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CALIFORNIA LUTHERAN UNIVERSITY 

Department of COUNSELOR EDUCATION 

GRADUATE SCHOOL OF EDUCATION 

 

M.S. COUNSELING AND COLLEGE STUDENT PERSONNEL  
 

 

OUTCOMES 

 

The California Lutheran University’s M.S. in Counseling and College Student Personnel is 

designed to prepare candidates to function as professionals in colleges and universities in areas 

such as enrollment management, student life, academic advisement, career planning placement, 

and special need areas that include international student services, multicultural affairs, and learning 

assistance. Your role is to assist students to grow, develop, and gain academic success and prepare 

for careers of distinction. 

 

 

Overall, this program seeks to prepare professionals who display the ability to: 

 

1. Be supportive, available, and responsive to students in higher education. 

 

2. Help students overcome barriers that impact learning. 

 

3. Develop retention strategies geared to support all students. 

 

4. Enhance students’ multicultural understanding, self-understanding, and self-esteem. 

 

5. Facilitate a learning environment where all students feel included and valued. 

 

6. Design and implement career and personal counseling services for students. 

 

7. Assist students in appraising their skills, attitudes, and achievements as they develop 

strategies for educational and career advancement. 

 

8. Provide skillful services as a consultant to students, faculty, and administrators. 

 

9. Be an advocate for social issues and student concerns across campus.  

 

10. Design, implement, and evaluate student programs based on student needs. 

 

11. Seek, identify, and utilize various resources required to carry out programs. 

 

12. Plan, conduct, and interpret program assessment and evaluation of campus-wide student 

services. 

 

13. Provide and coordinate staff development as well as training programs for student 

volunteers and paraprofessionals. 



 

 

 

14. Facilitate problem-solving and conflict resolution groups. 

 

15. Adhere to professional and ethical standards and apply well-informed values in carrying 

out professional roles. 



 

 

CALIFORNIA LUTHERAN UNIVERSITY 

Department of COUNSELOR EDUCATION 

GRADUATE SCHOOL OF EDUCATION 

 

 

M.S. COUNSELING AND COLLEGE STUDENT PERSONNEL  
 

GUIDELINES FOR WORKING IN COLLEGES & UNIVERSITIES 

 

 

As you begin the College Student Personnel field experiences, it is important to keep in mind that 

you are being given this opportunity by dedicated professionals. These professionals have many 

responsibilities and limited time, and they need your full cooperation and maximum effort. As a 

fieldwork candidate, you should think of yourself as a member of the staff and should become 

involved in as many activities as possible. 

 

 

Your placement this year is an opportunity not only to increase your counseling skills and widen 

your horizons, but also to become familiar with your field site institutions’ mission, policies, and 

procedures. Please keep the following expectations and issues in mind throughout your placement: 

 

1. You represent yourself, California Lutheran University, your professors, and your site 

supervisor. Please respect the trust being placed in you to conduct yourself in an ethical 

manner. You need to apply professional and ethical standards at all times. 

 

2. Your site supervisor, in particular, is placing a great deal of trust in you. Please show 

respect for him/her by seeking his/her input and listening to his/her direction and advice. 

 

3. Make a schedule with your supervisor and keep it. 

 

4. When in doubt, wait and get advice from your site supervisor. Most things can wait a few 

days without creating a problem. If necessary, contact your university supervisor. In 

emergency situations, follow appropriate institutional procedures. 

 

5. Look for ways to assist in creative problem solving. 

 

6. Determine from your site supervisor which campus meetings you will be welcomed to 

attend. 

 

 

 

 

 

 

 

 

 



 

 

CALIFORNIA LUTHERAN UNIVERSITY 

Department of COUNSELOR EDUCATION 

GRADUATE SCHOOL OF EDUCATION 
 

M.S. COUNSELING AND COLLEGE STUDENT PERSONNEL  

DEFINITION OF ROLES 

 

The following roles are assigned to the field candidate, the site supervisor, and the University 

supervisor: 

 

Field Candidate 

For each fieldwork course, the field candidate will: 

 

1. Meet with her/his faculty advisor to discuss readiness for fieldwork. 

 

2. Meet with the College Student Personnel Fieldwork Coordinator to discuss opportunities 

for site placement. 

 

3. Meet with potential site supervisor to discuss and develop a written fieldwork plan. 

 

4. Submit a completed fieldwork application online by the application deadline. Your 

application is not complete until it has been electronically signed and submitted by your 

site supervisor to the Fieldwork Coordinator.  

 

5. Once the application has been approved, enroll in the appropriate Practicum or Field 

Studies course. 

 

6. Attend all regularly scheduled seminars conducted by the University supervisor. 

Missing a seminar may result in a no credit in the course. 

 

7. Carry out the activities at the site as described in this College Student Personnel handbook. 

 

8. Arrange for: a) the University supervisor to meet the site supervisor during the site visit for 

Practicum, and during the first site visit for Field Studies b) appropriate observations for 

the University supervisor for the scheduled visit(s). 

 

9. Keep an electronic log of field hours for both Practicum and Field Studies in Toggl. A 

report of your hour log will be attached to the Field Log Overview form and submitted for 

review and electronic signature by the site supervisor and the University supervisor when 

field hours have been completed. 

 

10. Have the fieldwork formative and summative evaluation for Practicum and Field Studies 

completed and electronically signed by the site supervisor. After the site supervisor has 

signed the evaluation, the candidate and University supervisor will review and 

electronically sign the evaluation. The formative evaluation should be submitted once you 

have completed 75 hours at the site. Your site supervisor will not be able to complete your 

summative evaluation until you submit your Field Log Overview form and hour log.  

 



 

 

Site Supervisor 

The site supervisor must be someone who has served as a college student personnel professional 

for at least two years AND someone who has had a Master’s degree (or higher) in Counseling, 

Student Affairs, or a related field for at least two years. Moreover, the site supervisor must be 

someone who will: 

 

1. Meet with the candidate, review the list of required activities, assist the candidate in 

developing a written individualized training plan to be submitted on the Field Experience 

Planning Form, and signify willingness to supervise the candidate by approving and 

electronically signing the fieldwork application form. 

 

2. Meet or speak with the University supervisor as necessary during the field experience. 

 

3. Supervise the field candidate and continually evaluate the candidate’s progress, 

reviewing hour log reports on a regular basis. A Formative Evaluation is required for 

all candidates and will be submitted online.  The candidate will email a link to you 

after they have completed 75 hours in their placement.  

 

4. Contact the University supervisor during the semester to design a remediation plan for any 

candidate who is not performing adequately. 

 

5. Complete the online Summative Evaluation form at the end of the candidate’s field 

experience and verify the number of field hours the candidate has completed. You will not 

be able to complete the Summative Evaluation until the candidate has submitted their Field 

Log Overview form for your review and electronic signature. 

 

University Supervisor 

The University supervisor of fieldwork will: 
 

1. Meet with the site supervisor and candidate at the first scheduled observation. 
 

2. Visit the site at least once during Practicum, and at least twice during Field Studies, to 

observe the candidate carrying out assigned activities. 
 

3. Hold eight (8) seminars for Practicum and four (4) seminars for Field Studies to discuss 

field experiences, assignments, and common interests and concerns of the group. 
 

4. Verify all logs, reports, and evaluations have been submitted online at the end of each 

field experience course. Electronically sign all documents requiring your review. 
 

5. Decide whether or not the candidate has successfully completed his/her experience and 

assign a grade of “Pass” or “No Credit.” 

 

 

 

 

 

 

 



 

 

CALIFORNIA LUTHERAN UNIVERSITY 

Department of COUNSELOR EDUCATION 

GRADUATE SCHOOL OF EDUCATION 

 

EDCG 528 PRACTICUM 

 

COURSE DESCRIPTION 

Supervised field placement in a college or university, with 150 field hours required. Each candidate 

will be involved in on-site experiences and observations, which include the application of theory 

to practice. Each candidate must be supervised by a professional with a degree in Counseling, 

Student Affairs, or a related field. 

 

SEMINARS 

Eight seminars will be held to enhance candidates’ practical skills and knowledge and to: 

 

1. Monitor candidates’ progress in the field, including a review of logs. 

 

2. Review current practices in the field. 

 

3. Discuss Practicum experiences, assignments, and candidates’ successes and concerns. 

 

FIELD EXPERIENCES 

Practicum candidates will be visited once by the University supervisor to evaluate the candidate’s 

progress in the field. 

 

The following field experiences are to be completed to the satisfaction of the site supervisor and 

the University supervisor. 

 

A. Orientation to College Student Personnel Program 

1. Interview staff members to ascertain their roles and functions. 

 

2. Gain knowledge of the institution’s policies, purpose, and procedures regarding the 

college student personnel program. 

 

3. Gain knowledge of specific needs of the population served by the site (including 

demographics and discipline procedures). 

 

4. Develop familiarity with special programs at the site. 

 

5. Develop familiarity with community resources. 

 

B. Counseling Services 

1. Interview and counsel students individually regarding academic, career, and 

personal/social issues. 

 

2. Lead or co-lead an on-going counseling group and/or workshop series for a minimum 

of six sessions. 

 



 

 

3. Participate in a career awareness exploration, or career decision-making, event. 

 

C. Assessment 

1. Select, administer, and/or interpret appropriate unbiased academic or career assessment 

instruments. 

 

2. Apply professional standards when using assessment instruments. 

 

D. Consultation Services 

1. Provide consultation to faculty, administrators, parents, and others regarding college 

student personnel programs. 

 

2. Consult and collaborate with faculty and/or administrators about individual students. 

 

3. Involve the community in the college student personnel program. 

 

E. Psychological Education 

1. Prepare and present an education/training program to small groups of students and/or 

classrooms. The program should focus on areas such as self-esteem, social skills, 

conflict resolution, problem solving, communicating skills, cross-cultural 

communication, career development, decision making, peer counseling, etc. 

 

F. Legal and Ethical Aspects 

1. Utilize procedures for implementing relevant laws and regulations. 

 

2. Apply the American Counseling Association’s code of ethics to specific counseling 

situations and/or ACPA’s ethical principles and standards to specific student affairs 

situations. 

 

 

ASSIGNMENTS FOR EDCG 528 

 

REQUIRED ASSIGNMENTS: 

 

Resume (due at discretion of instructor) 

You will be required to have an up-to-date resume, which includes your practicum and/or field 

studies responsibilities, that is free of errors and professionally formatted.   

 

Site Supervisor Interview (due by start of Class 2) 

Interview the site supervisor to obtain knowledge of your office/department’s purpose and 

policies for implementation; staff; procedures for using and storing student records (i.e., FERPA 

regulations); and links with other University offices, community agencies, or organizations.  In 

Class 2 of EDCG 528, you’ll report out your findings to class.  There is no paper required; this is 

only meant to be an informal presentation.   

 

ADDITIONAL COURSE ASSIGNMENT OPTIONS: 

For your practicum and field studies courses, we have created a range of assignments that are 

connected to the ACPA/NASPA Professional Competencies required for student affairs 

practitioners.  You should consult with your site supervisor to determine which of the 



 

 

assignments might be appropriate given the nature of the work at your site.  That being said, 

assignments cannot be duplicated between EDCG 528 and EDCG 535.  

 

Choose three (3) of the assignments below to be completed and submitted in Class 2, 4, 6, and 

the final project due in Class 8 (Choose from Major Final Assignment options).  It is expected 

that you will determine which assignments will be due in consultation with the University 

supervisor. 

 

Organizational Leadership Assignment 

Interview the Senior Student Affairs Officer at your site to obtain an understanding of their 

leadership philosophy; how decisions are made at the SSAO level; strategic planning issues; how 

they help move the division strategically to align with the institutional mission; and any key 

contemporary issues they deal with on a regular basis.  Apply theories that you learned in EDCG 

566 based upon your observations of leadership in action at your site as well.  Summarize your 

findings in a 2-3 page paper. 

 

Budget Assignment 

In consultation with your site supervisor, interview the most appropriate person to discuss issues 

of budgeting and finance within your particular site.  From that person, get a sense of how 

budget decisions are made, how financial requests are decided, how your site’s operational 

budget is divided up and also how your site’s budget fits within the larger framework of the 

institution.  Summarize your findings in a 2-3 page paper. 

 

Workshop Presentation* (*must be completed in either EDCG 528 OR EDCG 535) 

Design and present a workshop on an educational topic appropriate to the needs of your 

population (e.g., study skills, self-esteem, resiliency, time management).  Include the method(s) 

for evaluating the impact of this workshop.  Implement this workshop with a small group of 

students or in a class, and write a brief summary of the results.  This paper should be 3-5 pages.  

Include the lesson plan or agenda as an appendix. 

 

Staff Training Assignment 

Design and present an in-service workshop or training module for a group of student workers at 

your site.  Choose a topic that would relevant, in consultation with your site supervisor, to 

address their specific needs or understandings.  Implement this workshop, including an 

evaluation of the session, and write a brief summary of the results.  This paper should be 3-5 

pages.  Include the agenda and/or any handouts or Presentation (PowerPoint/Prezi) slides as an 

appendix. 

 

Contemporary Issues & Ethical Decision Making Assignment 

Based upon your work at your site, choose a contemporary issue that your site and/or institution 

may be facing (i.e., compliance of Title IX, supporting undocumented students).  Create an 

ethical case study of no more than one page that summarizes the issue, based upon research that 

you have done on that issue.  Then solve the case in a 2-3 page paper, consulting with outside 

research as well as the ethical statements from either ACPA, NASPA, or ACA.   

 

Institutional Mission Assignment 

Review the institutional mission for your site as well as your site’s office/department mission.  

Compare and contrast these statements and articulate the ways that your office is either 

connected to (or not connected to) the institution’s mission.  Interview two individuals (one 



 

 

being your supervisor and one being a student who accesses your site’s services) to investigate 

how their perceptions on whether the institutional mission as well as the office/department’s 

mission are actualized.  Summarize your findings in a 3-4 page paper. 

 

Advising Philosophy Assignment 

For this assignment, you are asked to consider your philosophy on advising students.  Draw on 

developmental theories that you have learned within the program and integrate them as 

appropriate.  Summarize your thoughts in a 2-3 page paper. 

 

Campus Environments Assignment 

For this assignment, you must read Chapter 14 in Student Services, refamiliarizing yourself with 

the work of Strange & Banning on campus ecology theory.  You should walk around your site’s 

offices as well as the larger institution and take photographs that represent the physical, 

aggregate, organizational, and constructed components, specifically focused on the ways that 

your site and institution display implicit or explicit messages on social justice, equity, and 

inclusion.  Create a PowerPoint or Prezi of the components with text that explains your images. 

 

Technology Assignment 

In consultation with your site supervisor’s desires, create a video or audio project that may be 

useful for your office.  This could be a video that could be topical in nature or something that is 

done to be sent to current or potential students or placed on the website.  Additional options 

could be a podcast or some other alternative project that would need to be approved by the 

University supervisor. 

 

Legal Issues Assignment 

Interview your site supervisor about the array of legal issues that they may deal with in their 

professional practice.  Choose one of those issues and conduct research on the topic.  Create a 

one-page (front and back) executive summary with key concepts, related court cases/decisions, 

and recommendations on best practices on this topic for your particular site. 

 

MAJOR FINAL ASSIGNMENT (choose one (1)): 

 

Program Implementation Assignment 

Develop and implement a program/activity that will benefit students at your site or the site itself.  

Your program/activity is to be based on a needs assessment (this should be conducted yourself or 

have been previously completed by your site).  Write a summary of your program/activity, 

including budget information (include an itemized budget as a spreadsheet or table which 

indicates both proposed and actual costs), utilization of student volunteers (if applicable), and an 

evaluation of its implementation.  Include your public recruitment/announcement plan, including 

social media efforts.  Also include the results of the needs assessment.  This paper should be six 

to ten pages (excluding cover page and references page). 

Benchmarking Assessment Project 

In consultation with your site supervisor, determine if there is a need to complete a 

benchmarking assessment on a program, service, or initiative that your site is considering 

implementing.  Research online to find other institutions that have a similar program/initiative 

and outreach to them via phone or e-mail to gather information from them about their 

program/initiative.  Create a survey of at least five questions that you would ask these individuals 

and gather as much research as possible.  Gather these findings into a professional report 



 

 

between eight to ten pages (excluding cover page and references page) that you will provide your 

site supervisor.   

 

CAS Assessment Project 

In consultation with your site supervisor, review the Council for the Advancement of Standards 

in Higher Education (CAS) self-evaluation materials for your site’s particular functional area.  

You’ll conduct an audit, which will include document review, review of any assessment and 

evaluation data, and potential focus group/survey implementation, and create a report of no more 

than 10 pages that outlines the strengths and areas for improvement for your site, based upon the 

CAS standards. With approval from your site supervisor, choose at least three areas to include in 

your assessment. 

 

Conference Session/Poster Presentation (only available in EDCG 528) 

Working collaboratively with your site supervisor or another professional in the field, create and 

submit a proposal for a program or poster proposal for a regional or national conference on a 

topic of interest that is connected to your work in either practicum or field studies.  You’ll submit 

the program/poster proposal as your final assignment.   

 

Presentation at Off-campus Conference 

Please note: this project can only be done if planned out in EDCG 528 for implementation in 

EDCG 535.  If your program proposal that was submitted as a final project for EDCG 528 is 

accepted, present the session/poster and write a reflection of no more than three pages on your 

experience, detailing the strengths and limitations of the session/poster as well as 

recommendations on what you would do differently if you were to present the session/poster 

again. 

 

Group Counseling Project 

Write a summary report of a counseling group you have led or co-led, including the purpose of 

the group and its composition, screening procedures, time and place of the meetings, and what 

occurred during each session of the group (minimum of four; strongly encouraged to have 

between six to eight sessions, however).  This group might focus on personal/social, academic, 

or career development issues.  In your conclusions, include a discussion about the group’s 

movement through the specific stages of group development.  Your report should be five to 

seven pages. 

 

Cultural Proficiency Audit  

Using the Essential Elements of Cultural Proficiency (see Table 8.2 on p. 132 of the Cultural 

Proficiency: A Manual for School Leaders text), conduct an audit of your site or institution on 

their progress on assessing their culture, valuing diversity, managing the dynamics of difference, 

adapting to diversity, and institutionalizing cultural knowledge. Create a table using Table 8.2 as 

a guide. Since the table is based on K-12 roles, please use the following for the Roles column: 

Instructors, Student Support Staff (CSP), Campus Administrators, Board of Trustees (private 

colleges), or College District (i.e. VCCCD). In order to gather information to create the text to 

describe each element, you will need to interview your students, site supervisor, CSP 

professionals on campus, senior level administrator(s), and review the college mission statement, 

campus descriptions, and any other pertinent print/web information to help you with your 

analysis. In addition to the table, write a five to seven page narrative describing your process for 

gathering your information, any surprises as a result of this audit, and any recommendations that 

you have for the forward motion toward cultural proficiency on your campus.  



 

 

 

Completed hour logs, the site visit form, and the site supervisor’s formative and summative 

evaluations are to be electronically signed and submitted by the last seminar. (While it is 

permissible to take an “incomplete” to finish the required hours, all assignments and the site 

visit must be completed by the last seminar.) 

 

EVALUATION 

1. Attendance and participation in ALL seminar sessions. 

 

2. Completion of assigned written reports. 

 

3. Satisfactory demonstration of counseling skills during class and site visits. 

 

4. Logged and verified completion of a minimum of 150 hours, including observations and 

direct services at the site. 

 

5. Demonstrated mastery of competencies as signified on the evaluation form completed by 

the site supervisor and the University supervisor. 



 

 

CALIFORNIA LUTHERAN UNIVERSITY 

Department of COUNSELOR EDUCATION 

GRADUATE SCHOOL OF EDUCATION 

 

EDCG 535 

FIELD STUDIES IN COLLEGE STUDENT PERSONNEL 

 

 

 

PURPOSE OF FIELD STUDIES 

The purpose of Field Studies is to assist candidates in making the transition from graduate student 

to professional, through concrete experiences at a field site. Under the direct supervision of an 

experienced college student personnel practitioner, the candidate will build on her/his fieldwork 

experience from Practicum, and he/she will apply theory and concepts he/she has learned in 

courses and gain skills he/she will need in his/her professional role. Additionally, the candidate 

may use these experiences to explore possible areas of professional interest as well as gain 

specialized experience in a particular direction the candidate may have already chosen. Further, 

college student personnel offices will benefit from the candidate’s perspectives and contributions. 

 

 

COURSE DESCRIPTION 

Supervised field experiences in student services departments and programs in a postsecondary 

setting different from the Practicum site, under the supervision of an experienced college student 

personnel professional. Required number of hours: 150 

 

 

SEMINARS 

Four seminars will be held during the semester to: 

 

1. Monitor candidates’ progress in the field, including a review of hour logs to be maintained 

in Toggl. 

 

2. Review current practices in the field. 

 

3. Discuss field experiences, assignments, and candidates’ successes and concerns. 

 

 

FIELD EXPERIENCES 

Demonstration of skills required in order to deliver services to students in higher education in one 

or more of the following areas of college students personnel: enrollment management (admissions, 

financial aid, orientation), student life and activities, academic advisement, career planning and 

placement, and special needs (international student services, multicultural affairs, learning 

assistance programs, services for students with disabilities). 

 



 

 

Upon completion of this course, candidates will have: 

 

1. Knowledge of the field site institution’s purposes, policies, and procedures regarding 

student services. 

 

2. Knowledge of the specific needs of the student population served at the field site. 

 

3. Skills in advising and counseling students in order to assist them with academic, personal, 

and career services. 

 

4. Skills in participating in student governance and special interest meetings. 

 

5. Skills in conducting a needs-based assessment at the site and using the findings to plan, 

develop, implement, and evaluate a program of benefit to students. 

 

6. Skills in reviewing and evaluating the organizational structure of the institution’s student 

personnel program. 

 

 

ASSIGNMENTS FOR EDCG 535 

 

REQUIRED ASSIGNMENTS: 

 

Resume (due at discretion of instructor) 

You will be required to have an up-to-date resume, which includes your practicum and/or field 

studies responsibilities, that is free of errors and professionally formatted.   

 

 

ADDITIONAL COURSE ASSIGNMENT OPTIONS: 

For your practicum and field studies courses, we have created a range of assignments that are 

connected to the ACPA/NASPA Professional Competencies required for student affairs 

practitioners.  You should consult with your site supervisor to determine which of the 

assignments might be appropriate given the nature of the work at your site.  That being said, 

assignments cannot be duplicated between EDCG 528 and EDCG 535.  

 

Choose two (2) of the assignments below to be completed and submitted in Class 2, 3, and the 

final project due in Class 4(choose from Major Final Assignment options below).. It is 

expected that you will determine which assignments will be due in consultation with the 

University supervisor. 

 

Organizational Leadership Assignment 

Interview the Senior Student Affairs Officer at your site to obtain an understanding of their 

leadership philosophy; how decisions are made at the SSAO level; strategic planning issues; how 

they help move the division strategically to align with the institutional mission; and any key 

contemporary issues they deal with on a regular basis.  Apply theories that you learned in EDCG 

566 based upon your observations of leadership in action at your site as well.  Summarize your 

findings in a 2-3 page paper. 

 

 



 

 

Budget Assignment 

In consultation with your site supervisor, interview the most appropriate person to discuss issues 

of budgeting and finance within your particular site.  From that person, get a sense of how 

budget decisions are made, how financial requests are decided, how your site’s operational 

budget is divided up and also how your site’s budget fits within the larger framework of the 

institution.  Summarize your findings in a 2-3 page paper. 

 

Workshop Presentation* (*must be completed in either EDCG 528 OR EDCG 535) 

Design and present a workshop on an educational topic appropriate to the needs of your 

population (e.g., study skills, self-esteem, resiliency, time management).  Include the method(s) 

for evaluating the impact of this workshop.  Implement this workshop with a small group of 

students or in a class, and write a brief summary of the results.  This paper should be 3-5 pages.  

Include the lesson plan or agenda as an appendix. 

 

Staff Training Assignment 

Design and present an in-service workshop or training module for a group of student workers at 

your site.  Choose a topic that would relevant, in consultation with your site supervisor, to 

address their specific needs or understandings.  Implement this workshop, including an 

evaluation of the session, and write a brief summary of the results.  This paper should be 3-5 

pages.  Include the agenda and/or any handouts or Presentation (PowerPoint/Prezi) slides as an 

appendix. 

 

Contemporary Issues & Ethical Decision Making Assignment 

Based upon your work at your site, choose a contemporary issue that your site and/or institution 

may be facing (i.e., compliance of Title IX, supporting undocumented students).  Create an 

ethical case study of no more than one page that summarizes the issue, based upon research that 

you have done on that issue.  Then solve the case in a 2-3 page paper, consulting with outside 

research as well as the ethical statements from either ACPA, NASPA, or ACA.   

 

Institutional Mission Assignment 

Review the institutional mission for your site as well as your site’s office/department mission.  

Compare and contrast these statements and articulate the ways that your office is either 

connected to (or not connected to) the institution’s mission.  Interview two individuals (one 

being your supervisor and one being a student who accesses your site’s services) to investigate 

how their perceptions on whether the institutional mission as well as the office/department’s 

mission are actualized.  Summarize your findings in a 3-4 page paper. 

 

Advising Philosophy Assignment 

For this assignment, you are asked to consider your philosophy on advising students.  Draw on 

developmental theories that you have learned within the program and integrate them as 

appropriate.  Summarize your thoughts in a 2-3 page paper. 

 

Campus Environments Assignment 

For this assignment, you must read Chapter 14 in Student Services, refamiliarizing yourself with 

the work of Strange & Banning on campus ecology theory.  You should walk around your site’s 

offices as well as the larger institution and take photographs that represent the physical, 

aggregate, organizational, and constructed components, specifically focused on the ways that 

your site and institution display implicit or explicit messages on social justice, equity, and 

inclusion.  Create a PowerPoint or Prezi of the components with text that explains your images. 



 

 

 

Technology Assignment 

In consultation with your site supervisor’s desires, create a video or audio project that may be 

useful for your office.  This could be a video that could be topical in nature or something that is 

done to be sent to current or potential students or placed on the website.  Additional options 

could be a podcast or some other alternative project that would need to be approved by the 

University supervisor. 

 

Legal Issues Assignment 

Interview your site supervisor about the array of legal issues that they may deal with in their 

professional practice.  Choose one of those issues and conduct research on the topic.  Create a 

one-page (front and back) executive summary with key concepts, related court cases/decisions, 

and recommendations on best practices on this topic for your particular site. 

 

MAJOR FINAL ASSIGNMENT (choose one (1)): 

 

Program Implementation Assignment 

Develop and implement a program/activity that will benefit students at your site or the site itself.  

Your program/activity is to be based on a needs assessment (this should be conducted yourself or 

have been previously completed by your site).  Write a summary of your program/activity, 

including budget information (include an itemized budget as a spreadsheet or table which 

indicates both proposed and actual costs), utilization of student volunteers (if applicable), and an 

evaluation of its implementation.  Include your public recruitment/announcement plan, including 

social media efforts.  Also include the results of the needs assessment.  This paper should be six 

to ten pages (excluding cover page and references page). 

 

Benchmarking Assessment Project 

In consultation with your site supervisor, determine if there is a need to complete a 

benchmarking assessment on a program, service, or initiative that your site is considering 

implementing.  Research online to find other institutions that have a similar program/initiative 

and outreach to them via phone or e-mail to gather information from them about their 

program/initiative.  Create a survey of at least five questions that you would ask these individuals 

and gather as much research as possible.  Gather these findings into a professional report 

between eight to ten pages (excluding cover page and references page) that you will provide your 

site supervisor.   

 

CAS Assessment Project 

In consultation with your site supervisor, review the Council for the Advancement of Standards 

in Higher Education (CAS) self-evaluation materials for your site’s particular functional area.  

You’ll conduct an audit, which will include document review, review of any assessment and 

evaluation data, and potential focus group/survey implementation, and create a report of no more 

than 10 pages that outlines the strengths and areas for improvement for your site, based upon the 

CAS standards. With approval from your site-supervisor, choose at least three areas to include in 

your assessment. 

 

Conference Session/Poster Presentation (only available in EDCG 528) 

Working collaboratively with your site supervisor or another professional in the field, create and 

submit a proposal for a program or poster proposal for a regional or national conference on a 



 

 

topic of interest that is connected to your work in either practicum or field studies.  You’ll submit 

the program/poster proposal as your final assignment.   

 

Presentation at Off-campus Conference 

Please note: this project can only be done if planned out in EDCG 528 for implementation in 

EDCG 535.  If your program proposal that was submitted as a final project for EDCG 528 is 

accepted, present the session/poster and write a reflection of no more than three pages on your 

experience, detailing the strengths and limitations of the session/poster as well as 

recommendations on what you would do differently if you were to present the session/poster 

again. 

 

Group Counseling Project 

Write a summary report of a counseling group you have led or co-led, including the purpose of 

the group and its composition, screening procedures, time and place of the meetings, and what 

occurred during each session of the group (minimum of four; strongly encouraged to have 

between six to eight sessions, however).  This group might focus on personal/social, academic, 

or career development issues.  In your conclusions, include a discussion about the group’s 

movement through the specific stages of group development.  Your report should be five to 

seven pages. 

 

Cultural Proficiency Audit  

Using the Essential Elements of Cultural Proficiency (see Table 8.2 on p. 132 of the Cultural 

Proficiency: A Manual for School Leaders text), conduct an audit of your site or institution on 

their progress on assessing their culture, valuing diversity, managing the dynamics of difference, 

adapting to diversity, and institutionalizing cultural knowledge. Create a table using Table 8.2 as 

a guide. Since the table is based on K-12 roles, please use the following for the Roles column: 

Instructors, Student Support Staff (CSP), Campus Administrators, Board of Trustees (private 

colleges), or College District (i.e. VCCCD). In order to gather information to create the text to 

describe each element, you will need to interview your students, site supervisor, CSP 

professionals on campus, senior level administrator(s), and review the college mission statement, 

campus descriptions, and any other pertinent print/web information to help you with your 

analysis. In addition to the table, write a five to seven page narrative describing your process for 

gathering your information, any surprises as a result of this audit, and any recommendations that 

you have for the forward motion toward cultural proficiency on your campus.  

 

 

Completed hour logs, the site visit forms, and the site supervisor’s formative and summative 

evaluations are to be electronically signed and submitted by the last seminar. (While it is 

permissible to take an “incomplete” to finish the required hours, all assignments and the site 

visits must be completed by the last seminar.) 

 

EVALUATION 

The evaluation is a joint responsibility of the site supervisor and the University supervisor, and 

includes the following components: 

 

1. Attendance and participation in all seminars. 

 

2. Completion of written assignments. 

 



 

 

3. Satisfactory demonstration of skills during site visits by the University supervisor. 

 

4. Logged and verified completion of at least 150 hours at the site. 

 

5. Demonstrated mastery of competencies as signified on the Summative Evaluation form 

completed by the site supervisor and the University supervisor. 

 

 

 

 

 

 



 

 

ELECTRONIC FORMS OVERVIEW 

 

Fieldwork Application 

Upon completing your portion of the online application, the site supervisor indicated on your 

application will receive an email requesting additional information and their electronic signature. 

Upon site supervisor approval, your application will be sent to the Field Work Coordinator for 

approval and you will receive an email allowing you to save or print a copy of the application for 

your records. In order to submit an application for fieldwork you are required to have 

professional liability insurance. Please be prepared to upload evidence of your proof of coverage 

prior to beginning your application. When you are ready to begin your application, visit the 

Student Resources webpage, locate the CSP section, click the “Application for Fieldwork” link, 

sign in when directed to your MyCLU account, and complete the student portion of the 

Application for Fieldwork.  You will receive an email after your site supervisor has signed your 

application and after the Fieldwork Coordinator has approved your application.  You can log in 

and view your Pending Forms at any time to check the status of your application or send a 

reminder email to your Site Supervisor for their signature and approval of your application. If 

your Site Supervisor changes after your application has been approved, please submit a new 

application. 

 

Field Experience Planning Form 

Prior to completing this document, the candidate and Site Supervisor will review the Fieldwork 

Handbook, paying particular attention to the “Definition of Roles”. It is important to review the 

field experiences the program expects the candidate to gain during their internship and the 

evaluations that the Site Supervisor will complete to assess the candidate’s progress and 

competency.  This information will provide guidance as you create a plan for this field 

experience. Please review the Field Experience Planning Form under Sample Documents at the 

end of this handbook so you are aware of the information needed to complete this form. After 

reviewing this information with your Site Supervisor, please visit the Student Resources 

webpage, click the “CSP Field Experience Planning Form”, and complete and submit the Field 

Experience Planning Form in Dynamic Forms. After you submit the form it will be sent to your 

Site Supervisor for review and approval, after which it will be submitted to your University 

Supervisor. You will receive an email after each person has signed the form. 

 

Fieldwork Hour Log Account Creation 

Field Work hours will be tracked electronically through Toggl Track. Toggl Track is a time 

tracking application that allows you to track time right from a browser, computer or a 

smartphone.  Upon completion of your Field Work hours, Toggl will generate a report that will 

be submitted to your Site Supervisor for review and approval before final submission to your 

University Supervisor.  The following steps will assist you in setting up a Toggl account and 

importing the project categories to which your hours can be assigned.  You will only have to 

complete this process once as the same project titles are used in your future Field Work courses.  

 

From a Desktop Computer: 

 

1. Open the “CSP Toggl Projects.csv” File on the Student resources webpage 
 

2. When the file opens, save the document to your computer (make sure to keep it a 
csv file when you save it) 

 

http://www.callutheran.edu/education/resources/
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=cad6b57a-6136-4fca-9de3-dc8436575777&targetUrl=https://dynamicforms.ngwebsolutions.com
http://www.callutheran.edu/education/resources/


 

 

3. Go to www.Toggl.com/track 
 

4. Click “Get Started for Free” and either create a new account by entering your email 
address and a password or click “Sign up via Google” or “Sign up via Apple” if you 
prefer to use a previously created account 
 

5. Click “Submit” 
 

6. When you are logged in, click on the “Show more” link from the purple menu bar on the 

left side of your screen and select “Import/Export” 

 

7. Click “Select CSV file to upload” 
 

 
 

8. Locate the “CSP Toggl Projects.csv” file that you saved to your computer and click 
“open” 
 

9. Click “Import now” 
 

 

http://www.toggl.com/track


 

 

10. After creating your account and uploading the project areas from the csv file on your 

desktop computer, you can download the “Toggl Track” app if you prefer to track hours 

on a tablet or smartphone.   

 

Fieldwork Hour Log Tracking & Reporting 

1. The candidate is to indicate the number of hours spent on assigned activities on their 

electronic field log in Toggl. 

 

2. Hours should be logged in Toggl on an ongoing basis and will be reviewed by the 

University Supervisor upon request. 

 

To track your hours from a computer, log into your Toggl account 

▪ Click “Timer” on the purple menu bar on the left side of your screen 

 

▪ Select “calendar view” by clicking the calendar icon. Calendar view is recommended 

as it is easier to record and track time spent at your placement. 

 

 
 

▪ When you are ready to track your time, click and drag your cursor over the calendar 

on the appropriate day and time.  

 

 
 

▪ Click “Select project” to select what project area your work falls under. You do 
not need to add a description of your work as we are only tracking what project 
area your work falls under. Then click “Add Time Entry” when you are ready to 
submit your entry. 
 



 

 

    
 

3. When your fieldwork hours are complete, you will fill out the “Field Log Overview” form 

and indicate the total overall hours you have worked.  Please attach a PDF of your hour log 

summary from Toggl before submitting it to your Site Supervisor for an electronic 

signature.  

 

To generate your Hour Log Summary from a computer, log into your Toggl account 

▪ An Hour Log Report can be viewed on your handheld device at any time however, you 

will need to use a computer to export a PDF of your report when you have completed 

all of your hours. 

 

▪ Select “Reports” from the purple side bar menu, click “Summary” at the top of your 

screen, then change the date range to the start and end date of your placement by 

clicking the calendar icon and then selecting the start and end date of your placement 

on the calendar. The date range for your total hours will be highlighted in purple and 

will appear at the top of the report after you click on the screen off of the calendar pop 

up box. 

 

 
 

▪ Click the download icon, select “Download PDF”, save the file to your computer and 

attach it to your “Field Log Overview” form under “Hour Log Summary Report” 

 



 

 

 
 

4. Logs are to be completed and electronically submitted to your University Supervisor by 

the last seminar. Please keep in mind that you need to allow time for your Site Supervisor 

to review and approve your logs prior to the last seminar.  Upon approval by your Site 

Supervisor, they will be electronically submitted to your University Supervisor.  You will 

receive email notification after your Site Supervisor and University Supervisor have 

approved your hour logs. They will be kept on file by the University and will not be 

returned to the candidate. Please save a copy for your own records. 

 

Field Log Overview 

After completing your required hours in the field, please visit the Student Resources webpage, 

click “CSP Candidate Field Log Overview”, complete the form and attach your Hour Log 

Report.  Instructions on how to run this report can be found above under Fieldwork Hour Log 

Tracking & Reporting. You will receive email notifications after the site supervisor has signed 

your Field Log Overview and after the University Supervisor has approved your hour logs. You 

can log in to view your Pending Forms at any time to see if your hour log has been signed or 

send a reminder email to your Site Supervisor for their signature and approval of your Field Log 

Overview.  

 

Site Visit 

The University Supervisor will complete a Site Visit form when they observe you. You will 

receive an email asking you to review and electronically sign the Site Visit form after your 

University Supervisor has submitted it.  

 

Formative Evaluation 

After completing 75 hours in the field, please visit the Student Resources webpage, locate the 

CSP Candidate Evaluations section, click the “Formative Evaluation Form” for the course you 

are enrolled in and complete and sign the form  After your Site Supervisor completes and 

submits the Formative Evaluation, it will be sent to you for your review and approval, after 

which it will be submitted to your University Supervisor. 

 

Summative Evaluation 

After completing your required hours in the field, please visit the Student Resources webpage, 

locate the CSP Candidate Evaluations section, click the “Summative Evaluation Form” for the 

course you are enrolled in and complete and sign the form. After your Site Supervisor completes 

and submits the Summative Evaluation, it will be sent to you for your review and approval, after 

which it will be submitted to your University Supervisor.   

 

  

 

 

 

 

 

 

http://www.callutheran.edu/education/resources/
https://dynamicforms.ngwebsolutions.com/casAuthentication.ashx?InstID=cad6b57a-6136-4fca-9de3-dc8436575777&targetUrl=https://dynamicforms.ngwebsolutions.com
http://www.callutheran.edu/education/resources/
http://www.callutheran.edu/education/resources/


 

 
 



 

 

 
 

 



 

 

 
 

 



 

 

 
 

 



 

 

 

 
 



 

 

 
 

 



 

 

 
 

 



 

 

 



 

 

 
 



 

 

 
 



 

 

 
 

 



 

 

 
 

 


