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Supervisor Contract for Field Students 

Before the field experience begins, the student and site supervisor must collaboratively complete this form. 

All requirements should be discussed thoroughly to ensure they can be met, and any questions should be 
addressed. If any concerns arise, the University faculty supervisor should be contacted. 

A) Completed by Field Student

Name: _________________________________________________________(please print) 

Program Track:  ☐ Clinical Mental Health ☐ School Counseling  

Placement Type:  ☐ Practicum   ☐ Internship  

Semester & year contract is being completed for:  ☐ Fall 20____  ☐ Spring 20____ ☐ Summer 20____
A new internship contract is required for each semester a student is registered for field hours.  

No new contract is needed if finishing an incomplete from a previous semester 

Agency or School: ______________________________ Phone & Ext. _________________________ 

Address:  ___________________________________________________________________ 

Site Supervisor Name: ___________________________________________________________________ 

Email:   ___________________________________________________________________ 

B) Completed by Site Supervisor

Credentials:_________   Years Licensed: _________  Years of Professional Experience: ____________ 

Supervision Training: Site supervisors must document whether they have completed formal training in the 
supervisor of counselors. Not only is this program policy but mandated by CACREP who accredits our 
counselor education degrees.   

Prior training in the supervision of counselors?   ☐ Yes   ☐ No  ☐ Can’t Remember
…if Yes, please describe training for program documentation (e.g., a course, CEU’s, etc.) 
_______________________________________________________________________________________ 

…if No, you will be contacted by the program and required to complete training. 
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Counselor Education Supervision Contract  
EDUC-G 524: Practicum in Counseling or G 550: Internship in Counseling 

Clinical Mental Health Counseling  
School Counseling 

 
The purpose of this agreement is to outline the duties and responsibilities of the site supervisor and the supervisee 

during clinical experiences. When signed, it constitutes a contract between the Indiana University South Bend 
Faculty Supervisor, the Student, and the Site Supervisor. 

 
The Division of Counseling & Human Services aligns its supervision experiences with the standards set by the 
Council for Accreditation of Counseling and Related Educational Programs (CACREP). 

Roles and responsibilities of the Faculty Supervisor: 
• Responsible for overseeing the field experiences and verifying that the student’s experiences meet 

the established standards and requirements of the program. 
• Provide a minimum of one and one-half (1½) hours per week of group supervision.  
• Be available for additional consultation as needed. Various issues in theory and practice will be 

discussed as they arise.  
• Provide opportunities for the student to integrate practicum internship experiences with theory 

and research.  
• Maintain contact and meet with site supervisor as appropriate to determine progress of the 

student.  
• Share in the evaluation of the student's professional growth.  

  
Roles and responsibilities of the Site Supervisor: 

• Provide opportunity for practicum internship student to complete the necessary clock hours, learning 
and performing the activities that an employed counselor would be expected to fulfill.  

• For the practicum student, ensure that at least 40 hours of direct service with actual clients and 60 hours 
of indirect service are completed that contribute to the development of counseling skills. 

• For the internship student, between two semesters of internship, ensure that at least 240 hours of direct 
service with actual clients and 360 indirect service are completed that contribute to the development of 
counseling skills. 

• A minimum of one (1) hour per week required in individual supervision by a site supervisor.  
• Provide adequate facilities for the student to carry out counseling responsibilities, including: individual, 

small group counseling (6-8 participants), staff meetings, etc.  
• Must complete all required mid-term and final evaluations of the student and return them within two 

weeks to the faculty supervisor. 
 
Roles and responsibilities of the Practicum/Internship Student: 

• Advocate for and ensure the completion of required clock hours by actively engaging in learning and 
performing the duties expected of a professional counselor. 

• Attend training sessions required by the site administration.  
• Follow all guidelines, policies and procedures in place at the site.  
• Maintain any records required by the site.  
• Attend appropriate staff meetings, workshops, and in-service sessions as recommended by the site.  
• Become knowledgeable in the referral process used within the agency setting.  
• Accept new cases when there is time available, even though the number of sessions required by the 

academic program has already been met.  
• Maintain client confidentiality. This would include erasure of recordings- after they have been 

reviewed.  
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Student Goals & Objectives  
Aside from duties on site, the student is responsible for formulating and articulating her/his goals for the 
placement experience in relation to professional growth (e.g., micro skills, groups, classroom guidance, etc.). The 
student will create a list of 3-5 goals as well as measurable bullet-pointed objectives in collaboration with the site 
supervisor. These activities should align with duties and time dedicated to the site  **Please attach the goals 
/objectives with this contract. 
 
Time & Duties on Site  
The CHW faculty do not require a specific schedule of time spent on site per week. Each student is aware of the 
total hours required for this semester; however, the structure of time spent on site is up to discretion of site and 
supervisor needs as well as student availability. The student is responsible for voicing and advocating for 
involvement in activities that contribute to professional growth. The site supervisor is asked to communicate 
perceived duties to the student prior to signing this contract. All activities and agreed-upon duties should be 
directed towards counselor development. Clerical and/or administrative duties on site (e.g., front desk/reception) 
should not be a primary role of the student-intern.  
 
Student Performance Evaluation (midterm & final)  
The faculty supervisor will provide  each student for evaluation purposes twice each semester. It is the 
responsibility of the student to forward these evaluations to the site supervisor within 24 hours of receipt. Site 
supervisors are asked to return the evaluation within two weeks of the distribution date so the faculty supervisor 
may review the progress of each student on site. Evaluations will remain confidential unless a remedial plan is 
deemed necessary by the supervising faculty. In this case, information from the site supervisor evaluation (non-
proficient competencies) will be added to the remedial action plan. Open discussions between site supervisor and 
student regarding progress or concerns are highly encouraged. 
 
Emergency Procedures:  
In the event of an emergency during the practicum or internship, the following procedures must be followed to 
ensure the safety and well-being of all parties involved. Immediate contact information for the faculty supervisor, 
site supervisor, and relevant emergency services must be readily accessible. Crisis intervention protocols should 
be implemented to assess and address any urgent situations involving clients. Safety plans must be in place to 
handle threats to personal safety, natural disasters, or other emergencies impacting the practicum or internship 
site. All incidents or emergencies must be promptly reported to the appropriate authorities within the university 
and the field placement site, ensuring compliance with confidentiality and ethical standards. 
 
Consultation Framework for Monitoring Student Learning: 
The counselor education program will maintain regular communication with all site supervisors, primarily 
through bi-weekly emails from the faculty supervisor. Additional consultation meetings may be scheduled at the 
request of the field student, faculty supervisor, or site supervisor. Site supervisors are encouraged to reach out to 
the faculty supervisor at any time with questions, comments, or concerns. 
 

 

~Please see next page for required signatures~ 
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Supervision Contract for Counseling Practicum or Internship 
~Signature Page~ 

 
 
 
 
 
By signing and dating the signature lines below, all parties indicate the above information has been discussed and 
understood. Receipt of this contract by the faculty supervisor will qualify the student to begin logging field 
experience hours upon the date indicated.  
 
 
 
Site Supervisor Signature:        Date: 
 
 
 
Student Signature:         Date: 
 
 
 
Faculty Supervisor Signature:       Date: 
(upon receipt of contract) 
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