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CONTACT INFORMATION

ALFRED UNIVERSITY:
Dr. Bob Bitting, Downstate Practicum Coor dinator

Email: bitting.cite@alfred.edu

Phone: 607-871-2212
Mailing Address:
Alfred University

1 Saxon Drive
Alfred, NY 14802

Dr. Jay Cerio, Downstate Program Director

Email: fcerio@alfred.edu

Phone: 607-871-2757
Mailing Address:
Alfred University

1 Saxon Drive
Alfred, NY 14802

CITE
Tim Werner, Downstate Program Manager

Email: Tim@ociteonline.com

Phone: 516-221-4082

Mailing Address:
CITE
255 Executive Way, Suite 400
Plainview, NY 11803


mailto:Tim@citeonline.com
mailto:fcerio@alfred.edu
mailto:bitting.cite@alfred.edu

PURPOSES AND GOALS

The primary purpose of the counseling practicum is to provide supervised experiences for graduate
students leading to increased competence, self-confidence, and autonomy in preparation for professional
practice. A second goal is to supplement the counseling services available at practicum sites.

Service

The activities required in the practicum may include, but are not limited to:
* Individual counseling.
» Parent counseling.
» Counseling groups for children, adolescents, or adults.
» Family counseling, if this is a service of the agency.
» Career planning activities.
» College placement activities
» Parent education and support groups.
* Academic advising.
* Involvement with special education procedures and services.
» Scheduling and other administrative functions of counselors.

Training

All counseling practicum students are enrolled in the second year of the program, and have completec
coursework equivalent to one year of full-time training, including a “pre-practicum” experience.

Pre-Requisites:
» Principles of Counseling (techniques)
» Profession of Counseling (ethics and professional foundations)
» Issues in School Counseling (principles and practices)
* Group Counseling (basic group procedures)
» Exceptionality (special needs and psychopathology)
* Human Development (lifespan development)
* Psychological Testing (measurement and test construction)
» Career Development (career theories, assessment and practices)

Co-Requisites:
* Advanced Theories and Techniques (applications of approaches)
* Multicultural Counseling (techniques/issues with diverse clients)
* Research and Statistics | (introductory statistics through ANOVA)



PERSONNEL

Counselors

All graduate counselors-in-training who provide services at practicum sites are students in the M.S.Ed
program in school counseling at Alfred University. These students are expected to spend a minimum of 7 ho
(one work day) per week, a total of 100 hours, at their assigned site during the first semester of the second y:
of the graduate program; and 14 hours (two work days) per week, a total of 200 hours, at their assigned site
during the second semester of the second year. Students are assigned to sites by the program faculty. Grac
counselors-in-training are expected to make arrangements to travel to their sites on their assigned days whet
sites are open. Each student is responsible for her or his own transportation and is expected to be available
the sites during the hours established by the supervisor.

Site Supervisors

All site supervisors are master’s level counselors who are employed by schools. School supervisors ir
be certified school counselors. Each supervisor or a designee of the supervisor is expected to be present wr
graduate counselor-in-training is on site.

Program Supervisors

The program supervisors are experienced counselors who are employed by the Alfred University
Counseling program through CITE. These supervisors oversee the work of practicum students and serve as
resources for the site supervisors. The program supervisors are expected to have regular contacts with the <
supervisors, either by phone or in person, to discuss the progress of practicum students.

A program supervisor will meet face-to-face with all practicum students in a four hour seminars two
times per month at each cohort’s site. Practicum students are expected to present counseling cases via
discussion or tapes for supervision and feedback and discuss other practicum activities at their sites during tf
seminars.



POLICIESAND PROCEDURES

Confidentiality

Names of clients, testing reports, therapy session notes, etc. are confidential information. Care must t
taken to insure that such information is available to the site staff and university supervisors only. This means
that appointment books or any other forms containing client names should not be left unattended or exposed
public view. All materials should be placed in the client’s folder, which should be secured at the end of each
day. Video- and audiotapes should be stored in locked areas and erased when they are no longer being use
Discussion of cases with others, with the exception of students in the practicum seminar, the university
supervisor, and the site supervisor, should not occur. Information about clients is not to be given out (to
schools, relatives, doctors, other mental health agencies, etc.) unless prior written permission has been obtai
to do so. The site should have forms for consent to release information to other persons or agencies (see
Appendix A).

Ethical Behavior

Practicum students are expected to follow all ethical and legal guidelines that have been delineated by
the American Counseling Association (ACA), the American School Counseling Association (ASCA), the New
York State Counseling Association (NYCA), the New York State School Counseling Association (NYSSCA),
and all relevant state and federal regulations for the provision of counseling services to children.

Sexual Misconduct

All practicum students are expected to maintain socially and professionally appropriate conventions fo
behavior with clients. The physical and emotional boundaries of clients, including children, adults, and
colleaguesmust be respected. Acts of sexual harassment, including inappropriate physical contact and verba
interactions, will not be tolerated. Any such acts will result in sanctions, including dismissal from the program
and legal action.

Professionalism

Students should keep in mind that the practicum sites are located in schools that are places of business.
Therefore, all practicum students should behave and dress in a professional manner. Counselors-in-training
should refrain from overly casual behavior or dress at sites, and should behave respectfully towards clients,
school staff, and agency personnel (e.g., prompt return of phone calls and timely completion of reports).

Scheduling Appointments

Each practicum student is responsible for scheduling appointments with clients according to the procedur
of the site. Students who are working in school must be aware of student schedules and avoid removing stud
from required classes. Practicum students are responsible for keeping their supervisors informed of
appointment times and other activities, in order to avoid scheduling conflicts.

Client Folders

A file folder will be maintained for each client seen regularly during the practicum. All materials pertaining
to the client must be kept in the appropriate section of that folder. Client folders may not be removed from th
site for any reason while a case is active, without permission of the site supervisor. After a case is closed,
folders will be stored by the practicum student in a secure area.
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During the first session, clients should be asked to sign permission forms for counseling services and
audiovisual recording. In the case of minors, parent consent must be obtained in order for taping to occur. A
copy of the parent consent is to be submitted to the university supervisor and the original kept in the client’s
file. Each file should contain the following:

* Progress Notes

* Counseling Consent
* Audiovisual Consent
» Session Notes

Telephone and On-Line Usage

Practicum students are responsible for finding out the policies of their sites for use of telephones and
computers to contact clients, parents, or agencies involved with clients. Students are expected to adhere to 1
policies of their sites.

Child Abuse

State law requires reporting of suspected child abuse to a Child Protective Services Agency. Please
consult your supervisor immediately concerning this matter. The purpose of this is to protect children and as:
offenders towards help and change. If in the course of a counseling session or other student contact you bec
to suspect child abuse, you must take the following steps:

o Consult your supervisor immediately.

» Call the New York State Social Services hotlin@-800-342-3720 to discuss you
concerns. You can call this number any time of day or night.

» If the information is sufficient to suggest child abuse, you will be asked to provide a
written follow-up report. The case will be investigated by Social Services.

Crisis I ntervention

If a client has a problem which requires immediate attention, practicum students should take necessar
precautions AND consult their supervisors immediately.Crises may include but are not limited to the
following:
» Suicidal thoughts or clear suicide threat.
* Thoughts about or clear intent to harm others, including any type of bodily injury.
* Engaging in behavior that is self-injurious or abusive, including alcohol or substance
abuse, cutting, or thrill-seeking.

In any of these situations, the supervisor and any appropriate school personnel, family members, law
enforcement, and/or mental health personnel should be notified, and action taken to insure the client’s safety
the safety of individuals who may be placed in danger by the client.



PRACTICUM COURSES

COUN 656 - Pre-Practicum (1 Credit Hour)

This coure will acclimae studens to the environmemin which the counselig experiene occus throuch a
series of site visits (minimum of 5) to schools mentd healt agenciesand/a colleges/universitiesinterview
summariesdetailel analysesand othe relevarn counseliig experienceare a patt of the course Continued
orientatian to the role of the professionhcounselo ard ethicd conceris will also be discussedStudens will
practiee the basic in terms of active listening skills and the use of appropria¢ counselig techniqus through
role-plays and othe activities This class meesweekly.

COUN 657 - Practicum in Counseling | (2 Credit Hours)

The studenis requiral to sperd a minimum of 100 clock hours at a selecte school ageny or
college/universityworking unde supervisia with clients/studentsDuring that time, the studenis expecte to
increag hisor her competenein the area of bast interviewing,assessmenand counselimg skills.
Furthermorethe studen will be made more awate of the ethical legal ard professionhissues inherer in the
counselig process The studen is providal practical on-the-joh supervisd and evaluate field experiences
tha provide the foundatian for internshp experiencesA weekly semina class accompanigthe fieldwork
experiencewhich will focus on discussio of the theoly ard practice of supervisim vis-a-vis the practicum.

COUN 658 - Practicum in Counseling 11 (3 Credit Hours)

Thisisacontinuation of COUN &7, with the exceptia tha the studenis required to sper a minimum of 200
clock hours at a selectd schoo| ageng or college/universityworking unde supervisia with clients/students.
Studens continte to devel@ conceptubard professionbskills related to their practice at afield site Again, a
weekly semina class accompanigthe fieldwork experience.

DESCRIPTION OF REQUIRED FORMS

Descriptiors of the requiral forms for the purpo® of record-keepig are provided below. Sampla of
completa forms follow the descriptions Blank forms tha may be copied for studem use are provided in
AppendixA; theyarealsoavailablein .pdf formaton the Alfred Universitywebsite atthefollowing link:
(https://www.alfred.edu/academics/graduate-programs/school-counseling-auny.cfim).

Students ar e expected to email formsto the practicum course instructor and to Dr. Robert Bitting
(bitting.cite@alfred.edu ). Instructionsregarding form submission will be explained at the beginning of
the Practicum cour se.

COUNSELING CONSENT FORM

Practicum studens are requiral to obtan consemnto see any studem whowill receive counseling
services (individual, group family, etc) from the students parens if the studen isunde 18 years of age or
directly from the studentif he/sleis 18 yeass of age or older. Thisform may be adapte to the particular
schod in which a practicun studen is placel and/a may be reproduced on the schools letterheadif so
required If aschod hasits ownconsemnform in place practicum studens may use the schoolsformin lieu of
the program form. In eithe casea copy of thisform must be returned to the university practicum instructor
to be kept on file by the university. Practicum studens do nat hawe to obtan conserd for studens who they are
seeiy for acadent advisementcaree planning college placemenactivities etc, unles ther site requires that
they do.


https://www.alfred.edu/academics/graduate-programs/school-counseling-auny.cfm

ACTIVITY JOURNAL FORM

Each student isequired to complete and return a copy of this form ameakly basis. This form
allows practicum students and course supervisors to track the students’ progress, activities, and hours acros:
practicum experience. It also provides documentation that the student has completed the necessary hours fc
completion of the program and, therefore, provisional certification. The following are definitions of the areas
to be documented:

» Counsding Activities: Any activities, individual, parent, or family, which involve providing
personal counseling services. These may include such things as discussing social, emotional,
behavioral problems (depression, anxiety, divorce, family violence, bereavement, anger
management, etc.); discipline issues (difficulties with parenting); and developmental issues (pet
pressure, bullying, relational aggression).

» GuidanceActivities: Activities that are not directly related to provision of counseling services,
such as: career development programming (group or class presentations, aptitude/interest
assessment, shadowing activities, vocational training activities); general academic advisement
programming (study skills training, presentations on requirements, etc.); parent programs
(college financial aid workshops, parenting groups).

» Consultation Activities: Interactions with teachers, administrators, paraprofessionals, etc.,
related to resolving student issues indirectly through helping the adults develop and implement
strategies for a particular problem situation (e.g., responding to disruptive behavior in the
classroom, dealing with parents, setting up a reinforcement system).

» Group Activities: Counseling groups for specific problems (divorce, anger management, social
skills), general counseling groups for mandated students, and classroom or group guidance
activities that deal with general developmental issues (such as, affective education programmin
anti-bullying programs, peer pressure, self-esteem, relational aggression, dating violence,
drug/alcohol prevention, etc.)

* Administrative Activities: Activities such as schedule changes, setting up annual schedules anc
four year plans for individual students, developing a master schedule, completing required
reports for the school district, organizing and implementing various required testing programs,
attending CSE and building level team meetings, etc.

» Other Activities: Anything that does not fit in the above categories.

* Practicum Hours. At the bottom of the form, calculate the total number of hours spent in
practicum activities for the week.

PROCESS NOTE FORM

This form provides a means for students and university supervisors to evaluate their progress with
individual clients and desired training needs. This form is to be filled out only for clients who are being seen
for counseling (not for academic advisement, college planning, etc.). Students are to process the session by
completing each section of the form and then assessing their performance as a counselor. This should provi
them with guidance regarding what they need to discuss in the practicum seminar during group supervision.



CASE SUMMARY FORM

The case summary form provides necessary background information concerning a student who is beir
seen. Practicum students are expected to complete this form for counseling clients they are discussing in the
practicum seminar. The purpose of this form is to provide the course instructor/supervisor with general
background information about each client which the instructor may use during case discussions in the course
seminar. Each form is to be returned to the course instructor and will be stored in the student’s practicum file
Practicum students do not have to complete these forms for students who they are seeing for academic
advisement, career planning, college placement activities, etc.

PRACTICUM EVALUATION FORM

This form will be completed by each student’s field supervisor at the end of each semester. Students
expected to attain minimum ratings of 2 or 3 by the end of the second practicum.
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APPENDIX A: SAMPLE OF COMPLETED FORMS
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Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Consent Form

| give permission for my child,  Musnds Jones , to receive counseling from,
Bol Bitting , Alfred University counseling graduate student, as part of the student's practicum. |
understand that the graduate student will be supervised by faculty from the Alfred University Counseling

Program. | also understand that counseling is being offered to my child on a voluntary basis and | may
withdraw my child from counseling at any time.

9/4/07 Mrs. Jones
Date Parent Signature

Mrs. Jones
Parent Name (Please print.)

Optional Consent to Audiotape

Parental consent is necessary if you want your child to receive counseling. While audio/videotaping of
sessions is not required, it does allow the graduate student to receive feedback regarding his or her performe
as a counselor. If you would be in favor of allowing your child's counseling sessions to be audiotaped, please
read and sign the additional consent form below. If you consented to counseling but do not consent to
audiotaping, your child will still receive counseling and will not be audiotaped.

| give permission to , Alfred University Counseling graduate student, to
audio/videotape counseling sessions with my child, .l understand that
information recorded on the audiotapes is confidéand that the taped sessiond wé reviewed only by the
counselor-supervisor an faculty from the Alfred University Counseling Program, for the purpose of providing

feedback to the graduate student who is seeing my child. | also understand that the tapes will be erased or
recorded over after they have been reviewed.

Date Parent Signature

If you have questions or would like further information about this activity please contact: Dr. Robert
Bitting, Practicum Coordinator, Alfred University School Counseling Program - Downstate, 1 Saxon Drive,
Alfred, NY 14802, 607-871-2212, bitting@alfred.edu

12
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Downstate School Counseling Program
Division of School Psychology

Alfred University
Alfred, New York 14802

Counseling Practicum
Activity Journal

Name Bob Bitting Week of 9/12/07
Counseling Activities
Client Age Grade Activity
MY n 1 {ndividual oow/uew«g - 2 wssiom
TS 1S 10 Individual wawewwg -1 wssion
EE 16 10 Crivin ~ de-tacalating [pom (gt
Guidance Activities
Student Grade Activity
4 students 49 Trainmed o we Discover softwane.
vy 10 Reviewed ASVAB resnlts.
Consultation Activities
Consultee Regarding Content
Ma. S. B. Suith Suggertions for getting B. 1o complete HW.
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Group Activities

Group Grade Activity
Club Opbielia (ginks) 10 Brsinstormed ways 1o nspord To put-dowss.

Administrative Activities

Activity Regarding Outcome
State etama ElA Divided by grade and preganed 1o disribute.
Master scledile Started buikding lass uctions or grade 10.

Other Activities:

Volurteered 1o bely with 5 grade ntramonral basketlall.

Total Days this Week: S X Hours per Day: 1.8 = Total Hours: 1S
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Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Practicum
Process Notes

Name Bol Bittinng Client WB Date  4/74/0)

What the Client Shared:

WWWW%WJKW HCWMWMW,MWWWMMM&WKM
arnd mintides e Windes be made im Wein relationdlip. He was pressuring benr 1o bane aex ewen Wowgh Le baew abe Lidin't ward Te yet. At
ffirat be Uamed ber, Yhen be stanted To Tade resporsihility for bis actions.

How | Responded:

baing 1ex and Wt e waan't sespecting bis gollpiond when be bept pressning ben. | ied 1o beep bim [ocvaed on bis feelings.

How the Session Ended:

WE said that be would check in with me Later Uis week To et me lmow Low e was doing,

What | Did WELL asthe Counselor:

’M{W'”W“‘WWMWMV

What | Think | Need to Work on asthe Counselor:

[ don't Wirk | war assrted enovgl. in challenging lim about bis bebanion.

Rate Yourself on the Following:

Needs | mprovement Excellent
Skills 1 2 3 4 X 5 6 7
Very Uncomfortable Very Comfortable
Comfort 1 2 3 X 4 5 6 7
None Very Confident
Confidence 1 2 3 X 4 5 6 7
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Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Practicum
Case Summary

Client: MY Age: 7

Presenting Problem:

Miranda origimally 10ugfht covmeling becavae of diflficnllics gtting along with ber motler. Aftr mecting with ber 3 Limes,
became apparent hat sbe Lo eeling deprersed and neglected, and Yot He original complaints are part of 4 bigger patlonn of wlbappiness,
anger, and feelings of dlindonment.

Diagnosis (if client is receiving outside counsealing):
Neose a1 this time.

M edications:
Nose.

Other Agencies/Service Providers:
A PINS was [iled whes Miranda was N resdling [rom ber nusmming awasy when ahe became wpaet with ber motler. Miranda
(lffilled Y reguinemerts of Y PINS and war dischanged affter € montha. There bane been no other agencies involved vimee Hiat Lime.,

Consult Questions:
[ want 1o bhmow bow To gt Miranda 1o [ocus more on ban depressed (telings ratler Woan ben ongoing angr with ber motlen.

Relevant Background History:

Fatber Uft whor liont was S. She bas o cortact with lim.
Cliert became senally active a1 age 12. She wanally bas 4 steady boglpiond and s ot wihoul one fjor Long periods of Time.

HMMMMWWZWMMWM. &ZMW&M%WﬂW&&W&MWW@W
eepectations mgprding lint's bebavior and ackool work.

Gravdma i1 bome will Lird when mom i1 worling. Grandma dots 1ot sem able o be shrict with iwd.

Sketch Genogram on Back
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APPENDI X B: Blank Practicum Formsand Materials
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Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Consent Form

| give permission for my child, ,
to receive counseling from, , Alfred University counseling graduate student, as part of the
student's practicum. | understand that the graduate student will be supervised by faculty from the Alfred
University Counseling Program. | also understand that counseling is being offered to my child on a voluntary
basis and | may withdraw my child from counseling at any time.

Date Parent Signature

Parent Name (Please print.)

Optional Consent to Audiotape

Parental consent is necessary if you want your child to receive counseling. While audio/videotaping of
sessions is not required, it does allow the graduate student to receive feedback regarding his or her performe
as a counselor. If you would be in favor of allowing your child's counseling sessions to be audiotaped, please
read and sign the additional consent form below. If you consented to counseling but do not consent to
audiotaping, your child will still receive counseling and will not be audiotaped.

| give permission to , Alfred University Counseling graduate student, to
audio/videotape counseling sessions with my child, .l understand that
information recorded on the audiotapes is confidéand that the taped sessiond Wwé reviewed only by the
counselor-supervisor an faculty from the Alfred University Counseling Program, for the purpose of providing
feedback to the graduate student who is seeing my child. | also understand that the tapes will be erased or
recorded over after they have been reviewed.

Date Parent Signature

If you have questions or would like further information about this activity please contact: Dr. Robert
Bitting, Practicum Coordinator, Alfred University School Counseling Program - Downstate, 1 Saxon Drive,
Alfred, NY 14802, 607-871-2212, bitting@alfred.edu

18


mailto:bitting@alfred.edu

Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Practicum
Activity Journal

Name Week of
Counseling Activities
Client Age Grade Activity
Guidance Activities
Student Grade Activity
Consultation Activities
Consultee Regarding Content

19




Group Activities

Group Grade Activity
Administrative Activities
Activity Regarding Outcome
Other Activities:
Total Days this Week: X Hours per Day: =  Total Hours:

20




Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Practicum
Process Notes

Name Client Date

What the Client Shared:

How | Responded:

How the Session Ended:

What | Did WELL asthe Counselor:

What | Think | Need to Work on asthe Counselor:

Rate Yourself on the Following:

Needs | mprovement Excellent
Skills 1 2 3 4 5 6 7

Very Uncomfortable Very Comfortable
Comfort 1 2 3 4 5 6 7

None Very Confident
Confidence 1 2 3 4 5 6 7

21



Client:

Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Counseling Practicum
Case Summary

Age:

Presenting Problem:

Diagnosis:

M edications:

Other Agencies/Service Providers:

Consult Questions:

Relevant Background History:

Sketch Genogram on Back
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Downstate School Counseling Program
Division of School Psychology
Alfred University
Alfred, New York 14802

Practicum Evaluation Form

Student: Date

Site:

Practicum Supervisor:

Self-Rating Supervisor Rating
Rating Scale:
Remediation Minimal In Meets Exceeds Demonstrates
Plan Remediation Progress  Expectations Expectations  Excellence
0 1 2 25 3 35 4

PROFESSIONAL SKILLS

Area Rating Comments/Suggestions for | mprovement

Completes Work in a Timely Manner

Punctuality

Dresses Appropriately for Work Setting

Written Communication (letter writing,
notes to parents, teachers/professors,
colleagues, professional staff, etc.)

Administrative Skills (scheduling, use of
administrative programs/procedures)

Guidance Skills (career development
activities, academic or life-management
counseling)

Record Keeping

Additional Comments;
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COUNSELING SKILLS

Area

Rating

Comments/Suggestions for | mprovement

Application of Basic Therapeutic Relationsh
Conditions (positive regard, empathy,
genuineness) to Counseling Sessions,
Parent/Guardian Contacts, and Consultatio

p

NS.

Use of Appropriate Counseling Techniques
for Students/Clients’ Ages and Levels of
Functioning.

Counseling Individual Adults

Counseling Individual Secondary Level
Students/Clients

Counseling Individual Elementary Level
Children

Counseling/Consulting with Parents or
Colleagues

Consulting with Teachers/Professors and
Other School/College Personnel, Consultin
with Other Professional Staff

Group Counseling/ Guidance Skills with
Adolescents/Secondary Students
Children/Elementary Students

College Students
Adults

Additional Comments:
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PERSONAL AND PROFESSIONAL DEVELOPMENT SKILLS

Area

Rating

Comments

Goals/Suggestions for Future

Utilizing Feedback and
Recognizing Strengths ang
Weaknesses Non-
Defensively

Handling Frustration and
Ambiguity

Appropriate Assertiveness
Skills

Sensitivity and Tolerance
for Other Viewpoints

Taking Appropriate
Initiative for Improving
Skills

Awareness of and
Sensitivity to Cultural
Differences

Additional Comments;

Strengths:

Areasin Need of | mprovement:

Overall Progressin the Practicum: I mprovement

Needs

____Satisfactory

Good

Excellent

Practicum Super visor

Student Signature
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