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Important Reminders for Students Beginning Practicum 
 
1. You will need 500 client contact hours to graduate, of which at least 250 must be 

relational hours.  Relational hours include time with any relational dyad (couple, parent-child, 
siblings, etc).  Seeing one child by himself/herself is not relational.  Group therapy hours do 
not count as relational hours unless the group happens to be couples or family group therapy.  
You also need 100 hours of supervision to graduate.  However, this should be no problem since 
the amount of supervision you receive from your site and Practicum far exceeds the 100 hours 
you are required to have. 

2. To obtain the 500 client contact hours, you will need to average 10 client hours a week over a 
12-month period (50 weeks x 10 client contact hours per week = 500).  Although it is natural to 
want to ease into your clinical work as slowly as possible, you need to build up your caseload 
as quickly as possible (e.g. within a month’s time) to avoid falling too far behind.  The longer it 
takes you to build up your caseload in the beginning, the heavier your caseload will need to be 
in the last few months, in order to make up for lost time. 

3. When building up your caseload, you will need to take into account cancellations and no-shows.  
For example, a therapist who wants 10 hours a week should probably schedule 12-13 hours of 
therapy a week, since cancellations and no- shows will likely reduce the actual number of 
therapy hours to about 10. 

4. Likewise, you will need to average at least five relational hours a week in order to obtain 250 
relational hours within a year’s time.  Just as with your overall caseload, you need to get your 
caseload up to at least five relational hours per week as quickly as possible.  In the past, some 
students have gotten their overall caseloads up quickly, but did not get at least five relational 
hours a week early on.  Many of these students were delayed in graduating because they did not 
have the necessary 250 relational hours, even though they already had more than 500 hours.  
Therefore, pay attention to both your overall number of client contact hours and number of 
relational hours. 

5. If you find it difficult to obtain relational hours at your site, there are several options you can 
explore.  First, you may consider doing co-therapy with another therapist who has a family or 
couple.  This has worked extremely well at sites that have fewer relational cases.  Second, you 
may want to consider having one and a half hour sessions with relational cases, instead of the 
typical one-hour session.  Third, when doing work with individual clients, you may want to 
explore the option of inviting into therapy individuals who are significant to the client’s life.  
For example, an adult client might be encouraged to invite his or her parents in for a session or 
two.  Although this strategy is not appropriate for all cases, there are many situations in which 
it is therapeutically helpful for the therapist to have access to other parts of the client’s system. 

6. Students who do not complete at least 400 client contact hours or 200 relational hours after 
three semesters of Practicum will be required to enroll in a one-unit Practicum Extension 
course (MFTS 598).  Students in MFTS 598 are required to participate in group supervision, 
but are not required to attend the didactic portion of Practicum or to do the individual 
supervision.  

7. The BBS states that the ratio of supervision to clinical hours must be 1 to 5 for trainees.  One 
hour of individual supervision counts as one hour towards the 1 to 5 ratio, while two hours of 
group supervision is needed to count as one hour towards the 1 to 5 ratio.  Each of the sites 
should be providing you with enough weekly supervision to cover an average of 10 client hours 
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a week.  Assuming you get supervision weekly, this will be enough to cover the 500 hours you 
are required to obtain.  If you anticipate obtaining more than 500 hours from your site, then you 
will need to negotiate with your site to obtain additional supervision to cover your hours above 
and beyond the 500.  Since some of the sites may be unwilling or unable to provide additional 
supervision, this needs to be negotiated beforehand so you do not risk losing hours. 

 
Reminder:  The BBS allows trainees to count a maximum of 750 hours of client contact hours and 
supervision toward licensure.  Most students will gain around 700 hours in Practicum based on 500 
client contact hours and approximately 200 supervision hours.  Therefore, students have little incentive 
to go substantially beyond the 500 clinical hours in terms of counting hours toward licensure. 
 
8. Have each of your site supervisors fill out the Supervisor Responsibility Statement.  Keep the 

original for your files, but turn in a copy to the MFT Executive Program Assistant (Clare 
Crierie) for your program file. 

  
9. Be sure that you obtain your malpractice liability insurance as soon as possible.  You are 

required to have this if you are in Practicum. 
 
10. Be sure to turn in both your AAMFT and BBS forms on the 1st Monday of each   

month. 
 
11. If problems arise at your site, try to resolve them with your supervisor first.  If you feel that is 

not successful, then talk to your site liaison about your concerns.  The sooner a problem is 
brought to our attention, the easier it will be to resolve it.  For example, do not let us know 10 
months into your Practicum experience that you are having difficulty getting your hours at your 
site. 

 
NOTE:  These important reminders are intended to highlight some of the key issues discussed in the 
Practicum Handbook, but it does not include an exhaustive coverage of all your responsibilities.  You 
should read the entire Practicum Handbook and be familiar with its contents. 
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INTRODUCTION 
 
This document is designed to introduce students in the MFT program at USD to the expectations and 
requirements of the clinical practicum/traineeship portion of their master's level training in couples and 
family therapy. 
 
Description of Practicum Experience  

 
The purpose of the practicum experience is to: 1) complement the academic coursework and; 2) 

prepare the student for professional practice after graduation.  Throughout their practicum experiences, 
students will have the opportunity to integrate clinical and non-clinical knowledge and to acquire the 
clinical and ethical decision- making skills necessary for their professional lives as therapists.  Students 
are expected to observe the legal and ethical codes defined by the applicable state and national boards 
and professional organizations (e.g., BBS, AAMFT, and CAMFT). 
 

The clinical practicum experience at USD follows the guidelines established by the 
Commission on Accreditation for Marriage and Family Therapy Education (the “COAMFTE”) (see 
Exhibit A to the Practicum Site Agreement attached to this handbook as Appendix B).  In order to 
enroll in the practicum series (MFTS 595, MFTS 596, and MFTS 597) students must have completed 
the following requirements: 
 

a. Completed the program’s prerequisite courses. 
 

b. Completed a minimum of 27 academic units that count toward the degree requirements of the 
master's level MFT program.   

c. Received clearance from their academic advisor and the faculty to enroll in the practicum series. 
 

d. Signed a contract for a traineeship with the practicum site, if required by the site. 
 

e. Obtained professional liability insurance. 
 
 Practicum consists of a 12-month, continuous enrollment in the practicum series (MFTS 595, 
MFTS 596, MFT 597).  Students may enroll in practicum with the approval of their academic advisor 
in either Summer or Fall term.  Regardless of when they begin, students should enroll in MFTS 595 
during their first term of practicum.  MFTS 596 and MFTS 597 should be taken during the second and 
third terms respectively.  Students must be clinically active at their practicum site throughout the 12 
months they are enrolled in practicum. 
 
 

Although the currently approved practicum sites have been selected, in part, to provide students 
an opportunity to gravitate toward an area of special interest, students are encouraged to gain the most 
diverse base of experience possible within the constraints of their practicum placement.  The emphasis 
during the traineeship should be on working with the relational dynamics of couples and families.  
Attempts will be made to teach clinical skills so they are readily transferable to other situations and 
populations. 
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Clinical Contact Hours Requirements 
 
 During their practicum experience, students must gain a minimum of 500 direct/face-to-face 
client contact hours.  Two hundred and fifty of these hours must be with couples, families or other 
relational dyads (two or more people with a preexisting relationship) physically present in the therapy 
room (these hours are recorded as relational).  (Note:  Group therapy hours do not count as relational 
hours unless it is a couples or family group.)  (See Appendix C) 
 
 Direct client contact can be counted only when face-to-face (therapist and client) therapeutic 
meetings occur.  Direct client contact may be counted under the following conditions:  1) A single 
therapist meets with the clients in therapy; 2) Co-therapists meet with the clients in therapy.  In order 
to be considered a co-therapist, the trainee must be actively, continually, and regularly involved in the 
direct provision of treatment.  This means that both therapists will be in the therapy room for every 
session throughout the course of treatment. 
 
 The following activities cannot be counted as direct client contact: telephone contact or 
counseling, case planning, observation of live or videotaped therapy, record keeping, travel, 
administrative activities, consultation with community members or professionals, supervision, and 
assessments that are clerical (not therapeutic) in nature. 
 
Tips for completing the clinical contact hours requirements. 
 

a. To get the 500 client contact hours, a student must average ten hours of client contact each 
week of the twelve-month traineeship.  Although it is natural to want to ease into clinical work, 
students need to get their caseloads up as quickly as possible (e.g., within one month) to avoid 
falling too far behind.  The longer it takes to build up a caseload, the heavier the caseload will 
need to be later on to average 10 hours a week.   

 
b. Students should take into consideration cancellations and no-shows when setting their 

caseloads.  For example, a therapist who wants 10 hours a week should probably schedule 12 to 
13 hours a week. 

 
c. Students will need to average five relational hours a week to obtain 250 hours during the 

twelve-month traineeship.  It is recommended that students get up to a caseload of at least five 
relational cases a week as soon as possible.  (Note:  In the past some students have gotten their 
overall caseloads up quickly, but did not get at least five relational hours a week during the first 
few months.  Many of these students were delayed in graduating because they had not met the 
relational hour requirement). 
 

d. Students who find it difficult to get relational hours may attempt the following.  1) Do co-
therapy with therapists who are seeing couples and families.  2) Conduct one and one half hour 
sessions with relational cases.  3) When working with individuals, explore inviting significant 
others into therapy who play a role in the problem or who may play a role in the solution  to the 
problem.  
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Supervision Hours Requirements 
 
 Supervision at the site will be provided by an AAMFT Approved Supervisor, Supervisor-in-
Training, or the equivalent as determined by COAMFTE.  On-site supervision will primarily consist of 
live and videotape/audiotape formats.  For graduation, students must acquire a minimum of 100 hours 
of supervision during the 12 month traineeship, of which at least half (50 hours) must be supervision 
using raw data (video, audio, live).  Unless otherwise specified, on-site supervisors will provide a 
minimum of one hour of individual and two hours of group supervision each week.  Between the 
supervision you receive at your site and through the faculty during Practicum, you will receive 
supervision that far exceeds the 100 hours of supervision required for graduation. 
  
 To apply clinical contact hours toward California licensure, the BBS requires that an average 
ratio of supervision to clinical hours must be 1 to 5.  (Formula: 1 hour individual supervision is 
equivalent to 1 hour of supervision; 2 hours of group supervision is equivalent to 1 hour of 
supervision).  Using BBS standards, on-site supervisors will provide enough supervision to cover an 
average of 10 client contact hours a week.  Assuming weekly on-site supervision, students will receive 
enough supervision to cover 500 hours of clinical contact.  (Note: If you anticipate obtaining more than 
500 client contact hours, you need to negotiate with your site for additional supervision.  Keep in mind 
that the BBS allows trainees to count a maximum of 750 hours of client contact and supervision 
toward licensure.  Students will gain approximately 700 hours (client contact + supervision) during 
their practicum). 
 
Special Circumstances in Counting Client Contact and Supervision Hours 
 
 There are some situations which may result in confusion about how direct client contact and 
supervision hours can be counted.  The following standards taken from the COAMFTE accreditation 
manual are provided here to clear up confusion that may result in counting hours: 
 
• If a student is simultaneously being supervised and having direct clinical contact, the time is 
counted as both supervision time and direct clinical  contact time. 
 
• Even if additional students are present when a supervisor is conducting live supervision, the 
therapist in the room with the client may count the time as individual supervision. 
 
 Students observing someone else’s clinical work may receive credit for group supervision 
provided that (1) at least one supervisor is present with the students, (2) there are no more than six 
students altogether, and (3) the supervisory experience involves an interactional process between the 
therapist(s), the observing students, and the supervisor.  
 
What to Expect in Supervision 
 
 Supervision is conducted by experienced clinicians who are either AAMFT Approved 
Supervisors or the equivalent.  Supervision is designed to help students learn the clinical skills they 
need to function as effective marriage and family therapists.  This is done by observing the student 
conduct clinical work through live observation and videotaped formats, and by discussing clinical 
issues with the student.   
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 It is not uncommon for personal issues to become prominent for students as they begin 
conducting therapy.  Personal issues impacting the provision of treatment may also be addressed in 
supervision.  However, supervision is not psychotherapy.  Supervision should always focus on students’ 
clinical work and any didactic or personal issues raised in supervision should be connected to how they 
are playing out in the therapist’s clinical work. 
 
Professionalism 
 

 Students are expected to participate in all aspects of the clinical environment of their practicum 
site.  This includes, but is not limited to, active involvement in the delivery of therapeutic services, 
case staffing, treatment team meetings, staff meetings, in-service training, and supervision.   
 
The Practicum Course 
 

 Students enrolled in practicum (MFTS 595P, 596P, and 597P) are required to attend the 
practicum class (one hour) and supervision (two hours) every Monday from 1:00 to 4:00 during the 
regular term (12:30 to 4:00 during the summer).  This experience consists of both an instructional and 
supervisory component.  Students are expected to fully participate in all aspects of this experience.  
(Please insert as Appendix A the syllabus you received for your current practicum class term.) 
 
 Students receive supervision from a USD faculty member in addition to on-site supervision.  
Two hours of group supervision each week are provided during the regular term.  Your USD 
supervisor will also conduct both live and videotaped individual supervision. 
 
Completing the Clinical Hours Beyond the Regular 12-Month Practicum 
 

 Although most students complete the 500/250 clinical hour requirement within the regular 12-
month practicum experience, circumstances may require that some students take longer than 12 months 
to complete their practicum requirements.  All students who do not complete either the 500 clinical 
contact hour or the 250 relational contact hour requirement, or any other practicum-related requirement, 
by the last day of their third semester/term of Practicum will receive the grade of Incomplete for MFTS 
597P.  Students who receive an Incomplete will have up to 10 weeks into the semester following their 
third practicum course to complete the 500/250 clinical contact hour requirement (as per the standard 
University policy on Incompletes). 
 

 Students who do not have at least 400 direct client contact hours or 200 relational hours at the 
end of the third semester of Practicum are required to register for MFTS 598P Practicum Extension.  
This is a one-unit course designed to allow students needing to complete a substantial number of 
clinical contact hours the opportunity to continue to receive faculty supervision and administrative 
support during the semester in which they complete their practicum requirements.  Students registering 
for MFTS 598P will receive group supervision during the regularly scheduled group supervision time.  
They are not required to attend the one-hour didactic portion of practicum nor are they required to 
receive individual supervision from their USD faculty supervisor. 
 

Students who anticipate needing longer than 12 months to complete their clinical hour 
requirements must negotiate arrangements for completing this requirement with their practicum site.  
The MFT program regularly uses the same practicum sites, so your ability to stay at a site for longer 
than 12 months may be limited by commitments that sites make to new practicum students.  Students 
needing to complete clinical hours should begin making arrangements with their sites for doing this as 
soon as possible.   
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REPORTING OF CLINICAL HOURS POLICIES 
 
By Semester: 
 
 Students must turn in all required forms by the last practicum meeting to receive a pass/fail 
grade for that semester.  Failure to turn in all required forms by the last day of practicum will result in 
the grade of Incomplete.  This includes all monthly AAMFT and BBS forms and supervisor and 
trainee evaluation forms (see Appendix D for the appropriate forms and deadlines).  Following 
standard University policy, a grade of Incomplete will automatically be changed to the grade of Fail 
within 10 weeks if any required form has not been turned in by that time. 
 
By Twelve-Month Clinical Experience: 
 
 Students will not be allowed to graduate unless completion of the clinical contact hour and 
supervision hour requirements have been documented appropriately (see Appendix D for the 
appropriate forms and deadlines).  Students who have not completed the requirements by the last day 
of their third semester of practicum will receive the grade of Incomplete and will not receive their 
graduation certificate nor program certification until appropriate documentation of the completed hour 
requirements have been received. 
 
NOTE:  Appendix E contains detailed information on how to fill out the AAMFT and BBS forms. 
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ROLES AND EXPECTATIONS 
 

The Student 
 
Success of the clinical practicum/traineeship will be primarily determined by the active involvement of 
the student.  Although both MFT program faculty and on-site supervisors are responsible for 
structuring the educational and experiential learning that goes on during practicum, the student is 
responsible to make sure that all her/his requirements are met and that all the clinical and supervision 
experiences she/he needs are obtained.  
 
The responsibilities of the student are to: 
 
*Possess and demonstrate personal and professional integrity, including but not limited to compliance 
with the AAMFT Code of Ethics. 
 
*Ensure that clinical hour and supervisory hour requirements are being met. 
 
*Keep a personal log of the number of clinical and supervision hours obtained. 
 
*Ensure that all forms and reports are turned in on time (see Appendices C and D). 
 
*Communicate any issues of concern that are directly relevant to the practicum site (e.g., clinical hours, 
support, space, client population) to the on-site supervisor. 
 
*Regularly inform the on-site clinical supervisor about the status and progress of all her/his clients. 
 
*Regularly inform the MFT program faculty of her/his experiences at the practicum site. 
 
*Promptly communicate concerns about the practicum site or supervision to MFT program faculty. 
 
*Videotape sessions for raw data supervision and make these a part of regular supervision experiences. 
 
*Schedule live and individual supervision sessions with the MFT faculty supervisor. 
 
*Actively participate in all aspects of the clinical environment of the practicum site. 
 
*Observe codes of professional behavior, e.g., appropriate dress, language, relationships, punctuality. 
 
*Come prepared to all required on-site and practicum meetings. 
 
*Maintain Professional Liability Insurance at the rate of coverage expected by the practicum site. 
 
MFT Program Faculty 
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The USD faculty is responsible for ensuring that the experiences a student obtains during practicum 
are in agreement with the goals, objectives and requirements set by the University, the program, and 
the accrediting organizations that the University and the program have consulted.  The MFT faculty is 
expected to approve the practicum site and provide instruction, consultation, supervision, and 
evaluation in collaboration with the student and the site supervisor.  The MFT faculty will attempt to 
enable the integration of coursework and field experience by providing linkages between conceptual 
and applied learning.   
 
The responsibilities of the MFT faculty are to: 
 
*Possess personal and professional integrity, including but not limited to compliance with the AAMFT 
Code of Ethics. 
 
*Assess prospective practicum sites according to established criteria and standards. 
 
*Provide clear expectations to both students and on-site supervisors about the practicum and 
traineeship experience. 
 
*Provide easily understandable procedures and guidelines for meeting practicum and traineeship 
expectations. 
 
*Provide originals of all forms and structured reports along with dates for completion to both the 
students and the on-site supervisors. 
 
*Monitor the quality of the placement experience, working with the student and site supervisor to solve 
problems as they arise. 
 
*Provide necessary personal and administrative support to the student. 
 
*Provide, to the student, relevant information, skills training, and assistance in therapeutic planning, 
case management and case conferencing as needed. 
 
*Actively involve the student and the site supervisor in evaluation of the student's progress. 
 
The Practicum Site 
 
The practicum site is the field placement at which the student will accrue clinical and supervision 
hours as part of the practicum experience.  An administrator or supervisor at the practicum site has 
signed an agreement with the MFT program faculty, which describes in detail their expectations (see 
Appendix B).  The practicum site will provide the student with all the clinical and supervision hours 
necessary for graduation from the USD MFT program.  On-site supervision will be provided by a 
clinician who is approved by the MFT faculty.  The on-site supervisor will have been licensed for more 
than two years as a Marriage and Family Therapist, Clinical Social Worker, Psychologist, or Board 
Certified Psychiatrist and be an AAMFT Approved Supervisor, AAMFT Supervisor-in-Training, or its 
equivalent as designated in the accreditation standards.   
 
The responsibilities of the practicum site and/or on-site supervisor are to: 
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*Possess personal and professional integrity, including but not limited to compliance with the AAMFT 
Code of Ethics. 
 
*Sign a Practicum Site Agreement (see Appendix B) before trainees are placed at the agency. 
 
*Develop specific learning experiences within the agency setting that will make possible the 
achievement of goals and objectives required of MFT trainees, both in general and specific to USD's 
program. 
 
*Provide an orientation to the agency for the student. 
 
*Provide the student with a sufficient client load that she/he will be able to accrue 500 clinical contact 
hours within the 12 months of her/his practicum enrollment. 
 
*Provide the student with the opportunity to accrue 250 relational client contact hours within the 12 
months of her/his practicum enrollment. 
 
*Provide the student with a minimum of one hour of individual and two hours of group supervision 
each week. 
 
*Conduct both live and videotape supervision. 
 
*Maintain primary responsibility for the student's clinical work and the progress or lack thereof of 
specific clients.  
 
*Sign off on all hours of experience. 
 
*Facilitate the student's efforts to meet practicum requirements including videotaping, case 
presentations, record keeping, and evaluation. 
 
*Ensure that the agency meets all the MFT program's quality standards. 
 
*Ensure that the students have necessary resources to meet agency and supervision requirements (e.g., 
work space, telephone, clerical support, videotaping equipment). 
 
*Treat each trainee with respect, dignity and professionalism. 
 
*Evaluate student progress on an on-going basis, promptly communicating to the students and the 
MFT faculty any problems or concerns. 
 
*Facilitate the student's participation in staff meetings, in-service trainings and out-of-agency 
workshops and trainings.  (The on-site supervisor must approve all workshops that the student will use 
as hours of experience for licensure.) 
 
*Ensure that all forms and reports to be filled out by the agency representative or supervisor are turned 
in on time. 
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FACULTY LIAISONS AND GRIEVANCE POLICY 
 
 An MFT faculty member acts as liaison and student advocate for each practicum site.  Below is 
an alphabetical listing of current practicum sites with the names of the corresponding faculty liaisons. 
 
Practicum Site             MFT Faculty Liaison 
 
Catholic Charities       Lee Williams 
 
Children's Outpatient Psychiatric Services (all sites)   Ana Estrada 
 
Department of Veteran Affairs     Lee Williams 
 
Harmonium        Ana Estrada 
 
Phoenix House       Todd Edwards 
 
San Diego Hospice & Palliative Care     Lee Williams 
 
St. Vincent De Paul Village      Todd Edwards 
 
UCSD Family Medicine      Jo Ellen Patterson 
 
UCSD Outpatient Psychiatric Services (“Gifford” Clinic)  Jo Ellen Patterson 
 
 

If you have concerns about your practicum site and its operation, the on-site supervision, or how you 
are being treated as a trainee, you should first attempt to address these concerns with your on site-
supervisor and/or site administrator.  If, after talking with the on site-supervisor and/or administrator, 
your concerns have not been addressed satisfactorily, you should discuss your concerns with the MFT 
faculty member acting as liaison for your practicum site.  The faculty liaison will work with you to 
determine a course of action for addressing your concerns.  Generally, the sooner the problem is 
brought to the attention of the MFT faculty, the easier it is to resolve it.  It is difficult, for example, to 
resolve a difficulty in accruing clinical hours if the faculty first learns of this difficulty 10 months into 
the clinical experience. 



 

 
 

 

 

 

 

APPENDIX A 

 
PRACTICUM SYLLABUS  

 
Insert your syllabus for your current practicum 

class term here. 
NOTE:  Students will be given an updated syllabus at the beginning of each 

semester.



 

UNIVERSITY OF SAN DIEGO 
SCHOOL OF LEADERSHIP AND EDUCATION SCIENCES 

MFTS 595/596:  Practicum in MFT  
Fall 2011 

 
INSTRUCTORS/SUPERVISORS:    
Larry Chamow, Ph.D. 
Todd Edwards, Ph.D. 
Ana Estrada, Ph.D. 
Jo Ellen Patterson, Ph.D. 
Lee Williams, Ph.D. 
   
COURSE DESCRIPTION: 
In the didactic portion of the course, issues relevant to the beginning clinician are addressed 
including refinement of interviewing skills and the application of treatments to specific 
problems.   Students also receive group supervision and individual supervision based on 
videotaping and live observation of their clinical work. 
 
REQUIRED TEXT: 
Patterson, J., Williams, L., Edwards, T., Chamow, L., & Grauf-Grounds, C., (2009). Essential 
Skills in Family Therapy (2nd edition).  New York: Guilford. 
 
COURSE ASSIGNMENTS: 
 

1. Read the required readings so that you are prepared to actively participate in class 
discussions. 

 
2. Group Supervision.   

Practicum students are divided into small groups for group supervision (see 
Appendix A for group assignments).  Each student will give 2 case presentations to 
his or her supervision group.  Each case presentation will be accompanied by a 
case write-up (see Appendix B) and a videotaped clinical session with the client/s.  
At least one of the videotapes must be a session with a couple or family.   
 
Important Reminder:  Don't wait until the last minute to create your videotapes.  
Start early so you have some "extras" in case a client refuses to be taped at the 
last minute. 

 
3. Commentaries. 

Each student will write a commentary on the clinical work of 2 different classmates.  
One week prior to the case presentation, the student scheduled to present will give 
a videotaped session to the assigned classmate.  The classmate will watch the 
session and write a commentary on what he or she observed.  This commentary 
will be given to all group members.  During your first group meeting, your group 
supervisor will describe the structure of the commentary in more detail. 
 

4. Individual Supervision.   



 

Each student will meet three times with a USD supervisor for individual supervision.  
Two supervisions will take place at USD and will include the review of a videotaped 
clinical session.  One supervision will be live at the student’s practicum site.  At 
least one of these supervisions must be a session with a couple or family.  These 
supervisions should be scheduled with your USD supervisor (may be the same or 
different than your group supervisor). 

 
5. Self-of-the-Therapist Presentation.   

Each student will give a presentation to their supervision group touching on the 
personal aspects of being a family therapist.  This presentation will be described in 
more detail by your group supervisor. 
 

6. Literature Review 
Choose a client/family and her/their presenting problem and write a 3-4 page 
review of 3 journal articles or 1 book related to that presenting problem.  For 
example, you want to learn more about family-oriented treatment for ADHD, so you 
decide to review the book Family Therapy for ADHD by C. Everett and S. Everett-
Volgy. 
 

7. Final Exam.   
A take home exam will be distributed on November 28 and is due on December 
12.  

 
ATTENDANCE IN CLASS: 
If you are going to be absent from the didactic presentation and/or group supervision, please 
notify your group supervisor.  Two absences (didactic or group supervision) will result in the 
student needing to complete an additional literature review.  More than two absences could 
result in a failing grade in the course.  Attendance will be kept for both the didactic and group 
supervision meetings.  
 
ATTENDANCE IN SUPERVISION: 
Individual supervisions will be scheduled at a time convenient to you and your individual 
supervisor.  If you cannot attend a scheduled appointment with your individual supervisor, 
please contact him or her 24 hours in advance.  If you do not give 24 hours notice 2 or 
more times, you will need to complete an additional literature review. 
 
COURSE EVALUATION: 
Practicum in MFT is a Pass/Fail course.  If you complete all of the course requirements and 
follow the attendance policy stated above, you will receive a Pass in the course. 
 
 
 
 
 
 
 
 
 
 
TENTATIVE SCHEDULE OF DISCUSSION TOPICS: 



 

 
SEPTEMBER 12 Introduction (all students) and Practicum Orientation (new 

students)  - T. Edwards  
 
SEPTEMBER 19 Therapist Development – L. Williams   
 Reading:  Chapter 1 
 
SEPTEMBER 26 Initial Interview – L. Williams 
 Reading:  Chapters 2 & 3 
 
OCTOBER 3 Initial Assessment:  Individual/Biological Issues – J. Patterson  
 Readings: Chapters 4 & 9 
 
OCTOBER 10 Developing a Treatment Focus – T. Edwards 
 Reading:  Chapter 5 
 
OCTOBER 17 Beginning Treatment with Couples – L. Chamow    
 Readings:  Chapters 3 & 8   
 
OCTOBER 24 Basic Treatment Skills – A. Estrada    
 Reading:  Chapter 6 
 
OCTOBER 31 Evidenced Based Practice: Doing a Literature Search – J. Patterson 
 Reading:  Chapter 10 (pages 225-229 only)  
    
NOVEMBER 7 TBA – Moises Baron 
 
NOVEMBER 14 Countertransference – L. Chamow 
 Reading:  Chapter 10 
 
NOVEMBER 21 Working w/Families & Children I – A. Estrada  
 Reading:  Chapter 7  
  
NOVEMBER 28 Working w/ Families & Children II – A. Estrada  
  Take Home Final Distributed 
 
DECEMBER 5 Roundtable Discussions – All faculty   
 
DECEMBER 12 ***BEGINS AT 12:30*** 
 Comprehensive Exam Workshop – T. Edwards, J. Patterson, &  
 L. Williams     
 Take Home Final Due 
 

 
Appendix B 

 
Written Case Presentation Format 
 



 

Section I - Presenting Problems and Contract 
1. What are the presenting problems and/or symptoms? 
2. What do the clients want from therapy? 
 
Section II - Background and History 
1. Attach a genogram of the system. 
2. Who are you seeing in therapy, and what is your rationale for who is (or is not) coming 

to therapy? 
3. What is important to know about the past (including previous therapy) to understand 

what is happening today? 
4. Is anyone currently taking medication?  If yes, name the medication and the reason 

why it is being prescribed. 
5. What role do other social systems (e.g., schools, work, medical, legal, CPS, etc.) have 

in the case? 
 
Section III - Clinical Hypotheses and Treatment 
1. What are your hypotheses about the presenting problem? 
2. Describe conceptually what you believe are the key issues or dynamics for this case.  

Include what your treatment goals are for the case (connect this to a theoretical model). 
3. Briefly outline what you have done to date regarding treatment (connect this to a 

theoretical model). 
4. What DSM-IV diagnosis would you give (multiaxial)? 
5. How do contextual variables (e.g., gender, culture, SES, race/ethnicity, etc.) impact 

the assessment, treatment, or therapeutic relationship in this case? 
 
Section IV - Therapist 
1. What are your personal reactions to the clients?  Anyone you particularly like or 

dislike? 
2. How do you feel during the session (bored, frustrated, nervous, etc.)? 
3. Are there any counter-transference issues that might be going on? 
 
Section V - Presentation 
1. What should we look for in the videotape? 
2. What do you like about your work on this tape? 
3. What would you like the group to help you with (please be specific)? 
 

 
 

 
 



 

 

 
 
 
 
 
 

APPENDIX B 

 
PRACTICUM SITE AGREEMENT 

 
Practicum Site Agreement  

This attachment contains a copy of the Practicum Site Agreement. An original of this document 
was signed by a representative of each off-campus placement that we are currently using as part of the 
practicum experience in the MET program. A copy of the document is included here so you can 
become familiar with the terms and conditions of the agreement between the off-campus practicum site 
and the MFT program. 



 

PRACTICUM SITE AGREEMENT  
 
The University of San Diego Marital and Family Therapy Program (“USD”) places student trainees (“Trainees”) 
in community sites (“Practicum Sites”) that satisfy criteria set forth below. As consideration for receiving USD 
Trainees, the undersigned Practicum Site agrees to satisfy all requirements set forth below for all USD Trainees 
that it employs.  

1. Licensing:  All Practicum Sites must be chartered or licensed by the appropriate state authority, if 
applicable, and must have been in operation for at least two full years. The agency must have a 
governing board that includes representation reflecting public interest. Upon request by USD, each 
Practicum Site shall provide US]) with documentation evidencing the foregoing.  

2. Minimum Client Contact Hours:  All Practicum Sites shall provide case loads to its Trainees that are 
sufficient for its Trainees to accrue, within a twelve-month period, a minimum of 500 direct (face-to-
face) client contact hours, of which at least 250 must be with couples and/or families in the therapy 
room (see the AAMFT 400 series Standards in Exhibit A). The Practicum Sites acknowledge that, in 
order to satisfy the 500-hour requirement, its Trainees must accrue an average of ten hours per week of 
direct client contact, including five hours of relational client contact per week. (See Standard 151.01 in 
Exhibit A for a list of activities that cannot be counted as direct client contact).  

3. Supervision Requirements:  All Practicum Sites shall satisfy the AAMFT requirements for supervision 
set forth in Exhibit A (see Sections 152 and 410). Such requirements include, but are not limited to, the 
following:  

a. Minimum Hours:  A minimum of 100 hours of supervision must be provided to each Trainee 
at the Practicum Site. The ratio of supervision hours to treatment hours must not be less than 
one supervision hour for every five client contact hours. (Note: The California Board of 
Behavioral Sciences (“BBS”) specifies that two hours of group supervision (two or more 
supervisees) is equivalent to one hour of individual supervision, thus only accounting for five 
hours of client contact). One hour of individual (one-on-one) supervision must be provided 
during each week of the practicum experience. Group supervision consists of one supervisor 
with six or fewer Trainees. 

b. Video Tape/Live Supervision:  A minimum of 50 supervision hours must be raw data 
supervision (e.g., video tape or live supervision).  

c. Approved Supervisors:  All supervisors providing supervision to trainees at the Practicum Site 
must be AAMFT Approved Supervisors, AAMFT Approved Supervisor Candidates, or meet 
the equivalency standards (see Exhibit B). All supervisors at the Practicum Site must also 
satisfy supervisory requirements imposed by the BBS for the supervision of Trainees. Such 
BBS requirements include, without limitation, the requirement that all supervisors must be in 
good standing and licensed for a minimum of two years.  

4. Term of Clinical Experience:  All Practicum Sites shall satisfy the AAMFT requirements for clinical 
facilities set forth in Exhibit A (see Standards 160.03-160.07). Such requirements include, without 
limitation, providing a continuous 12-month clinical experience in marital and family therapy at the 
Practicum Site.  

5. Facilities:  All Practicum Sites shall provide and maintain facilities and equipment that are adequate for 
Trainees to carry out their designated responsibilities.  

6. Evaluations: 



 

a. Evaluations of Practicum Sites:  All Practicum Sites shall cooperate  
with USD in order to obtain Trainee evaluations of both the  
Practicum Site and the quality of the supervision available at the  
Practicum Site. USD shall provide the appropriate forms in the  
USD MET Practicum Handbook.  

b. Evaluation of Trainees:  All Practicum Sites shall provide to USD written progress reports and 
evaluations of the performance of the Trainees. Such evaluations shall be provided at the end of 
each academic semester prior to the following dates: January 15, June 15 and September 15. 
USD shall provide the appropriate forms in the USD MET Supervision Handbook. 

7. Liability Insurance:  All Practicum Sites shall provide to USD documentation of liability insurance for 
the Trainees that they employ. (Trainees will receive information regarding their responsibility for 
personal liability insurance at the beginning of each practicum year.)  

8. Records:  The Practicum Sites acknowledge that Trainees are required to maintain accurate records of 
all client contact and supervision hours accrued during their practicum experiences. All Practicum Sites 
agree to cooperate with Trainees as necessary to assist Trainees with maintaining appropriate records, 
including without limitation, ensuring that supervisors provide needed signatures for records.  

9. Policies and Procedures:  All Practicum Sites shall establish and maintain procedures for providing 
Trainees with an appropriate orientation to the policies and procedures of the Practicum Site. Such 
policies and procedures shall be in writing and shall include, without limitation, procedures for handling 
grievances and policies prohibiting discrimination on the basis of race, ethnicity, religion and gender. 
Upon request from USD, each Practicum Site shall provide a copy of its policies and procedures to USD.  
 

The Practicum Site agrees to appoint a site liaison, and USD agrees to appoint a faculty liaison, to serve as 
contacts for any questions arid/or concerns that may arise in connection with this Agreement. Each will give 
prompt notice to the other of the liaisons’ names and contact information, and of any subsequent changes to 
such information.  

The undersigned Practicum Site certifies that it satisfies the foregoing requirements and that it will continue 
to satisfy such requirements so long as it employs USD Trainees. In the event that the undersigned Practicum 
Site no longer satisfies a foregoing requirement, or if information previously provided to USD changes, the 
Practicum Site agrees to notify USD immediately of such failure or change in writing.  

 

Name of Practicum Site 
 

Signature of Practicum Site Representative Date 
 

Name of Site Representative and Position (please print information) 
 

Signature of USD Representative Date 
 

Name of USD Representative and Position (please print information) 



 

Exhibit B  
Equivalency Standards for Supervisors 

  
The University of San Diego will grant Approved Supervisor Equivalency to a supervisor provided he or she 
meets the criteria for both clinical experience and privacy experience as outlined below:  

In order for a supervisor to demonstrate sufficient clinical experience as an MET, he or she must meet 
one of the following criteria:  

A. Clinical membership in AAMFT.  

B. Licensed MFT in California - To obtain licensure as an MET in California, 3000 hours of experience 
are required, of which a minimum of 2000 must be direct client contact hours. Licensed MFTs in 
California must also pass exams required by the Board of Behavioral Sciences to demonstrate 
competent knowledge and skills in MFT.  

C. Licensed Social Worker, Psychologist, or Psychiatrist with a minimum ten years experience working 
with couples and families. This allows for supervisors who may have considerable experience working 
with couples and families, but may not have had their initial training in family therapy.  

and  

In order for a supervisor to demonstrate equivalent supervisory experience, he or she must meet of the 
following criteria:  

A. Certification through the CAMFT Supervisor Program - To become a CAMFT certified supervisor, 
the supervisor must 1) complete a minimum of 21 hours of training/education/coursework on 
supervision; 2) complete 52 weeks of supervision, with not less than one hour per week of individual 
supervision or two hours per week of group supervision; 3)  
complete a minimum of 12 hours of individual supervision of supervision (or 24 hours if group 
supervision of supervision); and 4) complete a written summary. (See www.canift.pg for further 
details.)  

B. Have over 10 years of experience supervising MFT students. This allows for supervisors who have 
considerable experience supervising MET students. 
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MEMO: ACCRUAL OF HOURS  

&  
CRITICAL REMINDERS FOR INTERNS 

AND TRAINEES



 

  
MEMORANDUM  

To: All MFT Practicum Students 

From: Todd Edwards, MFT Program Director  

Date: 9/22/2011 

Re: Accrual of AAMFT and BBS Clinical Hours of Experience 

This Memorandum summarizes some of the primary requirements of the Commission on Accreditation 
for Marriage and Family Therapy Education (COAMFTE) and the California Board of Behavioral 
Sciences (BBS) regarding accrual of clinical hours of experience and supervision for all students. 
Satisfaction of the requirements discussed in this Memorandum is a condition to graduation from the 
USD MFT Program. Therefore, it is imperative that all students meet the appropriate standards. If you 
have any questions regarding any of these standards, please contact your advisor.  

A. Client Contact Hours:  

All students shall obtain at least 500 direct (face-to-face) client contact hours, of which at least 
250 must be relational hours (i.e., with dyads or families).  

B. Supervision Requirements 

1. Minimum Hours:  All students shall obtain at least 100 hours of supervision (group or 
individual) during their practicum experience. The ratio of supervision hours to treatment 
hours must not be less than one supervision hour for every five client contact hours. One 
hour of individual (one-on-one) supervision must be provided during each week of the 
practicum experience. Group supervision consists of one supervisor with six or fewer 
students.  

2. Video Tape/Live Supervision:  A minimum of 50 supervision hours must be raw data 
supervision (i.e., video tape or live supervision).  

C. Records  
All students (including both first and second year) shall maintain the following records of all 
hours of experience gained during the Program. (Students should retain copies of all such 
records for their own files.)  

1. AAMFT Records:  All students who are gaining hours of therapy and supervision 
experience during the Program shall provide a monthly report of such hours on the 

MARITAL AND FAMILY THERAPY 

Mother Rosalie Hill Hall, Room # 215M 
5998 Alcalá Park 
San Diego, CA 92110-2492 
P: (619) 260-7441 
F: (619) 849-8125 
 



 

appropriate AAMFT Report Form. These reports are due by 5:00 p.m. on the first Monday 
of every month for the period covering the previous month and should be given to the MFT 
Executive Assistant (Clare Crierie).  

2. BBS Records:  All students who are gaining hours of experience which are intended to 
count toward the BBS requirements shall provide weeldy report forms (signed by the 
appropriate supervisor) using the report form approved by the BBS. These reports are due 
on the first Monday of every month for the period covering the previous month and should 
be given to the MFT Executive Assistant (Clare Crierie). Note: Prior to submitting any BBS 
Reporting Forms, all students should obtain certification from their advisors that they have 
completed 12 credit hours in the Program.  

D. Liability Insurance  

All students shall obtain and maintain professional liability insurance while gaining hours of 
experience in the Program. You should join either AAMFT or CAMFT to obtain liability 
insurance through their carrier. Obtain your insurance prior to beginning your clinical work and 
promptly give the MFT Executive Assistant (Clare Crierie) a copy of your insurance policy or a 
certificate showing evidence of your insurance coverage. 



 

 

 

 

 

 

 

CRITICAL REMINDERS FOR INTERNS 
AND TRAINEES 

by Mary Riemersma, Executive Director 

 

 

 

 

 

 

 

 













 

r is unlawfu l for an MFT lnrern or Tr inee 
to pay his or her employer for supervi ion. 
This restriction would also be appli able 
to volunreers who would likewise n t be 
permitted to pay his/her volunreer se ring 
for supervision. An intern or trainee may 
lawfully pay for offsite supervision any 
sening other than private practice. 

Otfsite Supervision o r Sup ervision 
Not Pa id for by the Employer 
It is permissible to get offsite superv sion 
in any work setting other than pr vare 
practice. It is also permissible for FT 
inrerns, trainees, and applicanrs to 

for supervision to their olfsire superv 
but only where an appropriately ex 
lener of agreement exists. This lett of 
agreement (the original) musr be filed b 
applicant with his/her application to rak 
examinations for licensure. A Sample 
of Agreement For Offsite Supervision c 
found on page 29. This lener of agree 
should be ryped onto the lerrerhea of 
rhe employer as it is the employer w o is 
permitting the "offsitc supervision," or 
perrniuing the supervisee to get superv 
nor provided by the employer. 

Who May Not Supervise 
Interns and trainees are nor ro gain 
experience under the supervision 
spouse, relative, or domestic partner. ny 
experience obtained under the supervi ion 
of a supervisor with whom the applican has 
had or currently has a personal or busi ess 
relationship that undermines the aurh riry 
or effectiveness of the supervisor shall not 
be credited toward the required hour of 
supervised experience. Additionally, int rns 
and trainees cannot receive supervision 
anyone who has ever heen their therapist 

Individual Sup ervision 
Individual supervision means ne 
supervisor and one person being supervi ed. 
As regulation specifies. supervision is t be 
"ooe·on·one, individual, 3nd face· to·fa e." 
One hour of individual supervision m ans 
sixry minutes of supervision. 

Group Supervision 
Group supervision means a group of 
rnore than eight persons being superv 

Member Toll-Free Phone (888) 89-

by one supervi.ror. Again, the supervJSton, 
according to regulation, is to be "face·to­
face." Two supervisors for a group of sixteen 
supervisees would not be acceptable. Two 
hours of group supervision means one 
hundred twenry minutes of supervision. 
Each hour of supervision may occur on 
different days as long as it occurs with in 
the same week in which the hours are being 
claimed. 

Exception to Face-to-Face Supervision 
An exception to face-to-face supervision is 
where an intern is working in a government 
cmiry, a school, college, or universiry, 
or an institution that is both nonprofit 
and charitable, and such imern may 
gain supervision by two-way, real·timc 
videoconfercncing. 

Other Supervision Guidance 
Supervisecs may have some weeks where 
they receive solely individual supervision and 
some weeks where they receive solely group 
supervision. 

Separate supervision is required for each 
work setting in which one is gaining hours 
of experience. For example, intern in setting 
one gains three hours of experience and 
is therefore required to have one hour of 
individual or rwo hours of group supervision 
in that setting, and in sening two sees five 
clients and is also required to have one 
hour of individual or rwo hours of group 
supervision for this setting. 

For hours of experience ro count within a 
given week, supervision must occur within 
the same week that the hours are gained. 
However, for trainees the ratios are not 
necessarily required to be achieved within 
the same week as the hours of experience are 
gained. 

A supervisor may supervise an unlimited 
number of interns and t rainees in any 
appropriate work setting other than private 
practice, bur is limited to supervising 
two MFT imcrns when those imerns are 
employed in private practice. Supervisors 
are limited to supervising groups of no more 
than eight persons under supervision. 

CRITICAL REMINDERS 

A supervisor shall give at least one week's 
written norice to an intern or trainee of 
the supervisor's inrent not to sign for 
any further hours of experience for such 
person. A supervisor who has not provided 
such notice would be obligated to sign for 
hours of experience obtained in good faith 
where such supervisor actually provided 
rhe required supervision and the supervisee 
actually gained experience. 

The supervisor is required to have practiced 
psychotherapy or provided direct supervision 
foratleasttwoyearswithin the five year period 
immediately preceding any supervision. 

The supervisor is required ro address with 
the intern or trainee the manner in which 
emergencies will be handled. 

The supervisor is required to obtain from the 
supervisee, the name, address and telephone 
number of the prior supervisor and employer. 
The intent is that the supervisor will address 
with the prior supervisor and employer 
issues and concerns chat will benefit the 
supervision of the intern or trainee. 

The supervisor is required to verifY that 
the site is appropriate for gaining hours of 
experience. 

Miscellaneous Reminders 

Employment/Vo lunteer/ 
Independent Contractor 

Interns, trainees, and applicants may 
only perform services as employees {IRS 
Form W-2) or as volunteers, and nor as 
independent contractors (IRS Form 1099). 
Interns, trainees, and applicants who have 
heen hired and paid on an independent 
contractor hasis will have their hours denied. 
The BBS views independent contractor 
status as self·employment, which is the 
reason such hours are denied. One may 
only be self-employed following licensure. 
If employed, an applicant for the license 
shall provide the board with copies of the 
corresponding W-2 tax forms for each year 
of experience claimed when applying for 
the license. If volunteering, an applicant 
shall provide the BBS with a letter from 
his or her employers verifYing the intern's 
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CRITICAL REMINDERS 

employmenr as a volunreer when applying 

for the license. 

Payment for Expenses 
Trainees. interns, and applicanrs who provid 

volunteered services or other services, an 

receive no more than a total , from all wor 

sen ings. of five hundred dollars per mont 

as reimbursement for expenses actuall 

incurred for services rendered in any lawfu 

work sening other than private practice 

shall be considered employees and no 

independenr conrraaors. The board rna 
audit applicanrs who receive reimbursemcn 

for expenses, and applicants have the burde 
of demonstrating that the payments receive 

were for reimburscmenr of expenses accuall 

incu rrcxl. 

Disclosure 

Interns, rrainees, and applicants are require 

to inform clients, prior ro performin 

professional services rhar they are unlicense 

and working under the supervision of license 

marriage and family therapists, license 

clinical social workers. licensed p~)'chologist 

or licensed physicians certified in psychiat 

by the American Board of Psychiatry an 

Neurology. 

Remuneration from Patients/Clients 
Interns, trainees, and applicants shall n 

receive any remuneration from pat ien 

or clients, and shall only be paid by the r 

employers. 

Where Services May Be Provided 

Trainees, in terns, and applicants shall 
perform services at the place where the r 

employers regularly conduct business, whi 
may include performing services ar oth r 

locations, so long as the services are perform 

under the direction and control of rhe r 

employers and supervisors and in complian :e 
with rhe laws and regulations perraining 

supervision. For example, an intern work.i g 

in privar.e practice may sec a patient in t e 

hospi tal. Or, a trainee may see a patient w o 

is homebound, on behalf of the agency th r 

employs him/her, in the home of the paticn 

Private Practice 
Interns m ust be "registered" at the 

employment in a private practice begins. 
lnrcrns must be in their initial six-year intern 

regisrrarion period while ga ining any hours 

of experience in private practice. 

Supervision in Private Practice by 
Someone Other Than Employer 

The supervising licensee in a p rivate practice 

shall either be employed by and p ractice 

ar the same site as the intern's employer. 

or shall be an owner or shareholder in the 

private practice. 

Supervision when Supervisor 
is on Vocation or Sick Leave 
Alrernarive supervision may be arranged 

during a supervisor's vacation or sick leave 

if the supervision otherwise meers rhe 

requirements of rhc licensing law. 

Lawful Employment Settings for 
Trainees 

A trainee may gain experience as an employee 

or volunreer in any setting rhar lawfully and 

regularly provides mental health counseling 

or psychotherapy; provides oversight ro 

ensure rhat the trainee's work ar rhe setting 

meers the experience and supervision 

requiremenrs required by law, is within rhe 

scope of practice for the profession, and is 

not a private practice. 

Requirement for Hours 
Gained as a Trainee 

For all hours gained as a trainee, the school 

m ust have a written agreement with rhe 

employer where the hours are gained. If 
no agreement exists, such hours cannot be 

counted while a trainee. 

Lawful Employment Settings for Interns 
Registered interns may work in all of rhe 

settings in which trainees may work, and 

in addition, they may, during their initial 

six-year inrern registration, be employed or 

volunreer in private practices. 

Lawful Employment Settings for 
Applicants for Intern Registration 
A person who is post degree, awaiting 

intern registration, may work in any setting 
appropriate for a trainee, and may not work 
in private practice. Persons who are in their 
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second six-year torero registration period 

may likewise not work in private practice. 

Ownership of o Practice or Business 

Trainees and interns shall have no proprietary 

(ownership) inreresr in their employers' 

businesses and shall nor lease or rcnr space, 

pay for furnishings, equipment or supplies, 

or in any or her way pay for the obligations of 

their employers. This means that interns and 

trainees will not be signers on joint checking 

accounts with employers. pay remodel ing 

cosrs for office space, pay advertising costs, 

ere. 

Employee vs. Volunteer 
The tequiremenrs of law and regulat ion 

are applicable equally ro persons who are 

employees and persons who are volunteers. 

Do nor presume that if you arc a volunteer 

and law or regulation says "employee," that 

ir does not apply ro you. You are bound by 

the same requiremenrs whether you are an 
employee or a volunreer. 

Responsibility Statement for Superv isors 

T his statement is ro be signed by the 

supervisor prior tO commencing supervision 

with an intern, trainee, or applicant. T hese 

forms are on the BBS website ar www.bbs. 

ca.gov. Interns are to submit Supervisor 

Responsibility Statements to the Board for 

all supervisors upon application to take the 

examinations for licensure. 

Notification of Change of Address 
Licensees, registered interns, and applicants 

are requi red ro notify the BBS within 30 days 

of a change of address. <lD 

l I 
Mary Rimursma, C4E, is 
CAMI-Ts Executive DireCUJr. 
She is available to answer membu 
calls regarding bwinm, !~gal, and 
ethical inues. 

We're here for 'ljoJ . www.camft.org 

, 



 

 

 

r 
Sample Letter of Agreement for 
Offsile Supervision 

This is nor a form. This is suggest 
information char should appear on c 
lecrcrhead of the employer and shou d 
be signed and dared prior co gaini g 
hours of experience. 

This document isreferred roas "the lerr r 
of agreement for offiite supervision •· 
This is frankly a misstarmcnr as chis leer r 
is lO exist when the supc::rvisor is n r 
paid by the intern's/crainee's employ r 
for rhe provision of supervision. (i. 
the supervisor volunteers to provide r 
supervision or che supervisor is paid 
rhe supervisee). Typically, chis sicuacio 
occurs when rhcre is no qualilic 
supervisor .. onsire ... thus. thecom.monl 
used phrase, "offiite supervision." Sue 
an agreement is permined in all wor 
senings e-xc~pr private prac{ice. 

The intern/trainee shall maintain a 
original of chL< lerrer of agreement fo 
each work sening where rhe Jener i 
necessary and shall submit this lene 
with the application for the license 
exam. 

Momb., Toii-F"' Phooo (888) 89-C~FT 

CRITICAL REMINDERS 

SAMPLE LETTER OF A GREEMENT1 

It is hereby agreed that~ herinafter referred to as 
~~uptnnSoiJ- -

supervisor, agrees to supervise the intern/trainee listed below for 

....,..,.....,,.,..==~· Supervisor agrees to provide this service to 
(l!mp/O)~r/OrgamzatJon) 

..,== ==== on a voluntary basis.2 
. agrees 

(Emp/O)·tr!Organization) (Ei;ijJQiiTiOrganization) 
to allow to supervise the intern/trainee l.isted below. 

(Sup"viJor) 
Supervisor agrees co ensure that che extent, kind, and quality of 

counseling/psychotherapy performed by the intern or trainee, is 

consistant with the intern or trainee's uaining, education, and 

experience and is appropriate in extent, kind, and quality. 

Employer is aware of the licensing requirements that must be 

met by the intern or trainee and agrees not to interfere with the 

supervisor's legal and ethical obligations to ensure compliance 

with chose requiremems, and employer agrees to provide the 

supervisor access to clinical records of the clients, counseled by 

the intern or trainee. 

Supervisor agrees to ensure chat the counseling/psychotherapy 

performed by the intern or trainee listed below and the supervision 

provided by the supervisor will be in accordance with Chapter 

13, Division 2 of the Business and Professions code (the MFT 

Licensing Law) and any regualtions promulgated thereunder. The 

incern/trainee listed below is employed by the 
(Employu!Organization) 

and performs counseling! psychotherapy services of a nature 

specified in Chapter 13, Division 2 of the Business and Professions 

Code and any regulations promulgated thereunder. 

Train~dlntan (prim) 

Trainullnurn (signarw") Sup<rviwr (signaturt) 

~-;--=----<"'-,---;-,.-----;---- - - ­
Employa!Organiuttion (print nam<) 

Strm City Stau 

Lianu 

Zip 

'Thil l.caotrol AJ~C'Cfll<rU d t~J lx $ig11cd ~nd cbt«< p•ior f l) pi'(WidjOof: ~eNico.. wbi<h m: 1'0 btcou~ttcd »hol.ln of apc.~:t«. 
'A!tMush tht- NpcMtOr p!(l .. idea terri« for ctnployer 0t1 1 vol:~U:n'J' b..sil., ~~ irourn or , ,.UI« ~y lawfully~)' the tupcMtot-* ro~pei'Yi..ioll. 
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APPENDIX D FORMS



 

Forms 

 
Below you will find a list of the forms you are responsible for during your Practicum experience. The 
forms in this Appendix should be considered originals. You will be responsible for making the 
necessary copies. The BBS forms also may be obtained from the BBS website. 

Videotape Confidentiality Agreement  
This form documents your understanding of the need to keep videotapes of clients secure both at the 
site and when used for supervision at USD. Please give a signed copy to the MFT Executive Assistant 
(Clare Crierie) for the program file.  Due: The first day of practicum.  

Safety Agreement 
 
Responsibility Statement for Supervisors of a MFT Intern or Trainee  
This form is required by the BBS in order for you to count hours of experience toward licensure in the 
State of California. The form is to be filled out by you and your practicum site supervisor. Keep the 
original for your files (to be sent in with your intern registration) and give the MFT Executive 
Assistant a copy for the program file.  Due: Within 30 days of beginning your clinical experience.  

BBS Weekly Summary of Hours of Experience  
This form helps you track hours of experience for licensure in the State of California.  Instructions for 
completing this form are found in Appendix E of this handbook. You must turn this form in to the 
MFT Executive Assistant every month. Due: Monthly, the first Monday of the month.  

AAMFT Clinical Hours Report  
This form helps you track hours of experience for graduation from the MFT program at USD. 
Instructions for completing this form are found in Appendix E of this handbook.  You must turn this 
form in to the MFT Executive Assistant every month.  Due: Monthly, the first Monday of the month. 

MFT Trainee Evaluation  
This form is to be filled out by your site supervisor at your practicum placement at the end of each 
semester you are enrolled in practicum. This form facilitates a periodic evaluation of your clinical 
progress at your practicum placement. You should ask your clinical supervisor to review his/her 
responses on this form with you. The MFT Program Director will ask site supervisors to send a copy of 
the evaluation to USD, where it will be reviewed by the faculty liaison for that site.  

Site Evaluation  
This form is to be filled out by the trainee at the conclusion of his/her 12-month practicum experience. 
This form provides the USD faculty with valuable information about the site.  Due: The last day of 
practicum class during your third semester.  
 
Marriage and Family Therapist Experience Verification  
This form is to be filled out by the trainee at the conclusion of his/her practicum experience. Make sure 
your supervisor signs the form, and keep the original form in your files. When you have completed all 
licensing requirements, you will need to submit this form with your application for licensure.  

 



 

 

 

 
 
 
 
 
 
 
 
 

Videotape Confidentiality Agreement  
USD MFT Practicum  

 
As part of your USD practicum, you must tape some of your therapy sessions.  The content of these 
sessions are strictly confidential and it is your responsibility to protect the privacy of your clients.  
 
You can protect your clients by: 
 

1.) Storing your tapes at your site except for the brief periods when you are showing them in your 
practicum group or briefly sharing them with another student for review and critique.  Please keep 
the tape in a locked container at your site.  

 
2.) Keeping your tapes secure when they are not at your site for video supervision.  

 
3.) Only allowing other USD MFT students or supervisors to watch them – no one else, including 

family, friends, or mental health professionals unaffiliated with USD or your site should be 
permitted to view the tapes.  

 
4.) Erasing the tapes as soon as you are done using them for supervision.  

 
 

 
By signing below, you indicate your agreement to these guidelines.  
 
 
 
 
______________________________________________  ______________________ 
Name          Date 
 
 
______________________________________________ 
Signature 
  

MARITAL AND FAMILY THERAPY 

Mother Rosalie Hill Hall, Room # 215M 
5998 Alcalá Park 
San Diego, CA 92110-2492 
P: (619) 260-7441 
F: (619) 849-8125 
 



 

 

STATE OF CALIFORNIA- STATE AND CONSUMER SE~VICES AGENCY Arnold Schwarzenegger, Governor 

I Board of Behavioral Sciences 
16~5 North Market Blvd., Suite S200, Sacramento, CA 95834 

T Telephone: (916) 574-7830 TDD: (916) 322-1700 
I i www.bbs.ca.gov 
I 

RES POl ~SIBILITY STATEMENT FOR SUPERVISORS 
OFAMARRIAI ~E AND FAMILY THERAPIST TRAINEE OR INTERN 

~ 
¥1 

~R) Seciion 1833. 1 requires any qualified /tensed mental health professional who assumes responsibility for Tille 16, CaUfomia Code of Regulations ( 16 C 
provkiing supeiVision to those working towarc a Maniage and Family Therapist license to complete and sign, under penalty of peijury, the following statement 
prior to the commencement of any counselinf, or supervision. 

Name of MFT Trainee/Intern: Last First 

I 
Middle 

Name of Qualified Supervisor: Qualified Supervisor's Daytime Telephone Number: 

As the supervisor: 1 

1) 1 am licensed in California and have ~en so licensed for at least two years prior to commencing this supervision. 
(16 CCR § 1833.1(a)(1) and Business and Profess,ns Code (BPC) § 4980.03(g)(1)) 

2) 

3) 

4) 

5) 

6) 

7) 

A. The license I hold is: i 
I 

Marriage and Family Therapist I 

Ucensed Clinical Social Worker 
Issue Dille 

*Psychologist i 

'Physician certified in psychiatry by the 4 erican Board of Psychiatry and 
Neurology . Uleme# 

**B. 1 have had sufficient experiende. training, and education in marriage and family therapy to competenHy practice marriage and family 
therapy in California. (16 CCR ~ 1833.1(aK2)) 

C. 1 will keep myself informed atxlut developments in marriage and family therapy and in California law governing the practice of 
marriage and family therapy.- f16 CCR § 1833.1(aK3)) 

I 

1 have and maintain a current and val~. I license in good standing and will immediately notify any trainee or intern under my supervision of any 
disciplinary action taken against my li nse, indudinq revocation or suspension, even if stayed, probation terms, inactive license status, or 
any lapse in licensure, that affects my ability or right to supervise. (16 CCR § 1833.1(a)(1), (a)(4)) 

I 
I have practiced psychotherapy or prot ded direct supervision of trainees, interns, or associate clinical social workers who perform 
psychotherapy for at least two (2) yea within the five (5) year period immediately preceding this supervision. (16 CCR § 1633.1(aK5)) 

1 have had sufficient experience, traini g, and education in the area of clinical supervision to competenUy supervise trainees or interns. (16 
CCR § 1833.1 (a)(6)) : 

I 

I have completed six (6) hours of suMrvision training or coursework within the renewal period immediately preceding this supervision, and 
must complete such coursework in e renewal period while supervising. If I have not completed such training or coursework, I will 
complete a minimum of six (6) hours f supervision training or coursework within sixty (60) days of the commencement of this supervision, 
and in each renewal period while pro ding supervision. (16 CCR § 1833.1(a)(6)(A)&(B)) 

I know and understand the laws and r ulations pertaining to both the supervision of trainees and interns and the experience required for 
licensure as a marriage and family th rapist. (16 CCR § 1833.1(a)(7)) 

I shall ensure that the extent, kind, an quality of counseling performed is consistent with the education, training, and experience of the 
trainee or intern. (16 CCR § t833.t(aX8)~ 
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STATE OF CALIFORNIA- STATE AND CONSUMER AGENCY Arnold Governor 

Board of Behavioral Sciences 
1625 North Markel Blvd., Suite 5200, Sacramento, CA 95834 

Telephone: (916) 574-7830 TDD: (916) 322-1700 
WNW.bbs.ca.gov 

MARRIAGE AND FAMILY THERAPIST 
Y SUMMARY OF HOURS OF EXPERIENCE 

THIS FORM SHALL BE COMPLETED ruttl:IUAn 1 TO TITLE 16, CALIFORNIA CODE OF REGULATIONS SECTION 1833(e). Use a separate log for each 
supervised worl( setting and for each status below. 

Last 

of Supervisor: 

Name of Work 

Indicate the status of the hours logged: 
D Trainee• D Trainee in Practicum• 

.-,uu .. rv•s•un via video conferendng is not 

Telemedicine (max. 375) 

Administering & evaluating psych. tests, writing 
writing progress or process notes (max. 250) 

Workshops, seminars, training sessi:>ns, nr r.nnf~~~riN!!t 
related to marriage, family, and child lYI"'"""'·IYl-, 
Client Centered Advocacy (CCA)** 

* Please see the FAQ's for Instructions on how to 

**These categories when combined with credited 

37A-524a (Rev. 2110) 

Fits! 

D Registered Intern (MFT Intern No. __ ___) 

Mlldle 

File No (d known) 

0 Post-Degree with Application Pending for 
Intern Registrafion 
[8 & P Code Secijon 4980.43(h)] 

the Conjoint Couples and Families Therapy Incentive hours gained. 

Psychotherapy shall not exceed 1250 hours of experience. 

This form may be reproduced 



 

>TATE OF CALIFORNIA· STATE AND CONSUMER AGENCY 

Board of Behavioral Sciences 
1625 North Maillet Blvd., Suite 5200, Sacramenlo, CA 95834 

Telephone: (916) 574-7830 TOO: (916) 322-1700 
v.ww.bbs.ca.gov 

MARRIAGE AND FAMILY THERAPIST 
EXPERIENCE VERIFICATION 

Governor 

The supervisor must complete this fonn. Use a form for each person verifying hours of supervised experience for licensure as a marriage and famijy 
therapist and for each employment setting. a separate fonn for p~egree and post.<Jegree hours. Make certain that the fonn Is complete and 
correct prior to signing. Any change shc»uldllbelnitlaled by the supervisor and Is subject to verification. Experience verification fonns are to be 
submijted by the applicant with his or her for examination eligibility. 

3. Address: Number and Slr8et 

4. Name of Applicanfs Employer: 

6. Employer's Address: Number and Sln!el 

7. a Was this experience gained in a 

b. Was this experience gained in a 

8 Experience was gained in a setting that 
supervision requirements and is within 

9. Was the applicant 
statement for each year experience is 
current paystub. 

I volunteered a letter from 

10. Dates of the experience is being claimed 

d. 
e. 

f. 

Continue on next page. 

nA-301a (Rev. 2110) 

First 

City State 

that lawfuBy and regularly ~JQvides mental health counseling or psychotherapy? 

oversight to ensure 11'.1t the applicant's work meets the experience and 
scope of practice for the prol'ession? 

for the employment? If yes, attach a copy of the applicant's W·2 
For the current year in which a W-2 has not been issued, submit a copy of a 

volunteer status is 

From: To: 

progress or process notes 

Middle 

Yes 

Yes 0 No D 

Yes 0 No D 

Yes 0 No 0 

This form may be reproduced 



 

  



 
University,~ San Diego Month: 
SOIOOl ()f lEAOERSHIP ArtO EOUCAtl()H SCIENCES 
.' U '1:\1 M i n~l'\\i• • ~"\(.\:::1 M:!j'l:"': 

AAMFT 
CLINICAL HOURS REPORT 

UalnrsJty ofSaa Dlega Name: 

Marital amd FalhilyT~rapy Prgaram Se tting: 

THERAPY HOU RS 

Week INDIVIDUAL COUP Lit FAMILY 
B ... ooiD2 Noa-Group Group Noa-Group Group Noa-Group Group 

Totals: 

SUPERVISION HOURS 

Week UVfOBSI!RY VIDRO CASRNOU 

Begtaalag l adlv. Croup l adlv. 

Totals: 

REMINDERS: 

tlo1 OJalcal Hou n: are due tile 111 Moaday of tulliOOatll. 
:.! Add eada toluma dowa, aad ea<::ll row a<::ross 

Croup l adlv. 

" Week Begtaalag dates s.bould au be tmm a sJagle 100atb (do ao to~nblae 100atlls) 
:..1 Croup Super.1sJoa ooaslsts of 6 or fewer traJ.aees 
tlo1 NosJgaature required oa tllk fnnn 

Croup 

:.! Ounplete t'-ls form udag llours obtaJaed at botb Prudcu m Site aad Ia USD Practltum Course 

Year. I 

Clleat 
Hours 

TOTAL 

Super.1sJoa 

Sul.omh Ly 6u.il ) ) Priul Furm J 



 

Trainee’s Evaluation of Practicum Site 

  
We are interested in your experience as a trainee at your practicum site. Please complete this form and 
return it to Dr. Edwards.  

Trainee’s Name ____________________________________________ Date __________________ 
 
Site _____________________________________________________________________________ 

1. What are the strengths of this site? 

 

 

 

 

 

2. What are the weaknesses of this site?  

 

 

 

 

 

3. How was the quality of the supervision? 

 

 

 

 

 

 



 

4. What recommendations do you have to improve this site?  

 

 

 

 

 

 

 

5. What advice do you have for students who might be placed at this site in the future?  

 

 

 

 

 

 

 

6. Additional comments:  

  



 

 

 

 

 

 

 

APPENDIX E  

 
INSTRUCTIONS FOR  

COMPLETING HOURS FORMS 

 

 



 

The USD MFT program tracks clinical hours with the use of two forms. The first is designed to track 
hours that count toward graduation according to COAMFTE guidelines. The second form tracks hours 
which count toward BBS licensure. Both forms are to be turned in on the first Monday of the new 
month. Please use a separate form for each month in which you are reporting hours — do not 
combine two months on one form. You should retain the originals, and turn in copies of the 
forms to the program.  

 
Column-by-Column Instructions for AAMFT Clinical Hours Report  

This form is designed to record all the hours of experience that you receive within the context of your 
practicum at USD. This means that you add and record the hours you receive at USD and any other 

approved site at which you may be working (i.e. your practicum placement site). This will be the only 
form on which you will record practicum supervision hours received from USD faculty members. 

Be sure to include your name and the practicum at the top of the form.  

 
Therapy Hours Section  

 
Column 1 (Week Beginning): Use the date of the first Sunday of the week in which you completed 
any hours of therapy. Continue using the date of each consecutive Sunday for the remainder of the 
month.  

Column 2 (INDIVIDUAL, Non-Group): This first column should include the number of  
hours of individual therapy (you + 1 client) performed by you each week. For this form, 
INDIVIDUALS includes adults or children (in a non-group setting).  

Column 3 (INDIVIDUAL, Group): In this row, you are to record the number of hours you facilitate, 
or co-facilitate, any type of group consisting of non-related individuals.  
 
Column 4 (COUPLE, Non-Group): Record any hours spent conducting therapy with just one couple.  
 
Column 5 (COUPLE, Group): If you facilitate, or co-facilitate, any type of group in which the 
majority of members are couples — whereas, both members of the couple are in attendance.  
 
Column 6 (FAMILY, Non-Group): Record all hours spent in therapy with one family (FAMILY 
could include mother and child, grandparent and child, etc.)  
 
Column 7 (FAMILY, Group): This column would include hours spent with multiple families in a 
group setting (not a very common occurrence).  
 
Column 8 (Client Hours): ADD each row ACROSS and record the total in each box.  
Be sure to also ADD each column DOWN and record the total at the end of each column. The column 
and row totals should match. 

 

 



 

 

Supervision Hours Section 

 
Column 1 (Week Beginning):  As before, use the date of the first Sunday of the week in which you 
completed any hours of therapy.  
 
Column 2 (Live Observation, Individual): Record in this column those hours in which you have 
been observed as a therapist “in action”, that is, doing Live therapy — by either a USD faculty member, 
or a practicum site supervisor.  
 
Column 3 (Live Observation, Group):  Record only those hours in which you are an active member 
of a group that is observing another therapist in a live session (e.g. You are part of a reflecting team). 
Please note: A supervisor must be present and actively participating with you as an observer.  
 
Column 4 (Video, Individual):  Hours in which you are in individual supervision with a supervisor 
(from either USD or your practicum site), and the use of videotape was used to aid or inform the 
supervision about the case.  
 
Column 5(Video, Group):  Record all hours of supervision in which you are an active member of 
group supervision (with 6 or fewer trainees and a supervisor from either USD or practicum site); and 
the use of videotape is used to inform the group about the case. The case can either be your own, or 
that of another therapist.  
 
Column 8 (Case Note, Individual):  Record all other face-to-face, individual supervision that you 
receive from either USD faculty or your practicum site supervisor in which you used only your 
knowledge or case notes to inform the supervision. Do not re-count any audio/video individual 
supervision in this column.  
 
Column 9 (Case Note, Group):  Hours in which you are an active member of a group (6 or fewer 
trainees), receiving supervision on either your case or that of another therapist — and the discussion is 
aided by knowledge of the case, or case notes (audio/video is not used). 

Column 10 (Supervision Total):   

 If you are writing in your hours: 

o ADD each row ACROSS to record the total in each box.   

o ADD each column DOWN and record the total at the end of each column.  

o The column and row totals should match.  

o No supervisor signature is required on this form 

 If you are using the PDF Form, your hours will total automatically.  
 
 



 

 
 

Row-by-row Instructions for Recording Weekly Summary of Hours on BBS Form 

 
This form is designed to record hours of clinical experience (as per BBS standards) you received from 
your assigned practicum placement site only. You are to list on this form only those hours within each 
category that you receive from your practicum placement.  
 
Please complete all information at the top of the form, including your name, work setting (your 
practicum site), the date you enrolled in the USD MFT program and check the box “Trainee in 
Practicum”. As you do not have a BBS file number yet, you may leave this blank.  
 
Row 1 (WEEK OF): You may have to write small in order to include the date of each week, 
beginning with the date of the first Sunday of the week in which you accumulate hours. Complete the 
row using the date of each consecutive Sunday, for one entire month. DO NOT COMBINE MONTHS 
— USE ONLY ONE FORM PER MONTH.  
 
Row 2 (Individual Psychotherapy): As stated on the form, include in this row all therapy you 
perform with individual ADULTS (age 18 and over). Therapy with individual children are not 
included in this row — but counted in the next row....  
 
Row 3 (Couples, Families, and Children): This row combines all therapy that you do with couples, 
families, and individual CHILDREN (under 18).  

Row 4 (Conjoint couple and family hours):  This row (shaded) records the subset of hours listed 
above that were done via conjoint couple or family therapy.  These hours are NOT added in the totals 
per week at the bottom. 
 
Row 5 (Group Therapy or Counseling): Record in this row any type of group therapy (including 
non- related individuals, families, youth, etc.) that you perform each week.  
 
Row 6 (Telemedicine): Only those hours that have been documented in your client case notes as 
telephone counseling will be recorded here. Do not include time spent on the phone making 
appointments, as this time is not considered therapy and is usually not documented in the clients 
progress or case notes.  

Row 7 (Administering & Evaluating Psych. Tests, Writing Clinical Reports, Progress Notes): Use 
this row to record any time that you spend writing clinical reports, and progress/case notes. Time spent 
administering and evaluating tests is also recorded here, but is not as common as the time you will 
spend writing clinical reports and progress, process, or case notes.  
 
Row 8 (Workshops, Seminars, Training Sessions or Conferences): Time spent in workshops, 
seminars, training sessions, or conferences can be recorded here. Consult your site supervisor on what 
activities he or she will sign off on.  



 

Row 9 (Client Centered Advocacy): Time spent devoted to advocating for your client can be 
recorded here. Consult your site supervisor on what activities he or she will sign off on.  

Row 10 (Supervision, Individual Face-to-Face): In this column, record only individual supervision 
received at your practicum placement site. NO USD FACULTY SUPERVISION IS RECORDED ON 
THIS FORM. Include individual supervision that is live, aided by audio or videotape, or case notes.  
 
Row 11 (Supervision, Group): Record all group supervision that you receive at your practicum 
placement site (with 6 or fewer trainees are present). Again, NO USD FACULTY SUPERVISION IS 
RECORDED ON THIS FORM.  

Row-by-row Instructions for Recording Weekly Summary of Hours on BBS Form (cont)  

 ADD each column DOWN and ADD each row ACROSS  

 DO NOT make mistakes, SCRATCH OUT, OR USE WHITEOUT on this form. This may 
be a problem if the BBS ever audits your logs.  

 Be sure to have your Practicum site supervisor sign in EACH COLUMN 

 Summary of Primary Differences between BBS and AAMFT Forms: 

1. Meeting with just a child is recorded as individual therapy on AAMFT forms, but is recorded 
under “Couples, Families, and Children” on BBS forms.  

2. Supervision is separated into type of supervision received for each category of individual and 
group on the AAMFT form. The AAMFT form records both USD FACULTY SUPERVISION 
+ SITE SUPERVISION, while the BBS form records ONLY SITE SUPERVISION. Thus, the 
total hours for supervision will differ on the two forms. 

3.  Client contact hours may be distributed differently on each form, but total client hours should 
be equal on both forms  

4. Time spent writing clinical reports, process notes, attending trainings, workshops, or 
conferences are only recorded on the BBS form.  

5. SITE SUPERVISOR SIGNATURE needs to be on BBS form, no signature is required on the 
AAMFT form.  

Helpful Hints and Reminders:  

 Turn in forms on the first Monday of each month (e.g. if you begin in Sept, you will turn in 
your first forms on the first Monday of October).  

  It may be helpful to complete each form separately — to avoid confusion  

 Develop a clear, organized system to keep track of your hours (Perhaps indicate I for 
Individual, C for Couple, CH for child, IS for mdiv. Supervision, V for Video Supervision, 
etc.)  



 

 Cross check your addition by confirming that your row and column totals match.  

 DO NOT make mistakes, scratches out, and do not use white out on the BBS Form — you run 
the risk of these hours not being counted if you are later audited by the BBS!  

 Be sure that your practicum site supervisor signs the BBS form  

 USE ONLY ONE FORM PER MONTH - DO NOT COMBINE MONTHS ON EITHER 
FORM  

 TURN IN COPIES - ALWAYS KEEP ORIGINALS FOR YOUR OWN FILES!  

CASE SCENARIO – This example will help to describe how each of these forms should be filled out: 
  
Assume a student named Emily Smith was receiving clinical hours for her practicum requirement at 
Harmonium, Inc. During the week of September 20 through September 24, she conducted 50 minutes 
sessions with 5 families (at least one parent in one child in the room during the session), 2 children 
(during separate interviews, but without another client in the room), and two adults (during separate 
interviews, but without another client in the room). She also was a co-therapist for an adolescent social 
skills group that lasted 90 minutes. She spent 2 hours writing her progress notes and scoring some 
assessment instruments she gave to her clients. She met with her site supervisor, Larry Laveman, on 
two separate occasions for supervision. During their first meeting Larry met with her alone for 1 hour. 
During this meeting Larry asked her about the progress of her cases and gave her suggestions for 
working with them. For the second meeting, she and five other trainees/interns met with Larry for two 
hours. During this meeting one of Emily’s colleagues showed a videotape of his work with a client. 
The videotape informed the discussion of the case, which consumed the first hour of this meeting. 
During the second hour, other cases were brought up and discussed but no videotape or audiotape was 
used to inform the discussion. During this week, Emily attended an hour-long in-service training in 
which a representative from CPS spoke on child abuse reporting. She also attended a one-hour staff 
meeting including all the trainees/interns, her site supervisor, and the other clinical staff at Harmonium. 
During one of the staff meetings, clinical material was presented and discussed with the visiting 
psychiatrist.  
 
During the week of September 20, Emily also attended her three-hour practicum class, (the first hour 
was with the large group, the second 2 hours were in her small group with her practicum supervisor). 
During the small group supervision session, two students (not Emily) presented videotapes of their 
clinical work. Discussion of these two cases and related issues consumed the entire two hours. She also 
attended a one-hour individual supervision session with her faculty supervisor, in which she showed 
videotape of her work to aid in the discussion of the case.  
 
So, “how should Emily Smith fill out her forms to represent what experience she received during the 
week of September 20?”  
 
For the BBS Form:  If Emily were filling out the BBS form for the week of September 20, 1999, her 
form would look like the example form. Since she spent two hours with only one adult in the room, she 
will record 2 hours as “Individual Counseling.” As you can see, hours spent working with couples and 
families (relational hours) are recorded the same as hours spent seeing children alone. Emily received 5 
family hours and 2 hours with a child alone. Therefore, Emily records a total of 7 hours received under 
the category of “Couples, Family, or Child Counseling.” Since five of those hours were done through 



 

conjoint family therapy, she will mark 5 hours in the shaded row.  She recorded 1 1/2 hours for her 
adolescent group. Because she did not conduct therapy over the phone, she indicates this with a 0. Her 
2 hours writing case notes and scoring assessment instruments are recorded in the row for 
“Administrating & Evaluating Psych. Tests, Writing Clinical Reports, Writing Progress or Process 
Notes.” She met with her site supervisor for the purpose of conducting one-on-one supervision for 1 
hour, as well as in a group setting for 2 hours, so she indicated such on the form. Her site supervisor 
approved the child abuse reporting in-service as training session, so she records one hour under 
‘Workshops, Seminars, Training Sessions or Conferences.” The staff meeting does not count towards 
anything on her BBS form.  
 
Emily then totals the numbers by row and by column and asks her sites supervisor to sign off on her 
hours.  (The conjoint hours in the shaded row will not be added into the column totals.)  Note that this 
record is only a record of the hours of experience she receives from her practicum site.  

For the AAMFT form:  If Emily was filling out this form it would look like the following example 
form. As you can see, Emily added her 2 hours seeing children with her 2 hours seeing adults to get 4 
total individual, non-group hours. Because her group was with unrelated adolescents, she recorded it as 
individual group. (If it were a group of parent and child dyads, then it would be recorded as “Family, 
Group.”) Emily worked with families for 5 hours, and she recorded it as such on the form.  
Under supervision, Emily received no live observations of her work with clients, so nothing is reported 
in those columns. She received a total of 2 hours of individual supervision (1 hr. with the site 
supervisor and 1 hr. with the USD supervisor) but they are reported differently because video was used 
in the USD supervision to inform the discussion about the case. Family received a total of 4 hours of 
group supervision (2 hrs. at USD and 2 hrs. at her site). This needed to be distinguished also by the 
presence or absence of videotaped data. Videotape informed the discussion during the entire 2 hours of 
the USD supervision.  However, only 1 hour of the discussion at the site was informed by videotape. 
Consequently, 3 hours are reported as “Video” and 1 hour is reported as “Case Note”. She received no 
supervision based on audiotapes.  

 Although not demonstrated on the example forms, after completing this form for each week of 
September, Emily would total each column and place this figure at the bottom of each column.  
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