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School Counseling Field Placement Clearance and Supervision Assist Policy
Purpose
 To ensure that all school counseling field placements meet program, university, district, and professional requirements, students enrolled in a school counseling field placement course must have a fully completed and approved placement in Supervision Assist no later than 10:00 a.m. on the final day of the University's drop/add period for the semester. Completion of the Supervision Assist placement is a requirement for continued enrollment in and participation in the field placement course.
Placement Completion Deadline
Students whose Supervision Assist placement is not complete by this deadline are required to drop the field placement course. Students may not continue attending class, accumulating field placement hours, or providing school counseling services associated with the course after the deadline without a completed placement in Supervision Assist.
Students are responsible for monitoring their placement status and ensuring that all student and site supervisor requirements are completed before the deadline. Beginning an application, submitting only a portion of the required documentation, or waiting for a site supervisor to complete required acknowledgments does not constitute a completed placement.
Student Requirements
To complete the Supervision Assist field placement application, the graduate student must:
1. Complete the School Counseling Field Placement Application by the annual deadline – September 15 for a Spring placement or January 31 for a Fall placement. 
2. Accept the invitation to Supervision Assist one month before the start of the field placement, students must accept the invitation to join Supervision Assist. 
3. Notify the Field Placement Coordinator once a field placement and site supervisor has been identified, the student must email the Department’s field placement coordinator with the name and email address of the school, site supervisor name, and their email address. Submitting an in-own school form is acceptable. 
4. Upload current proof of professional liability insurance that meets program requirements.
5. Upload documentation a passing score on the School Counseling PK–12 Florida Teacher Certification Examination or proof of registration for a retake exam, if needed. 
6. Complete and upload the In-Own-School Placement Form, when applicable.
7. Upload documentation of district/school security clearance, such as a copy of the student's district security clearance or school identification badge. Security clearance must be completed before the start of the semester. 
8. Electronically sign and agree to Graduate Student Responsibilities and Expectations.
9. Electronically sign you have received and read the School Counseling Program Field Experience Manual.
All required information and documentation must be complete, current, and submitted through Supervision Assist by the established deadline.
Required Meeting With the Site Supervisor
The graduate student is responsible for meeting with the assigned site supervisor before the first week of the semester and before the Supervision Assist completion deadline.
During this meeting, the student must confirm that the site supervisor has:
· Received the electronic invitation to Supervision Assist;
· Accessed Supervision Assist and completed the required placement information;
· Reviewed and electronically signed the Site Supervisor Responsibilities and Expectations Agreement; and
· Electronically acknowledged receipt of the School Counseling Program Field Experience Manual.
Students should not assume that an invitation has been received or that the site supervisor has completed the required documentation. It is the student's responsibility to communicate with the site supervisor and verify completion sufficiently in advance of the deadline to allow any problems to be resolved.
Incomplete Placements
Students should begin the placement approval process sufficiently in advance of the semester to submit their application, secure the appropriate placement, obtain required documentation, complete applicable clearances and forms, and allow the site supervisor adequate time to complete all required Supervision Assist actions. Failure of a site supervisor to complete required Supervision Assist documentation does not extend the student's deadline. Students are therefore expected to meet with their site supervisors before the beginning of the semester and monitor the completion of all placement requirements.
A Supervision Assist placement is considered incomplete when any required student or site supervisor documentation, acknowledgment, or placement information, remains outstanding.
If the placement is incomplete at the deadline:
· The student is required to drop the field placement course;
· The student must discontinue participation in the field placement associated with the course;
· The student may not continue accruing field placement hours for program or course requirements; and
· Hours completed while the student does not have an approved and completed Supervision Assist placement may not be applied toward the field experience requirements.


Exceptions to the Placement Completion Deadline
Exceptions to the Supervision Assist completion deadline are rare and are not guaranteed. Circumstances that may warrant consideration include a documented Supervision Assist system outage or technical problem, a university or program administrative error, or an unexpected school or district administrative delay that prevents final completion despite the student's timely submission of all required materials.
The following circumstances do not ordinarily constitute grounds for an exception: failure to secure a placement or site supervisor on time; failure to obtain liability insurance; failure to apply for the required Florida Teacher Certification Examination; failure to complete required forms or acknowledgments; failure to obtain required security clearance in sufficient time; failure to meet with or follow up with the site supervisor; or failure to monitor the student's Supervision Assist application.
Students requesting an exception must provide documentation demonstrating that all requirements within their control were completed before the deadline and explaining the circumstance preventing final approval. Any exception must be approved in writing by the Field Placement and School Counseling Program Coordinator. An approved exception must establish a specific deadline for completion of the outstanding requirement(s). Approval to remain enrolled does not authorize the student to engage in field placement activities when a required liability, security, district, university, or program clearance necessary for participation remains outstanding.
Exceptions are considered on an individual basis and do not establish a precedent or guarantee an exception for another student or semester.
Acknowledgment
By enrolling in a school counseling field placement course, the student acknowledges responsibility for meeting the requirements described in this policy and understands that failure to have a completed Supervision Assist placement by 10:00 a.m. on the final day of the semester's drop/add period requires the student to drop the field placement course and discontinue field placement activities associated with that course.

Graduate Student Signature: ___________________________	Date: ___________________


College of Education | Department of Counselor Education 
