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This Internship Manual includes requirements and procedures to be followed by those involved in working with 
Graduate Student Interns on location in community agencies.  Its primary purpose is to formalize and enhance 
the arrangements among the professional counseling program faculty, internship on-site supervisors, and 
graduate student interns enrolled in internship courses at the University of Northern Colorado.  The internship 
activities and requirements have been based on the American Counseling Association (ACA) and the guidelines 
of the Council for Accreditation of Counseling and Related Educational Programs (CACREP - a corporate 
affiliate of the American Counseling Association), Colorado licensure requirements, National Board for 
Certified Counselors (NBCC) standards, and professional counseling program faculty recommendations. 
 
Internship experiences at UNC are intentionally and carefully designed to provide opportunities for students to 
acquire greater understanding of concepts they learn through coursework and practicum, acquire new 
information, and integrate diverse learning and practical experiences. We realize that an internship site may not 
be able to provide access to all the activities desired by the student because of the differences that exist between 
individuals and institutions.  The internship agreement for each internship experience (or site) will document the 
activities that can be provided at that site and supervised by the signatory.  The purpose of the internship 
agreement is to provide a uniform internship experience for students, as well as guidance for supervisors 
entrusted with providing clinical and administrative supervision. 
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Clinical Mental Health Counseling students: Students must register for six (6) semester hours of APCE 692 
through the University of Northern Colorado. Student may register for up to 18 credits according to program 
and financial aid requirements. 
 
Marriage, Couples and Family Counseling/Therapy students: Students must register for two (2) semester hours 
of APCE 691 through the University of Northern Colorado. Students may register for up to 18 credits according 
to program and financial aid requirements.  
 
4(1%"(+2'1%+C31'B'1D+K%1O%%(+6%"/&+
 
Internships are viewed as culminating field-based experiences that should be completed just prior to the 
completion of a graduate degree program, and upon successful completion of all prerequisites as outlined in the 
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• Minimum of VUU+#(P&'1%+H#-"& (i.e., counseling + indirect client activities). 
• Minimum of #(%+ LWM+H#-"+A%"+O%%X+#$+ '(0'B'0-)*+#"+ 1"')0'3+ &-A%"B'&'#(, throughout the internship, 

performed by the Site Supervisor. 
• Opportunity for students to *%)0+#"+3#P*%)0+)+3#-(&%*'(.+#"+A&D3H#%0-3)1'#()*+."#-A. 
• Opportunity for the student to become familiar with a variety of professional activities other than direct 

service. 
• Opportunity for the student to obtain audio and/or video recordings of their   

 interactions with clients, appropriate to the specialization, for use in supervision. 
• Opportunity for the student to gain supervised experience in the use of a variety of  

 professional resources such as assessment instruments, computers, print and non-print media,  
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required. If students are unable to make up the group supervision course time during the same semester they 
missed the class, they will be required to register for and attend another semester of the course.  

9#3-/%(1)1'#(+
 

Upon completion of internship, students must submit the following documents to the University Internship 
Supervisor. 
 

• One copy of the Internship Log (located on UNC’s Professional Counseling webite under Current 
Students) 

• Site evaluation of the graduate student interns (APPENDIX A) 
• Student’s evaluation of the internship site (APPENDIX B
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• Completed all of the required pre-requisite courses and turned in a completed Eligibility 
Verification Form (located on UNC’s Professional Counseling website under Current Students) 
to the Site Placement Coordinator  

• Turned in proof of liability insurance to the Site Placement Coordinator  
 

When these requirements have been met, students will be notified, B')+%/)'*, that they have been 
approved to start searching for an internship site.  In this email notification, students will receive the 
approved site list from which they may chose an internship site.  
 

3. ;QA*#"%+!#1%(1')*+4(1%"(&H'A+2'1%&F Once students have found a site they might be interested in, they 
then contact the prospective internship site and arrange for an in-person interview.  During this 
exploratory meeting, the agency representative and student should clearly delineate their expectations 
for the internship experience.  As a student, you should determine if a prospective internship site is 
capable of meeting your needs.  Following that interview, if the agency representative thinks that you 
and the agency experiences or expectations are mismatched, then the internship placement may be 
refused and another placement sought.  If the agency accepts you for internship placement, an Internship 
Agreement should be negotiated specifying the expectations (e.g., internship activities) and 
responsibilities of all parties involved. 
 

4. 5%O+2'1%+CAA"#B)*&. Sites that are not on the approved site list must be approved by the Site Placement 
Coordinator prior to completing an Internship Agreement. Students should use the New Site Approval 
Form (located on UNC’s Professional Counseling website under Current Students).  
 

5. !"%A)"%+)(+4(1%"(&H'A+C."%%/%(1F The student emails a completed Internship Site Agreement (located 
on UNC’s Professional Counseling website under Current Students) that has been signed by the 
Graduate Student Intern and the Site Supervisor to the Site Placement Coordinator.  The Site Placement 
Coordinator reviews the contract and, if approved, will obtain the remaining signatures needed for 
contract completion. 
 
We cannot accept signatures that are font-based.  The types of signatures that we require on the above 
documents include:  

o Time-stamped digital signature like a certificate-based signature or signature through a digital 
signature service (DocuSign or AdobePro).  

o A signature that is drawn with your hand using a pointing device (like a mouse or a trackpad) or 
a finger (like on a smartphone).  

o Printing the contract out, hand signing the contract, scanning it and emailing it back to the Site 
Placement Coordinator. 

 
6. R'()*'^%+)(+4(1%"(&H'A+C."%%/%(1. Once all of the appropriate signatures have been obtained an 

electronic copy of the completed Internship Agreement will be emailed to the student and the original 
will be kept in the student’s UNC file.  The student is responsible for disseminating the completed 
contract to the appropriate persons at their site and maintaining a copy for their records.  

+
2%*%31'(.+)(+4(1%"(&H'A+2'1%+
 
The first considerations in arranging placement are (a) the intern’s interests and career goals and (b) the 
University’s requirements for internship.  Each potential internship student is asked to indicate the type of client 
population with which the student would like to be involved.  Lists of recommended and approved internship 
sites are then surveyed to identify potential sites that offer a match between the student’s interests with the 
available agency.   
 



12 

Students should make professional contacts with possible sites and request an interview. Students are 
encouraged to interview with more than one agency in order to select the placement that provides desirable 
experiences and appropriate supervision.  When students determine that they will not accept or pursue a site, 
they must notify personnel at the site to allow ample time for them to fill vacant positions.  
 
Although you may complete your internship at two different sites, in no case will three sites be approved for 
internship for one student. 
 
21-0%(1&+ )"%+ "%/'(0%0+ #$+ 1H%+ A#*'3D+ )0#A1%0+ ED+ 1H%+ :('B%"&'1D+ !"#$%&&'#()*+ ,#-(&%*'(.+ $)3-*1D+ 1H)1+
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If for some reason students are unable to complete their internship (personal or professional conflicts), contact 
the University Internship Supervisor immediately.  Failure to report at one’s internship site on a regular basis is 
unacceptable, unethical and may lead to disciplinary actions (review and retention). 

 
Graduate Student Interns and the University Internship Supervisor are guests of the agencies and clinics where 
internship opportunities are authorized. Agency administrators are entrusted with the care and responsibility of 
clients and Site Supervisors are responsible for all facets of services provided to clients by the Graduate Student 
Intern.  Thus, interns are expected to maintain the highest level of professionalism. Intern’s behaviors reflect on 
the intern, the clinic or agency in which the student is placed, the University, the Counseling Programs, and 
future interns.  
 
C11'"%Y  Dress appropriately and in accordance with existing dress codes within the site setting at all times.   
 
`#"X+23H%0-*%&Y  Work schedules are established with the site and should not interfere with other courses. 
Because of the time demands it is recommended that interns not try to maintain a full-time job outside of the 
field placement.   
 
C11%(0)(3%+)(0+!"#/A1(%&&Y  Graduate Student Interns are expected to be at their clinical site according to the 
schedule designed with the site supervisor. Absences must be limited to medical emergencies, family 
emergencies, and professional development activities. Should interns need to be absent or arrive late, interns are 
to notify the site supervisor and the University Internship Supervisor. Extensive absences, for whatever reason, 
will result in one’s internship being postponed or ended. 
 
;QA%31)1'#(+#$+;1H'3)*+,#(0-31Y+Graduate Student Interns are expected to know and follow the American 
Counseling Association Code of Ethics.  This includes the standards of informed consent, recordkeeping, 
mandated reporting, confidentiality and its exceptions. Graduate Student Interns are also expected to adhere to 
district policy and the Colorado Revised Statutes related to the mental health.  If/when students encounter 
ethical dilemmas or ethically concerning/conflicting behaviors or practices they are expected to utilize the 
ethical decision-making model and inform their Site Supervisor first, then their University Internship 
Supervisor.  Graduate Student Interns are expected to practice at or above the standards of practice for school 
counseling professional counselor’s failure to do so may result in disciplinary actions by the Professional 
Counseling faculty like referral to the Review and Retention committee. 
+
7%&A#(&'E'*'1'%&+9-"'(.+4(1%"(&H'A+
 

1. You can expect to have an on-site visit from the University Internship Supervisor each semester of your 
internship. Prior to the sixth week of your internship, you are responsible for contacting the University 
Internship Supervisor to schedule a site visit between yourself, your on-site supervisor, and the 
internship instructor. At that time, you will review your progress thus far during internship.   
 

2. During your internship you are required to maintain logs on a regular basis. After your Site Supervisor 
has signed the log, send a 3#AD+of the log to the University Internship Supervisor. Maintain the original 
in a file until prior to your exit interview when the original logs will be turned in to the University 
Internship Supervisor. Those student
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;B)*-)1'#(+#$+4(1%"(&+
 
Feedback from the internship Site Supervisor is essential for the purpose of evaluating student effectiveness.  A 
standardized evaluation form has been adopted by the University Professional Counseling faculty (APPENDIX 
A).  You should provide a copy to the on-site internship supervisor with your resume or vita and internship 
agreement.  The rating form should be completed by the Site Supervisor, reviewed with the student in 
conference, and returned to the University Internship Supervisor at the completion of the internship.  Any 
additional comments the Site Supervisor might like to make should be included on the rating form.   
 

45267:,64852+R87+R87<2+
5#1%Y+C**+$#"/&+<:26+E%+*%.'E*%F+4$+1H%D+)"%+(#1+*%.'E*%+1H%D+O'**+E%+"%1-"(%0+1#+1H%+&1-0%(1F 

 
4(1%"(&H'A+C."%%/%(1+4(&1"-31'#(&+L*#3)1%0+#(+:5,N&+!"#$%&&'#()*+,#-(&%*'(.+O%E&'1%+-(0%"+Current 
StudentsMY 
1. Read agreement thoroughly 
2. Type or print legibly all required information  
3. Obtain necessary signatures three weeks prior to end of semester prior to start of internship 
4. Return agreement to the Site Placement Coordinator  
 
;*'.'E'*'1D+]%"'$'3)1'#(+R#"/+4(&1"-31'#(&+L*#3)1%0+#(+:5,N&+!"#$%&&'#()*+,#-(&%*'(.+O%E&'1%+-(0%"+
Current StudentsM

!!
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APPENDIX A: Site Evaluations of the Graduate Student Intern 
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N 1 2 3 4 5 Counselor collegially participates with the treatment 
team in consultation and collaboration with other providers 
(intra- and inter-professionally) 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor demonstrates an ability to negotiate conflict or 
differences in a professional manner 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor produces appropriate documentation (i.e., case 
notes, treatment plans, etc.) consistent with uniformly 
acceptable guidelines as well as adapting stylistically to 
agency-specific standards 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor actively pursues answers to ethical dilemmas as 
they arise in cases: aware of and follows general guidelines 
for ethical decision making, with guidance in supervision 
and attention to professional organization’s (i.e., ACA) 
ethical guidelines as well as the state-specific 
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+
246;+;]C=:C6485+8R+6@;+>7C9:C6;+26:9;56+456;75+

C!,;+VZW+<)""').%_+,#-A*%&_+)(0+R)/'*D+,#-(&%*'(.G6H%")AD+;/AH)&'&+
!"#$%&&'#()*+,#-(&%*'(.+!"#.")/+

Name of Supervisee:  Date:   
 

Name of Supervisor:  Site:  

Address:     

Please identify the types of activities utilized in supervision with this supervisee. 
 Observed supervisee directly via one way mirror or video circuit 
 Listened to or watched tapes of supervisee counseling 
 Read session notes 
 Discussed cases with supervisee 
 Group Supervision (6 supervisees or less) 
 Triadic Supervision (2 supervisees) 
 Individual Supervision 
 Other (please describe) 

 

What number of overall hours did the supervisee spend doing the following: 
 Direct client contact (Individual counseling) 
 Direct client contact (couples or families) 
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N 1 2 3 4 5 Counselor’s values remain neutral when working with 
the client 

N 1 2 3 4 5 

N 1 2 3 4 5 Interventions are presented appropriately to the client N 1 2 3 4 5 
 

,#-(&%*'(.+7%*)1'#(&H'A+
N 1 2 3 4 5 
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N 1 2 3 4 5 Follow up phone calls, or referral was discussed N 1 2 3 4 5 
 

,)&%+,#(3%A1-)*'^)1'#(+b+2-A%"B'&'#(+
N 1 2 3 4 5 Supervisee is able to observe/understand his or her own 

personal influence on the counseling relationship 
N 1 2 3 4 5 

N 1 2 3 4 5 Supervisee is able to conceptualize and discuss cases 
meaningfully and insightfully with the supervisor 

N 1 2 3 4 5 

N 1 2 3 4 5 Able to reflect on personal motives, regulate emotions, and 
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N 1 2 3 4 5 Counselor collegially participates with the treatment 
team in consultation and collaboration with other providers 
(intra- and inter-professionally) 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor demonstrates an ability to negotiate conflict or 
differences in a professional manner 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor produces appropriate documentation (i.e., case 
notes, treatment plans, etc.) consistent with uniformly 
acceptable guidelines as well as adapting stylistically to 
agency-specific standards 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor actively pursues answers to ethical dilemmas as 
they arise in cases: aware of and follows general guidelines 
for ethical decision making, with guidance in supervision 
and attention to professional organization’s (i.e., ACA) 
ethical guidelines as well as the state-specific 

statutes 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor strives to become a more multi-culturally 
competent counselor and to promote social justice within 
the domains of current practice and client contact 

N 1 2 3 4 5 

N 1 2 3 4 5 Counselor demonstrates initiative, motivation, and a 
focus on professional development 

N 1 2 3 4 5 
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