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Introduction
The Coordinator of Training is responsible for providing oversight and coordination of the residency training program, the Seminar Series, and related administrative areas.

The training program responsibilities include recruitment of applicants, opening day and graduation programs, evaluations of residents, responding to grievances, and record keeping; coordination of the residents’ supervised clinical experiences; coordination of the academic (PEP) program, keeping residents’, supervisors’, and faculty handbooks current, and marketing the program to area University graduate counseling programs.

Seminar coordination includes recruiting and scheduling seminar presenters, marketing seminars, and coordinating individual seminars.

Administrative responsibilities include serving on relevant committees, assisting in budget preparation and monitoring, and maintaining continuing education accreditation.

The Coordinator of Training reports to the Clinical Director.  
General Responsibilities/Tasks Outline

A. Training Program

1. Residents/Students

a) Applicants1
i) Respond to inquiries

ii) Interview prospective residents, students

iii) Plan for testing

iv) Set up interview with Clinical Director (and others as needed) 

v) Facilitate admittance decisions
vi) Correspond with applicants
b) Opening Day/Graduation Programs

i) Prepare program bulletins

ii) Coordinate planning/decorating/meals with administrative staff

iii) Emcee programs

c) Monthly Residents’ Meetings

d) Evaluations

i) Notify Supervisors/Residents (attach required forms)

(a) Supervisors: Evaluation of Resident2
(b) Residents: Self-Evaluation, Evaluation of Supervisor3
(c) Request current spreadsheet of clinical hours completed

ii) Coordinate scheduling of evaluation meetings

iii) Chair meetings (except for own supervision meetings)

iv) Prepare summary of session for record

v) File copies of evaluations in resident’s files

e) Grievances

i) Process per Handbook requirements4
f) Records

i) Monitor maintenance of all Resident files
ii) Respond to prior resident requests for records

2. Supervised Clinical Experience
a) Assign Supervisors (with Clinical Director)

b) Support supervisors and residents

c) Arrange training opportunities for supervisors

3. Academic (PEP) program

a) Coordinate annual review of curriculum5
b) Facilitate faculty meeting portion of monthly Supervision/Faculty Meeting

c) Process assignment of faculty to teach classes

d) Respond to faculty, student requests

e) Oversee maintenance of NBCC required records and materials

4. Handbooks

a) Maintain and update Residents’ Handbook annually

b) Maintain and update Supervisors’ Handbook annually

c) Maintain and update Faculty Handbook annually

5. Marketing/Recruitment

a)       Coordinate preparation and dissemination of marketing materials

b)       Schedule visits with key area graduate programs

B. Seminar Series

1. Scheduling Seminars

a) Solicit interests and needs of staff and residents

b) Recruit and schedule individual seminars

2. Marketing

a) Work with marketing coordinator in developing marketing materials

3. Coordinating Seminar Events
a)  Coordinate individual seminars (presenter’s A/V needs, etc.)

c) Coordinate provision of CE certificates

4. Records

a) Oversee maintenance of files
C. Administration
1. Calendar
a) Prepare annual training program calendar6
2. Committees

a) Member, Clinical Services and Training Committee (C&C Board)

3. Budget

a) Work with Clinical and Executive Directors in annual budget preparation

b) Monitor training budget throughout year

4. Continuing Education Accreditation

a) Maintain annual NBCC accreditation process

b) Supervise collection of required NBCC accreditation materials 

c) Supervise maintenance of necessary records
1See Training Program Application and Admittance Criteria, p. 8

2See Appendix L, RHBK or Appendix D, SHBK

3See Appendices M and K, SRHBK, and Appendix E, SHBK

4See pp. 22-23, RHBK

5See Appendix B, RHBK

6See Appendix C, RHBK 

Timeline of Responsibilities*
Training Program
Recruitment and processing of applicants: 

Although inquiries may occur at any time, most recruitment of applicants involves preparation and distribution of marketing materials to area graduate training programs, followed by visits to interested programs to meet with students.  These efforts will usually be most effective during winter and early spring months.
While applicant processing can occur at any time, and new residents are occasionally brought in mid-year, most applicants apply during late spring-early summer months (April – June).  Again, decisions to accept qualified applicants may be made at any time, but applicants for the normal (September) residency period should be accepted by mid-July.
Supervised Clinical Experience

While support for residents and supervisors is a continuing responsibility, assignment of supervisors for specific residents typically takes place in August.  

Training for supervisors can take place during monthly supervisor-faculty meetings, or in additionally scheduled training events.  One such event might profitably be scheduled during the summer months (July or August).
Evaluation of Residents

Residents are evaluated twice yearly, in December and May (except for first-year residents, who are evaluated in May of their first year).  Residents and supervisors should be reminded to schedule evaluation meetings and prepare evaluation materials by mid-November and/or mid-April.
Academic (PEP) Program

Class and curriculum reviews for the PEP courses usually take place in early summer (June).  At this time any open classes should be filled.  Relevant PEP information and/or training may take place during the monthly supervisor/faculty meetings, or at separately scheduled training events if needed.  Program oversight, support for students or faculty, and record-keeping occurs throughout the year, as needed.

Handbook Maintenance

Residents’, Supervisors’, and Faculty Handbooks should be revised annually, usually in June-July, in anticipation of the new academic year.  At this time the upcoming year’s training program calendar should be prepared and circulated.

Marketing/Recruitment

Working with the Marketing Director, marketing brochures and other materials should be prepared in October-November, for dissemination in January or February.  Follow-up visits should be scheduled from February through April.  

Seminar Series

Recruitment and Scheduling of Seminars
Seminars are scheduled throughout the academic year, from September through May.  While presenters may be recruited throughout the year, programming should be completed in time for series’ marketing.  The fall series should be advertised by late July or early August; and the winter-spring series must be advertised by mid-October. 

Individual seminars are scheduled and coordinated twice monthly. Seminar and continuing education record-keeping occurs throughout the year.

Administrative Responsibilities

Committees

The Training Coordinator is assigned as staff support for the Board’s Clinical Services and Training Committee, which meets quarterly.  

The Coordinator may be assigned to other committees as viewed desirable by the Clinical Director or Executive Director.

Budget

Budget preparation usually begins in February or March, with completion anticipated in July or August.  Monitoring takes place on a monthly basis, as data is available.

Continuing Education Accreditation

NBCC annual recertification is due April 30th of each year.  Collection of materials should begin in March.  Training activities qualified for CEs include the Seminars, PEP courses, and any additional training offered to licensed staff or community professionals. 
*Information highlighted in gray offers suggestions regarding optimal timing of activities.
Training Program Application and Admittance Criteria

The applicant should:

1. Have a minimum of a master’s degree in a behavioral science (social work, counseling, psychology) or in divinity (in a counseling major).
2. Have had supervised clinical experience (CPE for divinity students may meet this criteria).

3. Be willing to begin personal individual therapy on entrance into the program.
4. Have recommendations from practicum supervisors (or CPE supervisor for divinity students).

5. Take required psychological tests (with psychological testing results indicating readiness for counseling training).
6. Have the ability to relate to the clientele Care and Counseling serves.
7. Have the ability to function professionally with colleagues.
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Accredited by The Samaritan Institute and The American Association of Pastoral Counselors

Care and Counseling Training Program Application Form

Date of Application 


Name 
Social Security Number  


Address 
Date of Birth  


City, State Zip 



Home Phone 
Work Phone


E-mail 
Cell Phone


Marital Status  
Children 


Employment
Current Employment  

Dates 


Place/Address  
Position 


Past employment experience (list most recent first)

Place 
Dates 

Position 


Place 
Dates 

Position 


Place 
Dates 

Position 


Name 













Education
College 




 Degree 


 Dates 




Seminary 




 Degree 


 Dates  



Graduate School 



 Degree 


 Dates  


Other  





 Degree 


 Dates  


Clinical Experience
Clinical Pastoral Education Units Place 


Supervisor 





 Dates  





AAPC Approved Training Program or Supervision Place  


Supervisor 





 Dates  





Practicum or Internship Experience Place  


Supervisor 





 Dates  





Place  


Supervisor 





 Dates  





Personal Therapy Experience
Please list any type of personal therapy experiences (individual, marriage, family, group) and how long and how often.

Name: 


Include the following with your application or have it sent directly to Care and Counseling


A current picture of yourself


College/University transcript-bachelor's degree


College/University transcript -master's in a behavioral science (counseling, social work, psychology)

and/or


Seminary transcript


CPE supervisor's final evaluation report 

and/or


Practicum supervisor's final evaluation report

_______Current Resume


An autobiography that includes basic details of one's life: the significant events, issues, conflicts with a reflection on their significance and including reasons and hopes in pursuing the Care and Counseling Training Program.


 Two letters of reference from persons who can evaluate your current counseling skills and/or readiness to undertake a training program.


 A letter from a judicatory official attesting to your good standing in your faith group (if applicable).


 A $100 application fee and is non-refundable.  

Admission interviews are held in spring for beginning the training program in September.  (Not required for Certificate of Study only.)  The training program may be taken on a part time or a full time basis.  As part of the admissions process the student and Training Coordinator will work out the timing of the course work and number of clinical hours to be completed each semester.


I understand that representatives of Care and Counseling will review and act upon this application, which includes all the application materials, and I agree to hold such personnel and Care and Counseling harmless with respect to action they may take in connection with such review. 

I also understand that the application fee is non-refundable.

I certify that the information I have provided is accurate to the best of my knowledge.  I further give any employer, educational institution, licensing or certifying board, insurer or the National Practitioner Data Bank (NPDB) permission to release any information necessary to verify the validity of this application.

Signature





Date

Send application to:  
Ronald Scott, Ph.D.




Training Program Coordinator

Care and Counseling, Inc.




12141 Ladue Road




St. Louis, MO 63141-8120

314-336-1040 or 314-878-4340 

rscott@careandcounseling.org

CARE AND COUNSELING TRAINING PROGRAM

RESIDENT APPLICANT INTERVIEW FORM

______________________________________    __________________  ___________________

Name of applicant




Date seen

Interviewer

1.  Did you feel you were able to make a genuine connection with the applicant?

Disconnected

1
2
3
4
5
Felt rapport                           

2.  Is the applicant psychologically minded?

No


1
2
3
4
5
Yes

3.  Was the applicant able to make meaningful connections between early family influences and current character and behavior?

Literal minded

1
2
3
4
5
Can see patterns

4.  Was the applicant able to be appropriately specific and concrete in answers to personal questions?

Global


1
2
3
4
5
Specific

5.  In relationship to authorities which words best describe the applicant's stance?

_____ Compliant

_____ Passive


_____ Questioning


_____ Challenging

_____ Cooperative

_____  

6.  Did you experience the applicant as comfortable with his/her personal limitations, or is there a tendency to defend against genuine self examination?

Highly defended
1
2
3
4
5
Comfortable with limitations

7.  Can applicant deal with conflict personally/professionally?

   
_____  Denies  _____ Avoids  _____ Externalizes   _____ Works constructively in/with

8.  Does the applicant have a spiritual/theological orientation?

_____ No





_____  Yes

9.  Will the applicant be able to benefit from the training program?

Minimally

1
2
3
4
5
Greatly

How?______________________________________________________________________________________________________________________________________________________

10.  In terms of trainability and potential as a therapist, I rate the applicant:

Not acceptable 

1
2
3
4
5
Very acceptable

11.  Further comments:

__________________________________
_____________________

Signature of interviewer                                                                                               Date
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