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TRAINING POLICIES & PROCEDURES 

Nondiscrimination Policies 

The staff member s of the Sam Housto n State Univer s ity Counseli ng Center are sens itiv e to the diver s ity 
and ric hnes s that are an essential eleme nt of the hu man experien c e. As a staff, we are devo t ed to 
hono r i ng the differ enc es that are repre s ented by gender , ethni cit y, race, sexual orientation, age, 
religi o us beli ef s, social/econo mi c class, outward appearance, bod y size/shape, disability, impairmen t, 
and polit ical ideo lo gy. In additio n, we are com mit ted to confr o n ti ng, in all of th eir various forms, 
prejudi ce, dis cri mi nation, and oppres s i o n. 

Diversity is an impo rtant reality of our daily lives. We value the benef its that come fro m livi ng and 
working in a multi cul tural campus com muni ty. Therefo r e, we endeavor to be accep ting, suppo r ti v e, 
respectf ul, affirming, and open-min ded of tho s e fro m diver s e backgro un ds. Our goal is to li ve out this 
value among s t ours el v es, with our cli en ts, and across the campus commu ni ty. Our aim is for our daily 
interactio ns to hono r the diver s i ty among us.  
 
Preparing Psychologists to Work with a Diverse Public 
The SHSU Counseling Staff fully su ppo r t the traini ng of psycho l o gi s ts who are compete nt to serv e all 
memb er s of the publi c and endo rs e the princi pl es out li ned in Preparing Profes s i o nal Psycho lo g i s ts to 
Serve a Diver s e P ublic, APA’s statemen t develo p ed by th e Education Directo rate’s Working Group and 
appro v ed by APA’s Board of Educational Affairs (BEA). Additio nally, as an agency of the State of Texas 
and arm of gover nment, SHSU must en sur e equal access to all stu dents an d ensure com pliance with the 
Univers i ty ’ s non -discri mi nation stateme nt, spe cif i cally:   

http://www.apa.org/ed/graduate/diversity-preparation.aspx


http://www.natmatch.com/psychint/
https://www.appic.org/
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instruc ti o ns  are available on th e fro nt page of the AAPI Online, as well as instr u ctio ns for each 
separate sec t io n of th e application.  

4. The AAPI Online also in clud es a cover le t ter, 4 essays, a vita, graduate transcripts, and three 
letter s of rec o mmendation.  

5. We fully end o r s e the APPIC policy su m marized in th e follo w ing statemen t: “This inter ns h ip site 
agrees to abide by th e APPIC policy that no pers o n at this traini ng facility will solicit, accep t or 
use any rank -related info r mation fro m any int er n applicant.”  

6. Interns h i p applications are review ed by the Trainin g Directo r, the Counseling Center senio r staff 
memb er s as well current inter ns for pr o fes s i o nal develo pment purpo s es. Applications are 
review ed wi t h attentio n to match bet ween the applicant’s traini ng goals, cli ni cal experie nc es, 
and goals of the in ter ns hi p pro gram.  

7. The Selectio n Commit tee review s appli cants between the seco n d and last week of November. 
8. Zoom inter v i ew s are sch e dul ed for th e firs t thre e we eks of December and firs t weeks of January.  
9. Please note that a backgro und che ck is requir ed for all new emplo y ees.  

 
Internship Duration, Stipend, and Other Benefits 

Interns are in an emplo y m ent at will relations hip wi t h th e Sam Housto n State Univers ity. Salary: The 
inter ns hi p appointme nt pe rio d begi ns early August and ends one calendar year later and carries a 
stipend of $ 35,568 for 12 months. Inter ns receiv e th eir salary in bi-monthl y in c remen ts. Inte rns are full -
time (40 hour s per we ek), benefits -eligi ble univ er s i ty emplo ye es. Interns re ceiv e th e same basic ben ef its 
as other Sam Housto n State Univers ity staff that inclu de healt h ins urance, paid sick leave and vacations, 
univer s i ty holidays (approximately 1 3 days annually), access to fi tn es s cen ter, and use of the library. For 
more info r mation on SHSU staff benef i ts, please visi t https: //www.shsu.edu/dept/hr/ . 
 
Sick Leave. Per univer s ity policy, sick leave of more than three co ns ecut iv e days requir es the emplo ye e 
submit a doct o r ’ s note wh en re tur ni n g to work.  The docto r ’ s note mus t accom pany the emplo yee’ s 
leave repo r t for that pay perio d’ s leave repo r t. Vacation leave is subs ti tu ted for sick leave onl y after all 
available sick leave hours are exhausted. Sick leave cannot subs titu te for vacatio n leave. Sick leave 
entitl eme nt is earned at the rate of eig ht (8) hours for each mont h.  
 
Vacation Leave. Staff emp lo y ees and faculty wit h tw elv e-mont h appoint ments shall be enti tl ed to a 
vacation in each fiscal year witho u t ded uctio n in salary. Such enti t lemen t shall be earned in accordance 
with the follo w i ng sched ul e based on fu ll -time emplo y ment:  
 
Employees wi th Total       

https://www.shsu.edu/dept/hr/
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Flex Time. Flex time is accrued thro ugh sche dul ed ev ening hours, or for outreach pres entations or cris is 
inter v en tio ns that occur after hours. Additio nally, two hours of fle x ti me are earned for each week a 
clini cian is on -call.  
 

Minimum Standards for Successful Completion of the Internship 
 
Interns s hall meet th e foll o w ing standards to suc ces s f ul ly comp l e te the SHSU Counseling Center 
inter ns hi p:  

1. Must mee t th e Minimum Level of Achie vement on all comp ete ncy areas that for m the 
foundation of this inter ns hi p, as descri be d earlier in th is manual. An inter n  meets this standard 
when (on the ir final wri tte n evaluation) the inter n:  

a. Receives a score of 4 ( Competen ce for Entry -Level Practic e)  on each element u nder a 
compe ten cy.  

2. Receives a score of “Pass” on both th e case and assess ment pres en tations.  
3. Completio n of Intern Legacy Project.  
4. Accrued a minimum of 2000 total internship working hours; and  

a. A minimum of 25% (500 hours) of the intern’s total internship hours are in the 
category of direct service. 

b.  Maintains a caseload of appro ximately 16 indiv id ual clien ts.  
c.  Leads or co -leads two gro ups per seme s ter.  
d.  Completes 6 outreach pre s entations (one that is div er s ity related to be dis cus s ed in Self -

Awarenes s Seminar)  
e.  Completes 3 psycho edu cational assess ments durin g the traini ng year. 

 
Upon succ es s f ul com plet io n of the Counseling Center inter ns hi p, interns are pre s ented with certif icates 
docume nti ng the satisfactory comple ti o n of all req u ir emen ts of the doc to ral interns hi p pro gram in 
pro fes s i o nal psycho l o gy. See Append ix F for th e Inte rns hi p Compl eti o n Require ment Trackin g Sheet.  
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with sp ecial cons ideration given to th e uniqu e req uir emen ts and compete ncies requir ed by the in ter n’ s 
pro f es s i o n as detailed in guidance fro m the American Psycho lo gi cal Association and state law.  The 
follo w ing pro cedur es will be ini tiated:  

1. 
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Note: A response to problematic behavior may not follow a certain order but rather the response will be 
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The conte nt of the sche du l e modif i catio n will incl ude:  

1.  a descri pti o n of the in ter n’ s unsatisfacto ry perfo r mance;  
2. 
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fulfilli ng th e func tio ns of the in ter ns hi p. The intern will be info r med of the pr obation in a written 
stateme nt which in clud es:  

a) the sp ecif i c behaviors whic h bro ug ht about the probation.  
b)  the reco m me ndations for recti f y i ng the pro blem.  
c)  the tim e frame for the pr o bation, duri ng whi ch the inter n is expe cted to addre s s the behavior(s) 

in ques tio n to res ume the ir res po ns ibi li ties; and  
d)  w hat the inte r n mus t do to demo ns trate that they have addres s ed the iden ti f ied behavior(s).  

In additio n, probation may also inclu de Schedule Modification. A written statement will be inclu ded to 
des cr ibe th e modif i cation of serv ices. Any number of modif i cation s to an intern ’ s schedul e may be 
imple men ted, inclu di ng, witho ut limi t to:  

a) incr eased su per v i s i o n and instr u cti o n by prev io us l y assigned sup er v i s o r s and/or other staff.  
b)  changes in th e format, emphasis, and/or focus of sup er v i s i o n.  
c)  a recomm en dation of ste ps to assist th e int er n to adequately perf o r m their pro fes s io nal 

respo ns ibiliti es by res o lv i n g iss ues whi c h impact perf o r mance;  
d)  r eco mme ndi ng pers o nal therapy.  
e)  r educi ng the inter n’ s clini cal or other workload; or  
f)  r equi r i ng spe cif i c academi c cours ew o r k or readings.  

 
A copy of the pro bation, with or wi tho u t sch edul e modif i cation, includi ng info r mation re garding the 
lengt h of the modif i cation perio d (if applicable) will be kept in the inter n’ s file and a copy wil l be 
forwarded to the in ter n’ s DCT.  A copy of the Probation statemen t will be inc lu ded in the int er n’ s file 
and a copy fo rwarded to the in ter n’ s DCT and ver bal cons ul tation may take place regarding the inter n’ s 
pro blematic behavior.  

If the Trainin g Directo r in cons ul tation with the primary super v i s o r and Directo r of the Counseli ng 
Center deter mines that there has not been suffi cien t im pro v em en t to remo v e the Probation, the n the 
Training Directo r, in cons u ltation wi th the pri mary super v is o r and Directo r of th e Counseling Center wil l 
cons ider fur t her appro pr iate cours es of actio n. The Training Directo r will notif y the in ter n and the 
Direc to r of th e Counseli ng Center in wri t ing that the conditi o ns for remo v i ng the pro bation have not 
been me t. This notice will inclu de fur the r cours e of actio n de cid ed upo n by the Training Directo r in 
cons ul tation with the primary super v i s o r and Directo r of the Counseli ng Center, whic h may include 
contin uation of the prev io us reme diation effo r ts for an additio nal specif i c time perio d. This notif i cation 
will be in writ ing and saved in the int er n’ s file and a copy will be for warded to th e int er n’ s DCT.  In 
additi o n, the Training Directo r will notif y the in ter n and the inter n’ s DCT if the behavior in qu es tio n is 
not corre cte d, the int er n will not suc ces s f ully com plet e th e in ter ns hip.  

If the in ter n succ es s f ul l y re s po nds to the conc er ns, a written statement that the con cer n was addres s ed 
succes s f ul l y and that the in ter n was retu rned to non -probationary status and a regular sched ul e of 
activities will be attached to the original Probation statemen t in th e int er n’ s file and a copy fo rwarded to 
the inter n’ s DCT. 

Suspension of Direct Service Activities r equi r es a determination that the welfare of th e inter n’ s clien ts 
or cons ultees has bee n jeo pardized by the trainee. Therefo r e, dir ect serv ice activities will be sus pend ed 
for a specif ie d perio d of ti me as deter mined by the Trainin g Directo r in cons ul tation wi th th e int er n’ s 
Directo r of Clinical Trainin g (DCT). The intern and the inter n’ s academic pro gram will be info r med in 
writi ng of th e dec is i o n to inclu de the reason for the sus pens i o n and the le ngt h of the sus p en s i o n. At the 
end of the su s pens i o n peri o d, the Training Directo r in cons ul tation with the int er n’ s primary super v i s o r, 
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If an intern has a complaint against a member of th e Counseli ng Center staff, the int er n sho u ld  
firs t atte mp t to dis cus s the ir conc er n(s) with the staff member inv o lv ed. If this mode of acti o n is  
ins uf f i cien t to res o lv e the situation, the n in ter n may:  

a) s eek cons u l tation and gui dance by bri ng i ng their con c er n to a supe rv i s o r,  
b)  co ns ul t with the Training Directo r if th e concer n is regarding a sup erv is o r,  
c)  o r cons ult wit h th e Directo r of the Counseling Center if the con cer n relates to the Training 

Directo r.  
 
Alternatively, an intern can file a grievance as detailed in the SHSU Dispute Resolutio n and Formal 
Grievanc e Procedur e. See SHSU HR -07 Policy at 
https://www.shsu.edu/intranet/polici es/fino p/human_reso urces/docume nts/HR -
06+Dispute+Resoluti o n+and+Formal+Grievance.pdf . 

Sexual harassment is also pro hibi te d un der univ er s i t y policy. Any inter n who is not able to  reso lv e a 
complaint related to allege d dis cr i mi nation or sexual harassment within th e Cou nseling Center may see k 
advice and assistance thro ugh the Office of Equity & Title IX. Sam Housto n State Univers ity complies 
with Title IX of the Higher Education Amendm ents of 1972 (Title IX), which pro hi bi ts dis cr i mi nation on 
the basis of sex in ed ucational programs or activiti es; Title VII of the Civil Right s Act of 1964 (Title VII), 
which pro hibi ts sex dis cr i m i nation in emplo y ment; and the Campus Sexual Viole nce Elimination Act. 
Sexual misco nduc t, as defi ned in the Univers ity ’ s Sexual Miscondu ct Policy,  con s ti tut es a form of sex 
dis cr i mi nation pro hibi ted by Title IX and Title VII. Information regarding the Texas State Univers i ty 
System Sexual Miscondu ct Policy and Procedur es may be fou nd at:  

http://www.shsu.edu/title i x/SexualMisconduc t.pdf  

Contact Information:  

Natalie Isaac 
Phone: (936) 294-3080 
Thomason Bldg., Suite 302  

Procedures for Complaints Against Counseling Center Staff 

Step I. Discuss the concern with the individual directly involved. The firs t ste p in addres s i ng concer ns 
sho uld in clud e an attempt to res o lv e th e con cer n wit h th e pers o n direct ly invo l v ed. The inte rn may wis h 
to cons ul t wi t h th eir pri mary super v i s o r, or if the primary super v i s o r is th e subj e ct of the con c er n then 
with a seco n dary super v i s o r or the Training Directo r. This firs t ste p in this pro c es s is cons is t ent with th e 
APA ethi cal guidelin es con cer nin g info r mal grievance pro ce dur es. When discu s s ing the con cer n with th e 
pers o n  dire ct ly invo lv ed is not pos s ible or the conc er n pers i s ts after attemp ts at info rmal reso luti o n, 
then th e in te r n sho uld pro ceed to the seco nd step.  

Step II. Provide a written description of the complaint (concern) to the primary supervisor. Th e written 
c omplaint sh o uld spe cif y in objec tiv e, behavioral ter ms th e natur e of th e probl em. Date and 
appro ximate times of alleg ed pro ble matic behavior may also be hel pf ul. Finally, the writ ten statemen t 
sho uld in clud e a des criptio n of prev io us attem pts to res o lv e the pr oblem.  

Within five (5) working days, the primary super v is o r will pro v ide written notif i cation to the pers o n (or 
pers o ns) with who m the co mplaint exis t s. Along wi th the notif i cation, the pers o n griev e d against will 
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Should the in ter n disagree with th e assess ment of perfo r mance or decis i o n of the Directo r of the 
Counseling Center or Training Directo r, the in ter n may initiate a Grievance und er th e SHSU Dispute 
Resolutio n and Formal Grievance Proced ur e, Human Resources Policy HR -07.   

Maintenance of Records 
 

An educational reco rd of inter n traini n g exper ien ces is retained by the pro gram. This reco r d will contain, 
at minimu m:  

�x Acceptance Letter  
�x MOU Supervi s i o n Agreem ent  
�x Learning Goals Contract  
�x Intern S elf-Assess ment  
�x Proof of Liability Ins urance  
�x Formal Evaluations  
�x Correspo ndence with in te r n’ s Directo r of Clinical Training  
�x Copies for formal case pres entations and evaluations  
�x Copies of oth er pres en tations and evaluations as rel evant  
�x Documen tation of hours complete d dur ing inter ns hi p  
�x Documen tation of Remediation Plans and Outcomes (if exe cu ted)  
�x Copy of Certif icate of com p letio n  
�x Copies of lice ns ing materials or other fo rms comp let ed on behalf of the inter n  
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