
   
 

   
 

 

 
�0�$�6�7�(�5�¶�6���3�5�2�*�5�$�0�6���,�1��

PROFESSIONAL COUNSELING 

STUDENT HANDBOOK  

 
GREELEY  CAMPUS 

REVISED SPRING 2024 

 
CLINICAL MENTAL HEALTH COUNSELING 

MARRIAGE, COUPLES, AND FAMILY  COUNSELING/THERAPY 

SCHOOL COUNSELING (K-12) 
 

DEPARTMENT OF APPLIED PSYCHOLOGY AND 

COUNSELOR EDUCATION 

 
UNC COLLEGE OF EDUCATION & BEHAVIORAL SCIENCES 

MCKEE HALL 248; CAMPUS BOX 131 
GREELEY, COLORADO 80639 









UNCO PC Programs; Student 



UNCO PC Programs; Student Handbook (Greeley); Spring 2024 
 

6 

 

 

STUDENT REVIEW AND RETENTION PROCEDURES.......................................................................................... 52 
Procedural Steps for Review and Retention ................................................................................................ 52 
Section A ................................................................................................................................................ 52 
Probation and Remediation Steps in the Training Program............................................................................. 52 
Section B ................................................................................................................................................ 55 
Continued Probation and Remediation ...................................................................................................... 55 
Section C ................................................................................................................................................ 55 
Voluntary Resignation from the Training Program ...................................................................................... 55 
Section D................................................................................................................................................ 56 
Dismissal from the Training Program

 
4(o)-6(g)-6(r)-4(a)-6............ 

 



UNCO PC Programs; Student Handbook (Greeley); Spring 2024 
 

7 

 

 

Important  Websites 

The following websites are referenced throughout this handbook. 
 

 
�‡ The Professional Counseling website: https://www.unco.edu/cebs/applied-psychology-counselor- 

education/professional-counseling/ 
�‡ UNCO Graduate School: https://www.unco.edu/graduate-school/ 
�‡ UNCO Office of Financial Aid: https://www.unco.edu/financial-aid/ 
�‡ UNCO Dean of Students website: www.unco.edu/dos 
�‡ URSA: https://www.unco.edu/canvas/ 
�‡ Canvas: https://www.unco.edu/canvas/ 
�‡ UNCO Course Catalog: 

https://www.unco.edu/cebs/applied-psychology-counselor-education/professional-counseling/
https://www.unco.edu/cebs/applied-psychology-counselor-education/professional-counseling/
https://www.unco.edu/graduate-school/
https://www.unco.edu/financial-aid/
http://www.unco.edu/dos
https://www.unco.edu/canvas/
https://www.unco.edu/canvas/
https://unco.smartcatalogiq.com/
https://www.counseling.org/
https://www.schoolcounselor.org/
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Admissions Requirements and Process 

mailto:grad.school@unco.edu
https://apply.unco.edu/Datatel.ERecruiting.Web.External/Pages/welcome.aspx
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Program Objectives 
 
 

Objective  Learning  Experience  Student  Learning  Objectives  







UNCO PC Programs; Student Handbook (Greeley); Spring 2024 
 

13 

 

 

Policies & Procedures 

 
Professional Memberships 
All students in Clinical Mental Health Counseling and Marriage, Couples, and Family 
Counseling/Therapy are required to hold and maintain membership in the American Counseling 
Association (ACA). Students in School Counseling are required to hold and maintain membership in the 
American School Counseling Association (ASCA). Application forms for professional organizations are 
available on line at http://www.counseling.org/ and www.schoolcounselor.org. Students who chose to 
double major must hold and maintain membership in both professional organizations. Additionally, the 
faculty highly recommends memberships in Colorado divisions of ACA and ASCA. 

 
Advisors 

http://www.counseling.org/
http://www.schoolcounselor.org/
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PC faculty meeting: either �W�K�H���V�W�X�G�H�Q�W�¶�V advisor or the PC Coordinator will  notify the student of the 
�I�D�F�X�O�W�\�¶�V���G�H�F�L�V�L�R�Q�� Please note, not all requests for exceptions are approved. 

 
First  Day of Classes and Enrollment 
If  an enrolled student does not attend the first class meeting, they (ze/xe) may be dropped from the course. 

 

 
University Counseling Center 
Students wishing to receive individual or group counseling may contact the University Counseling  
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submit your materials to take the CPCE to your advisor by the end of the semester prior to the one in 
which you intend to 

http://www.unco.edu/grad/new_current/continuousregistration.html
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Transfer of credit from other institutions will  not be considered
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When/Where/How  Assessed:  Content Area Assessment Rubrics are connected to specific 
courses. Course instructors rate each student with the course-specific rubric upon completion of 
the course. 

 

 
Data Decision -Making:  The rubrics provide instructors with information about how well their 
students are learning and applying course knowledge and skills. Instructors use the rubrics to 
make improvements in their courses. Further, the rubrics provide the program with information 
on how well the students are performing the knowledge and skills outlined in the rubrics. The 
program uses this information to make changes to course and training content in an effort to 
improve the quality of education and training of students. 

 
Student Evaluations and Reviews 
Successful completion of a program of study in the APCE Department is based on the demonstration of 
effectiveness in academic, professional, and personal areas as they relate to a student's professional 
objectives. The faculty of the PC program have a responsibility to evaluate the knowledge, skills, and 
disposition of students in their training programs on a regular basis. Student reviews are conducted on a 
regular and as needed basis over the course of the academic year as part of the evaluation of the progress 
of students. Reviews are conducted on all students without exception. These evaluations and the 
procedures relating to them serve two major purposes: 

1. To provide students with information related to their progress that will enable them to take 
advantage of strengths and to remediate weaknesses in their knowledge, skills, and disposition. 

2. To provide the faculty with information about the progress of students which will facilitate 
decision-making that is in the best interest of students and the profession they are preparing to 
enter. The faculty is concerned about the suitability of a student entering a profession who has 
satisfactory academic performance, but exhibits weaknesses in required practical skills, or 
behaviors that are unethical, illegal, or unprofessional. The Student Review and Retention Policy 
enables the faculty to share and evaluate information about student progress. Student review is an 
ongoing and continuous process. 

 
When evaluating students, the faculty of the PC program examine �V�W�X�G�H�Q�W�V�¶���$�F�D�G�H�P�L�F Knowledge 
Assessments, Clinical Skills Assessments, and Professional Dispositional Assessments 

1. Academic Knowledge Assessments: �$�V�V�H�V�V�P�H�Q�W�V���L�Q���W�K�L�V���D�U�H�D���L�Q�F�O�X�G�H���V�W�X�G�H�Q�W�V�¶���F�R�X�U�V�H���J�U�D�G�H�V����
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a. Faculty Assessment of Students: At the conclusion of each course, instructors complete a 
Faculty Assessment Form on each student enrolled in the course. The faculty/instructors 
are tasked with assessing students on the following criteria: (a) academic ability, (b) 
written expression, (c) verbal expression, (d) initiative and motivation, (e) commitment to 
professional development, (f) maturity, (g) ability to accept personal responsibility, (h) 
interpersonal skills, (i) professionalism, (j) openness and ability to utilize feedback, (k) 
self-awareness, (l) openness to new ideas, (m) ability to manage personal stress, (n) 
attention to legal and ethical considerations, (o) clinical skills, and (p) emotional 
regulation. Students are assessed with a 5-point Likert scale: 5 = outstanding/well above 
expectations, 4 = above expectations, 3 = meets expectations, 2 = below expectations, 1 = 
well below expectations, or not applicable. Instructors also indicate their 



UNCO PC Programs; Student Handbook (Greeley); Spring 2024 
 

23 

 

 

3. Provide evaluative feedback to students regarding their competence in providing 
professional services; 

4. Monitor and evaluate student efforts to achieve acceptable standards of practice; 
5. Recommend advancement in the training program and profession for those students who 

demonstrate competence to perform professional services; 
6. Recommend avenues of remediation to assist students to demonstrate acceptable 

standards of practice; 
7. Recommend discontinuance of a student in a training program in which the student 

continuously fails to demonstrate acceptable levels of competence and standards of 
practice in the performance of professional services. 

8. �5�H�F�R�P�P�H�Q�G���G�L�V�F�R�Q�W�L�Q�X�D�Q�F�H���R�I���D���V�W�X�G�H�Q�W���L�Q���D���W�U�D�L�Q�L�Q�J���S�U�R�J�U�D�P���L�Q���Z�K�L�F�K���W�K�H���V�W�X�G�H�Q�W�¶�V��
conduct was sufficiently egregious (e.g., substandard, unethical, illegal, unprofessional) 
to warrant immediate dismissal from the training program. 
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Data Decision-
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Summary of Steps in the Program 
1. Subscribe to the APCE email listserv 

a. Send a message to listserv@listserv.unco.edu 
b. Leave the subject blank 
c. In the body of the email type: �³�V�X�E�V�F�U�L�E�H �$�3�&�(�/�,�6�7�´ without the quotation marks 
d. To unsubscribe (upon 



UNCO PC Programs; Student Handbook
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Student Learning Outcomes/Bi-Annual Review Process for  Second Degree 
Because the second �P�D�V�W�H�U�¶�V degree program is only open to UNC students who have graduated in the last 
five years, students SLO/Bi-Annual Review Process is tailored to assess counselor development in the 
added specialty area. Additionally, students are expected to engage in the faculty review process for each 
class. 

 
Semester one: 

1. 
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Suggested Coursework for  the Education/Equivalency Worksheet for  the 
Colorado Licensed Marriage & Family Therapist Application 

Area 1: 
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  School Counseling additional 
prerequisites 
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Planning Guide for  M.A.  in Marriage, Couples, &  Family 
Counseling/Therapy 

 
Course 
Number 

Course Title Prerequisites Date 
Taken 

Other 
Notations 

SRM 600 Introduction to Graduate 
Research 

None   

PSY 530 Lifespan & Developmental 
Psychology 

None   

APCE 658 Diagnosis & Treatment 
Planning 

APCE 602 or APCE 650. 
APCE 607 is a co-requisite. 
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Acknowledgement of Policies and Procedures for  Students Enrolled 
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licensing requirements as they relate to academic course requirements. I will  have to successfully 
pass licensure examinations and meet requirements as set forth by state law. 

 
10. I understand the Student Handbook and Internship Handbooks with which I was admitted may be 

revised to reflect program, accreditation, and/or licensing revisions. I understand that I should 
follow the revised editions of the Handbooks and that it is my responsibility to determine if there 
have been revisions. 

 
11. I understand that the School of Applied Psychology and Counselor Education uses a student 

email listserv to keep students informed about class schedules and registration, general program 
and school information, and to distribute course syllabi. I agree that it is my responsibility to 
maintain an active subscription to this listserv. 

 

 
With my signature I verify that I have received a copy of the Student Handbook, the policies and 
procedures of the program have been reviewed with me, and that I have received additional information 
during the New Student Orientation. I understand the guidelines set forth in this document and I agree to 
abide by the guidelines outlined, the University of Northern Colorado catalog, and the policies and 
procedures of the Professional Counseling Program 

 
 

 

Printed Name Signature Date 
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Overview of the Comprehensive Examination (CPCE) 

The comprehensive examination for all three �0�D�V�W�H�U�¶�V Programs in Professional Counseling majors is a 
standardized examination called the Counselor Preparation Comprehensive Examination (CPCE). The 
CPCE is a knowledge-based examination that reflects the eight core curriculum areas approved by 
CACREP. The cost of the exam is currently $60.00 per student, but is subject to change. When you are 
cleared to take the CPCE, a letter with instructions will be emailed to you, including the current cost of 
the exam. Students have four hours to complete the CPCE. 

 
The CPCE consists of 160 items with 20 items per CACREP area. The common core areas are: 

�‡ Human Growth & Development 
�‡ Social & Cultural Foundations 
�‡ Helping Relationships 
�‡ Group Work 
�‡ Career & Lifestyle Development 
�‡ Appraisal 
�‡ Research & Program Evaluation 
�‡ Professional Orientation & Ethics 

The following courses need to be completed before taking the CPCE: 

�‡ SRM 600 Introduction to Graduate Research 
�‡ PSY 530 Life Span Developmental Psychology 
�‡ APCE 658 Diagnosis & Treatment Planning 
�‡ APCE 605 Group Laboratory Experience 
�‡ APCE 607 Theories of Counseling 
�‡ APCE 612 Practicum in Individual Counseling 
�‡ APCE 616 Career Theory, Counseling, & Assessment 
�‡ APCE 623 Understanding & Counseling Diverse Populations 
�‡ APCE 657 Legal & Ethical Aspects of Counseling & Psychotherapy 
�‡ APCE 661 Psychological Trauma & Intervention for Individuals, Families, & Communities 
�‡ APCE 662 Group Dynamics & Facilitation (or APCE 606 for School Counseling) 
�‡ APCE 665 Family Systems 
�‡ APCE 673 Appraisal & Assessment in Counseling 

Clinical Mental Health Counseling majors also must have completed the following course: 

�‡ APCE 650 Orientation 

 

Counseling



�8�1�&���0�D�V�W�H�U�¶�V���3�U�R�J�U�D�P�V���L�Q���3�U�R�I�H�V�V�L�R�Q�D�O���&�R�X�Q�V�H�O�L�Q�J���� 
Comprehensive Examination (CPCE) Permission Form for All Majors  

Instructions: Submit this completed form along with your CPCE Eligibility Form (major-specific) to 
your advisor no later than the last day of the semester prior to the one in which you intend to sit for the 
exam. 

Section A 

Name: Bear #: 

Address: Phone: 

Advisor: 

Bear Mail: Major: 

Semester of Exam: 

Circle one:  This will be my FIRST  / SECOND  time taking the exam 

Have you submitted an application for graduation?YES����������/ NO

Advisor Signature: 
Advisor signature verifies that the student has successfully completed the course work required for the 
comprehensive examination 

Section B: Basic Eligibility Criteria (al l students) 

Regular admission 
Major program as indicated 
Program is not closed 
3.0 Cumulative GPA 



https://www.unco.edu/cebs/applied-psychology-counselor-education/professional-counseling/pdf/pc-greeley-edition-spring2021.pdf
https://www.unco.edu/graduate-school/pdf/Graduate-Student-Handbook.pdf


�8�1�&���0�D�V�W�H�U�¶�V���3�U�R�J�U�D�P�V���L�Q���3�U�R�I�H�V�V�L�R�Q�D�O���&�R�X�Q�V�H�O�L�Q�J�����&�R�P�S�U�H�K�H�Q�V�L�Y�H��
Examination (CPCE) Eligibility Form  

Marriage, Couples, & Family Counseling/Therapy Majors 

Students are encouraged to take the comprehensive examination at least one semester prior to their 
anticipated semester of graduation. The following courses must be completed before taking the 
comprehensive examination. 

This form is to be completed by the student and approved by their (hirs/zirs/xyr) advisor. Attach the 

https://www.unco.edu/cebs/applied-psychology-counselor-education/professional-counseling/pdf/pc-greeley-edition-spring2021.pdf
https://www.unco.edu/graduate-school/pdf/Graduate-Student-Handbook.pdf


�8�1�&���0�D�V�W�H�U�¶�V���3�U�R�J�U�D�P�V���L�Q���3�U�R�I�H�V�V�L�R�Q�D�O���&�R�X�Q�V�H�O�L�Q�J�����&�R�P�S�U�H�K�H�Q�V�L�Y�H��
Examination (CPCE) Eligibility Form  

Clinical Mental Health Counseling 

https://www.unco.edu/cebs/applied-psychology-counselor-education/professional-counseling/pdf/pc-greeley-edition-spring2021.pdf
https://www.unco.edu/graduate-school/pdf/Graduate-Student-Handbook.pdf
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STUDENT REVIEW  AND RETENTION  
Policy Document 

 
Review and Retention 



UNCO PC 
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8. Recommend discontinuance of a student in a training program in which �W�K�H���V�W�X�G�H�Q�W�¶�V conduct was 
sufficiently egregious (e.g., substandard, unethical, illegal, unprofessional) to warrant immediate 
dismissal from the training program. 

 
Faculty Recommendation Options Following Student Evaluation 

 
Student evaluation will  occur in regularly scheduled program faculty meetings. At times, special meetings 
may be held to discuss immediate concerns about a student(s). The program coordinator will record 
comments and concerns expressed by the program faculty. Although each program will  determine its own 
process for managing student concerns, the program faculty may, if they believe it is appropriate to do so, 
attempt to work with the student first (e.g., engage in instructor feedback or discussion with the student) 
prior to referring the student to the R&R Committee. For each student, the program faculty will 
recommend one of the following: 

 

 
1. Continuation in the Training  Program (where student progress is satisfactory and no concerns are 
expressed by faculty) 

�‡ If applicable, evaluative feedback will be provided to the student by the Program Coordinator or 
designee. 

2. Continuation in the Training  Program with  Attention  to Specified Faculty Concerns (where some 
concerns are expressed by faculty with  the expectation that the student can make improvements with 
minimal effort)  

�‡ Evaluative feedback will  be provided to the student by the Program Coordinator and it is expected 
that the student will develop/identify appropriate remediation procedures to address the specified 
faculty concerns. 

�‡ Although not required, it may be helpful for students to collaborate with their
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7. Immediate Dismissal from the Training  Program 





UNCO PC Programs; Student 
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6. Copies of the plan for remediation will  be provided to the student, the program faculty, and 
the R&R Committee. 

 
7. Copies of the plan for remediation are to be signed and dated by the student and the 

chairperson of the R&R Committee. 

 
8. A signed and dated copy of the plan will  be placed in the student's file in the APCE/SP 

Department office and the student will retain a copy. 

 
9. Prior to the date of reevaluation (as specified in the remediation plan), the student will  present 

any available documentation of his or her progress in relation to the remediation plan to the 
chair of the R&R Committee. 

 
10. On the date of reevaluation, the student's progress or lack thereof will be reviewed by the 

R&R Committee. The review will  include an examination of the documentation provided by 
the student, and may also include documentation from the program faculty. 

 
11. The student must complete all aspects of the plan by the date specified as well as 
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he/she may meet with the Department Chair to discuss the voluntary resignation 
recommendation. 

 
5. Copies of the notification will  be provided to the Dean of the Graduate School, the Dean of 

the College of Education and Behavioral Sciences, and placed in the student's file in the 
APCE/SP main office. 
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Department Chair to 
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APCE/SP main office. 

 
12. If  the 
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