
�
�

�
�
�
 

 
 
 
�
�
�
�
�
�

�
�
�
�
�

Department of Psychology 

 
Counselling Psychology 
Field Placement Manual 



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

1�

 
Table Of Cont ent s  

�
CONTACT DETAILS            2 

PLACEMENTS OVERVIEW           3 

SUPERVISION             5 

PLACEMENT PREPARATION           6 

PLACEMENT SELECTION           8 

SUBMISSION REQUIREMENTS         11 

EVALUATION            12 

PLACEMENT CHECKLIST          14 

RESPONSIBILITIES            

 INTERN’S RESPONSIBILITIES         15 
 SUPERVISOR’S RESPONSIBILITIES        16 
 PLACEMENT CO-ORDINATOR’S REPSONSIBILITIES      17 
APPENDICES: 
 
 APPENDIX A: CONSENT FOR TAPING FOR TEACHING PURPOSES    19              
 APPENDIX B: INSURANCE CERTIFICATE: General & Product Liability Protection      20                
                                                                 Professional Liability Protection                                    21 
     APPENDIX C: CONSENT FOR RELEASE OF INFORMATION     22 
     APPENDIX D: SUPERVISOR’S STATEMENT OF INTERN ATTAINMENT    23 
     APPENDIX E: CODE OF PROFESSIONAL CONDUCT       24 
     APPENDIX F: AUSTRALIAN PSYCHOLOGICAL SOCIETY CODE OF ETHICS   25 
     APPENDIX G: SUPERVISION AGREEMENT       27 
 APPENDIX H: LOG BOOK – DAILY ACTIVITY SHEET       29 
 APPENDIX I: LOG BOOK – SUPERVISION SESSION SUMMARY SHEET    30 
 APPENDIX J: PROGRESSIVE TOTALS OF PLACEMENT & CLIENT/ PATIENT CONTACT HOURS 31 

APPENDIX K: MID PLACEMENT REVIEW        32 
APPENDIX L: PRESENTING MATERIAL ABOUT A CLIENT/ S FOR ASSESSMENT/ TEACHING 
                      PURPOSES          34 
APPENDIX M: AGENCY CONSENT FOR RELEASE OF INFORMATION    35 
APPENDIX N: PLACEMENT SUPERVISOR’S EVALUATION FORM     36 
APPENDIX O: SAMPLE ASSESSMENT SUMMARY INFORMATION     43 
APPENDIX P: PLACEMENT FOLDER CHECKLIST       44  

 APPENDIX Q: INTERN’S PLACEMENT REPORT       45 
  
  
� � � �



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

2�

�

CONTACT DETAILS 
�

Roslyn Knight 
Counselling Psychology Placement Co-ordinator 

Department of Psychology 
Macquarie University   NSW   2109 

C5A 457 
PH: (02) 9850 8000 
FX: (02) 9850 9169 

EMAIL: ros.knight@psy.mq.edu.au�
�

Dr Jac Brown 
Course Co-ordinator 

Course Co-ordinator of Postgraduate Psychology Degree Courses 
Department of Psychology 

Macquarie University   NSW   2109 
C3A 526 

PH: (02) 9850 8094 
FAX: (02) 9850 8062 

EMAIL: jac.brown@psy.mq.edu.au�
�

� Jennifer Peles/ Susan Young 
Clinic Administrator 

Department of Psychology 
Macquarie University   NSW   2109 

C5A 426 
PH: (02) 9850 8000 
FX: (02) 9850 9169 

EMAIL: jennifer.peles@psy.mq.edu.au 
susan.young@psy.mq.edu.au�

�
�

AVRIL MOSS 
PA to Department Manager 

HA Administrator 
Department of Psychology 

Macquarie University   NSW   2109 
C5A 426 

PH: (02) 9850 6754 
FX: (02) 9850 8062 

EMAIL: avril.moss@psy.mq.edu.au 



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

3�

 

PLACEMENTS OVERVIEW 

Field placements aim to ensure that Counselling Interns gain experience in a range of therapeutic work 
undertaken by Counselling Psychologists and that they acquire the skills necessary to undertake their 
professional role. This includes opportunities to learn and apply a variety of psychological models including Self 
Psychology, Systemic and Cognitive Behavioural Therapies, to a range of psychological issues, with a variety of 
clients, in a diversity of settings.  Experience of working in multidisciplinary settings and familiarity with the work of 
other professionals are also important objectives. In their role as placement supervisors, experienced 
Psychologists select and approve the therapeutic work of new members of the profession.    
 
GENERAL REQUIREMENTS 

Mast er of Counsel l ing Psychology 
Four different placements must be enrolled in, totalling 1000 hours practical placement experience in all: 
 
PSYC900 Supervised Placement 1 
PSYC901 Supervised Placement 2 
PSYC902 Supervised Placement 3  
PSYC903 Supervised Placement 4  
 
A 250 hour placement is approximately 36 days of 7 hours per day which can be achieved by:- 
 
  7 weeks at 5 days/week 
  9 weeks at 4 days/week 
12 weeks at 3 days/week  
18 weeks at 2 days/week 
36 weeks at 1 day/week 
 
The number of days per week that an intern attends a placement is negotiated between the placement supervisor 
and the intern. However, interns need to make 144 week days available in all to complete the required hours. 
 
Doct or  of  Psychology (Couns) 
There is an additional placement (supervised residency) that must be completed for the doctoral program of 500 
hours. For interns anticipating working in either the United States of America or Canada, the additional placement 
will need to be 600 hours. In this case, John Franklin can provide further details, ph: 98508031. 
 
PSYC923 Supervised Residency 
 
DESIRABLE EXPERIENCES 

Considerable flexibility is possible, and individual needs can be accommodated in a placement program within 
these guidelines. 
 
 
·  Experience in a range of general therapeutic work with adults. 
·  Assessment/diagnostic experience of cognitive and emotional functioning, using standardised measures and 

DSM IV classification.  
·  Experience using the core therapeutic models of Self Psychology and Systemic Therapies. 
·  Experience using other  therapeutic modalities such as CBT, emotion focused and narrative therapies. 
·  At least two different formats: 

Individual - Couple - Group - Family 
·  Experience in working with diverse cultural and socio-economic groups. 
·  More specialised experience in at least one area (e.g. child and family, trauma, drug and alcohol problems, 

corrective services, student counselling and Private Practice.) 
 
 
 
In all, three different settings must be experienced, although some degree of specialisation is possible.  For 
example, an intern who intends to work with children could choose an adult placement and do two child 
placements. 
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It is possible to do two placements in the one setting (a maximum of 500 hours) if it can be shown that adequate 
progression in learning will occur.  In this case, the intern needs to enrol in two separate placements; complete 
two separate Supervision Agreements and two separate Placement Folders need to be submitted. The exception 
to this process is the placement at the Rod Power Psychology Clinic Placement at Macquarie University. 
 
PLACEMENTS IN THE WORKPLACE 

Relevant paid employment can be credited for one placement (a maximum of 300 hours in the Masters course) 
providing it is concurrent with enrolment in the placement and there is an approved Psychologist available to 
provide supervision. In such a placement, the intern needs to demonstrate that they are gaining knowledge and 
experience which is beyond their usual paid duties, and is consistent with the Counselling degree’s learning 
objectives. In the doctorate program it is expected that the 500 hour supervised residency will most likely be a 
work placement. 
 
Preferably, the supervisor should be employed in the agency. Private arrangements (paid by the Intern) can be 
made for an outside supervisor. If an external supervisor is being considered, consult with the Placement Co-
ordinator and note the supervision requirements. In the doctorate program the placement supervisor need not 
necessarily be the research supervisor, although this is possible if they meet all the requirements. 
 
THE ROD POWER PSYCHOLOGY CLINIC PLACEMENT 

An integral part of the training for counselling psychologists occurs on campus at the Psychology Clinic. Usually 
as a first placement, although it can be a second placement if the first is undertaken in the work place, it aims to 
train interns to a basic level of competency expected in the field. The placement requires a high client contact to 
total hours ratio (80 client hours for 250 hours accrued) and provides intensive supervision through one-on-one 
and group supervision, as well as weekly video/audio tape review of client sessions. This placement, although 
providing the opportunity for some flexibility in goals, has specific requirements and standards that must be 
reached before the intern psychologist can proceed to external field placements. The goals that interns must 
reach include: 

·  Being proficient in counselling skills 
·  Be able to assess/diagnose/formulate/and plan treatment 
·  Must be producing professional assessments/ case notes and correspondence 
·  Be aware of their job parameters as a counselling psychologist. 

 
All of these would be expected to be achieved with some level of independence and confidence. Interns are 
afforded a flexible time frame in which to gain these skills, however as a remedial placement only 400 hours can 
be accredited toward the overall 1000 hour requirement.  As per other placements, a 500 hour placement in the 
Psychology Clinic can only be undertaken if it can be demonstrated that adequate additional goals can be 
incorporated to make it a valuable learning experience. 
 
The Psychology Clinic placement also affords the opportunity to further develop systemic and self-psychological 
therapeutic skills, as it is conducted concurrently with PSYC960 Practicum in Counselling Psychology.  In this 
subject, interns do live supervision with Supervising Counselling Psychologists and a reflective listening team of 
other interns, using their Psychology Clinic clients. See Course outline for PSYC960 for further details. 
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SUPERVISION 
AIMS OF SUPERVISION  

·  To assist trainees in the application of knowledge and skills gained from studies in psychology to professional 
counselling practice. 

·  To protect clients and trainees during the learning process. 
·  To promote ethical and professional standards of conduct and service. 
·  To support the professional development of trainees in ways that will increase their effectiveness as future 

counselling psychologists, and therefore maintain or improve the quality of the Profession.  
 
Consequently, supervision of therapeutic practice whilst in training is essential to the development of a therapist. 
 
SUPERVISION REQUIREMENTS 

At least one hour of supervision is required for every day of work. Thus there must be at least 36 hours of 
supervision documented, per (250 hour) placement.  
 
The supervisor must have the opportunity to directly observe some of the intern©s work (either in vivo, audio or 
video tape). It is possible to work with a primary and secondary supervisor, providing the primary supervisor is 
prepared to meet with the intern and secondary supervisor regularly and has an opportunity to directly observe 
some of the intern’s work. The secondary supervisor can be another professional, for example Social Worker, 
provided it doesn’t exceed 25% of the total supervision (as per Psychologist Registration Board requirements). 
Further, up to 50% of the supervision may occur in group or peer settings with other Psychologists.   
 
It is desirable that the intern video or audio tape a session early in the placement, i.e. within the first six days of 
placement, and a session in the last six days of placement. These tapes need to be kept by the supervisor until 
the placement is finalised and any appeals are dealt with. NB the appropriate person (e.g. client or parent) must 
sign usual permission/consent forms.  For sample consent form, see Appendix A. Tapes are not to be removed 
from the placement. 
 
APPOINTMENT OF FIELD SUPERVISORS 

Field supervisors are preferably eligible to be members of the College of Counselling Psychologists of the 
Australian Psychological Society (APS). At the very least, being registered, with three years work experience in 
the particular area following registration is essential.  
 
Application to become a field supervisor is made by sending curriculum vitae to the Placement Co-ordinator. A 
form giving information about the placement will then need to be completed before the application can be 
processed by the Placement Co-ordinator.  Should the placement appear suitable for our interns, a site visit or 
phone contact will be arranged to clarify requirements and supervision procedures. Further, a contract with the 
manager of the agency will need to be completed to ensure clarity of the intern’s roles and responsibilities within 
the organisation. Should both parties wish to proceed at this point, the supervisor is appointed by the University 
as an Honorary Associate of the Department of Psychology. The HA Administrator will provide the necessary 
paperwork and undertake the appointment. Interns can then elect to undertake placements with the field 
supervisor. It is worth noting that such appointments can take time to process, and therefore the earliest possible 
notification is required.  Interns will NOT be able to start a placement until the supervisor has been appointed. 
 
The appointment of Honorary Associates is reviewed annually and appointments are only renewed if interns 
continue to undertake placements with the particular field supervisor. If no intern elects to undertake a particular 
placement for a three year period, the appointment is not renewed and a new application is then necessary.  
 
As some measure of our gratitude, all supervisors are offered an opportunity to participate in meetings and 
workshops. These workshops are offered bi-annually at Macquarie University at no charge to field supervisors 
and usually offer Professional Development (PD) points with the Counselling College or generalist points for other 
college members.  All supervisors are also offered access to the University’s Internet Server and access to the 
library and Psychology Department Test Library.  Monetary remuneration is not available. 
 
It is also worth noting that the Medical Indemnity Act 2003 has made it essential that all supervisors have their 
own Professional Indemnity Insurance coverage either through their workplace or through their own private 
means, for example AON Risk Services through the APS offers coverage at reasonable rates.  
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PLACEMENT PREPARATION 
PRE-REQUISITES 

All interns participating in placements must have full or conditional registration with the NSW Psychologists 
Registration Board. A Registration Information Kit is available from the Board (Ph: 9219 0211). 
 
Please allow a month for your application to be processed. It is NOT possible to commence a placement when 
unregistered. Once registered, a copy of your registration certificate must be given to the Postgraduate Officer 
Coursework,Macquarie University, to be filed.  
 
Department of Health Placements will also require that Criminal Record Checks be conducted before the 
placements.  You should complete the relevant form at enrolment.  If you have not, please contact the 
Postgraduate Studies Section to obtain the form. 
 
To ensure full insurance cover, an intern MUST ENROL IN A PLACEMENT BEFORE STARTING IT.  Enrolment 
can be for one or two semesters (although full year enrolment is recommended).  As for other units, placements 
can be carried with an incomplete grade for only one semester after the end of the enrolment period; after that 
time re- enrolment (and further payment) is required. That is a full year enrolment, or second semester enrolment 
and MUST be completed with the placement folder marked before the beginning of the exam period of first 
semester the following year. 
 
The proposed supervisor must be appointed (or have been previously appointed) and a contract with the agency 
must be in place. 
 
PERSONAL AND PROFESSIONAL INSURANCE 

All interns who are participating in work experience programs organised by the University are covered by: 
 
(1) Personal accident insurance (based on the benefits of worker©s compensation insurance), 
 
(2) Public liability insurance (for injury to a third party or damage to property whilst acting within the 

instructions of the University), and 
 
(3) A malpractice clause in the University©s professional indemnity policy for therapeutic work associated with 

the contracted placement. 
 
Interns involved in home/agency visits when on placement are responsible for their own transportation and for 
insurance of their vehicle, unless special insurance arrangements have been made with the University. See 
Appendix B for the current Insurance certificates. These certificates are renewed annually by the University. 
�
PRIVACY AND PERSONAL INFORMATION ACT, 1998 

Field Placements conducted as part of an University postgraduate degree must adhere to the Privacy and 
Personal Information Act, 1998. As such, information pertaining to the intern such as academic history, criminal 
records check etc are not routinely provided to supervisors in the field. Should a placement request specific 
personal information, this will be provided directly by the intern after discussion with the placement co-ordinator. If 
an intern chooses not to provide the requested information (for example, an immunisation record) it is possible 
that the placement would not proceed. The only information the University will routinely disclose is the contact 
details of the intern, confirmation that the intern is registered (conditionally or fully) within NSW, and is enrolled in 
the subject, thereby being covered by the insurances listed previously. Any further information requested of the 
University, such as information concerning previous placements, will only be released when clear purpose for the 
information is apparent and a written consent has been gained from the intern. ( Appendix C.) 
 
Furthermore, information collected concerning the supervisor, such as work contact details and feedback from 
previously supervised interns will be disclosed to interns to aid setting up of the placement. Finally, samples of 
intern work submitted to enable the placement to be assessed will only be accepted when: the supervisor has 
submitted a written statement that the client has signed consent for the material to be presented to the University 
(kept on file at the placement) (Appendix D), and the information is presented in a de-identified format. All 
samples will be destroyed once marked by the Placement Co-ordinator. 
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PROFESSIONAL GUIDELINES 

Professional Codes   
The supervisor must promote awareness of and adherence to the Code of Professional Conduct of the New 
South Wales Psychologists Registration Board and the Code of Ethics and Ethical Guidelines of the APS.  The 
intern must be familiar with these Codes before starting a placement and must carefully adhere to them.   The 
NSW Registration Board Code of Professional Conduct (2004) is available to download from 
www.psychreg.health.nsw.gov.au, however section 3, “Professional Relationships” is attached (Appendix E).  The 
Code of Ethics of the APS is available at their website http://www.psychology.org.au where it is regularly updated. 
A copy of the current Code of Ethics, section B: Relationships with Clients, section D: Supervision and Training 
and section H: Relationships with Professionals is attached (Appendix F). 
 
St andard of Care   
The intern is responsible for attempting to achieve high professional standards and they are fully accountable to 
their supervisor for their professional activities under supervision.  However, the ultimate responsibility for a high 
standard of client care rests with the supervisor who is accountable to their agency for the intern©s professional 
activities under supervision.  
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PLACEMENT SELECTION  
Please note: There are a limited number of Psychologists in a position to offer placements to interns and these 
are in high demand. Positions are extremely competitive.  
 
While interns may indicate their placement preferences, the responsibility for their approval and organisation rests 
with the Placement Co-ordinator and PA to the Department Manager (see contact details page 2).  Interns MUST 
NOT approach potential supervisors without first discussing options with the Placement Co-ordinator. The detailed 
procedures for arranging placements are given below.   
 
Arranging t he Placem ent  

1. Initial planning.  Select preferences from the file in the Co-ordinator’s office and make enquiries with 
other interns and contacts about the various options.  Informal enquiries about the possibility of a 
placement may be made to potential supervisors only if they are known personally to you.  Please do 
not make formal arrangements or approach supervisors who are not known personally. Make a list of 
three potential placements/supervisors, listed in order of preference.   Please note that at least 2 months 
notice is required. 

 
2. Consult with the Placement Co-ordinator.  Make an appointment with the Placement Co-ordinator and 

bring your list of potential supervisors/placements to the meeting as well as your Curriculum Vitae. Also 
take this opportunity to discuss your personal goals for the placement. These might include areas in 
which you have a special interest, areas in which you feel less confident, or areas specified by a previous 
supervisor as requiring further attention. Your Placement Co-ordinator will ensure the placements chosen 
will meet your needs. With each placement, the Placement Co-ordinator will then phone to check the 
availability of the supervisor and request the placement.   

 
3. Supervisor's decision-making.  The supervisor should to arrange a telephone or personal interview with 

the intern before you each make an informed decision about proceeding with the placement. This 
interview, like any “job” application should be viewed as a mutual selection process. The supervisor 
needs to be assured that the intern has the qualities necessary to contribute to their professional 
environment and also to engage in a constructive supervisory relationship. Similarly, the intern needs to 
ascertain if the placement will provide them with the sort of experience they are wishing to gain at that 
time. During this interview you can seek the supervisor©s advice on any necessary preparatory reading or 
remedial work.  You may also complete the Supervision Agreement (Appendix G) at that time or arrange 
another meeting before the placement commences for this purpose. 

 
4. Confirm arrangements.  When you and the field supervisor agree that a placement can proceed, you 

need to inform the Placement Co-ordinator of the arrangements – that is, Number of days/week, date of 
commencement, mid-placement review and completion dates. This is best done by completing and 
submitting the Supervision Agreement.  

 
5. Supervision Agreement.  The Supervision Agreement contained in this manual should be photocopied 

and completed for all placements preferably before, but at least within one week of commencement of the 
placement. This document will clearly outline the goals of the intern and expectations of the supervisor. 
The interns success on the placement will be partly measured against this agreement. A photocopy of the 
Supervision Agreement MUST be submitted to the Placement Co-ordinator within three weeks of starting 
the placement.  

 
6. Placement Contract. Once the supervision agreement has been received a contract letter will be sent to 

the Manager of the Agency, outlining the basic requirements of the University and legal coverage 
provided by the University. The manager will need to sign and return this contract to the Placement Co-
ordinator. This contract acts to clarify responsibilities between the agency and University and can be 
developed into a more comprehensive legal contract if the agency so requires. The agency can request 
changes to the contract by writing to the Placement Co-ordinator, which will be considered under legal 
advise. (Appendix H) 
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Prepar ing for  t he Placem ent  
1. General preparation:    
 
(a)   Read the Field Placement manual. 
 
(b)  Read the copies of the Codes of Professional Conduct of the NSW Psychologists Registration Board 

(Appendix E) and the Australian Psychological Society Code of Ethics (Appendix F).  Ensure you have a good 
knowledge of the Codes. 

 
2.  Specific preparation 
 

(a) Do some preparatory reading relevant to the types of clients and problem areas that you are likely to 
encounter in the placement, particularly reading material highlighted by the supervisor. 

 
(b) Each supervisor will provide a list of counselling skills and/or psychological tests that you MUST be 

competent to administer BEFORE you start the placement.  Other requirements, such as courses that 
must be completed are also stipulated and MUST be met prior to commencement of the placement. If you 
require any clarification of these requirements, please contact the Placement Co-ordinator. 

 
(c) Purchase an A-4 folder, with a set of five dividers. You can use the Placement Folder to keep your 

Supervision Agreement, Daily Activity Log Books, Supervision Log Books, and Mid-Placement review. 
Eventually your Supervisor’s Evaluation form and the submission requirements can be included, and the 
entire folder will be submitted to the Placement Co-ordinator for evaluation. 

 
Dur ing t he Placem ent  

1. Log Books  Please keep two forms of records: Daily Activity Sheets (Appendix H) and Supervision Session 
Summary Sheets (Appendix I).  A blank form for each of these purposes is provided.  Make multiple copies 
and keep them in your placement folder. A daily activity sheet and supervision session sheet must be signed 
for each day on your placement. These are best completed on the day of your attendance, as they can 
provide valuable feedback, structure and future focus for your placement. Failure to keep adequate log books 
means that a placement can not be properly assessed and can therefore result in failure of a placement. A 
tally sheet to enable the intern to keep track of all relevant hours (Appendix J). 

 
2. Mid-placement Progress Review.  About half way through the placement you will need to organise a mid-

placement review session with your supervisor (Appendix K).  The purpose of this review is to ensure the 
placement is progressing through the goals as well as discuss any problems that may be emerging in the 
placement for either party. During this process, both intern and supervisor are encouraged to be as open and 
responsive to feedback as possible.  If problems have been identified by either party and an agreement as to 
the process by which these problems can be resolved has not been reached, consult the Placement Co-
ordinator.  If the supervisor foresees that you might have problems in completing the placement to their 
satisfaction, they should contact the Placement Co-ordinator immediately and send a copy of your mid-
placement review to the Placement Co-ordinator.  An interview between you, the supervisor and the 
Placement Co-ordinator will then be arranged to facilitate your progress. Otherwise, your Mid Placement 
Review is to be submitted with your placement folder. 

 
3. Client Contact Hours. To ensure that interns are given ample opportunity to employ the skills they are being 

taught at University, interns are required to complete a minimum of 60 hours client contact (80 hours minimum 
client contact is required in the University Psychology Clinic) per 250 hours on placement. It is envisaged that 
as interns progress in their placements they would experience closer to 100 hours client contact. The 500 
hour supervised residency will require 120 client contact hours. Such a number of client contact hours enable 
interns to contribute meaningfully to a placement’s caseload. If interns fail to reach the minimum client contact 
or supervision hours within the placement hours, they will have to extend the placement until the hours are 
achieved. The extra placement hours completed will not be redeemable at other placements. 

 
4. Submission Requirements.  Collect your case assessment, case notes and referral letter or professional 

project during the placement.  Some placements will not allow you to photocopy notes or letters once you 
have completed the placement. Also, these requirements need to be approved by your supervisor to 
demonstrate that they meet professional standards for that particular workplace.  All identifying information is 
to be deleted, and a pseudonym such as “Jane Doe” is to be used in all three examples.  Any client presented 
in case conference or in a placement folder should have signed a relevant consent form (Appendix L).  
Although this form must be kept on file at the placement, your supervisor must sign the form stating that they 
have sited the client’s written consent and that all your submitted work is to a satisfactory level for the 
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placement. Without this form, a placement can not be evaluated. The samples of work will be destroyed once 
the placement is marked.  See below for more details. 

 
5. Use of client material for University subjects (not including placements). Should an intern wish to use 

case or other materials for presentations or submissions for other university subjects, the intern will need to 
gain the consent of the agency AS WELL AS the consent of the clients. Written consent from any client (even 
where the eventual assignment is de-identified) must be gained and put on their file in the agency. The 
Supervisor or other agency representative must then sign a consent form stating that they’ve seen the 
consent and approve of the release of information (including any policies, procedures or forms) for the 
particular assignement. This agency consent (Appendix M) must be attached to any assignment or 
presentation when submitted. All materials must be destroyed once marked. 

 
6. Final Review.  At the final review the supervisor should discuss the Supervisor’s Evaluation Form with the 

intern (Appendix N), that they will be submitting to the University. The Supervisor’s Evaluation Form can form 
the basis of a review of the value of the placement for both parties, and any possible future requirements can 
be identified, discussed and then noted.  Any disagreements at this point should be discussed with the 
Placement Co-ordinator. The Supervisor’s Evaluation Form can then be included by the intern in their 
placement folder or alternatively, the supervisor can send this form directly to the Placement Co-ordinator. 
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SUBMISSION REQUIREMENTS 
PROFESSIONAL PRACTICE EXAMPLES 
 
In each placement, you are required to submit the following in your placement folder: 
 
�  An Assessment/Case Report of a client you have worked with as a therapist. The nature and style of the report 

should be compatible with the orientation of the supervisor and the requirements of the agency.  However, a 
sample of issues which may be included is provided in Appendix O. As previously mentioned, your supervisor 
must have sighted the consent form and signed that they believe the report to be at a standard acceptable to 
the agency.  

 
AND  

 
�  Case/File Notes on all contacts with one client you have worked with as a therapist.  This would ideally be the 

client on whom you have submitted the assessment/case report. Before photocopying, please check with your 
supervisor that this process meets their agency’s guidelines. If there is any problem meeting these 
requirements, consult with the Placement Co-ordinator so that other arrangements can be made.  Again, the 
client’s permission to submit material must have been gained. 

 
AND 

 
�  Professional Correspondence or Other Professional Projects  The correspondence can be either a referral letter 

or report, written in the placement, or an example of the letter/report that would have been written if it had 
been required.  The letter/report can be addressed to the referring agent (giving an outline of the client’s 
progress, or recommendations following psychological assessment etc), or to another professional to whom 
you are referring the client.  In some cases, it might be more appropriate to address the letter/report to a non-
professional person, such as a parent or spouse. Your supervisor must also countersign this document and 
consent must be obtained from the client. At least one placement folder should contain an example of your 
professional correspondence. You may also demonstrate your developing competence as a professional 
Counselling Psychologist by presenting other relevant work that you have completed on the placement. For 
example, if you have contributed to a research project on the placement, or taken part in developing a 
manual, group program or resource file for a particular therapeutic population, these can be submitted instead 
of correspondence for some placements. In the doctorate placement, a project involving management or 
database tasks is encouraged. 

 
The assessment, case notes and professional correpondence/ project should be submitted to both your 
supervisor and the Placement Co-ordinator and must reach a standard which is satisfactory to both of them 
for you to pass the placement.   
 

PLACEMENT FOLDER 
 
Your final Placement Folder should include these three examples of your work as well as: 
 
·  Placement folder checklist (Appendix P) 
·  Original Supervision Agreement 
·  Mid Placement Review 
·  Supervisor’s Evaluation Form 
·  Intern’s Placement Report (not for the Rod Power Psychology Clinic Placement) (Appendix Q) 
·  Log Books - Daily Activity Sheets 

                  - Supervision Summary Sheets 
·  Placement standards letter signed by your supervisor 
 
Submit the folder to the Placement Co-ordinator at the end of the placement.  It will be checked for 
completion, and then marked.  It is recommended each placement folder is submitted BEFORE starting the 
next placement where possible, as it’s marking may contain information regarding requirements for future 
placements. 
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EVALUATION 
To complete a placement an intern is required to: 
 

*  Attend reliably for the agreed hours and undertake an appropriate number of client contact hours  
*  Prepare and submit a contract within three weeks of commencing the placement 
*  Receive at least 36 hours of supervision (per 250 hour placement) 
*  Complete 60 – 100 hours of client contact (per 250 hour placement) 
*  Keep log books for daily activities and supervision     
*  Meet the appropriate goals to a satisfactory standard  
*  Submit the completed placement folder within one semester after the semester in which you are enrolled. 
 
Failure to meet these basic requirements can result in the placement being failed and therefore repeated. 
 
Unsat isfact ory Progress in t he Placem ent   
A supervisor may contact the Placement Co-ordinator (or the Course Co-ordinator if the Placement Co-ordinator 
is the supervisor) at any time during the placement if he/she has concerns that the intern is not able to meet the 
required goals and standards of the placement. The usual time for these concerns to be raised is at the mid-
placement review. These concerns should be thoroughly documented, usually on the supervision logs and the 
mid placement review. Following this, an interview will then be arranged with the intern, the supervisor and the 
Placement Co-ordinator. If it is agreed that the intern has not met the requirements, then additional work may be 
assigned to help the intern meet the required standard.  This might be in the form of written work (e.g. writing 
some reports), a demonstration of skill proficiency or further placement time with the same, or a different 
supervisor. When extending the placement to allow skills to reach basic proficiency, a maximum of 400 hours will 
be allowed to be credited to the total placement hours, even if the placement continues beyond this time. Should it 
be unsatisfactory still at the end of the placement, the placement will be failed and will need to be repeated with a 
different supervisor. 
 
Dissat isfact ion wi t h Placem ent  Exper ience 
Although rare, an established placement can become derailed in mid placement (for example the supervisor 
leaves the work place, or client numbers decrease). Should an intern or supervisor decide once the placement 
has commenced that the placement is unlikely to provide the sort of experience required (for example inadequate 
client contact or supervision hours), then a meeting between the supervisor and intern should be arranged to 
ascertain if the concerns can be addressed. If a solution can not be found or the meeting proves unsatisfactory, 
then a meeting with the Placement Co-ordinator should be arranged. If a satisfactory solution can not be 
organized at this point, then the placement can be terminated early at a time convenient for all concerned, and 
those hours accrued accredited to the next placement. 
 
Placem ent  Report s 
At the end of the placement you and your supervisor provide written reports to the University.  The Intern’s 
Placement Report is provided by the intern and is made available to other interns and staff of the Counselling 
Psychology degree courses. The Supervisor submits the Supervisor’s Evaluation Form which is confidential to the 
intern, supervisor and Placement Co-ordinator.  
 
It is not expected that interns will be fully proficient in all areas of their therapeutic work during early placements. 
Areas that require further development and have been identified by the supervisor will need to be detailed, so that 
the standard required of a Counselling Psychologist can be attained by the completion of the degree.  
 
Grading  
All placements are graded as Satisfactory or Fail by the Placement Co-ordinator. Supervisors do not pass or fail 
interns; this is the responsibility of the University. The decision is based on information supplied by the supervisor, 
the written work submitted and the standard reached. The Course Co-ordinator will use the taped sessions (where 
available) only in cases of appealed grades to assist deliberations. 
 
At the completion of a placement, the decision can be: 
 

SATISFACTORY 
 
The placement has been completed to a satisfactory standard, all documentation has been submitted and is 
satisfactory, and there are no further requirements to be met. 
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INCOMPLETE PENDING FURTHER WORK 
 
A incomplete pending further work signifies that a satisfactory grade will not be given until remediation in a 
specific area occurs. Where a particular aspect of work has been identified as not meeting the required standard, 
an intern will be required to demonstrate that they have reached the required standard in the next placement, for 
example report writing preformance, before both placements are then deemed satisfactory. This approach is used 
where an intern has only ONE area that requires further work, but is otherwise deemed competent by their 
supervisor. Should this area not be remediated within the two placements, both placements will be considered 
failed and the intern will be terminated from their degree. The demonstration of competency will be required to be 
given to the current field supervisor who will then confirm this for the Placement Co-ordinator. 
 
FAIL 
 
Repeat with a different supervisor. 
 

 
In order to avoid a negative halo effect, supervisors© reports from previous placements will only be provided to 
later supervisors in the case of repeat placements after a Fail.  The Placement Co-ordinator will ensure that any 
required remedial work is carried out before the intern starts a later placement (usually within the Rod Power 
Psychology Clinic) and that the intern incorporates identified problem areas into the contract they negotiate with 
their new supervisor. 
 

Repeat ed Fai lure 

In the unlikely event that a placement is failed a second time, the intern will be required to show cause to the 
Head of Division as to why candidature in the degree should not be terminated, as per Handbook of Postgraduate 
Studies. 
 

Com plaint s Procedures 

Should an intern or supervisor have concerns about the appropriateness or successful completion of a placement 
during the placement, the appropriate procedures are outlined on the previous page. 
 
Should an intern be dissatisfied with the grade awarded, they should at first raise their concerns with the 
Placement Co-ordinator, providing supporting documentation for their claim to a higher grade. If this appeal is not 
resolved to the intern’s satisfaction, a meeting with the Course Co-ordinator and Placement Co-ordinator will be 
organized to review the placement and submission requirements. In the event that the intern is still dissatisfied 
with the outcome, the intern can appeal to the Head of Division and then the Postgraduate Studies Committee, as 
per the Handbook of Postgraduate Studies. 
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� PLACEMENT CHECKLIST 
 
 PLANNING                                                                                                                                                                     
·  Enrol in the relevant placement 
·  Apply for registration, or conditional registration with the NSW Psychologists Registration Board 
·  Prepare your curriculum vitae and give it to the Placement Co-ordinator 
·  Make a list of your placement/supervisor preferences                                
·  Consult the Placement Co-ordinator                           
·  Arrange for the Placement Co-ordinator to contact the supervisor               
·  Arrange an interview session with the potential supervisor       
·  Confirm the placement arrangements with the Placement Co-ordinator                          
·  Confirm the dates/ days  with the supervisor (close to starting time)  

     
                                                      
 PREPARATION                           
·  Study the professional Codes                     
·  Undertake skills preparation (especially required casework, reading and tests)          
·  Complete the preparatory reading                            
·  Complete any remedial work                         
·  Prepare a list of personal goals for discussion and inclusion on the SA 
·  Prepare Supervision Agreement and submit to Placement Co-ordinator                

         
                                                          
  DURING PLACEMENT                                                                  
·  Submit the SA to Placement Co-ordinator within 3 weeks of commencement or placement will be terminated                  
·  Obtain a copy of specified policies                       
·  Maintain Log books                                      
·  Prepare a client assessment, case notes and correspondence/project with client consent                       
·  Ensure that the mid-placement review occurs                      
                                                          

 
  COMPLETION                                              
·  Complete your log books and any submission requirements 
·  Undertake a final placement review with your supervisor                                       
·  Submit your placement folder to the Placement Co-ordinator                                
·  Ensure supervisor submits the supervisor©s report to the Placement Co-ordinator                                 
·  Debrief and discuss any further requirements with the Placement Co-ordinator. The final placement will be 

marked with the intern present and all placement folders will be returned to the intern at that time. The final 
placement will not be considered satisfactory until this meeting has occurred. 

·  Once collected, keep the folder for 3 years. A copy of your Supervision Agreement, placement contract, and 
Placement Co-ordinator’s grading are kept at the University for 3 years as well. 
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RESPONSIBILITIES 
 
INTERN'S RESPONSIBILITIES  

·  Enrolling in the placement 
 
·  Registering with the NSW Psychologists Registration Board. 
 
·  Planning the placement with Placement Co-ordinator and supervisor and identifying any necessary preparatory work 

(such as pre-reading, skills practice, expertise or familiarity with psychological tests).  
 
·  Completing the required preparatory work before starting the placement.  
 
·  Identifying personal goals for the placement (especially competency areas noted by previous supervisors) and including 

them in the contract.  
 
·  Documenting the agreed SA and submitting it to the Placement Co-ordinator within three weeks of starting the placement.  
 
·  Notifying, in writing, the Placement Co-ordinator of any modifications made to the SA (for example, at the time of mid-

placement review). 
 
·  Notifying the placement administrator of the need for car insurance if the intern will be using his/her own car for client 

visits. 
 
·  Seeking the supervisor©s advice on (1) the role and place of the intern in the agency, (2) the agencies© policies (such as 

notification and emergency management) and (3) the agencies© customs. Carefully adhering to these procedures.  
 
·  Maintaining log books of (1) activities and (2) supervision sessions.  Ensuring that the supervisor©s comments on areas 

that require further development are recorded in the log. 
 
·  Following instructions by the supervisor as closely as possible, especially those relating to the care of clients and written 

material concerning clients.  
 
·  Informing the supervisor if (1) they feel that adequate guidance or opportunities for development are not being provided or 

(2) they are unable or unwilling to follow the supervisor©s instructions.  
 
·  Organising the mid placement review. 
 
·  Notifying the Placement Co-ordinator of any problems within the supervisory relationship that cannot be resolved in 

discussions between the supervisor and intern.  
 
·  Attending to areas (knowledge and skills) identified by the supervisor that need to be developed.  
 
·  Informing the supervisor urgently if they have concerns about the safety of a client for example, suicide or homicide risk.  
 
·  Ensuring confidentiality at all times.  
 
·  Gaining written consent for client material used in any university setting 
 
·  Ensuring that the supervisor approves all reports (verbal or written) made by the intern about any client to any party. 
 
·  Acknowledging the supervisor©s valuable contribution to the intern©s professional development by completing work duties 

specified in the supervision contract.  Negotiating with the supervisor whether or not this work will be credited as 
placement hours.  

 
·  Video/audio tape record two sessions, one early (first six days) one late (last six days) of the placement (if possible). 
 
·  Submitting a written assessment, case notes and correspondence/project arising from the placement at a standard that is 

satisfactory to both the supervisor and the Placement Co-ordinator. 
 
·  Submitting a placement folder within one semester of that enrolled placement and preferably before starting a new 

placement to the Placement Co-ordinator. 
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SUPERVISOR'S RESPONSIBILITIES   

·  Providing relevant information to the University, including a CV to enable the supervisor to be appointed, as well as a 
contract to be agreed upon with the management of the agency. 

 
·  Undertaking training in supervision, if not previously completed. 
 
·  Negotiating an appropriate supervision agreement which includes the relevant goals proposed by the intern (and 

adequate client contact and supervision hours).  
 
·  Ensuring that the goals and tasks of supervision can be realistically met within the placement hours agreed, or contracting 

with the intern and Placement Co-ordinator that a longer placement will be undertaken. 
 
·  Crediting the intern with placement hours for any formal work (such as writing client reports) done outside of the agency.  

Remedial work required of the intern will not necessarily be included in the placement hours. 
 
·  Ensuring that supervision by other Psychologists or Professionals is adequate. 
 
·  Viewing or listening to a sample of the intern’s counselling practice. 
 
·  Eliciting genuinely voluntary informed consent before using supervision methods that could be distressing or involve self-

disclosure by the intern (see Ethical guidelines included).  
 
·  Ensuring that, clients are informed of the supervisee©s status as a Psychology Intern (for conditional registration interns) or 

as a Registered Psychologist who is doing specialised training in counselling psychology.  
 
·  Providing the intern with written policy statements for any special or emergency procedures (such as managing a threat of 

suicide in a session) and phone numbers of people available for an urgent consultation if a serious problem arises. 
 
·  Providing comments on the intern©s progress in the log book; in particular, ensuring that areas (knowledge and skills) of 

strength as well as those requiring special attention or development are documented as they become evident.  
 
·  Informing the intern, at the earliest possible time, if there are problems with the intern©s work.  Suggesting possible 

methods of remediation.  Documenting relevant information in the supervision log book.  
 
·  Informing the intern and the Placement Co-ordinator, at the earliest possible time, if they foresee any reason why the 

intern is unlikely to meet the requirements of the placement.  
 
·  Conducting a mid-placement review with the intern and, if necessary, modifying the placements goals or negotiating to 

extend the placement hours. 
 
·  Ensuring appropriate confidentiality for the intern at all times and informing them of legal or contractual limits (such as with 

the agency or university) on confidentiality within the supervisory relationship.  
 
·  Maintaining confidentiality of the intern©s performance except as specified in the contract or following the intern©s written 

request or consent.   
 
·  Discussing all reports with the intern before submitting them to the Placement Co-ordinator.  
 
·  Providing the intern and Placement Co-ordinator with a final placement report. 
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PLACEMENT CO-ORDINATOR’S RESPONSIBILITIES. 
 
·  Assisting the intern to select a suitable placement. 
 
·  Considering intern choices and specific learning requirements in the allocation of interns to placements. 
 
·  Liaising with the supervisor on the placement of the intern. Whenever possible, this includes a phone call or 

agency visit to monitor progress. 
 
·  Liaising with the supervisor to ensure that they are appointed as an Honorary Associate of the University and 

that the relevant agency management are aware of the intern placement and insurance coverage. 
 
·  Ensuring that the intern is adequately prepared when they start the placement. This includes ensuring that 

any necessary remedial work identified in one placement is carried out before the intern starts a new 
placement and that the intern is aware of the preparatory work required for the new placement. 

 
·  Ensuring that identified problem areas have been incorporated into the SA that the intern negotiates with their 

supervisor. 
 
·  At the request of either the intern or the supervisor, visiting the agency for a three-way discussion of any 

identified problems. 
 
·  Debriefing the placement with the intern.  This includes being available, if the need arises, to discuss the 

placement with the intern as it progresses and providing a final review process (verbal or written). 
 
·  Ensuring that the intern and supervisor are each informed of any conditions attached to the grade 

(Satisfactory or Fail) given for the placement and that they receive copies of any relevant reports. 
 
·  Consulting the Counselling Course Co-ordinator on any issues regarding a placement that are not clearly 

defined by these Placement Guidelines. 
 
·  Organising relevant bi-annual meetings and training sessions for supervisors. 
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Appendix A. 
 
 
 
 

CONSENT FOR TAPING FOR TEACHING PURPOSES�

 
 
I consent to the video and audio taping of sessions (if consent for only video or only audio taping being given, 
please cross out the irrelevant item) undertaken at __________________________ involving  
 
_______________________________ for teaching purposes only. 
 
I understand that, having given my permission for taping for teaching purposes, I will be informed verbally 
whenever taping is to be undertaken and that I can withdraw my consent for taping at any time without this 
affecting my/my child’s treatment in any way. 
 
I understand that information on these tapes will be accessed by: 
 
 _____________________________________ 
  
             _____________________________________ 
 
 
I also understand that the information on these tapes will not be used for any other purpose, or released to any 
other person without my written consent. 
 
 
 
SIGNED _____________________________________ 
 
DATE     _____________________________________�
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Appendix B 
 



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

21

Appendix B 
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Appendix C. 
 
 

Consent  for  Release of Inform at ion 

I _________________________________(intern’s name) consent to Macquarie University releasing the 

following 

information________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_______________________to ____________________________________(name of company representative) 

of _______________________________________(organisation name) 

For the purposes of placement organisation/ assessment. 

 

 

_______________________________________ (signed) 

________________________________________(date) 
 



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

23

Appendix D 
 
 

SUPERVISOR’S STATEMENT OF INTERN ATTAINMENT 

I _________________________________________(Supervisor’s name) have sighted the signed client consent 

form for all de-identified submitted materials to the University. I note that the original consent will be kept at the 

agency_______________________________________. I have also sighted and approved all submitted 

samples of work to the University and believe that these are presented to an acceptable level for this agency. I 

further understand that once reviewed all samples of work will be destroyed by the Placement Co-ordinator. 

 

 

 

_______________________________________________(supervisor’s signature) 

_______________________________________________(Date) 
 



COUNSELLING PSYCHOLOGY – MASTER AND DOCTORATE PROGRAMS                                               
  

24�

Appendix E 
 

� CODE OF PROFESSIONAL CONDUCT 

The NSW Psychologists Regist rat ion Board 

Purpose  
This Code of Professional Conduct was developed in terms of the provisions of Section 19 of the Psychologists 
Act 2001 and is a response to Section 3 of that Act that states the objective "to protect the health and safety of 
members of the public by providing mechanisms to ensure that Psychologists are fit to practice." This Code of 
Professional Conduct provides principles and guidelines that should be observed by registered Psychologists in 
their professional practice, and that guide the interpretations relevant to Part 4 of the Psychologists Act 2001 
(Complaints and Disciplinary Proceedings).  
 
 While disciplinary proceedings under the Psychologists Tribunal, the Psychological Care Assessment Committee 
and Board Inquiry, and non disciplinary proceedings under the Impaired Registrants Panel, are guided by this 
Code of Professional Conduct, whether an act or omission is stated or not stated in this Code shall not be the sole 
determinant of any question of professional conduct.  
 
Professional Relat ionships  
Psychologists should safeguard a relationship of trust with their clients, interns or supervisees across all stages of 
their professional relationship, and have regard to future personal relationships under the principle of the primary 
welfare of the client.  
 
Specifically:  
i. Psychologists must give serious consideration to, and avoid where possible, the professional boundary 
implications of specific behaviours within their relationships with clients such as social contacts, physical contact, 
and financial or material transactions.  
ii. Psychologists must not have a sexual relationship with a client during the professional relationship. In some 
cases, sexual relationships may never be appropriate at any time after the termination of the professional 
relationship.  
iii. Psychologists must not have a sexual relationship with a former client when less than two years have expired 
since the ending or termination of the professional relationship, and then only after consultation with suitably 
experienced colleagues.  
iv. Psychologists must give serious consideration to the potential vulnerability of specific groups (e.g. children, 
prisoners and parolees, people in a life crisis, people with disabilities and in abusive relationships or relationships 
of differential power).  
v. Psychologists should safeguard the welfare of clients, especially during the termination of a therapeutic 
relationship, which can be stressful for them.  
vi. Psychologists should help clients secure second opinions, and refer, for more specialised service, those clients 
whose needs or requests are outside their professional competencies.  
vii. Psychologists should recommend alternative services when it is clear that the client is not benefiting from the 
current service. Long-term clients should be reviewed regularly in this regard. Psychologists are also advised to 
seek advice from suitably experienced colleagues and consult appropriate Guidelines when requiring further 
elaboration of standards regarding professional relationships. Psychologists should recognise conflicts of interest 
that might subvert the integrity of the professional relationship.  
Specifically:  
viii. Psychologists should strive to avoid dual relationships, but if unavoidable, should seek to identify potential 
conflicts of interest and speedily address the issues to achieve optimal outcomes for both client and Psychologist.  
ix. Psychologists should fully declare all conflicts of interest in Psychological Reports.  
x. Psychologists should respect the ethics, values, gender, age, sexual preference, religion, nationality, culture 
and politics of their clients, interns, supervisees and research participants. If this respect is not achieved with 
clients and others listed in this clause, and such issues seem likely to affect the professional relationship, 
Psychologists should consider their involvement and where appropriate refer them to a more suitable 
Psychologist.  
xi. Psychologists should not engage in finance transactions that compromise the welfare of the client or the 
professional practice of colleagues. 
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Appendix F 
 

APS Code of Et hics 
SECTION B: RELATIONSHIPS WITH CLIENTS 

1. Undue invasion of privacy must be avoided in the collection and dissemination of information.  Information 
obtained in the consulting relationships, or evaluative data concerning clients, may be communicated only for 
professional purposes and only to person legitimately concerned with the case and with the informed consent 
of the client. Written and oral reports may present only data germane to the purposes of the evaluation. 

 
2. Members must make and keep adequate records for a minimum of seven years since the last client contact, 

unless legal requirements specify otherwise. If the client is a child, then the file must be retained until the 
client reaches the age of 25 years. 

 
3. Members must make provisions for maintaining confidentiality in the access, storage and disposal of records, 

subject to the legal requirements of their employment conditions. 
 
4. Members must not refuse any reasonable request from clients, of former clients, for the release of data for 

which they have professional responsibility.  Such psychological data may be released only to appropriately 
qualified persons who have a legitimate interest in the data, subject to the legal requirements of the member’s 
employment conditions. 

 
5. When working with young persons or other clients who are unable to give voluntary, informed consent, 

members must protect these clients’ best interests and will regard their responsibilities as being directed to 
the parents, next of kin, or guardians.  The member shall endeavour to obtain the consent of young people 
and these other clients. 

 
6. Members must not disclose information about criminal acts of a client unless there is an overriding legal 

obligation to do so or when failure to disclose may result in clear risk to themselves or others. 
 
7. Members must avoid dual relationships that could impair their professional judgment or increase the risk of 

exploitation.  Examples of such dual relationships include, but are not limited to, provision of psychological 
services to employees, interns, supervisees, close friends or relatives. 

 
8. Members must not exploit their professional relationships with clients sexually or otherwise. 
 
9. Sexual relationships between members and current clients must not occur.  When a therapeutic procedure 

entails some level of physical intimacy with a client, informed written consent must be obtained from the client 
or the client’s legal guardian prior to the introduction of that procedure. 

 
10. No member may engage in a sexual relationships with a former client when less than two years have expired 

since the ending or termination of the professional relationship. 
 
11. In circumstances where more than two years have elapsed since the ending or termination of the professional 

relationship between the member and former client, in determining whether a sexual relationship between the 
member and former client is unethical, the following matters will be taken into consideration: a) the length of 
the professional relationship; b) the nature of the professional relationship; c) the client’s mental state at the 
time he or she commenced the sexual relationship with the member; d) the circumstances in which the 
professional relationship ended or was terminated; and e) the duration of time that has expired since the 
ending of the professional relationship.  Additionally, any other salient matters may be taken into 
consideration when evaluating the conduct of a member who has engaged in a sexual relationship with a 
former client. 

 
12. Where it has been established that a sexual relationship existed between a member and a former client after 

the expiry of 24 months from the ending or terminations of a professional relationship, the onus shall be on 
the member to establish that the client was not vulnerable to exploitation as a consequence of the prior 
professional relationship. 

 
13. When a member agrees to provide services to a client at the request of a third party, the member assumes 

the responsibility of clarifying the nature of the relationships with all parties concerned. 
 
14. Members must make advance financial arrangements that safeguard the best interests of and are clearly 

understood by clients.  They must avoid financial arrangements which may, currently or subsequently, 
influence deleteriously the psychological services provided. 
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15. Members must not receive private fees, gratuities or other remunerations for professional work with persons 
who are entitled to the member’s services through an agency or institution unless the client freely chooses to 
consult the member privately.  Members must demonstrate that the client’s decision was made voluntarily and 
that their obligations to their organisation or institution are respected. 

 
16. Members must not actively solicit private consultations from clients who receive or are entitled to receive the 

member’s services through an agency or institution. 
 
17. Members must neither receive nor give respectively any remuneration for referring clients to or accepting 

referrals from other professionals for professional services. 
 
18. In terminating relationships with clients, members shall have due regard for the psychological processes 

inherent in the services being provided and the psychological well-being of the client.  Should changes in 
members’ employment, health or other factors necessitate early termination of a relationship with a client, 
members shall provide clients with an explanation of the need for such early termination.  They shall take all 
reasonable steps to safeguard clients’ ongoing welfare. 

 
19. Members must terminate a consulting relationship when it is reasonably clear that the client is not benefiting 

from it.  They must offer to help the client locate alternative sources of assistance.  When a client indicates to 
a member that he or she would like a second opinion the member must offer every practical assistance to 
obtain a competent second opinion. 

 
20. When there is evidence of a problem or a condition with which the member is not competent to deal, the 

member must make this clear to the client and must refer the client to an appropriate source of expertise. 
 
21. Members must not convey confidential communications from other professionals to a client without 

permission from the authors of such communications and they must clearly establish the limits of 
confidentiality before supplying confidential information to another professional person. 
 

SECTION D:  SUPERVISION AND TRAINING 

1. Members who supervise the work of interns or junior colleagues have a responsibility to promote 
awareness of and adherence to the provisions of this CODE. 

 
2. It is unethical for members who are providing supervision or training to require or coerce supervisees or 

trainees to disclose personal information either directly or in the context or any training procedure.  Where 
self-disclosure is a normal expectation of a given training procedure, informed consent must be obtained 
from participants prior to training. 

 
3. Members must not engage their supervisees, or junior colleagues for whom they have administrative 

responsibility, in psychotherapy or any similar procedure except with the informed consent of the 
supervisee when such consent is given for the specific purpose of training in that procedure. 

 

SECTION H: MEMBERS’ RELATIONSHIPS WITH PROFESSIONALS 

1. Members must act with due regard for the needs, special competencies and obligations of their 
colleagues in psychology and other professions. 

 
2. Publication credit must be assigned to those who have contributed to a publication in proportion to their 

professional contributions. 
 

3. Members must not solicit business from any client in a similar existing relationship with another 
professional in pursuit of individual gain. 

 
4. If a member is approached by a person who is already receiving similar services from another 

professional, the member must carefully consider all the implications of becoming involved and must 
discuss these with the prospective client.  The welfare of the client must be paramount in these 
considerations and the member must proceed with caution and sensitivity towards all parties concerned. 

 
5. Should a member have cause to disagree with a colleague in psychology or another profession on 

professional issues, the member must, nevertheless, refrain from making intemperate criticism in a 
manner which casts doubt on that colleague’s professional competence. 

 
6. A member who knows or suspects a CODE violation by another member should follow the Procedures 

attached to this CODE. 
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Appendix G 

SUPERVISION AGREEMENT 

 
COUNSELLING SUPERVISOR 

Name: ___________________________________________________________________________________________ 
 
Position: _________________________________________________________________________________________ 
 
Address: _________________________________________________________________________________________ 
 
. ________________________________________________________________________________________________ 
 
Phone:  work________________________________              messages _______________________________________ 
 
Email:_________________________________________________ 
 
Areas of specialisation: ______________________________________________________________________________ 
 
 ________________________________________________________________________________________________ 
 
COUNSELLING INTERN 

Name: ___________________________________________________________________________________________ 
 
Address: _________________________________________________________________________________________ 
 
. ________________________________________________________________________________________________ 
 
Phone:  work___________________       messages __________________________     home______________________ 
 
Email: _________________________________________________ 
 
Placement number:               PSYC900 PSYC901 PSYC902 PSYC903 PSYC923 
 
Areas of previous experience: _________________________________________________________________________ 
 
. ________________________________________________________________________________________________ 
 
 
Date of commencement _____________________________________________ 
 
Proposed Date of mid-placement review ________________________________ 
 
Expected date of completion _________________________________________ 
 
Placement days: __________________________________________________ 
 
GOALS: (Separate supervisor and supervisee goals can be specified) 

1.   To extend awareness and practice of ethical and professional practice as a psychologist. 
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ACTIVITIES/ROLES: 

 
 
 
 
 
 
FORMAL SUPERVISION TIMES: 

 
 
 
 
 
 
SUPERVISION METHODS: 

 
 
 
 
 
 
CONTRIBUTIONS EXPECTED FROM INTERN: 

(such as work duties to free supervisor for time for supervision, literature search, and so on): 
 
 
 
 
 
 
 
 
CONDITIONS (if applicable) or other comments: 

 
 
 
 
. 
 
 
 
 
                       _____________________________                              ________________________________ 
                              Supervising Psychologist                                      Intern Counselling Psychologist 
 
 
 
Unless otherwise stated on this contract, The Placement Guidelines (Counselling Handbook) apply to this placement  
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Appendix H 

LOG BOOK - DAILY ACTIVITY SHEET 

 
 
Intern:___________________________________     Date:___________________________________ 
 
Hours on placement:_________________________      Hours of Client Contact:_____________________ 
 
Hours on placement to Date:___________________      Hours of  Client Contact to date:_______________ 
 
Activities and roles:  
(e.g.  Therapy session with depressed adult male - Co-therapist with Supervisor; Group Therapy session; Informal case  
discussion with Supervisor; scheduled supervision).�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                       _____________________________                                     ________________________________ 
                              Supervising Psychologist                                      Intern Counselling Psychologist 
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Appendix I 

LOG BOOK - SUPERVISION SESSION SUMMARY SHEET 

 
Name of Intern:_________________________________    Name of Supervisor:__________________________________ 

 
 
Date of session:________________________________     Duration of session:___________________________________ 
 
Hours of Supervision to date:___________________________________________________________________________ 
 
Type of session:________________________________     Present:____________________________________________ 
 
 
Areas of supervision:  
 
 
 
 
 
 
 
 
 
 
 
Evaluative comments (Supervisor): 
 
 
 
 
 
 
 
 
 
Evaluative comments (Intern): 
 
 
 
 
 
 
 
 
 
Agenda for next meeting and follow-up work to be done by then: 
 
 
 
 
 
 
                       _____________________________                                     ________________________________ 
                              Supervising Psychologist                                      Intern Counselling Psychologist 
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Appendix J 
 

 

PROGRESSIVE TOTALS OF PLACEMENT AND CLIENT/PATIENT CONTACT HOURS 
DATE PLACEMENT 

HOURS 
TODAY 

PLACEMENT 
HOURS TO 

DATE 

CLIENT/PATIENT 
CONTACT 

HOURS TODAY 

CLIENT 
/PATIENT 
CONTACT 
HOURS TO 

DATE 

SUPERVISION 
HOURS TODAY 

TYPE 
Group 

or  
Indiv 

SUPERVISION 
HOURS TO 

DATE 
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Appendix K 
 

Mast er  of  Counsel l i ng Psychology �
 

Mid Placement  Review 
 
Intern’s Name _______________________________________________________________________________ 
 
Supervisor __________________________________________________________________________________ 
 
Agency _____________________________________________________________________________________ 
 
Date of Mid Placement Review __________________________________________________________________ 
 
Dates of Placement:   From ____________________________   to _____________________________________ 
 
 
1. Negotiated Goals of Placement 
 
 
 
 
 
 
 
 
 
 
 
 
2. Is progression being made through these goals? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. If not, why not? 
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4. Do goals need to be changed? 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Any specific action?  (e.g. Remedial work, extra reading that is needed) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             _____________________________                                     ________________________________ 
                              Supervising Psychologist                                      Intern Counselling Psychologist 
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Appendix L 

CONSENT FOR PRESENTING MATERIAL ABOUT A CLIENT/ S 

FOR ASSESSMENT /  TEACHING PURPOSES 

 
 
I consent for ________________________________________ to present material related to me/my  
                                        (Please print First name then Surname) 
child to: 
 
 ___________________________________________ 
 
for teaching/assessment purposes. 
 
I understand that all identifying data will be removed or changed, including names, to preserve anonymity and that all 
written material given to others will be collected at the end of any presentation and destroyed. 
 
I understand that, having given my permission for the presentation of material for assessment/teaching purposes, it will 
not be used in any other way, or presented at any other venue than that indicated above. 
 
 
 
SIGNED ___________________________________ 
 
DATE     ___________________________________�
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Appendix M 
 

Agency  consent  for  Release of  In form at i on  
 
 
 
 

I _________________ (Supervisor or Agency Representative) of ______________________ (Agency) consent  
 
to _____________________ (Intern’s Name and Surname) submitting agency information to Macquarie  
 
University as part of the assessment requirements for the course _______________________________. 
 
 
The material to be submitted includes __________________________________________________________  
 
________________________________________________________________________________________ 
 
________________________________________________________________________________________ 
 
 
I understand that once marked, all materials will be destroyed by the intern.  
 
 
 
Signature:  ___________________________ 
 
Name:        ___________________________ 
 
Date:          ____________________ 
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Appendix N 
�

MASTER/ DOCTORATE OF COUNSELLING PSYCHOLOGY 

PLACEMENT SUPERVISOR'S  

EVALUATION FORM�

 
Intern’s Name:____________________________________________________________________ 
 
Supervisor:______________________________________________________________________ 
 
Agency:_________________________________________________________________________ 
 
Dates of placement: From __________________________  to ____________________________ 
 
 
The following evaluation should reflect the following general achievements and competencies as they apply 
to your agency.  Interns are to be compared to an employee in terms of their professional competency.  
Interns are not expected to reach professional competency in early placements, but should show increased 
proficiency across placements. 
 
 
1. Negotiated Goals of Placement and Goal attainment - please tick goals attained as  
 
    Ö  somewhat - requires considerable work to meet professional standards 
    ÖÖ  reasonably - is progressing towards a professional standard 
     ÖÖÖ  well - would currently meet standards required for the profession 
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2. Comments, where relevant, on improvements seen during placement and current skills in: 
 
 Assessment Interviewing (including relationship with clients/patients):  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Case Formulation Skills: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Empathic Responsiveness: 
 
 
         
     
 
 
 
 
 
 
 
 

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
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 Treatment Planning: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Utilisation of psychometric tests in counselling (where applicable):    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Comments on improvements seen during the placement and current competency in counselling    
    skills .     
 
 
 
 
 
 
 
 
 
 
 
 
 

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
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4. Comments on the application of assessment and intervention sklls in systemic therapy including the 
assessment of behavioural interactions around the presenting problem, possible functions of the presenting 
problem and beliefs that appear to maintain the presenting problem as well as interventions skills of circular 
questions which draw distinctions and similarities, opinions that provide reframes, demonstrate neutrality 
and design appropriate tasks based on the assessment.  (if applicable) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Comments on use of self psychological assessment and therapeutic techniques, including assessment 
skills of level of self development, affect regulation, selfobject needs and relevant operating principles  and 
therapetuic skills of interpretation and focusing on the client-therapist relationships through affective 
attunement, availability, mirroring, disjunction and repair etc.     (if applicable) 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Comment on competence in the implementation of alternate therapies (for example CBT, narrative) 
where used. 
 
      Type of therapy used: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
             

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
� � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � �

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
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7. Comments on improvements seen during placement in Professional administration including Report 

Writing/File Keeping skills.  
 
 
 
 
 
 
 
 
 
 
 
 
 

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
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8.  Comments on improvement seen during placement and current Professional Performance (relationship with 

staff, degree of autonomous functioning, preparedness , ethical behaviour, etc).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9.  Internship Question Only: Comment on the intern’s ability to manage higher level tasks, (such as 
management issues, research issues etc) in the extended placement. 
  
 
 
 
 
 
 
 
 
 
 
 
10. Comments on the Supervision process  
 (e.g. preparation, defensiveness, ability to accept feedback and direction,  ability to work in model being learned etc.) 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RATING OF CURRENT COMPETENCY FOR THIS PLACEMENT� �
�

0            1                     2                       3                      4              5 
 

          NEEDS                                                                          HAS REACHED  
       FURTHER                                                                                                                                            PROFESSIONAL 
   DEVELOPMENT                                                                                                                       COMPETENCY
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11. Comments on the Intern’s level of self-awareness.  
      (e.g. their awareness of their strengths and weaknesses; awareness of biases that might interfere with therapy; and awareness of identity as a  
          counselling psychologist) 
 
 
 
 
 
 
 
 
 
 
 
 
 
12. General comments (including special competencies).  
 
 
 
 
 
 
 
 
 
 
 
12. Please indicate any specific areas where remedial work or further development is recommended. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Supervisor©s Signature:____________________________  Date:_____________  
 

The University will provide a copy of this report to the Intern�
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Appendix O 
 
 

Sample Assessm ent  Sum m ary Inform at ion�
 
A degree of freedom is allowed in the form of the Assessment Summary, but it must be typed, signed by  
yourself and your supervisor, and the following information should be included: 
 
·  Identifying Data 
·  Referring agent and reason for referral 
·  Date/s of Assessment 
·  Other relevant agencies involved e.g. School 
·  Family composition, including a genogram for child and family assessments 
·  Presenting problems – specify duration of each 
·  History of presenting problems, including professional involvement 
·  Family Psychiatric History 
·  Medical history and Medication taken 
·  Drug and Alcohol consumption 
·  Developmental History / Psychosocial, Work and Sexual History (adolescent and adult) 
·  Brief background history of parents and relevant family history 
·  Analysis of problem / observations of family/individual functioning 
·  Formulation 
·  Diagnosis, where appropriate (DSM-IV) 
·  Treatment Plan 
·  Signature, printed name (Intern Psychologist – Counselling) 
·  Signature of your Supervisor, printed name, and professional titles. 
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Appendix P 

 

Placem ent  Folder  Check l ist  
Student Number__________________       Intern Name___________________________________ 
 
Degree_______________________________ Email ______________________________________ 

Circle one 
 
Unit Code________________________Year enrolled in Unit_______ Sem 1/ Sem 2 / Full Year 
 
            Tick Enclosed 

1. Supervision Agreement     �  

2. Mid-Placement Review     �  

3. Supervisor’s Evaluation Form    �  

4. Intern’s Placement Report     �  

5. Log Book – Daily Activity Sheet   �  

6. Log Book – Supervision Session   �  

7. Case Notes        �  

8. Professional Correspondence or other 
Professional Project      �  

9. Assessment or Case Report    �  
Copies of documents 1-4 will be retained by the University.  Originals of all documents must be retained by 
the Intern for 3 years.  Date Paperwork is to be kept until _____________________ 

Intern must collect folder from the Placement Co-ordinator�
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Appendix Q 
 

INTERN'S PLACEMENT REPORT 

    (CONFIDENTIAL) 
 

Available to Counselling Interns, Counselling Staff & Supervisor ONLY. 
 
AGENCY: ______________________________________________________________________________ 
 
SUPERVISOR(S): ______________________________________________________________________ 
 
TYPE OF PLACEMENT (e.g. General, Adult, Child, Family, Agency, Private) 
 
_____________________________________________________________________________________                        
 
CLIENTELE: __________________________________________________________________________ 
 
 
MODEL UTILISED:______________________________________________________________________ 
 
INTERN: _____________________________________________________________________________ 
 
DATE OF PLACEMENT:_________________________________________________________________  
 
TIME OF PLACEMENT (e.g. Block, 2 days wk)________________________________________________ 
 
EXPECTED/PREREQUISITE SKILLS ______________________________________________________ 
 
EXPECTED/PREREQUISITE EXPERIENCE  ________________________________________________ 
 
LEVEL OF PLACEMENT -            FIRST         SECOND            THIRD            LAST 
 

RATE THE SUPERVISION PROCESS IN TERMS OF: 
 

1.  Style 
 

0        1        2        3        4        5        NA 

2.  Availability 
 

0        1        2        3        4        5        NA 

3.  Responsiveness to your needs 
 

0        1        2        3        4        5        NA 

4.  Capacity to impart expertise and knowledge in the 
area  

 

0        1        2        3        4        5        NA 

5.  Sensitivity and capacity to address personal issues 
that impact on you in the placement 

 

0        1        2        3        4        5        NA 

6.  Capacity to give support and guidance as required 
 

0        1        2        3        4        5        NA 

7.  Ability to give sensitive feedback about problems 
or weaknesses 

 

0        1        2        3        4        5        NA 

8.  Acknowledgment and acceptance of your views 
and approaches to therapy  

 

0        1        2        3        4        5        NA 
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OPPORTUNITIES / EXPECTATIONS OF INTERN’S ROLE  
(e.g. observer, co-therapist with live supervision, therapist with later supervision etc.) 
 
. ____________________________________________________________________________________ 
 
. ____________________________________________________________________________________ 
 
COMMENT ON ASPECTS OF THE PLACEMENT WHICH WERE MOST HELPFUL AND APPRECIATED? 
WHY? 
 
 
 
 
 
 
 
 
 
COMMENT ON ASPECTS WHICH WERE LEAST HELPFUL? WHY? 
 
 
 
 
 
 
 
 
 
OTHER AREAS OR EXPERIENCES YOU WOULD LIKE TO COMMENT ON:  
 
 
 
 
 
 
 
 
 
WHAT ADVICE WOULD YOU GIVE TO OTHER INTERNS COMING INTO THIS PLACEMENT? 
 
 
 
 
 
 
 
 
 
 
 
OTHER COMMENTS: 

 


