling program in the ISU Department of Counseling exceeds the requirements
for school counselor endorsement in Idaho. To receive an institutional endorsement for school
counseling from the ISU Department of Counseling, students must satisfactorily complete all
curricular requirements in the School Counseling major, including 1,000 hours of clinical
experience. The Idaho State Board of Education requires clinical experience at each level:
elementary, middle, and high school. In addition, up to 25% of clinical experiences may be
performed outside the school setting. Therefore, students in the School Counseling program may
accrue a maximum of 250 hours of the 1000 required in a non-school setting approved by the
department faculty. Students interested in pursuing school counseling credentials outside of
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Idaho are advised to contact the State Board of Education in the particular state to understand the
specific requirements for curricular and clinical experiences.

Please visit the following website for more information:
https://www.sde.idaho.gov/cert-psc/cert/apply/pupil-service.html

NATIONAL BOARD FOR CERTIFIED COUNSELOR
REQUIREMENTS

Students are also strongly encouraged to become a National Certified Counselor (NCC). The
National Board for Certified Counselors has specific requirements that must be met to qualify for
national certification. For information on national certification requirements, contact:

National Board for Certified Counselors
3 Terrace way, Suite D, Greensboro, NC 27403-3660
(336) 547-0607 (8:30 a.m. - 5:00 p.m. Eastern time,
M-F) http://www.nbcc.org Email: nbcc@nbcc.org

The Department of Counseling will assist students in registering for the National Counselor
Examination (NCE). This exam is to be taken in your final Spring semester. The department will
submit the email address of student eligible to take the NCE during the Fall semester. Students
will receive an email from the National Board for Certified Counselors (NBCC) in January to
register and schedule an examination date. Testing dates typically take place in April or May.
Application for the NCE and any other licensing exam is the responsibility of the student, not the
Department. If you need further information, see your advisor.
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Students’ Ethical Responsibilities
The Department of Counseling abides by the Code of Ethics of the American Counseling
Association (http://www.counseling.org/resources/aca-code-of-ethics.pdf)
and requires all students and supervisors to abide by these standards. We are especially sensitive
to the area of confidentiality.

This is an area which frequently causes considerable concern. Section B.2.a of the ACA Code of
Ethics (2014) states:

The general requirement that counselors keep information confidential does not apply
when disclosure is required to protect clients or identified others from serious and
foreseeable harm or when legal requirements demand that confidential information must
be revealed. Counselors consult with other professionals when in doubt as to the validity
of an exception. Additional considerations apply when addressing end-of-life issues.

Therefore, the following situations, among others, may require the breaking of client
confidentiality.

1. Suspicion of child-abuse or neglect
2. Client threatens or intends to inflict harm to self or others
3. Confidentiality can also be broken upon consent of the client (i.e., with written release).

In the case of minors, consent for release must be signed by a parent or legal guardian.
For more specific detail, please reference ACA Code of Ethics (2014).

Students are obligated to promptly report any potential ethical, legal, or client safety
concerns to their supervisor(s).

Idaho Reporting Procedures

The two situations in which it is imperative to report are: (1) in the case of child abuse, and (2) if
the client has expressed a serious desire to harm him/herself or others. This section addresses
these two situations.

Child Abuse

What Constitutes Child Abuse?

Child abuse is defined as non-accidental physical or emotional injury caused by the
intentional acts or omissions of the child's parents or caretakers.

Physical abuse: Non-accidental physical injury to a child.
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Physical neglect: Failure on the part of the child's caretaker to provide adequate food,
clothing, shelter, or supervision.

Sexual abuse: The sexual exploitation of a child for the sexual gratification of the offender or
another person.

Under Code 16-1619, the state of Idaho specifically names school teachers and other school
employees and professionals to report suspected cases of child abuse or neglect within 24 hours
of awareness. Any person who willfully violates these provisions can be prosecuted.

School officials or other professionals reporting in good faith are immune from liability, both
civil and criminal, according to Section 16-1620, Idaho Code.

Detection of child abuse is often difficult, especially in sexual abuse cases. An abuser may
use threats, bribery, or other methods to coerce a child to participate in sexual activity. The
abuser may tell a child that the activity is okay and that he/she is simply teaching the child about
sex. Children are taught to respect and obey their parents and relatives. If an abuser tells a child
that the way to show love and affection for a parent or relative is through sex, then we can easily
understand how a child could be misled. In cases such as these, especially in incest, which is far
more common than most people think, the child does not report the abuse. The child may feel he
or she has been a willing participant. If the abuse is discovered, the child may feel guilty about
getting a friend or relative in trouble.

Everyone needs to be alert to the dangers of child abuse and be willing to get involved. Too
often, child abuse is not reported because of unwillingness to get involved. Immediate reporting
often leads to successful diagnosis of abuse or neglect. Such a diagnosis is the necessary first
step in treatment for both the child and the family.

Most states protect those reporting child abuse in two ways: (1) immunity from liability and
(b) confidentiality. Anyone making a report "in good faith" is specifically immune from any civil
or criminal charges that might result. The reporter's name is usually not released to anyone other
than employees of the state agency or the state attorney without written consent of the person
reporting. The reporter is not required to give his or her name, although professionals are
encouraged to do so to facilitate the investigation. In addition, the professional is urged to inform
the family that he or she is obligated by law to make a report and to stress continuing support and
concern for the entire family.

"Mild" or borderline cases of abuse are of great concern because failure to identify precludes
protection of the child and support for the parents. The consequences can be dire. Abuse recurs
in approximately 50 percent of these cases when intervention is not implemented. In 35 percent
of these cases, a child will eventually be injured severely or even killed.

Frequently, teachers and school officials have doubts about reporting suspected abuse. The
reporting procedures may not be clear, or the principal may even discourage reporting by
teachers. Officials of private schools and day care centers may fear loss of clients if they are
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known to report abuse. Certainly, these are very real problems and should be addressed by both
schools and the protective service network, but these concerns in no way relieve a teacher or
principal or counselor of their legal and ethical responsibility to report suspected abuse.

Suspected abuse should be reported as quickly as possible. Often a successful investigation
depends on the counselor's ability to document abuse/neglect indicators or injury. One should not
wait until the abuse has occurred three or four times: to wait until one is "sure" may be to wait
until it is too late.

Proof of abuse or neglect is not required to make a report; "reason to believe" or suspicion is
all that is required. It is usually the responsibility of investigating agencies to determine whether
or not the abuse is actually occurring and to take protective action on behalf of the child or
disabled person. If additional incidents occur after the initial report has been made, make another
report.

How to Respond to a Child Who Discloses Abuse

DO the following:
● believe the child;
● find a private place to talk;
● reassure the child that he/she has done the right thing by reporting;
● listen to the child;
● restate important thoughts--use the child's vocabulary;
● tell the child help is available;
● let the child know you must report to someone who can help;
● report the incident immediately to local Department of Health and Welfare or police;
● consult with the faculty and field supervisors.

DON'T do the following:
● promise confidentiality;
● panic or express shock;
● ask leading or suggestive questions;
● make negative comments about alleged perpetrator;
● disclose information indiscriminately.
● You are not an investigator; it is not your job to “get proof" before you report.

To report abuse, contact the Department of Health and Welfare.

In Pocatello call 239-6200 or the after-hours number is 235-5869. Or call the Pocatello Police at
234-6121, the Bannock County Sheriff at 236-7111, or the Chubbuck Police at 237-7172.

In Nampa call 465-8452 or Boise 334-6800. Or call the police department in Meridian, Nampa,
or Boise.

When making a report be sure to include the following:

● names and addresses of child and parent(s) or guardian(s), if known.
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● child's age and sibling(s) name(s) and age(s), if appropriate
● nature and extent of alleged abuse or neglect;
● identity and relationship of abuser, if known;
● reporter's name, if desired;
● other information reporter believes would be helpful in establishing the cause of injury

and/or neglect.

After the report is made, a member of the local Department of Health and Welfare and/or local
law enforcement agency will investigate the case, notify the family a report has been filed, and
check the child's condition. If the child appears to be in immediate danger, he/she is put into
temporary protective custody. Follow the field setting’s protocol for reporting. However, it is the
reporter's responsibility to make sure that a report is filed.

Intent to Harm Self or Others

Certain civil and criminal cases have had a profound effect on the profession of counseling.
(Review the case of Tarasoff vs. The University of California Board of Regents 1976, for a more
complete history.) As a result of Tarasoff and other cases, professionals, including counselors,
are potentially liable for negligence in reporting the intent of a client to harm him/herself or other
parties. If a case of intent to harm others, or a case of suicidal ideation should arise, immediately
consult with the faculty and field supervisors.

Advocacy Resources

Professional counselors are ethically obligated to act as advocates on behalf of their clients and
support matters related to social justice (American Counseling Association Code of Ethics, 2014;
Ratts et al., 2016).

Thus, students must be aware of local resources available to their clients. Students should also
engage in consultation and interprofessional collaboration to support their clients’ various and
often complex needs. Students should consult their Faculty Advisor for resources and engage in
research/consultation to find other resources.
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Steps for Securing Practicum and Internship Sites
Students are responsible for following the below steps to secure a fieldwork site. Students are
also responsible for adhering to the deadlines established by their Fieldwork Coordinator, and
asking any pertinent questions they may have. Students are to consult with their Faculty Advisor
regarding any specific questions they may have about their program of study.

1. First, look at the approved site list provided by your Fieldwork Coordinator. This list is
updated frequently. When seeking a fieldwork site, this list should be your first and
primary source; in other words, you should attempt to find a site from this list before
requesting a new site.

2. When you are interested in a particular site, reach out to the site via email to inquire
about a practicum or internship position for the semester in which you are interested.

3. In the email, you should be sure to introduce yourself (name, university, program, etc.),
politely inquire about a position, and thank them for their time. You may consider
attaching your resume.

4. Most sites include an interview as part of their “hiring” processes. Please remember that
professionalism (including prompt and polite email responses) is an important aspect of
this process.

5. Consult with your Faculty Advisor. You must have your Faculty Advisor’s approval
before accepting a fieldwork placement.

6. After you have consulted with your Faculty Advisor and accepted a site’s offer, you may
begin to initiate the site selection process through Tevera.

a. Locate the site placement section within your Tevera account

b. Complete the required Pre Application paperwork

i. Upload Liability Insurance

ii. Complete the Confidentiality Agreement if working with a non-ISU
affiliated site

iii. Faculty Site Approval Form

iv. Complete the required Tevera Tutorials
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c. Select the approved agency from the list of sites located on Tevera and complete
the required paperwork to seek authorization for the site.

i. Complete the Student Information Form and digitally sign.

ii. Complete the Faculty Site Approval Form, digitally sign the form, and
send the form for a digital signature by your faculty major advisor through
the Tevera System.

d. Select a supervisor affiliated with the site from the list of supervisors on the list
within Tevera. If your supervisor is not on the list please contact the internship
coordinator.

i. Send the Site Supervisor Checklist form to your supervisor through the
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Tevera website

ii. Complete the Supervision Dates Form
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The Fieldwork Site Approval Process
Students are responsible for following the below protocols for requesting potential approval of a
new fieldwork site. Please note that requesting approval of a new site does not guarantee that site
will be approved.

1. Send the Fieldwork Coordinator an email with the site information that you have (site
name, website link, supervisor name, supervisor email, etc.). The Fieldwork Coordinator
will advise you on whether to move forward to Step 2.

2. Reach out to the site to inquire about a potential practicum and/or internship position. If
they are open to hosting you, inquire whether they can meet the requirements listed on
the Supervisor Checklist (see Appendix E). Attach the Supervisor Checklist as a PDF to
your email.

3. If applicable, the Fieldwork Coordinator will then move forward with the approval
process; again, please note there is no guarantee the site will be approved. You MUST
request a new site by the deadline provided by your Fieldwork Coordinator.
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Tevera: Fieldwork Management System
Purchasing Tevera

Students will be sent an email from Tevera with the information provided to register. Students
are to purchase a Tevera membership directly from Tevera using a credit or debit card. See the
following link for more information on registering and purchasing a Tevera Membership:
https://help.tevera.com/registering-for-tevera-r1U4aZPVq

Students are encouraged to take a look around Tevera and explore some helpful training
resources here. A Tevera training will take place each Spring for practicum students, and
supervisors are sent information on Tevera from the department, prior to the start of each
semester.

Common Terms in Tevera - Cheat Sheet
https://help.tevera.com/common-terms-in-tevera-cheat-sheet-r1hv_dIBi

Applying for Site Placement
https://help.tevera.com/applying-for-site-placement-for-students-BkH0IZ7Vq

Tracking Time in Tevera

https://help.tevera.com/en_us/tracking-your-time-in-tevera-ryqrdZj4q

ISU Department of Counseling Tevera Tutorials

Tracking Hours and Submitting Weekly Hour Reports

https://isucounseling.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=b1e3704b-4b86-446
8-9d97-b0fb010aac3c
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Clinical Paperwork

Each semester, the below forms are to be completed via Tevera in the order in which they are
listed below. Examples of many forms are included in the Appendices.

*Field and site supervisor are the same individual

Pre-Agency Selection Forms

Form Title Who Completes Who Signs

Liability Insurance (upload
only)

Student Upload Only

Confidentiality Form (ISU
1026)

Student Student

Faculty Site Approval Form
(ISU 1029)

Student Student
Faculty Advisor/Faculty
Supervisor

Post-Agency Selection Forms

Form Title Who Completes the Form Who Signs the Form

Student Site Information
Form (ISU 1021)

Student Student

Supervisor Selection Forms

Form Title Who Completes the Form Who Signs the Form

Site Supervisor Checklist
(ISU 1032)

Site Supervisor Site Supervisor

Supervision Dates Form
(coming soon) (ISU 1008)

*students must input the
formal ISU semester start
date (e.g., for Spring 2024,

Student
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classes begin 01/08/2024)

COUN 6697 (coming soon)

Form Title Who Completes the Form Who Signs the Form

Midterm Practicum Rating
Scale (Faculty Edition)

Faculty Supervisor Faculty Supervisor
Student

Midterm Practicum Rating
Scale (Site Supervisor
Edition)

Site Supervisor Site Supervisor
Student

Midterm Hours Report Student Student
Site Supervisor

Final Practicum Rating Scale
(Faculty Edition)

Faculty Supervisor Faculty Supervisor
Student

Final Practicum Rating Scale
(Site Supervisor Edition)

Site Supervisor Site Supervisor
Student

Supervisor and Site
Evaluation Form

Student Student

Practicum/Internship
Supervision Waiver During
University Breaks (ISU 1036)

Student Student
Site Supervisor

Practicum/Internship Site and
Supervisor Evaluation Form

Student Student

Final Semester Hours Report Student Student
Site Supervisor

COUN 6698 (coming soon)

*Students will be evaluated by each site supervisor at the mid-term and final (e.g., two sites =
two site supervisors = two mid-term evaluations

Form Title Who Completes the Form Who Signs the Form
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Midterm Internship Rating
Scale (Site Supervisor
Edition)

Site Supervisor Site Supervisor
Student

Final Internship Rating Scale
(Site Supervisor Edition)

Site Supervisor Site Supervisor
Student

Supervisor and Site
Evaluation Form

Student Student

Practicum/Internship
Supervision Waiver During
University Breaks (ISU 1036)

Student Student
Site Supervisor

Practicum/Internship Site and
Supervisor Evaluation Form

Student Student

Documenting Hours (Hours Logs)

Students are required to complete a weekly assignment involving the documentation and signing
of hour logs through Tevera while enrolled in COUN 6697 and COUN 6698. By the end of
working hours on Friday of each week, students log all direct and indirect hours earned via
Tevera. Subsequently, the completed form must be sent to their site supervisor for signing and
verification. All signatures on the hour logs are to be signed and reviewed within the Tevera
System. It is the student's responsibility to ensure that their supervisor signs and verifies
their hour logs in a timely manner.



58

Tevera Midterm and Final Hours Report

Your Midterm Hours Report must be submitted by the final Friday of midterm week (typically
the 8th week of the semester) by 5 pm MT.

Your Final Hours Report must be submitted by the final Friday of the semester by 5 pm MT
(exam week). Failure to upload your Final Hours Report and your site evaluations may result in
you earning an incomplete for the semester. If this occurs within your final semester of the
program obtaining an incomplete may delay your expected graduation date.
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Tevera: Insufficient Clinical Hours at the End of the Semester

COUN 6697: At the end of the semester if students have less than 40 direct client hours and 60
indirect hours the student will earn an incomplete grade for COUN 6697. Do not complete your
Final Semester Summary Report until you complete all clinical hours for the semester.
Students are able to earn the remainder of their COUN 6697 clinical hours at the beginning of
the next academic semester. Students can document clinical hours used to complete COUN 6697
within Tevera using the Optional Week Hour Logs. Once students have completed all clinical
hours complete your Final Semester Summary Report and notify your Faculty Supervisor to
complete a Change of Grade Request.

COUN 6698: At the end of the semester if students have less than the required clinical hours
dependent on your registered internship credits. (e.g. 8 credits enrolled in COUN 6698 = 160
direct + 240 indirect = 400 total hours, 9 credits enrolled in COUN 6698 = 180 direct + 270
indirect = 450 total hours) then the student will earn an incomplete in COUN 6698. Do not
complete your Final Semester Summary Report until you complete all clinical hours for the
semester. Students are able to earn the remainder of their COUN 6698 clinical hours at the
beginning of the next academic semester. Students can document clinical hours used to complete
COUN 6698 within Tevera using the Optional Week Hour Logs. Once students have completed
all clinical hours complete your Final Semester Summary Report and notify your Faculty
Advisor to complete a Change of Grade Request.
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Appendices
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Appendix A

Practicum Tape Demonstration Assignment
(Point values subject to change)

Practicum Tape Demonstration (50 points; Measuring 3.A.10, 3.B.10, 3.E.9):
Students will demonstrate clinical skills by showing a ten minute segment of counseling tape in their lab
section. Students will additionally provide a write up of their client's conceptualization and presenting
concerns alongside their tape demonstration. The write up will address main components of the student's
work with that client, including the following:

1. Client demographics: How old is the client? What is their current living situation? What are their
cultural identities? (8 points)

2. Client's presenting concerns: What is the client coming to counseling for? What do they want to work
on? (8 points)

3. Multicultural considerations: How do the client's identities intersect with yours as the counselor? What
cultural components do you need to broach/have broached in the room? How do the client's identities
impact your counseling work with them? In what ways could you advocate for/with this client? (8 points)

4. Legal/ethical concerns: Are there any legal or ethical concerns when working with this client? Consult
the ACA code of ethics. If there are legal/ethical concerns, how do you plan to address them as you
continue counseling this client? (8 points)

5. Client conceptualization: After working with this client, how do you see their development? How do
their identities, presenting concerns, and symptoms combine to create their current lived experience? (8
points)

Additionally students will be assessed on their tape demonstration:

Tape Segment: Show a continuous ten minutes of counseling tape in class. The tape demonstration will be
of the same client you do your write up on. Choose a segment of tape in which you intentionally use
foundational counseling skills (both from Tier 1 and Tier 2). There is no expectation to be “perfect” in
your skill usage, rather, instructors hope you show intentional effort in applying the skills you learned in
preprac! Prepare consultation questions beforehand in order to get feedback on specific things you want to
learn more about. (10 points)
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Appendix B

Confidentiality Form
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Appendix C

Faculty Site Approval Form
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Appendix D

Student Site Information Form
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Appendix E

Site Supervisor Checklist

The site can provide video recording OR live supervision of students’ counseling
sessions.
The site will provide opportunities for students to become familiar with a variety of
professional activities and resources, including technology, as part of their experience.
For all sessions, the site will provide a quiet, confidential space in which students can
counsel. Telehealth counseling sessions must be provided from the site. Students are not
permitted to provide telehealth services from home/elsewhere.
The site will provide students with one hour of individual or triadic supervision per week
with a registered supervisor who meets the following criteria:

A minimum of a master’s degree, preferably in counseling or a related profession;
Active certifications and/or licenses in the geographic location where the student
is placed, preferably in counseling or a related profession;
4 A minimum of two years post-master’s professional experience relevant to the
CACREP specialized practice area in which the student is enrolled;
Relevant training for in-person and/or distance counseling supervision;
4 Relevant training in the technology utilized for supervision;
Knowledge of the program’s expectations, requirements, and evaluation
procedures for students, and
Approved supervisor

The supervisor will provide formative and summative evaluations of the student’s
counseling performance and ability to integrate and apply knowledge conducted as part
of the student’s practicum/internship. Official evaluations must be completed at the
mid-term and final points of the semester.
A supervisor/mental health professional will be on site while student(s) are seeing clients,
including both in-person and telehealth services.
The site will aim to match students with developmentally appropriate clients.
The site will aim to provide an appropriate number of direct client hours for the student’s
experience. Practicum students (6697) are expected to maintain a caseload of at least 3
clients. Internship students are required to maintain a caseload of at least 5 clients.
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Appendix F

Midterm/Final Practicum Rating Scale

During 6697, the Faculty Supervisor and Site Supervisor will complete the Practicum Rating
Scale at Midterm and at the end of the Semester

Idaho State University
Department of Counseling
Practicum Rating Scale

Rating scale:
0 = Expectation Not Demonstrated
1 = Below Expectations
2 = Meets Expectations
3 = Above Expectations
4 = Exceeds Expectations

In Tevera each skill will have a NA option

Helping Relationships -Basic Counseling Skills (Section I) Skill Level

0 1 2 3 4

1. Listens carefully and communicates understanding to client.

2. Is genuine and empathic with client.

3. Is respectful of and validates the client.

4. Displays knowledge and skills appropriate to the client’s cultural and social context.

5. Displays knowledge and skills appropriate to the client’s developmental context.

6. Appears comfortable with a variety of feelings/and or issues shared by the client
as demonstrated by the ability to hold the session in an emotional space.

7. Demonstrates appropriate use of feeling reflections including appropriate delivery
and accuracy.

8. Appropriate use of paraphrases, content reflections and summaries including
appropriate delivery and accuracy.

9. Appropriate use of questions and probes, including appropriate timing, accuracy and brevity.

10.Appropriate pacing of session/ responses.
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11.Appropriate use of silence.

12.Avoidance of (overt or subtle) advice-giving and inappropriate problem-solving.

13.Displays the skill of broaching topics of identity and oppression

14.Demonstrates ability to address termination issues with client.

Helping Relationships -Advanced Counseling Skills (Section II) Skill Level

0 1 2 3 4

1. Demonstrates ability to identify patterns and use these as a basis for interventions.

2. Demonstrates use of advanced accurate empathy/interpretation/reflection of meaning
delivered accurately and appropriately.

3. Uses self-disclosure cautiously and only as appropriate

4. Appropriate use of immediacy.

5. Offers client feedback, even when it may be difficult for client to hear.

6. Ability to engage in procedures for assessing risk of aggression or danger to others,
self inflicted harm, or suicide

7. Promotes client self-advocacy/understanding of access to a variety of community resources

Conceptualization & Intervention Planning Skills (Section III) Skill Level

0 1 2 3 4

1. Is able to organize client information (intake, assessment tools, clinical interview)
into understandings of client and client concern.

2. Is able to recognize normative/developmental from problematic
behavior/understanding/functioning.

3. Upholds an orientation towards wellness and prevention when working with clients..

4. Is able to construct appropriate theoretical conceptualization of client issues.

5. Is able to identify appropriate goals congruent with the theoretical conceptualization.

6. Demonstrates ability to engage in a well-established counseling theory with consistency and
fidelity to the theoretical protocols.
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7. Integrates one’s own, as well as the client/student’s, intersecting identity development
across the lifespan into case conceptualization and treatment planning [2]

8.Demonstrates the ability to identify systemic and environmental factors that affect
client/student functioning.[2]

9.Demonstrates ability to assess the impact of the conditions of the work (or school)
environment on the client or student’s life experiences. [2]

Personalization Skills (Section IV) Skill Level

0 1 2 3 4

1. Demonstrates insight into own intrapersonal style.

2. Demonstrates insight into own interpersonal style.

3. Demonstrates awareness of diversity and multicultural issues including own biases.
(This awareness may evidenced by conversations with supervisor and peers or in
counseling sessions.)

4. Is willing to take risks and explore how they are affected by client or client issues.
(This awareness may evidenced by conversations with supervisor and peers.)

5. Appropriately participates in feedback exchange with peers and supervisor (i.e., giving
feedback, hearing feedback, and incorporating feedback into subsequent client work)
during supervision sessions as evidenced by implementation of feedback with clients and
peers.

6. Appropriately applies feedback to subsequent sessions as evidenced by conceptualization
and interventions with clients.

7. Recognizes personal limitations and seeks additional supervision when unsure of how
to proceed.

Professional Skills (Section V) Skill Level

0 1 2 3 4

1. Demonstrates a knowledge of and ability to abide by ACA’s ethical and legal standards or
other relevant code of ethics such as ASCA’s Ethical Standards.

2. Client records completed correctly and professionally.
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Comments relevant to strengths of student:

Comments relevant to areas of growth for the student:

The Practicum Rating Scale should be completed and signed by the Site Supervisor and
reviewed and signed by the student through Tevera.

3. Client records stored and maintained in secured manner

4. Student on time to all seminar and supervision meetings.

5. Student attends (and is on time to) all counseling sessions.

6. Student uses respectful language when discussing client and/or client issues.

7. Student protects client confidentiality including video recording.

8. Recognizes skill limitations makes referrals as appropriate (with supervision).

9. Works with others in client’s community (referral/consultation/collaboration)
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Appendix G

Midterm/Final Internship Rating Scale

Each site supervisor will complete the Internship Rating Scale at Midterm and at the end of the
semester.

IDAHO STATE UNIVERSITY
DEPARTMENT OF COUNSELING
INTERNSHIP RATING FORM

STUDENT NAME: _____________________ SEMESTER: ___________________________
SUPERVISOR: ________________________ SETTING: ____________________________
COURSE: □ COUN 6698 Internship

Instructions: Throughout the semester, track student progress by initialing and dating as the
intern demonstrates each evaluation criteria. If a training standard is not demonstrated
throughout the semester, check the “No Demo” column prior to submitting the final evaluation.

Note: Students may initially meet the given criteria and then exceed the criteria later in the
semester between Midterm and Final Evaluation.
Intern
Professional
Comportment
and Supervision
Engagement

NA 0
No
Demonstration

1
Below
Expectations

2
Meets
Expectations

3
Above
Expectations

4
Exceeds
Expectations

The intern comes to
supervision prepared
to discuss work and
is open to feedback
and suggestion
The intern
recognizes own
limitations and seeks
additional
supervision and/or
consultation when
unsure how to
proceed.
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The intern
participates in
feedback exchange
with peers and
supervisor (i.e.,
giving feedback,
hearing feedback,
and incorporating
feedback into
subsequent client
work) appropriately
during supervision
sessions. This is
evidenced by the
implementation of
feedback with clients
and peers.
The intern
demonstrates good
organization and task
management skills,
reports, notes,
summaries, and all
documents are
maintained
appropriately and
completed by due
dates
The intern
demonstrates
professionalism by
being on time,
dressing
appropriately, and by
conducting
themselves in a
manner that is
appropriate to the
setting

Notes:

Intern Disposition

Cultural Humility NA 0
Harmful
Demonstration

1
Below
Expectations

2
Meets
Expectations

3
Above
Expectations

4
Exceeds
Expectations
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The intern can
recognize how their
cultural identities and
experiences affect
their perspectives and
has
awareness of the
cultural identities and
experiences of others

Mindfulness

The intern
demonstrates
awareness of the
present moment,
observing their
thoughts and feelings
without
judgment, and can be
present in the here
and now of session
and supervision

Engagement
The intern
demonstrates an
emotional
involvement and
commitment to their
own personal and
professional
development

Reflexivity
The intern is aware
and open to
exploring their own
belief systems,
values, and needs,
and their impact on
relationships with
self and others
(peers, supervisors,
faculty, clients)

Curiosity
The intern
demonstrates an
eagerness for
understanding
leading to future
inquiry

Integrity



73

The intern engages in
consistent
commitment to
upholding the ethics
and values of the
counseling
profession

Core Counseling
Knowledge and Skills
PROFESSIONAL
COUNSELING
ORIENTATION AND
ETHICAL PRACTICE

NA 0
Harmful
Demonst
ration

1
Below
Expectation
s

2
Meets
Expectation
s

3
Above
Expectation
s

4
Exceeds
Expectation
s

The intern adheres to
ethical standards of
professional counseling
organizations and
credentialing bodies, and
applications of ethical and
legal considerations in
professional counseling
and specialized practice
areas
(3.A.10).

SOCIAL AND
CULTURAL DIVERSITY

 The intern understands
guidelines developed by
professional counseling
organizations related to
social justice, advocacy,
and working with
individuals with diverse
cultural identities
(3.B.10)
HUMAN GROWTH AND
DEVELOPMENT
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The intern understands
biological, neurological, and
physiological factors that
affect lifespan development,
functioning, behavior,
resilience, and overall
wellness
(3.C.10)

CAREER
DEVELOPMENT

The intern understands
approaches for
conceptualizing the
interrelationships among
and between work,
socioeconomic standing,
wellness, disability,
trauma, relationships, and
other life roles and factors
(3.D.2)
COUNSELING AND
HELPING
RELATIONSHIPS

The intern can implement
theories and models of
counseling, including
relevance to clients from
diverse cultural backgrounds
(3.E.1)
The intern can utilize
interviewing, attending, and
listening skills in the
counseling process
(3.E.9)
GROUP COUNSELING
AND GROUPWORK

 The intern demonstrates
culturally sustaining and
developmentally
responsive strategies for
designing and facilitating
groups
(3.F.8)
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ASSESSMENT AND
TESTING

The intern understands
procedures for assessing and
responding to risk of
aggression or danger to
others, self-inflicted harm,
and suicide
(3.G.13)

Notes:

I certify with my signature within Tevera that the information presented in this Internship
Rating Scale has been discussed and agreed upon between student and supervisor.

Student Signature Date

Supervision/Instructor/Advisor Signature
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Appendix H

Practicum/Internship Site and Supervisor Evaluation Form (COUNSELING 1008)

Directions: All practicum/internship students are required to complete an evaluation
of their site and supervisor at the conclusion of the course. Please note that this
evaluation will be kept confidential and will not be shared with your site or supervisor.
This information helps the program assess the quality and effectiveness of clinical
sites and supervisors so that we may improve practicum/internship opportunities in
the future.
Name of Student:
Name of Supervisor:
Name of Site:
Date:
Use the scale provided below to rate your practicum/internship site and supervisor
by circling the appropriate number:
1 = Strongly Disagree
2 = Somewhat Disagree
3 = Somewhat Agree
4 = Strongly Agree

Site Evaluation

The site provided me with sufficient
orientation to its mission, purpose,
culture, policies and procedures

❒ 1❒ 2❒ 3❒ 4

The staff were open and helpful to my
experience

❒ 1❒ 2❒ 3❒ 4

The tasks and experiences helped me
meet my learning goals and objectives

❒ 1❒ 2❒ 3❒ 4

I would recommend this site to future
students

❒ 1❒ 2❒ 3❒ 4

Supervisor Evaluation

My supervisor was conscious of my
needs as a student

❒ 1❒ 2❒ 3❒ 4

My supervisor made my
responsibilities clear to me

❒ 1❒ 2❒ 3❒ 4

My supervisor assigned an appropriate
amount of work

❒ 1❒ 2❒ 3❒ 4
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My supervisor provided regular
supervision and assistance

❒ 1❒ 2❒ 3❒ 4

My supervisor provided me regular
and helpful feedback of my

performance

❒ 1❒ 2❒ 3❒ 4

I would recommend this supervisor
to future students

❒ 1❒ 2❒ 3❒ 4

Comments: (Please provide a specific explanation for any

rating of 1 or 2) Student Signature: Date
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