Monmouth University
Practicum & Internships

Requirement Checklist

(Submitted at the end of the semester)
For all practicum & internships, you will be required to turn your materials in via flash drive. You will need one for each semester you participate in one of these field experiences. It is your responsibility to ensure that the flash drive you choose will accommodate the materials you are required to submit. 
· When you turn in your flash drive, be sure you label the outside with your name, course number, and semester/year. 
· You will place the flash drive in a sealed envelope. The envelope will be labeled with your name, course number, and semester/year. 
Flash Drive Set-Up

1. Students will rename the drive with their name
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2. Once in the drive create a folder. The folder name will be “Student name, course number, semester/year” (ex. Jane Doe, EDC 601, Fall 2009)[image: image2.png]Name Date modified. Type
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3. Within this folder, you will create two folders. One will be named “Documentation” and the other “Videos”.
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· Documentation Folder:
a. Record of Supervised Counseling Experiences- all hours are calculated automatically (excel document, saved as either .xls or .xlsx file)
b. Summary of Counseling Experiences- signed by student & site supervisor (scanned and saved as .pdf, .jpg, or .tif file)
c. Required Field Experiences- signed by student and site supervisor (scanned and saved as .pdf, .jpg, or .tif file)
d. Documentation of student membership to NJSCA (required for School Counseling Track) NJACAC (required for Student Affairs and College Counseling Track), ACA, &/or ASCA (recommended) (scanned and saved as a .pdf, .jpg, or .tif file)
e. Two (Practicum) Four (Internships) case study papers (word document, saved as either .doc or .docx file)
f. Practicum/Internship Self-Evaluation (typed and saved as either a .doc or .docx. OR printed and scanned, saved as a .pdf, .jpg, or .tif file).
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· Video Folder:

a. Video #1 & Consent form #1- video tape (must be converted and saved as a .wmv, .wmp, .3gp, or .avi file), consent form (must be scanned and saved as a .pdf file). All students should include video #1. 

b. Video #2 & Consent form #2- video tape (must be converted and saved as a .wmv, .wmp, .3gp, or .avi file), consent form (must be scanned and saved as a .pdf file). All students should include video #2. 
c. Video #3 & Consent form #3- video tape (must be converted and saved as a .wmv, .wmp, .3gp, or .avi file), consent form (must be scanned and saved as a .pdf file). All internship & SAC internship students should include a video #3. 
d. Video #4 & Consent form #4- video tape (must be converted and saved as a .wmv, .wmp, .3gp, or .avi file), consent form (must be scanned and saved as a .pdf file). All internship & SAC internship students should include a video #4. 
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If you are scanning consent forms for a group, they should all appear as one document (with several pages).

There are very few sites that have placements in which video are unacceptable. In that case, you must record and covert your audio tape to an .mp3 file. This will be saved above as Audio #1, etc…
It is your responsibility as a graduate student to ensure all information is included and correctly saved. If you do not have access to a personal scanner, you may use the one in the Monmouth University library. 
Failure to include all information in their proper format will result in a delay of placement for the following semester. If you are in your final internship, failure to include all information will result in a delay of your graduation. 

**Flash drives will NOT be returned to you

**Do NOT include additional information. 

******************************************************************************************

NOTE: 

Most of you possess the equipment needed to convert video or audio to a digital. Please check your current device prior to deciding if you do or do not have the capability. For those of you who do not have that equipment, the University has limited converter boxes that can be checked out. Please consult Dr. Paone if you need to check out a converter box. 
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