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Introduction 

Dear Doctoral Student,  

We are pleased to welcome you to the doctoral program for Counselor Education and Supervision at 
Indiana University of Pennsylvania. The Department of Counseling is committed to successfully 
preparing Ph.D. students in the areas of teaching, supervision, research, scholarship, and 
leadership/advocacy. The Counselor Education and Supervision Student Handbook highlights policies 
and procedures that will help guide you throughout the program; however, this handbook is meant to 
supplement the student advisement process. We encourage you to review the contents of this 
handbook and refer to it often to ensure your adherence to departmental procedures and regulations. 
In addition to utilizing this handbook effectively, we encourage you to familiarize yourself with the 
Graduate School Catalog for the overall policies of the Graduate School 
(http://www.iup.edu/graduatestudies/catalog/), as well as contact the Department of Counseling with 
any further questions. Using this handbook effectively will enhance the advisement process and enable 
you to take an active role in attaining your personal and professional goals. If you cannot locate the 
information you need in this handbook, please get in touch with your advisor or the doctoral 
coordinator. We hope that this is a rewarding and enjoyable experience, and we look forward to 
working with you.  

Sincerely, 
The Department of Counseling Faculty and Staff 

Indiana University of Pennsylvania 
Indiana University of Pennsylvania (IUP) has a history rich in accomplishments. The first building, named 
John Sutton Hall, in honor of the first president of the Board of Trustees, was opened for students on 
May 17, 1875. Since that year, when IUP served only 225 students in a single building, the university has 
experienced continuous growth, becoming Pennsylvania’s fifth largest University and the largest in the 
PA State System of Higher Education. Current enrollment is 
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 IUP’s Civility Statement 
As a university of different peoples and perspectives, IUP aspires to promote the growth of all people in 

https://catalog.iup.edu/content.php?catoid=7&navoid=959
https://www.iup.edu/studentsupportandstandards/policies/index.html
http://www.iup.edu/gradcatalog
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Mission Statement 
The mission of the Department of Counseling at the Indiana University of Pennsylvania is to prepare 
culturally responsive school counselors, clinical mental health counselors, counselor educators, and 
supervisors who will facilitate holistic client/student growth through exemplary individual and group 
counseling skills as well as sustained engagement in ethical practice, scholarship, leadership, and social 
justice advocacy. 

Program Objectives 
1. Maintain a contemporary and relevant curricular learning environment that promotes the standards 

of the counseling profession, fosters a strong professional identity for counselors, counselor 
educators, and supervisors, and promotes competence for working effectively with clients and 
students across the lifespan. 
 
Evaluation Method: Current CACREP standards, Pennsylvania Department of Education standards, 
and state licensure requirements are reflected in all syllabi. Program graduates, site supervisors, and 
employers are routinely surveyed for program evaluation to engage in continuous improvement.  
 

2. Engage master’s and doctoral students in experiences that encourage personal and professional 
insight, awareness, and growth, enhancing their ability to deliver holistic client- and student-
centered, culturally responsive, and ethically sound counseling, academic, and supervisory services.  
 
Evaluation Method: All master's students are required to participate in a 10-hour personal growth 
group counseling experience. Membership is encouraged in our Counselors for Social Justice (CSJ) 
and Chi Sigma Iota (CSI) student associations, both of which sponsor service activities, professional 
development, and community-building experiences each semester. Doctoral student membership is 
encouraged in the North Atlantic Region of the Association of Counselor Education and Supervision. 
Our student review process evaluates each student annually (see section 2 of the Student Review 
Rubric) regarding their "Personal Maturity and Interpersonal Skills." Reflective, experiential, and 
service-learning opportunities are provided throughout the master's and doctoral curricula.  
 

3. Provide sequential hands-on learning experiences with individuals and groups that enhance 
counseling and educational work with clients/students across the lifespan and encompass the 
theoretical, ethical, and scholarly knowledge bases of counseling and counselor education and 
supervision.  
 
Evaluation Method: All students are required to earn a “B” grade or better in practicum courses and 
maintain current professional clearances and liability insurance. Each student is evaluated annually 
through the student review process (see section 1 of the Student Review Rubric) regarding their 
"Clinical Competence." 
 

4. Facilitate student attainment of clinical, academic, and supervisory assessment and 
conceptualization skills and their ability to utilize relevant literature and contemporary research to 
inform their work with clients, students, and supervisees.  
 
Evaluation Method: All courses have a culminating assignment or Summative Assignment with a 
corresponding grading rubric. Performance on these assignments is tracked across each course 
through the LiveText platform. Benchmark performance is also measured through IUP's use of the 
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Nuventive Improve Assessment platform. Each student is evaluated annually through the student 
review process (see sections 1 and 3 of the Student Review Rubric) regarding their "Clinical 
Competence" and "Academic Aptitude."  
 

5. Establish and maintain a supportive, proactive, and engaged departmental culture with high 
expectations for professional behavior, academic performance, multicultural and social justice 
awareness, and sound ethical judgment for all counselors- and counselor educators-in-training.  
 
Evaluation Method: All admitted students will meet or exceed the published admissions criteria for 
their respective master's or doctoral program. All students are evaluated annually on their clinical 
competence, personal maturity, interpersonal skills, and academic aptitude (see Student Review 

mailto:jmkerr@iup.edu
mailto:hbrnthvr@iup.edu
mailto:scarone@iup.edu
mailto:kdesmond@iup.edu
mailto:lguth@iup.edu
mailto:nlamoro@iup.edu
mailto:mnice@iup.edu
mailto:bpollard@iup.edu
mailto:swest@iup.edu


http://www.iup.edu/admissions/graduate/
http://www.iup.edu/gradcatalog
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Financial Assistance 

Graduate Assistantships 
The Counseling Department offers several full-time Graduate Assistantships (20 hours per week) for full-
time students and half-time Assistantships (10 hours per week) for both full- and part-time students. 
Graduate Assistants (GAs) are supervised by an assigned faculty member or administrator, with duties 
including assisting with faculty research, helping with class preparation, and supporting university 
service activities. There are a limited number of Graduate Assistantships available each year. Because of 
our rolling admissions for the Ph.D. program, doctoral students are notified of Graduate Assistantship 
awards between April and June, while master's students are notified in April of awards to begin in 
August of the following academic year.  Graduate Assistants receive a financial stipend and funds toward 
fall and spring semester tuition to compensate for their work within the department. Funding amounts 
vary by position type, level (doctoral or master’s), and year.  Assistantship applications can be obtained 
at: https://www.iup.edu/counseling/grad/counseling-admissions/graduate-assistant-applications.html 
and should be submitted to the email address indicated on the application form. Master's students must 
apply by March 15th of each year to receive full consideration for the following academic year. Doctoral 
students must apply before June 1st to receive full consideration for the following academic year, with 

https://www.iup.edu/counseling/grad/counseling-admissions/graduate-assistant-applications.html
mailto:scarone@iup.edu
http://www.iup.edu/financialaid/
https://studentaid.gov/h/apply-for-aid/fafsa
mailto:hbrnthvr@iup.edu
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advisor to develop a program of study and ensure program requirements are met. Advisors should be 
students’ first point of contact for any programmatic questions. If the issue is unable to be resolved, 
students should consult with the Department Chair (Dr. Desmond – kdesmond@iup.edu). Students will 
be allowed to evaluate their advising experience during the annual exit survey sent annually to program 
graduates. Personal Identification Numbers (PINs) are forwarded to the advisors every semester, so 
students must reach out to and/or meet with their advisors before registering. See Appendix B for the 
current Plan of Study form. 

    Campus Resources & Student Support 

The School of Graduate Studies and Research:  www.iup.edu/graduatestudies/ 
Graduate Catalog:  www.iup.edu/gradcatalog 
Office of Student Billing:  https://www.iup.edu/student-billing/ 
Office of the Registrar:  www.iup.edu/registrar/ 
Disability Support Services:  www.iup.edu/disabilitysupport/ 
Office of Social Equity:  www.iup.edu/socialequity/ 
IUP Campus Library:  www.iup.edu/library/ 
MyIUP:  www.iup.edu/myiup/ 
IT Support Center:  www.iup.edu/itsupportcenter/ 
Veterans and Service Members:  www.iup.edu/veterans/resource-center/ 

http://www.iup.edu/graduatestudies/
http://www.iup.edu/gradcatalog
https://www.iup.edu/student-billing/
http://www.iup.edu/registrar/
http://www.iup.edu/disabilitysupport/
http://www.iup.edu/socialequity/
http://www.iup.edu/library/
http://www.iup.edu/myiup/
http://www.iup.edu/itsupportcenter/
http://www.iup.edu/veterans/resource-center/
http://www.iup.edu/writingcenter/
http://www.iup.edu/career/
http://www.iup.edu/parking/
http://www.iup.edu/police/
http://www.iup.edu/registrar/students/registration-resources/index.html
https://www.iup.edu/itsupportcenter/get-support/e-mail-and-calendar/general/
http://www.iup.edu/gradcatalog
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http://www.iup.edu/graduatestudies/gsa
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knowledge of counseling, teaching, supervision, research & scholarship, leadership & advocacy. The 
doctoral program is offered at the Indiana and Pittsburgh East campuses.  

Certification and Licensure 
Students with a master’s degree and are interested in obtaining an elementary or secondary school 
counseling certification may apply to the counseling department for “Certification Only.” The “License 
Only” option is designed for individuals who need additional credits to meet licensure standards. 
Students seeking licensure-only` status must have a master’s degree with (a) a minimum of 36 credit 
hours and meet all other criteria for grandparenting as outlined by the Licensing Board, of (b) 48 credit 
hours. All applicants should contact the program coordinator for additional information regarding 
admission requirements. Visit here for additional information about licensure in PA as a Professional 
Counselor. 

Course Descriptions 
The official course descriptions are listed in the Graduate Catalog at www.iup.edu/gradcatalog. They are 
also listed below.  

In keeping with the mission and philosophy of the program to prepare students for the professoriate, 
research, and scholarship is infused in all the courses below.  

COUN 860 

https://www.dos.pa.gov/ProfessionalLicensing/BoardsCommissions/SocialWorkersMarriageanFamilyTherapistsandProfessionalCounselors/Pages/Professional-Counselor-Licensure-Requirements-Snapshot.aspx
http://www.iup.edu/gradcatalog
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COUN 960 Doctoral Field Experience in Counselor Education    3c-01-3cr  

Apply counselor education knowledge and skills in a 300-hour intensive capstone field experience in 
three of the following five areas: counseling, supervision, teaching, research and scholarship, and 
leadership and advocacy. Under supervision, experience is gained in a customized field setting relevant 
to the student's professional goals and repeated for a maximum of 6 credits.  
 
COUN 995 Dissertation in Counselor Education and Supervision    3c-01-3cr  

It allows students to successfully propose, complete, defend, and submit their dissertation. Students 
must demonstrate doctoral level scholarship in counselor education and supervision by conducting a 
research investigation in the principal field of study and making an original contribution to knowledge in 
the field.  

Evaluation of Students 

For information regarding School of Graduate Studies and Research policies on grading, view the 
Graduate Catalog:  www.iup.edu/gradcatalog 

Comprehensive/Candidacy Examinations 

http://www.iup.edu/gradcatalog
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Upon receipt of the written appeal to the dean of the SGSR, the dean will conduct an investigation of 
the allegation, review the documentation and render a final decision which completes the appeal 
process. The final decision caused 

http://www.iup.edu/graduatestudies/
http://www.iup.edu/gradcatalog
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/
https://catalog.iup.edu/content.php?catoid=7&navoid=1007
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The components of a dissertation include the following from the IUP Thesis and Dissertation Manual and 
A Counselor’s Guide to the Dissertation Process. [Flamez, B., Lenz, S. A., Balkin, R. S., Smith, R. L., (2017). 
A Counselor's Guide to the Dissertation Process: Where to Start and How to Finish.  Alexandria, VA: 
American Counseling Association. ISBN: 9781556203596]  

1. Title Page 
2. Copyright Page (optional) 
3. Signature Page 
4. Abstract 
5. Acknowledgements (optional) 
6. Table of Contents 
7. List of Tables (if required) 
8. List of Figures (if required) 
9. Chapter 1: Introduction 
10. Chapter 2: Literature Review 
11. Chapter 3: Method 
12. Chapter 4: Results/Findings 
13. Chapter 5: Discussion 
14. References 
15. Appendices  

 
Chapter 1: Introduction  

Conceptualizes the topic and situates it broadly within the existing literature, outlines an 
argument based on the need for the study, and presents specific research questions. Also 
previews the next chapter for the readers.  

 
Chapter 2: Literature Review  

This section includes references and details that summarize professional literature and research 
to understand the problem under investigation.  

 
Chapter 3: Methodology  

This section includes a detailed discussion of specific steps involved in conducting the study and 
can vary depending on the design (i.e., quantitative, qualitative, or mixed-methods analysis). 

 
Chapter 4: Results/Findings  

This chapter includes an introduction of findings/results, data collection procedures, data 
analysis, and study findings. Students provide readers with information regarding response rate 
and participant demographics.  

 
Chapter 5: Discussion  

This chapter includes a discussion, implications, limitations, suggestions for further research, 
and a conclusion.   

Dissertation Process  
After successful completion of comprehensive exams, the student should assemble their dissertation 
committee. If students need clarification on the dissertation chair and members, they should meet with 
the Doctoral Coordinator, who can help with committee selection (see Dissertation Committee section).  
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Research Topic Approval Form (RTAF)/Institutional Review Board (IRB) Approval In conjunction with 
the dissertation chair, the student develops a 2-page RTAF proposal of the intended dissertation 
research project, including the topic, rationale, method of study, references, and estimated timeline for 
the project. Please see the Dissertation Manual for an example of one of these proposals: 
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-

https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/thesis-dissertation-manual.html
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/thesis-dissertation-manual.html
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committee members from the Department of Counseling must be faculty members. The third 
committee member may be an IUP faculty member outside the department or an approved outside 
reader.  Students who wish to have an outside reader (a faculty member outside the bargaining unit) 
must contact their doctoral coordinator and the School of Graduate Studies and Research for guidance 
on the process for outside reader approval. The doctoral student is responsible for selecting a 
dissertation chair. The dissertation chairperson is expected to guide and advise the student during the 
dissertation preparation. For doctoral committees, the chair must have graduate teaching eligibility at 
the doctoral level. The remaining committee members must have graduate teaching eligibility at the 
master’s level. For more information about the role of the dissertation chair and committee members, 

https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/finishing-your-degree/preparing-and-submitting-theses-and-dissertations.html
https://www.iup.edu/graduatestudies/resources-for-current-students/research/thesis-dissertation-information/finishing-your-degree/preparing-and-submitting-theses-and-dissertations.html
https://www.iup.edu/writingcenter/graduate-writer-services/index.html
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Graduate Studies Thesis and Dissertation Manual under Finishing Your Degree 
(https://www.iup.edu/graduatestudies/resources-for-current-students).  

Evaluation Outcome for Dissertation 

For students admitted after Fall 2017 – Dissertation and thesis credits will be assigned Pass or Fail as 
the final evaluation outcome for the taken credits and carry no quality points weighted towards a 
student’s CGPA. 

For students admitted prior to Fall 2017 – Dissertation and thesis credits will be assigned a letter grade 
as the final evaluation outcome for the credits taken and carry quality points weighted towards a 
student’s CGPA for the number of dissertation credits required for the program. “Extended” dissertation 
credits are not calculated into a student’s CGPA. 

For more information, view the Graduate Catalog:  www.iup.edu/gradcatalog 

University Policies and Procedures 

University policy is the baseline policy. Programs may have a more stringent policy than the University 
baseline policy, but not less stringent than the University baseline policy. For questions regarding this 
statement, please get in touch with the Department of Counseling’s graduate coordinator, the School of 
Graduate Studies and Research. 

Academic Calendar 
View the IUP Academic Calendar:  www.iup.edu/news-events/calendar/academic/ 
 
The Following University and SGSR policies can be found at www.iup.edu/gradcatalog: 
Academic Good Standing  
Academic Integrity 
Bereavement-Related Class Absences 
Continuous Graduate Registration for Dissertation and Thesis 
Grade Appeal Policy 
Graduate Fresh Start Policy 
Graduate Residency Requirement 
Leave of Absence Policy 
Time Limitations 
Time-to-Degree Masters/Doctoral Dismissal Appeal Policy 
Time-to-Degree Extensions for Master’s Thesis and Doctoral Dissertation 
Transfer of Credits Policy 

Department Policies and Procedures 

Diversity and Social Justice Statement   
Diversity, equity, and inclusion are part of IUP’s fundamental mission and are integral to 

http://www.iup.edu/gradcatalog
http://www.iup.edu/news-events/calendar/academic/
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importance of striving for social justice in our work. Fundamental principles underlying our efforts include 
the values of inclusion, collaboration, community, and equity. Our departmental goal is to establish an 
environment that supports open dialogue and appropriate risk-taking, where everyone feels respected, 
valued, and safe. We expect that everyone in our community will contribute to maintaining this climate, 
which means that we collectively strive to attend to issues of power, privilege, and oppression in all that 
we do. In each of our roles, we must remember that the privilege of being at IUP also comes with a 
responsibility to be civil, respectful, decent, and fair to all people. We recognize and celebrate that our 
department is comprised of individuals with diverse backgrounds, experiences, and perspectives, as is our 
professional discipline. As such, we are committed to fostering a learning environment free of inequitable 
treatment, including discrimination, bias, hate speech, and violence. We view diversity and inclusion as 
means by which we can improve upon a broad range of social, political, and health outcomes and 
encourage and empower students to share in our efforts. 

Student Conduct  
While enrolled in their counseling program, students are expected to maintain the highest standards of 
integrity and practice consistent ethical behavior. Special attention should be given to confidentiality, 
original work completion, appropriate attribution (i.e., avoiding plagiarism), and copyright laws and 
conventions. Unethical behavior, impaired performance, and/or unprofessional practices may result in 
disciplinary action on the part of the Department or university. See the 2014 ACA Code of Ethics for 
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Policies from the Office of Student Conduct can be viewed at: 
https://www.iup.edu/studentsupportandstandards/policies/index.html. (IUP Email Communication 
Policy, Student Behavior Regulations, The Source, Student Rights and Responsibilities, etc.)  

LiveText  
Beginning in the Fall 2016 semester, all students, as part of our CACREP assessment and continuous 
improvement plan, must obtain the LiveText software to submit summative assignments for each class. 
The direction to obtain the software are listed below:  

1. From www.livetext.com, click on the Register link in the upper right corner.  
2. Under Purchase Membership, click the Purchase button.  
3. Enter your personal information into the required fields (students should use their IUP email for 

both school and personal; their school ID is their Banner ID) and click the Continue button.  
4. Select your membership package from the dropdown menu. The students will purchase the Field 

Experience Edition. Then, click the checkbox indicating you've read and agree to the terms of 
service. Finally, click the Continue button.  

5. Enter your billing information and click the Continue button.  
6. After successfully completing the registration process, LiveText will display the Congratulations 

page. This page will display your username and the option to click to reveal your password.  

Department of Counseling Participation and Attendance Policy 
For maximum learning to occur, you must attend class meetings. It is expected that all readings be 
completed prior to class to maximize class discussions. During class, relevant questions, pertinent 
comments, and risk-taking are welcomed and encouraged.  
Graduate students are trained to be professional counselors/counselor educators. As such, they 
demonstrate to the department faculty their professionalism and ability to attend to career 
responsibilities and client concerns in various ways, including 
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• Reduction in grade per the percentage allotted to attendance and participation.  
• Other actions deemed appropriate by the instructor. These may include but are not limited 

to making up a missed class meeting at the instructor's convenience, completing additional 
web-based assignments, etc.  

A student who rarely or never participates in class, online discussions, or activities may also receive a 
grade reduction despite attendance. The Department of Counseling faculty members are sensitive to 
significant life circumstances that may result in class absences or cameras not being turned on. In such 
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Appendices 

Appendix A: IUP Offices and Faculty 
 
The Indiana, PA, zip code is 15705. 
The Pittsburgh, PA, zip code for Pittsburgh East is 15235. 

NOTE: All main campus phone numbers have a 724 area code. 
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Department of Counseling website: http://www.iup.edu/counseling/  

Department telephone number: (724) 357-2306; Department fax number: (724) 357-7821 

Pittsburgh East telephone number: (412) 824-1999; Pittsburgh East fax number: (412) 824-3320 
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Co-Requisites Needed Projected Semester 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

*Typed signatures cannot be accepted; please sign. 

Student’s Signature _________________________________________________ Date ___________ 

Advisor’s Signature _________________________________________________ Date ___________ 

Filed in Student’s Record ____________________________________________ Date ___________ 

Recorded in the Department’s Database_________________________________  Date 
___________ 

 

UPDATED 3/8/17, 5/1/17, 9/5/17, 9/13/19, 7/2/21, 6/23
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Appendix E: VALT Confidentiality Statement 
 

“I confirm that I will use the VALT recording system as trained by all IUP and Department of Counseling 
policies throughout my time in the MA, Med, or Ph.D. program. This includes maintaining the 
confidentiality of any recording partners as instructed, utilizing the equipment as intended to be used, 
and abstaining from viewing any recorded sessions of which I am not a part. I understand that my failure 
to adhere to these regulations will result in consequences ranging from a referral to the Student 
Development Committee to potential disciplinary action.” 

 

Signature:      Date: 

 

Submit to Doctoral Coordinator – 206 Stouffer Hall 
The Department of Counseling will keep this signed document on file. 

  




