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5+1 Internship Program

Placement Contract (Form A)

Agreement between:  

This agreement is between the student, Placement Agency and the Cairnmillar Institute. All recognizing the following intentions & responsibilities.  
Within the Cairnmillar placement program each student is required to: 

1. Undertake a clinical/counselling placement with an elected institution; 

2. Attend weekly supervision of all casework and therapeutic work with supervisor; 

3. Attend a number of workshops within the Cairnmillar Institute, School of Counselling and Psychotherapy for Professional Development purposes.
Cairnmillar is appreciative of the support of various agencies and institutions that provide placements for interns. The process involves:

1. Regular days/hours at the placement agency;

2. Observance of all regulation of the placement agency;

3. The agency placement permitting the student appropriate access to clients and providing appropriate facilities and condition for effective client contract to take place. 

All interns must keep records of all involvements at the agency and must complete the weekly statistical returns of all cases seen each week. 

What are the agency's responsibilities?

The placement provider is required to have adequate resources and clients for counselling to take place. 

· Provide a safe, inclusive and suitable working space & facilities.

· Provide practice opportunities suitable for student learning.

· Nominate a suitable agency liaison person for the student.

· Subject to agency policy, reimburse students where appropriate for travel costs incurred during placement.

· Enable students to participate in the organisational processes of the agency as appropriate.

· Clearly define to the student the line management within the organisation to ensure that the student communicates with the correct personnel for directions in relation to their placement requirements.

Retainment of Placement

If a student decides to terminate their enrolment at the Cairnmillar Institute, the placement must be relinquished. This is because the Institute has sourced the placement for an enrolled student and has a prior relationship with the school/agency. In such circumstances, every endeavour will be made to provide another student to fill the gap.

Cairnmillar Institute provides professional indemnity insurance for all enrolled students on placement.
All parties will endeavour to fulfill these understandings, and in the circumstance that they experience doubts in meeting these understandings, they will convey this as early as possible to the student/his or her supervisor or the Placement Coordinator.
Confirmation of Student Placement Information

	Name of Student       


	Name of Placement Coordinator  


	Agency details

	Name of Agency       

	Agency Representative       

	Position       

	Address       

	Email           

	Contact number/s of Agency:    Ph                                Fax       


	INDIVIDUAL SUPERVISOR

	Name       

	Specify Hours/Frequency of Supervision:      

	Postal Address       

	Email        
	Phone       

	Specialisation    FORMCHECKBOX 
 Clinical    FORMCHECKBOX 
 Generalist    FORMCHECKBOX 
 Counselling    Other       

	Registration #       
	Years Experience       

	Post nominals       


	DURATION OF PLACEMENT

	Placement commences on       /     /     
	Placement concludes on       /     /     

	Name Placement days of week:         
	      Placement Duration (total number of days)       


A Placement liaison staff member will be available for consultation throughout the placement and will attend at least two site visits. The final visit can be done over the phone. Further visits can be made on the initiative of the Supervisor.

Guidelines for Placement

Expectations of the Agency/School Representative:

1. Administrative

1.1 To discuss and sign the contract (Form A) and Placement Quality & Safety Checklist within 14 days of the student commencing placement.

1.2 To liaise with the Placement Coordinator and/or the intern primary supervisor during the placement.

1.3 The referrals of clients/students need to first come for approval by the clinical supervisor in order to help select suitable clients for the student 

1.4 Advise the Placement Coordinator and/or primary supervisor in the event of a critical incident
1.5 No intern is expected to meet clients after hours whilst on their own in the agency for their own safety.
2. Educative

2.1 Provide the intern with clinical case load of 3 - 6 clients (or more) over a two day week or accordingly if intern is there for three days.
2.2 Provide an opportunity for interns to undertake four audio-visual recordings (refer Unit PPP1) in the first six months of placement, and an additional four audio-visual recordings (refer Unit PPP2) in the second six months of placement. 

2.3 Where appropriate, provide the opportunity to observe individual therapy conducted by the agency supervisor focusing on different issues.

2.4 Arrange for intern to attend / co-facilitate group intervention sessions.

2.5 Supervise the intern's execution of intervention or appropriate referral when necessary

2.6 Invite interns to attend team meetings for discussion / evaluation / case analysis.

2.7 Provide opportunities for the intern to observe / participate in assessment of clients, and administer appropriate psychometric tests as used by the agency.

2.8 Guide interns as to relevant literature that may assist them to execute their role within the agency more effectively as required.

3 Organisational

3.1 Help interns orientate themselves within the agency. This includes giving a background of the agency and its functions (including type of client and problems seen, services offered, professional and administrative procedures, emergency procedures).

3.2 Introduce interns to other staff members and help interns define their roles within the agency.

3.3 Provide interns with the opportunity to discuss with other members of the agency team what their roles are and how the team works together 

3.4 Provide interns with ongoing feedback concerning their functioning within the agency and suggest remedial action when necessary.
3.5 No intern is expected to meet clients after hours whilst on their own in the agency for their own safety.
4 Supervision

4.1 The Agency/School Representative will be qualified to give supervision, if not; Cairnmillar will provide individual supervision at the Institute.

4.2 To provide the intern with guidance and or mentoring as needed. 

4.3 Supervise the intern’s execution of intervention or appropriate referral when necessary

4.4 Provide emergency support when necessary.

4.5 Assist intern with identifying support needs and with problem solving.

4.6 Allow the intern to provide feedback regarding the agency and supervision.

4.7 Make alternative arrangements for the intern to receive supervision within the agency when the supervisor is unable to meet this commitment.

Expectations of the Intern on Placement

1. Administrative

1.1 To discuss and sign the contract (Form A) and Placement Quality & Safety Checklist within 14 days of the student commencing placement.
1.2 To obtain informed consent from all clients and clearly document the process of obtaining this within client case notes. The process of obtaining informed consent should also be discussed within supervision.
1.3 To treat the Placement Agency/School as place of employment; hence to arrive and finish on time. This means that although you don’t have any clients, you need to stay at work until the end of the day.

1.4 To follow lawful and ethical directions of the Agency/School Supervisor.

1.5 To maintain a daily logbook of placement activities, including all clients contacts, assessment and intervention procedures and supervision according to the Psychology Board of Australia.

1.6 All leave requests (placement/CMI) needs to be approved by Cairnmillar, including the placement coordinator and clinical supervisor with at least two weeks notice given.
1.7 No intern is expected to meet clients after hours whilst on their own in the agency for their own safety.

1.8 If a intern / provisional psychologist wishes to terminate his/her placement it is imperative that at least two weeks notice is provided in writing to the following parties:
1. Placement Coordinator at Cairnmillar
2. Wellbeing Coordinator and / or Principal at school you are attending
3. Agency Representative at placement.
Failure to do so may result in penalties. Your duty of care to your client must be at the forefront in this process. Providing Cairnmillar with notice enables the Placement Coordinator to support the School and or the Agency. This is not negotiable.

1.9 Always refer to Unit outlines for completion of assessments (e.g. PPP1 & PPP2)

1.10 Interns save copies of all finalised/signed AHPRA documentation before submitting to AHPRA and other internship assessments in preparation for submitting to CMI as part of the Cairnmillar Institute’s requirements.

2. Organisational

2.1 Maintain and store client records appropriately. Please refer to appendix A for more detail.
2.2 Become familiar with the professional and administrative procedures of the Agency/School, including emergency procedures.

2.3 Discuss with the supervisor any difficulties associated with working in the organisation.

2.4 Maintain workable relationships with members of the organisation, and avoid politics.

3. Supervision

3.1 Be appropriately prepared for supervision sessions regarding clinical work and any other issues that may have arisen.

3.2 Approach the Placement Coordinator or Primary Supervisor for any additional guidance and support that is needed in relation to the placement.

Expectations of the Placement Coordinator:

· To discuss and sign the contract (Form A) and Placement Quality & Safety Checklist within 14 days of the student commencing placement.

· To meet with the student/agency if any trouble occurs

· To meet with the student and Agency/School Representative during the placement

4. Placement Quality and Safety

4.1 The placement agency must have effective processes in place to ensure students undertaking a placement have the ability to practice competently and safely.

4.2 The placement agency must have robust quality and safety policies and procedures and meet all relevant regulations and standards.

4.3 The student is responsible for completing a Placement Quality and Safety Checklist with their Principal Supervisor and Placement Coordinator during their Form A meeting.

Placement Quality & Safety Declaration

Please tick the appropriate statement that best reflects this placement:

 FORMCHECKBOX 
 student will be located on-site at the placement and has completed the Placement Quality and Safety Checklist during the Form A meeting.

 FORMCHECKBOX 
 student will be located off-site/working from home utilising Telehealth/web counselling and has completed a WFH form during the Form A meeting.

I declare that the relevant Quality & Safety Checklist has been reviewed, understood and completed during the Form A meeting. We understand our responsibilities regarding these requirements.
 FORMCHECKBOX 
 Student

 FORMCHECKBOX 
 Agency Representative

 FORMCHECKBOX 
 Supervisor
Note: All above checkboxes must be selected before signing off of the Form A.
5. Secure Storage of Placement Client Case Notes 

Any client case notes created by the student while on placement will be securely stored at the placement location under the requirements of the Health Records Act 2001 and agreed upon within the MOU (if applicable) or if the placement agency/school does not have adequate record keeping facilities as described within the Health Records Act 2001, all case notes created by the student will be submitted to the Cairnmillar Institute at the completion of their placement. The decision on the storage of client case notes to be advised by school/agency representative.

Client Case Notes Declaration

At end of Placement, Client case notes to be: securely stored at Placement  FORMCHECKBOX 
 or submitted to CMI   FORMCHECKBOX 

All records stored securely in accordance with the agency/school’s MOU and Health Records Act 2001. Records must be held securely and not subject to unauthorised access.

In accordance with the current APAC standards, client case notes created by the student arising from training undertaken as part of any internal or external placement will be sighted by the responsible supervisor.

Students with an external Supervisor (external from the agency / school) will be required to take a minimum of 3 and maximum of 6 de-identified copies of client notes to the external supervisor for sighting during supervision meetings throughout the placement (3 case notes prior to the mid-placement review meeting and 3 case notes prior to the end-placement review meeting). 

The purpose of this is to provide an opportunity for record keeping and case notes to be discussed as part of supervision and to make sure the student is creating client case notes that met adequate standards. It also allows for professional development opportunities, where if changes are required to the students note-writing practices it can be flagged early by the external board approved supervisor, so feedback can be applied with the opportunity for review as part of subsequent supervision.

Declaration

I declare I have read and understood the above and last page of this document and will ensure these  requirements occur throughout this placement.

 FORMCHECKBOX 
 Student

 FORMCHECKBOX 
 Agency Representative

 FORMCHECKBOX 
 Supervisor
Note: All above checkboxes must be selected before signing off of the Form A.
Rules for Sitting the Mock National Psychology Exam

The Mock NPE is designed as learning exercise. You need to take it seriously as it is preparation for your Board assessed NPE. It is important that you realise where you stand and if you need to do further work. Therefore exam conditions need to be adhered to, including:

- No talking 



- No cheating 


- No copying of test material
If you notice any breach of these rules you are to report it immediately to the IT department, Dr John Ryan or a senior staff member.  

It is envisaged that you will be provided with feedback of your performance in the following format:

· You scored in the top 10% of Cairnmillar students (i.e., 10th Decile)

· You scored in the top quartile of Cairnmillar students

· You need some improvement 

Remember! The Mock NPE is a learning exercise but you need to take it seriously as it is preparation for your Board assessed NPE. 
Placement, Confidentiality, Mock NPE and Supervision Agreement
Declaration 

I declare that I have read the requirements for placement as outlined in this contract and understand my responsibilities regarding placement safety and the privacy and protection of confidential information including the storage of client case notes, as well as the rules for sitting the MOCK NPE. I understand that a breach of this agreement may impact on the right to privacy of an individual or Agency and may lead to legal and/or disciplinary proceedings. 
Please sign:








      /     /     
	Student 
	Date

	
	     /     /     

	School/Agency Representative
	Date

	
	     /     /     

	Individual Supervisor
	Date



Please submit a signed PDF of this Placement Contract and relevant checklist/s to Canvas by the specified due dates. Once submitted, your Placement Coordinator will review and approve.
Please sign using a real or electronic version of a real signature. Note: font generated, or typed names are not accepted forms of signatures.

Appendix A: Information and File Management for Provisional Psychologists placed in schools
Report of Confidential Information

It is a requirement that any Psychologist (Provisional or fully registered) obtain permission from a guardian/ parent prior to doing any assessment of a child under the age of 16. This is normally obtained via the school’s Student Support Service Coordinator. It is recommended that written information be provided to the parent as to how the assessment will be conducted and how the information will be reported. No information can be obtained from or released to a third party without the specific consent of the parent, represented in a signed Consent to Release Information form. The third party and the target client must be specifically identified on the signed consent form. With respect to Cognitive Assessment, it is recommended that profiles be reported in terms of the identified range of functioning (e.g., ‘Average’; ‘High Average’; ‘Borderline’ etc.) rather than as raw or scaled scores. The exception to this may be when the report is for funding purposes and the Department specifically requests Scaled Scores. 

It is a requirement of the Board that all written reports are sighted by the supervising psychologist. As such it is the responsibility of the Supervisor to check the content of all written reports. If a Supervisor does not feel they have the necessary knowledge base in relation to any aspect of their supervision then it is their responsibility to notify Cairnmillar Institute Placement Coordinator so that any support structures or training can be implemented or conducted. It is also the responsibility of the Supervisor to attend the training programs provided for supervisors.

Provisional psychologist employed by the School

The School Principal is ultimately responsible for the storage of files in a confidential manner and may need to be informed of this fact, provided with advice about suitable storage in accordance with the Health Records Act 2001, and required to sign an agreement that the files should not be released to anyone other than another Psychologist. This should be signed by the Principal and a copy kept by both Cairnmillar and the School. Refer to the Client Case Notes Declaration section.
Provisional psychologist contracted to the School and or Agency with a placement supervision contract

If the Provisional Psychologist is contracted into the school and or an agency under supervision provided by Cairnmillar Institute and that school or agency does not have the facilities to securely store the client case notes created by the Provisional Psychologist in accordance to the Health Records Act 2001 and / or the MOU (if applicable) does not advise otherwise, then at the conclusion of the placement, the provisional psychologist is required to save then share via a OneDrive link with the School Administration Officer at CMI for secure storage, all of the client case notes along with the completed client case notes cover letter - providing the name of the student, the commencement and final date of the placement as well as the agency and supervisor’s name and initials of each client. 

Brief Summary of each Clients Treatment Progress for School records
With the client’s guardian’s consent, the provisional psychologist should provide a brief summary of the client’s treatment progress to the school for reference at the end of the placement. In the case that the provisional psychologist is unable to obtain consent from the client’s guardian, the provisional psychologist is to provide a brief note stating the start and end date of his/her contact with the client and that the client’s guardian has refused to give consent for the provisional psychologist to provide a brief summary to the school.
Please refer to my.CMI for all Client Case Notes requirements. https://my.cairnmillar.edu.au/knowledgebase/what-happens-with-client-case-notes-at-the-end-of-each-placement/
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