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University of Richmond 
 

Overview of University 
The University of Richmond is a highly selective, private, liberal arts institution located in 
Richmond, Virginia with an undergraduate population of approximately 3,000 students.  The 
institution is on a 350-acre suburban campus, located just 90 miles from Washington D.C., and 
has a unique college system. You can learn more about the University of Richmond here.  

 

University Mission, Values, & Vision 
 

Mission 
The mission of the University of Richmond is to educate in an academically challenging, 
intellectually vibrant, and collaborative community dedicated to the holistic development of 
students and the production of scholarly and creative work. A Richmond education prepares 
students for lives of purpose, thoughtful inquiry, and responsible leadership in a diverse world. 

Values 
Student Growth: The University of Richmond is committed to the personal and intellectual 
development of all students. Through close mentoring and small classes taught by dedicated 
teacher-scholars and the opportunities and environment made possible by talented and engaged 
staff, the University challenges students to recognize their full potential, supports the 
development of their resilience, and encourages their growth as socially responsible community 
members. 

Pursuit of Knowledge: The University of Richmond values intellectual curiosity, teaching that 
challenges and inspires, ambitious scholarly and creative work, and education as a lifelong 
process of discovery and growth. The University is committed to academic freedom and the 
promotion of a vibrant intellectual community that encourages thoughtful disagreement and the 
vigorous exchange of ideas. 

Inclusivity and Equity: The University of Richmond values the dignity, worth, and 
contributions of all individuals; the thoughtful and respectful engagement with a broad diversity 
of perspectives and experiences essential to intellectual growth; and an inclusive community in 
which all members can engage meaningfully in institutional life and contribute to a community 
where all thrive. 

Diversity and Educational Opportunity: The University of Richmond is committed to 
fostering a diverse community of students, staff and faculty. It is dedicated to access, 
affordability, and ensuring that the benefits of its transformative educational opportunities are 
not limited by financial circumstance or background. 

Ethical Engagement: The University of Richmond values integrity, responsibility for the ethical 
consequences of our ideas and actions, and meaningful engagement with our local and global 
communities. 

https://www.richmond.edu/
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Responsible Stewardship: The University of Richmond values the trust that has been placed in 
it by generations of alumni, students, parents, and members of our community. The University is 
committed to the careful stewardship of institutional and environmental resources, and of the 
relationships that provide the foundation of our University community. 

Vision 
The University will be a leader in higher education, preparing students to contribute to, and 
succeed in, a complex world; producing knowledge to address the world’s problems; and 
modeling the way that colleges and universities can effectively meet the challenges of our time. 

 

Student Development and Health and Well-Being 
CAPS is a department in the Student Development Division, under the Health and Well-being 
Unit. The mission for both of these units are as follows: 

Student Development Mission 
The Division of Student Development mission is to cultivate environments that encourage 
connection, embrace challenge, and support learning and growth so that every Spider develops 
the confidence, curiosity, and capacity to thrive.  Student Development has five pillars within 
this mission: to enrich the holistic student experience, elevate student community, engage 
collaboratively, enhance staff development, and embed organizational excellence. 

Health And Well-Being Mission, Vision, & Values 
To create and sustain a culture and community of health and well-being that supports and 
enhances lifelong learning that helps all individuals reach their full potential. 

Vision: The Unit will be recognized as a national leader in campus health and well-being using a 
holistic and integrated approach to create a thriving, collaborative campus culture. 

Core Values 

Student-Focused – Commit to keeping the students as a priority in the planning of programs and 
services, and all decisions we make. 

Collaboration – Be creative with resources and seek ways to integrate and collaborate with 
campus and community partners to offer comprehensive programs and services with highly 
qualified and experienced staff. 

Sustainability – Support environmentally responsible choices to reduce the consumption of 
materials and energy to their lowest levels possible, without decreasing the value and quality of 
programs and services. 

Inclusivity – Foster an open and inclusive community that welcomes and benefits people with 
diverse backgrounds, encourages the exchange of ideas from diverse perspectives, provides 
meaningful access to facilities and programs/services, and opposes intolerance. 
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CAPS Mission 
 

The mission of UR’s Counseling & Psychological Services (CAPS) is to enhance the academic 
and personal experience of all students by providing a variety of counseling and psychological 
services that facilitate their personal development, assist in the alleviation, remediation, and 
prevention of distress, and develop and strengthen self-awareness, self-reliance, and self-
confidence. Services are offered with respect for others, appreciation of individual differences, 
and compassion with an over-arching goal of enhancing well-being and sense of belonging.  

In keeping with this mission, CAPS services require careful planning, recognition of the 
evolving needs of the diverse campus community, respect for time and resource limitations, and 
an attitude of responsible innovation and experimentation.  These services include the following:  
assessment, crisis intervention, brief consultations, case management, skill-building programs, 
group counseling, individual counseling, referral, third-party consultations, outreach, training 
and supervision, teaching, and research.   

The mission of UR’s Counseling & Psychological Services (CAPS) aligns with those of the 
university and Student Development division, which is to enhance the academic and personal 
experience of all students by providing a variety of counseling and psychological services that 
facilitate their personal development, assist in the alleviation, remediation, and prevention of 
distress, and develop and strengthen self-awareness, self-reliance, and self-confidence. Services 
are offered with respect for others, appreciation of individual differences, and compassion with 
an overarching goal of enhancing well-being and sense of belonging. 

 
Non-Discrimination Policy 
UR CAPS adheres to the University of Richmond’s Policies on Equal Opportunity Employment 
and Discrimination and Harassment.   

The University of Richmond prohibits discrimination and harassment against applicants, 
students, faculty or staff on the basis of race, color, religion, national or ethnic origin, ethnicity, 
age, sex, gender, sexual orientation, gender identity, gender expression, disability, military or 
veteran status, or any classification protected by local, state or federal law. 

UR CAPS Training Program Diversity and Non-Discrimination Policy  
 
UR CAPS adheres to the non-discrimination policy of the university, which prohibits 
discrimination and harassment against applicants, students, faculty or staff on the basis of race, 
color, religion, national or ethnic origin, ethnicity, age, sex, gender, sexual orientation, gender 
identity, gender expression, disability, military or veteran status, or any classification protected 
by local, state or federal law.  In line with the missions of Student Development, Health and 
Well-Being, and CAPS, services are offered with respect for others, appreciation of individual 
differences, and compassion with an over-arching goal of enhancing well-being and sense of 
belonging.  As a training center, these values extend to the training environment cultivated at UR 
CAPS.  We recognize and appreciate the potential impact of diversity in terms of culture, race, 
ethnicity, gender identity, sexual orientation, age, national origin, level of ability, and other 
factors and encourage students and those in training from diverse backgrounds to apply.  

https://hr.richmond.edu/current-employees/required-legal/equal-opportunity.html
https://compliance.richmond.edu/discrimination-harassment/index.html#what-is-discrimination-according-to-university-policy
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We believe that effectiveness in our profession is not simply the result of skill acquisition but, 
rather, is the successful synthesis of competence and personal maturity, which results in 
introspection, self-awareness and ethical behavior. UR CAPS strives to develop its staff and 
trainees to this end through open discussions, multicultural seminars and training, and the 
development and strengthening of cultural humility.  We expect that our interns will develop and 
demonstrate effectiveness when working with diverse populations, including clients whose 
cultural identities, characteristics, and beliefs differ from those of their own.  While we respect 
the right of interns to maintain their personal belief systems, the training of professional 
psychologists who can serve a diverse public necessitates personal introspection, exploration of 
personal beliefs, attitudes, and values, and the development of cognitive flexibility required to 
serve a wide diversity of clients. 

The UR CAPS internship program actively solicits feedback from all stakeholders (applicants, 
interns, supervisors, graduates, etc.) throughout the training program to evaluate its effectiveness 
in regards to training in individual and cultural diversity.   
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UR CAPS Staff List - 2026 
 

Kristen Day, Ph.D., Director of CAPS 
Licensed Professional Counselor 
 
Rachel Koch, Psy.D., Assistant Director for Training 
Licensed Clinical Psychologist 
 
Charity Thompson, Ph.D., Assistant Director for Clinical Services 
Licensed Professional Counselor 
 
Charlynn Small, Ph.D., Assistant Director for Health Promotion 
Licensed Clinical Psychologist 
 
Mary Churchill, Ph.D. 
Licensed Clinical Psychologist 
 
Hilary Delman, LPC  
Licensed Professional Counselor 
 
M. Jay Manalo, Ph.D, HSP-P, NCC, Group Coordinator 
Licensed Clinical Psychologist 
 
Mary Anne Messer, Ph.D. 
Licensed Clinical Psychologist 
 
Rachel Turk, Psy.D., Athletics 
Licensed Clinical Psychologist 
 
 
Ashley Curtis, FPMHNP-BC 
Psychiatric Nurse Practitioner  
 
Tony Forgey, DO 
Psychiatrist (PT) 
 
 
Karen Morrisey 
Operations Coordinator 
 
Tiffané DeBose 
Operations Assistant   
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Training Committee  
The Training Committee consists of CAPS senior clinical staff who have a special interest in 
training and supervision. The Training Committee is responsible for selection, administrative 
decisions, policymaking, as well as choosing and implementing any necessary remediation of 
interns. Additionally, the Training Committee organize and facilitate all training program 
components.  The Training Committee meets regularly throughout the academic year and is 
facilitated by the Training Director.  

Training Director – Rachel L. Koch, Psy.D. 

The Training Director is a senior clinical staff with the following responsibilities: 

1. Suggests training policy for review by the Training Committee.  The Training Director 
remains responsible for all final policy decisions in conjunction with the CAPS Director.  

2. Coordinates training activities and evaluations. 

3. Integrates input from the Training Committee and other professionals to develop and modify 
the training program. 

4. Reviews and recommends training procedures and oversees their implementation. 

5. Facilitates the Training Committee in arranging all supervisory assignments and coordinates 
CAPS staff to fill a variety of training roles. 

6. Coordinates the supervisory evaluation and feedback process in conjunction with individual 
supervisors. 

7. Coordinates the application and selection process. 

8.  Maintains liaisons with appropriate faculty from the students' academic programs. 

9. Advocates on behalf of the Training Committee for trainee or Training Committee needs from 
the broader CAPS or Well-being Unit community. 

Training Committee Members 
Rachel Koch, Psy.D. 
Assistant Director for Training, Licensed Clinical Psychologist 
Psy.D. in Clinical Psychology, The Chicago School of Professional Psychology 
M.A. in Clinical Psychology, The Chicago School of Professional Psychology 
B.A. in Psychology, Loyola University Maryland 
 

Professional Interests/Areas of Expertise 

Dr. Koch is a generalist with areas of clinical interest including anxiety, depression, 
relationships, and identity exploration.  Dr. Koch is also an instructor for Mental Health First Aid 
for the university and greatly enjoys outreach – both presenting on topics that she passionate 
about and increasing mental health awareness.  

Approach to counseling/Theoretical Orientation 
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Dr. Koch believes the therapeutic relationship is the most important aspect of counseling and 
works hard to develop this from the onset of meeting with a student.  She provides a safe and 
open place for students to be vulnerable while also being aware that this is difficult for many so 
always meeting the client where they are at.  She has been primarily trained in CBT and ACT 
and incorporates both into her work with clients as well as interpersonal therapy (always comes 
back to the relationship!).  She believes skill development is crucial to positive mental health and 
thus introduces and incorporates skills training and mindfulness, when appropriate.  

Personal Interests 

While Dr. Koch loves living in Richmond, she is originally from Maryland, so of course, she 
loves crab cakes and football (Go Ravens!).  Outside of her time at CAPS, Dr. Koch enjoys 
spending time with her family – her husband, sons, and her puggle, Tucker – cooking and 
baking, crafting, and traveling and exploring new areas. 

Kristen Day, Ph.D. 
Director, Licensed Professional Counselor 
Ph.D. in Counselor Education and Supervision, Virginia Tech University 
M.A. in Marriage and Family Therapy, Appalachian State University 
B.S. in Psychology, Virginia Tech University 
 
Professional Interests/Areas of Expertise 

Dr. Day began working at UR CAPS in 2011 and is a Licensed Professional Counselor and 
Board Approved Clinical Supervisor. As CAPS Director, she provided clinical and 
administrative supervision, and provides managerial oversight of the administrative, clinical, 
crisis coordination, and consultative functions of CAPS. She spearheads planning, development, 
and implementation of policies and initiatives. She serves as the liaison for the Center for Sexual 
Assault and Response, Residence Life, and UR police department and co-chairs the Threat 
Assessment Team.  
 
Approach to counseling/Theoretical Orientation 

She is a generalist with a background in trauma-informed, systems focused care.  She specializes 
in working with trauma survivors and those in crisis.  She infuses aspects of cognitive behavioral 
therapy and mindfulness into her work with all students. She believes clients are the authors of 
their own stories, and strives to connect and promote the development of self-awareness and self-
compassion. 
 
Personal Interests 

Dr. Day enjoys spending time with family and friends, chasing after her three kids as well as 
recreational running. 

Hilary Delman, M.S., LPC 
Licensed Professional Counselor  
M.S. in Professional Counseling, Georgia State University 
B.S. in Mass Communications and Communication Studies, Towson University 
Professional Interests/Areas of Expertise 
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Eating Concerns 

Approach to counseling/Theoretical Orientation 

Hilary aims to provide a safe and comfortable space for students to explore their concerns. Hilary 
uses a client-centered approach while utilizing CBT, DBT, and psychodynamic interventions to 
promote self-awareness and empower change as the student sees fit. One of her favorite parts of 
counseling is seeing a student learn to value themselves through empowering exercises that shift 
the lenses through which they view themselves and the world. 

Personal Interests 

Hilary is an avid coffee-lover and enjoys spending time with her husband and 2 sons. Hilary can 
often be found engaging in her favorite self-care activity - relaxing on the couch with her cats. 

 
M. Jay Manalo, Ph.D., HSP-P, NCC 
Licensed Clinical Psychologist, Groups & Assessment Coordinator  
Ph.D. in Counseling Psychology from The University of Georgia 
M.Ed. in School Counseling from The University of Georgia 
B.S. in Computer Science from The University of North Carolina at Chapel Hill 
 
Professional Interests/Areas of Expertise 
Depression, anxiety, stress, life transitions, ADHD, LGBTQ identity, multicultural psychology, 
social skills concerns, and developmental disabilities. At his previous institution, he completed 
Safe Zone, Green Zone, and National Coalition Building Institute training and for the past 
several years has served as a Safe Zone trainer for WCU. 
 
Approach to counseling/Theoretical Orientation 
Jay’s approach to counseling is primarily Person-Centered integrated with aspects of Cognitive 
Behavioral Therapy. He also enjoys providing supervision and training for emerging mental 
health professionals. 
 
Personal Interests 
Jay is an amateur whitewater kayaker, a dog dad, and a gardener with an occasional green 
thumb, as well as a career-changer, a husband, a son of immigrant parents from the Philippines, 
and a brother. Outside of work, Jay enjoys whitewater kayaking and is a Wilderness First 
Responder. He also enjoys spending time with his family, his husband, his dogs, and other loved 
ones. 
 
Annie Messer, Ph.D.  
Licensed Clinical Psychologist, Practicum Coordinator   
Ph.D. in Counseling Psychology from Auburn University  
M.S. in Counseling Psychology from University of Southern Mississippi  
  
Professional Interests/Areas of Expertise   
LGBTQIA+ students  
Law Students  
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Approach to counseling/Theoretical Orientation  
Annie is passionate about working with all university students and knows how stressful being a 
university student can be. She is a generalist but especially enjoys working with graduate 
students and the LGBTQIA+ community. Her areas of clinical interest include: attachment 
concerns, anxiety, depression, interpersonal relationships, and identity development. Annie 
works from a psychodynamic approach, pulling heavily from the integrated Interpersonal 
Process approach.  
  
Personal Interests  
Outside of work, Annie is likely working on a craft project or spending time with her friends and 
two dogs.  
 
Charlynn Small, Ph.D. 
Associate Director for Health Promotion, Licensed Clinical Psychologist 
Ph.D. in School Psychology, Howard University 
M.A. in Clinical/Community Psychology, University of the District of Columbia 
B.A. in Psychology, Winston-Salem State University  
 
Professional Interests/Areas of Expertise 

Dr. Small began working at CAPS in 2004 as a post-doctoral intern. She serves as chairperson of 
the University’s Eating and Body Image Concerns (EBIC) team. She is a frequent speaker at 
national and international conferences, advocating for the awareness of eating disorders affecting 
Black women, persons of color, and other underrepresented groups. Dr. Small is a member of the 
national board of directors of the International Association of Eating Disorders Professionals 
Foundation (iaedp) and is a certified member and approved supervisor (CEDS-S) of iaedp. She 
co-founded the Foundation’s African-American Eating Disorders Professionals (AAEDP) 
committee and currently serves on the board of the Richmond Chapter of iaedp. 
 
Dr. Small has also served on the national advisory board for the National Association of 
Anorexia Nervosa and Associated Disorders (ANAD). Published journal articles focus on 
multicultural education and on college students with eating disorders. Her co-edited anthology, 
“Treating Black Women with Eating Disorders: A Clinicians Guide,” Routledge/Taylor & 
Francis Publishers was released in July 2020. 
 
Charity Thompson, Ph.D. 
Assistant Director for Clinical Services, Licensed Professional Counselor  
Ph.D. in Counselor Education and Supervision, Hampton University  
M.A. in Professional Counseling, Liberty University 
B.S. in Psychology, Old Dominion University  
 
Professional Interests/Areas of Expertise 
Dr. Thompson has experience in a variety of services and settings, including community-based 
and K-12 school-based mental health services, outpatient psychotherapy, crisis services, and 
addiction and recovery treatment services along the level of care continuum. 
 
Approach to counseling/theoretical orientation  
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While Dr. Thompson’s clinical expertise has primarily focused on navigating trauma experiences 
and substance use, but her interests range from managing anxiety, depression, and daily life 
stressors to developing skills to identify, recognize, and address more complex, underlying 
factors that may impact daily functioning. Dr. Thompson is an eclectic therapist that utilizes a 
multiple of approaches based on an individual’s needs, which allows her to sustain person-
centered care. 

Personal Interests 
In her spare time, Dr. Thompson enjoys being an “extroverted, introvert.” While she loves being 
fueled by social activities and fun with family and friends, she also loves being refueled by her 
time alone doing things such as binge watching her favorite tv shows and new movies, reading, 
and self-care. 
 

Rachel Turk, Psy.D. 

Staff Psychologist in Athletics, Licensed Clinical Psychologist 
Psy.D. in Counseling Psychology, Radford University 
M.S. in Clinical-Counseling Psychology, Radford University 
B.S. in Psychology, Lynchburg College 
 
Professional Interests/Areas of Expertise 

Dr. Turk is a generalist by training and works with all mental health concerns. In her role as the 
Staff Psychologist for the Athletics department, she is located in the Robins Center to provided 
easier access to services for UR student-athletes. Her role includes working with student-athletes 
on an individual basis for mental health and performance related concerns as well as providing 
trainings and presentations to teams or groups of staff members. She also specializes in working 
with survivors of trauma and those with eating concerns and eating disorders. She has a strong 
interest in supervision and training and taking a strength-based, positive approach to all of her 
work.  

Approach to counseling/Theoretical Orientation 

She utilizes a person-centered and trauma-informed approach to therapy focusing on the 
relationship, individualized treatment, and provided unconditional positive regard and 
genuineness. She also pulls skills and techniques from many other theoretical orientations 
including CBT, DBT, IPT, and experiential among others. She strives to engage in continuous 
professional development regarding multicultural humility and DEI work to foster an open and 
affirming environment for clients and interns of all backgrounds.  

Personal Interests 

She enjoys spending time with family and friends, playing volleyball, hiking and relaxing 
outdoors, and cooking for herself and others 

Supervision  
Supervision is an essential aspect of the training process and growth and development as an early 
professional. Supervisors and training programs are gatekeepers to the field and abide by all 
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ethical and legal obligations outlined by the Virginia Board of Psychology, the APA Code of 
Conduct, and other relevant governing bodies. 

Doctoral interns at CAPS receive formal supervision in a variety of ways: primary supervision, 
secondary supervision, supervision of group therapy, supervision of supervision, and group 
supervision. The Supervisors’ Team meeting provides an opportunity for supervisors to share 
information about trainee development, including individual strengths and areas of growth, as 
well as explore strategies to facilitate trainee progress. Members of the Supervisors’ Team meet 
regularly throughout the academic year.   

At the beginning of the fall and spring semesters, interns are assigned a primary supervisor based 
on individual training needs as assessed by the training committee. The primary supervisor will 
be a licensed psychologist and will meet with the intern for a minimum of 2 hours per week.  
Interns will switch supervisors after the semester break to allow for different perspectives and 
training of their clinical work.  

The primary supervisor is responsible for engaging in in-depth analysis of intern skill 
development, discussing all clinical service activities and professional development issues, 
directly observing activities through tape review, monitoring the welfare of service recipients, 
and signing-off on intern’s case records.   

Beyond individual supervision, interns also receive supervision from other appropriately 
credentialed CAPS staff members for an additional minimum of 2 hours per week, so that each 
intern receives a minimum of 4 hours per week of supervision.  These additional hours of 
supervision include, but are not limited to, Group Supervision, Supervision of Supervision, 
Supervision of Group, Assessment Supervision, Outreach Supervision, and Professional 
Development Supervision.  All other activities that the intern engages in with another senior staff 
member (who is not their primary supervisor) will be supervised and evaluated by that senior 
staff member, who will provide feedback to the primary supervisor to include on the written 
evaluations. These activities include, but are not limited to, group counseling, outreach 
presentations, liaison interactions, etc. 

Despite consultation and evaluation being provided by various training staff, the primary 
supervisor is ultimately responsible for supervision of all the intern’s activities, discusses all the 
intern’s activities periodically, and co-signs all of the intern’s evaluation forms.  The only 
exception is Competency VIII: Supervision, which is supervised and evaluated by the 
Supervision of Supervision Supervisor.  Interns will complete written supervision contracts with 
the primary supervisor and secondary supervisor, when applicable, at the beginning of each 
semester.  These contracts should be submitted to the Training Director by the third week of the 
semester. 

Primary Intern Supervisors (licensed 3+ years): 

• Rachel L. Koch, Psy.D. 
• M. Jay Manalo, Ph.D. 
• Charlynn Small, Ph.D.  
• Rachel Turk, Psy.D. 
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Policy on Telesupervision  
Telesupervision is a method of delivering supervision using information and communication 
technologies when the supervisor and supervisee are not in the same physical location.  This 
form of supervision usually consists of live videoconferencing via HIPAA-compliant Zoom 
through a personal computer with a webcam (all provided by the university).  Technical 
difficulties that arise during telesupervision and cannot be resolved on site are directed to 
Information Services Help Desk (804 287-6400). Both supervisor and supervisees must strive to 
maintain and protect confidentiality (i.e. secure, private location).  Telesupervision can be 
utilized in clinical training in the same way as in-person supervision, with checking-in, 
discussing clinical cases, showing video of client sessions and discussion, and sharing of 
resources.  For all clinical cases discussed during telesupervision, full professional responsibility 
remains with the intern’s primary supervisor, and any crisis or other time-sensitive issues are 
reported to that supervisor immediately.  Interns are provided contact information for all UR 
CAPS supervisors, including email and phone numbers as well as added to the CAPS Slack 
Channel, so crises and time-sensitive information can be reported as necessary.  

Telesupervision may be used for up to 1 hour of supervision sessions during the academic 
semester, August – May, and up to 2 hours of supervision sessions during the summer months of 
June and July.  CAPS maintains a remote-work schedule during the academic semester with each 
staff member, including interns, working one day remotely, and in the summer months (June and 
July), up to two days remotely.  The rationale for telesupervision is to allow more flexibility in 
scheduling and to utilize time on the remote day(s) that may not otherwise be filled for client 
sessions given the UR CAPS student population preferring in-person sessions.   

The Training Director and the Supervisors initially set the schedule for all group supervision 
sessions, prioritizing in-person when available and engaging the interns in the process should the 
only scheduling option be on a remote day to ensure this is a preferable method.  Individual 
supervision will start out as in-person for relationship building and if there is an expressed need 
or desire to shift to telesupervision after the baseline evaluation period has passed, this is a 
decision the supervisor and intern will make together.  It is important that all interns have access 
to telesupervision, and the training committee is committed to ensuring this is possible without 
burden to the intern. Interns are asked to give feedback on their experiences with telesupervision 
in the program and supervisor evaluations they complete at mid-year and end of year. 

UR CAPS places high value on cohesion and socialization of intern cohorts, and virtual meetings 
via videoconferencing are an effective way to foster connection during the intervals between in-
person meetings. Additionally, telesupervision may be utilized in place of in-person supervision 
for emergencies such as illness, inclement weather, and/or building closures. The use of 
videoconference technology for supervisory experiences is consistent with UR CAPS training 
aims as virtual and telehealth are vital skills psychologists must learn to utilize in a professional 
and ethical way to prepare interns for entry-level practice. All interns participate in an 
introduction to telehealth and telesupervision during the internship orientation and are provided 
with instruction regarding the use of the videoconferencing equipment at the outset of the 
training year. Additionally, all supervisors participate in an annual telesupervision training 
during the end-of-year supervisor retreat. 
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Statement on Trainee Self-Disclosure 
UR CAPS adheres to APA Ethical Standard 7.04, which outlines expectations around trainee 
self-disclosure. We do not require personal self-disclosure as a routine part of training. However, 
our model emphasizes both personal and professional development, and we recognize that 
meaningful growth often involves reflecting on experiences that shape one’s worldview. 

Supervisors strive to create a safe space for trainees to engage in self-exploration as it relates to 
clinical work and professional identity. Some degree of self-disclosure may naturally occur in 
this context, but it is never coerced.  In accordance with APA ethics, disclosure may be required 
if necessary to evaluate or assist a trainee whose personal issues may interfere with competent 
practice or pose a risk to others. 

UR CAPS Staff and Trainee Relationships  
The trainee-staff relationship is valued at UR CAPS, and trainees and staff are encouraged to 
engage in relationship-building and mentorship that enriches the professional development of 
trainees.  CAPS-sponsored off-site training events and full-staff celebrations are an important 
component of the training program. However, because of the evaluative nature of trainee-staff 
relationships, trainees and staff are asked to refrain from engaging in social activity that is 
unrelated to training (i.e. social-media interaction, non-CAPS related socializing after-hours, 
etc.). The ethical standards of the American Psychological Association and American 
Counseling Association should serve to guide trainees and staff in determining the extent to 
which a particular interaction is appropriate. CAPS Director and/or Assistant Director for 
Training should be consulted in the event that staff or trainees become uncertain about the CAPS 
trainee-staff relationship policy. 
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Part One - Training Foundation 
 

Training Philosophy 
The UR CAPS Doctoral Internship in Health Service Psychology is a full-time, 12-month 
internship that adheres to a practitioner-scholar model with an emphasis on the ongoing 
professional development of interns to become autonomous clinicians. This model involves the 
practical application of scholarly knowledge through the delivery of psychological services 
taking into account individual, cultural, and societal factors. The primary goal of all UR CAPS 
training programs is to provide generalist training for graduate students as a platform in future 
training and, ultimately, in their professional career.  The foundation of the training model is 
based on a program of supervised, sequential, and experiential psychological practices. Each 
intern is expected to develop strong clinical skills with clients from diverse cultural backgrounds 
and gain a secure sense of self as a culturally informed and ethical psychology professional who 
can practice in a variety of settings. 
 
While the primary focus of UR CAPS training is clinical work with traditionally aged college 
students, the experience also provides broader training in college student development in a 
multicultural context. CAPS, as part of the Health and Well-Being Unit, is at the forefront of 
providing proactive programming and wellness-based outreach to the campus community. CAPS 
staff facilitate programs and seminars on such topics as stress management, mindfulness, 
emotional regulation, effective communication, self-care, and self/time management. CAPS also 
partners with other campus departments to provide additional offerings related to affinity groups, 
sexual assault advocacy, career exploration, and other foci. Interns are given the opportunity to 
develop, co-facilitate, or lead workshops/programming initiatives independently 
 
An important value held by our staff is that the implementation of therapeutic skills must be 
adapted within different groups to meet unique needs. Students at University of Richmond have 
diverse identities and experiences. We recognize and appreciate the potential impact of  
diversity in terms of culture, race, ethnicity, gender identity, sexual orientation, age, national 
origin, level of ability, and other factors. We believe that effectiveness in our profession is not 
simply the result of skill acquisition but, rather, is the successful synthesis of competence, 
cultural humility, and personal maturity, which results in self-awareness and ethical behavior.  
UR CAPS strives to develop its staff and interns to this end. Opportunities in the training 
program reflect these values. 

The training staff believes that psychological theory and research provide a foundation for 
conceptualization and intervention. Counselors and psychologists should strive to understand 
major counseling and psychotherapeutic theoretical models and their research base and utilize 
evidence-based practice in their clinical work. Members of the staff represent and draw on many 
different theoretical orientations in their approaches to therapy, supervision, and consultation. 
The CAPS staff welcomes discussions of professional issues with doctoral interns. 

While the CAPS staff utilizes different theoretical frameworks, there is a shared commitment to 
create an atmosphere conducive to professional and personal growth. The staff strive to provide 
practice and training experiences that create a challenging, intellectually stimulating, and open 
environment in which new ideas can be explored and nurtured. The staff encourages interns to 
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assess their professional strengths and weaknesses. The training committee makes every effort to 
honor requests to develop individual learning experiences in areas of desired professional 
growth. 

 

Important Note: As you will see noted throughout this manual and during your time at UR 
CAPS, we refer to those in part-time training positions as a part of degree requirements as 
Advance Graduate Trainees (AGT), part-time, post-Master’s interns accruing hours towards 
licensure as LPC Residents, and the full-time, doctoral interns as Doctoral Interns.  All 
individuals in training, who receive clinical supervision, (AGTs, LPC Residents, and Interns) are 
also referred to as simply, Trainees.  You may see both titles used interchangeably based on 
your role at CAPS as this is our way of establishing an inclusive term to refer to varying degree 
level.  We recognize and honor the unique paths of every person in training and for ease of 
CAPS Operations, all persons in training are referred to as Trainee.   

 

Accreditation Status and APPIC Membership 
The internship at UR CAPS is and APPIC member (#2610) and is not currently accredited by 
APA.  
 
Training Aims, Competencies, & Elements 
Clinical and training activities are structured in a sequential, graded, and cumulative format 
consistent with the Revised Competency Benchmarks in Professional Psychology (APA, 2012). 
Through achievement of Profession Wide Competencies, the overarching aims of the training 
program are to: 1) Develop core counseling and clinical skills for entry level practice in health 
service psychology, and (2) Foster attitudes and behaviors which promote a professional identity 
as a psychologist. 

By the end of the training year, interns will develop a level of competence, consistent with the 
following required Profession Wide Competencies (PWC), for entry-level practice in health 
service psychology: 

1. Research 
2. Ethical and legal standards 
3. Individual and cultural diversity 
4. Professional values, attitudes, and behaviors 
5. Communication and interpersonal skills 
6. Assessment 
7. Intervention 
8. Supervision 
9. Consultation and interprofessional/interdisciplinary skills
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Part Two – Recruitment and Onboarding 
 

Intern Selection and Academic Preparation Requirements Policy       
Application Process    

The UR CAPS Doctoral Internship currently offers 2 full-time internship positions. Students 
interested in applying for the internship program should submit an online application through the 
APPIC website (www.appic.org) using the APPIC Application for Psychology Internships 
(AAPI).       

A complete application consists of the following materials:    

1. A completed online AAPI    
2. Cover letter (as part of AAPI)    
3. A current Curriculum Vitae (as part of AAPI)    
4. Three Standard Reference Forms, two of which must be from persons who have directly 

supervised your clinical work (as part of AAPI). Please submit no more than three 
SRFs.    

5. Official transcripts of all graduate coursework      

All application materials must be received by the date noted in the current APPIC directory 
listing to be considered.       

Application Screening and Interview Processes    

The CAPS Doctoral Internship Program will base its selection process on the entire application 
package noted above.  Applicants must have a minimum of 325 intervention hours, primarily 
individual counseling, and 20 assessment hours.   

Applicants who have met the following qualifications prior to beginning internship will be 
considered preferred:       

1. Dissertation proposal defended;    
2. Some experience and/or special interest in working with diverse populations;    
3. Minimum of 3 years of practicum/clinical experience, some of which working with 

young adults. Experience working in university counseling is especially preferred.    
4. Previous group, outreach, and/or crisis intervention experiences  
5. Integrated report writing experience (e.g. at least 1)  
6. Current enrollment and good standing in an APA- or CPA-accredited doctoral program 

(or a program eligible to apply in Phase 1).      

The ideal candidate is relational and team-oriented, welcomes constructive feedback, 
demonstrates self-awareness around areas for growth, seeks supervision appropriately, and takes 
initiative to both generate and execute innovative ideas while operating with increasing 
independence. 
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All applications are reviewed by UR CAPS Training Committee using a standard Application 
Rating Scale and evaluated for potential goodness of fit with the internship program. The 
Training Committee meets to determine which applicants to invite for interviews based upon the 
results of this review process.     

Applicants are notified whether they have received an interview by email on or before December 
15th. Interviews are scheduled during late December and early January on a first-come, first-
served basis. Interviews take place via videoconference with members of the Training 
Committee. Interviews are conducted using a standard set of interview questions, although 
members of the Training Committee may ask additional interview questions of applicants as 
appropriate.  UR CAPS will offer an *optional* Open House for any applicant who is interested 
in visiting the campus and CAPS in-person.  Applicants ability to attend will not positively 
impact ranking.       

Participation in the APPIC Match    

The Training Committee holds a meeting within two weeks of the final interviews being 
completed and before APPIC’s Rank Order Deadline to determine applicant rankings. The full 
application package and information gleaned from the interview process are utilized to determine 
applicant rankings. As a member of APPIC, the UR CAPS training program participates in the 
national internship matching process by submitting its applicant rankings to the National 
Matching Service. The UR CAPS training program abides by the APPIC policy that no person at 
this training facility will solicit, accept, or use any ranking-related information from any intern 
applicant.      

All interns who match to the UR CAPS Doctoral Internship will need to go through all 
screenings required by URHR, which include providing proof of citizenship or legal residency 
and successfully passing a background check before beginning employment.  Instructions for 
providing this information or completing the background check will be sent out to all who match 
after the match process is complete.      

Questions regarding any part of the selection process or UR CAPS Doctoral Internship academic 
preparation requirements may be directed to the UR CAPS Training Director.   

Onboarding 
Here is the typical schedule for onboarding: 

• March (mid): Once interns have matched, their information is passed on to HR to begin 
the onboarding process (background check, activation of Net ID, etc.).   

• May/June: The Operations Coordinator will reach out to ensure the intern has access to 
email, their one-card, parking, etc.   

• August 4th: The Orientation period runs for 3 weeks. 
 

Orientation  
Orientation will begin on start date and interns will be provided a detailed schedule for this 
period in mid-July.  These are the typical trainings offered during Orientation to CAPS interns, 
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often scheduled based on availability of facilitator.  Interns will have regular meetings with the 
Training Director during this time to review training program and requirements and answer 
questions regarding orientation process to UR CAPS.   

Examples of Trainings Regularly Included in Orientation 

UR CAPS Training 101 – CAPS training expectations and training manual are thoroughly 
reviewed by the Training Director with the interns during the orientation period, with particular 
emphasis on training requirements, developmental structure of program, schedule expectations, 
and due process.  

Brief Consultations – Brief Consultations are typically the first service student clients 
experience after they register at CAPS.  This is a 30-minute appointment where a CAPS staff 
assesses a client’s needs, potentially refers to a service on campus or within CAPS (using 
Stepped Care Model), or pivots into a very brief solution focused counseling session if that 
appears warranted.   

CAPS Policies and Procedures – CAPS maintains a Policies and Procedures Manual, updated 
on a yearly basis that, in addition to this manual, interns are expected to read through and be 
aware of when conducting clinical services.  Time to do so during Orientation will be allotted, 
including time for questions with the Training Director.  Interns are provided with a hard-copy of 
the most up-to-date version as well as access to the living document on Box. 
 
Crisis Intervention –  A CAPS staff member will outline specific practices and procedures for 
working with a client in crisis, including the hospitalization process.   

Diversity and Inclusion- An opportunity to explore identities and develop self-awareness for 
interns and then discuss how their identities may impact their work with clients and colleagues. 
Diversity and Inclusion topics will be woven into training throughout, so the training during 
orientation will serve as a base for deeper exploration throughout their time at CAPS.  

Groups and Programs at CAPS – Learn about the history of groups and programs offered at 
CAPS and the opportunities for trainee involvement.  This session will cover skill-building 
programs, process groups, and support groups.  Additionally, ideas for various group offerings the 
trainee might be interested in leading can be discussed and begin a plan for development and 
implementation, if interested.   

Titanium software training – An overview of using Titanium if a intern does not have previous 
exposure to this software is provided.  After the overview, interns are asked to “practice” using 
the software when they have spare time.  They are encouraged to ask other staff including front 
desk staff for assistance if they have challenges getting started with the software.  A basic guide 
to using Titanium is located on Box.   

Ethical Considerations on a College Campus – A CAPS staff member will provide an 
overview of primary ethical dilemmas faced on college campuses like UR.  This training is 
interactive and discussion-based to explore both considerations and resolutions to common 
ethical conflicts.  

 

https://richmond.box.com/s/es8hbuqzltfgh91mtg1sb0tppnnzhqua
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Part Three – Training Components  
 

Trainee Expectations 
1. Provide clinical services and participate in all training activities and projects outlined in 

training program structure 
 

2. Adhere to CAPS Training Manual and CAPS Policies and Procedures.  Both are to be read 
during orientation with sign off process once completed.  
 

3. All sessions are to be video recorded except when an exemption is determined with 
supervisor (see Recording Policy).  

 
4. Complete Evaluations – Training and Multicultural Seminars (weekly), End of Semester 

and End of Year evaluations of supervisor(s) and program by the provided deadline 
 

5. Keep track of hours on a weekly basis by filling in all blank space and unused 
placeholders on Titanium, per CAPS Clinician Scheduling Policy and Procedure.  
 

6. Student Liability Insurance is required. 
 

Training Activities 
The University of Richmond CAPS internship program is based on the Apprenticeship Model.  
The goal of our internship program is to provide training experiences that prepare interns to 
function as generalists as they complete their training towards becoming psychologists. Although 
an effort is made to individualize the training program, there is a core set of standard 
expectations.  

Clinical Activities 

Given the ebbs and flows of the academic calendar, interns will accrue the bulk of their direct 
service hours during the 32 weeks of the semesters (16 in fall, 16 in spring).  Thus, percentage of 
direct service will be higher during the academic semesters to ensure hour accrual.  

1. Individual Therapy (~12 hours per week) - Interns are to work with a variety of clients, 
gaining experience not only with varying presenting concerns, but also across varying 
individual and cultural identity variables. Interns may complete an optional focused 
experience in an area of clinical interest (e.g., trauma, athletics, eating concerns, etc.). 
Individual therapy is provided from a brief therapy model, and clients are often seen 
every other week or less frequently.  All individual therapy sessions conducted by interns 
are to be recorded (see Recording Policy).   
 

2. Brief Consultations (3 hours per week) – Brief Consultations are the initial 
appointments provided to all students who register with CAPS.   
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3. Crisis Intervention (0-1 hours per week) – Crisis hours are held each day for urgent or 
high-risk student concerns.  Interns will gradually take on covering one crisis hour per 
week as they are developmentally ready.  

a. After-Hours On-Call Rotation (1-3 weeks per semester) – By late fall semester, 
interns will participate in after-hours on-call rotation, paired with a licensed 
CAPS staff member.  Direct/Indirect hours will be calculated based on number of 
calls received.  
 

4. Group Counseling & Programs (1.5 hours per week) - Interns will co-lead a process, 
support, or psychoeducational groups each semester, depending on interest.  Groups 
commonly facilitated at CAPS include:  

o Skills programs: ADHD, DBT (Interpersonal Effectiveness, Emotion 
Regulation, and Distress Tolerance), Managing Anxiety Program (MAP) 

o Process: Navigating Grief, Understanding Self and Others (USO), Surviving 
Family 
 

5. Outreach Interventions (0-2 hours per week) – Interns will participate in at least 2 
outreach interventions each semester, including development and presentation of 
workshops, staffing display tables, and being present at student events on campus, 
depending on interest. Many outreach programs are requested of CAPS each semester, 
however interns are also encouraged to create an outreach focused on a specialty interest 
area in collaboration with campus partners.  This would only factor into weekly hours on 
the weeks outreach is provided.   
 

6. Supervision of AGT(s) (1 hour fall/2 hours spring) - Interns will have the opportunity 
to provide supervision to CAPS AGTs during both the fall and spring semester.  In the 
fall, the interns will co-lead the AGT Group Supervision, meeting 1 hour per week, and 
in the spring, the intern will be assigned as one of the AGT’s primary supervisors, 
meeting for 1 hour per week.  As supervisors, interns are responsible for reviewing 
clinical documentation, reviewing the AGT’s recorded sessions, general administrative 
support for the AGT, collaborating with the AGT to work toward their training goals, and 
evaluation of the AGT.  Interns are allotted 1 hour of supervision admin time per week in 
the spring to account for the additional responsibilities. 
 

7. ADHD Assessment and Report Writing (1-2 hours) – Interns will provide at least two 
ADHD Assessments per year, including analyzing data and engaging in writing reports 
primarily focused on disability accommodations at UR. 

Supervision 

Consistent with APA’s Standards of Accreditation (SoA), interns receive a minimum of 4 hours 
per week of supervision throughout the year as follows: 

8. Individual Supervision (2 hours)– Interns must engage in two hours of individual per 
week with one of the identified primary supervisors.  

9. Group Supervision (1 hour/every other week) – Interns will participate in bi-weekly 
group supervision with cohort members, facilitated by CAPS Staff Member. Interns also 

https://richmond.box.com/s/50r14khi7t283kruxbej4amngm707jo6
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will be asked to present a formal case conference once per semester as part of Group 
Supervision.  

10. Supervision of Supervision (SOS) (1 hour/every other week) – Fall semester, interns 
participate in supervision of supervision one hour bi-weekly to learn about and discuss 
topics related to provision of group supervision.  In the spring, Interns engage in one hour  
bi-weekly supervision of supervision, in which they receive supervision as they are 
developing individual supervision skills.  

11. Supervision of Group (0.5 hour) - Interns meet with their group co-facilitator who is a 
CAPS staff member for 30 minutes of supervision of group each week. Supervision of 
group focuses on issues related to group therapy. 

12. Assessment Supervision (1 hour/monthly) – Interns receive 1 hour of Assessment 
Supervision monthly to review and discuss assessment cases, including ADHD 
assessments.  

13. Outreach Supervision (1 hour/monthly) – Interns receive 1 hour of Outreach 
Supervision monthly to review and discuss outreach  

14. Professional Development Supervision (1 hour) – Interns will meet weekly with the 
Training Director to discuss topics related to professional identities, acclimating to UR 
CAPS, and serve as a process space for the overall training experience and next steps.  

Didactics   

15. Training Seminar (2 hours/biweekly) - Interns will attend the biweekly training seminar 
that combines didactic and experiential learning. 

16. Multicultural Seminar (2 hours/biweekly) – Interns will attend the biweekly 
multicultural seminar (rotates with training seminar), focused on deepening 
understanding of diversity and identities, exploring biases, and the impact on clinical 
work.   

17. Intern Process (0.5 hour) – Interns will meet weekly with the cohort to discuss 
internship process and professional development.  

Other 

18. Staff Meeting (1 hour) -   Interns will participate in weekly staff meetings to discuss 
policies, updates, and announcements.  

19. Case Conference (1 hour) - Interns will attend weekly case conference.  Interns are 
encouraged to staff cases to gain insight and additional consultation from CAPS staff 
members.  Interns are expected to formally present 1 case, per semester, to be evaluated 
by staff during this time.  Please see Case Presentation Outline typically used in Case 
Conference.   

20. Administration (~7 hours) - Interns have up to seven hours of administrative time 
spread out through each week in which they can complete charting, ADHD assessment 
work, consult with colleagues, review recordings, engage in administrative tasks to do 
with supervising an extern, etc.  

21. Meetings (1-2 hours) – Interns may attend meetings that would benefit their professional 
development or are necessary as part of a focused experience or consultation/outreach 
project. 

https://richmond.box.com/s/0plz7nl04eibl4augpwyf04ivtwbojaz
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22. Research and Professional Development (1-2 hours) – Interns can count/allot up to 2 
hours of research/professional development time to work on completing dissertation, 
research for client and/or presentation prep, complete trainings, etc.  

Intern Projects and Presentations  
To allow interns the opportunity to develop and be evaluated on the core competencies, several 
projects will be incorporated into the internship year that will satisfy these requirements as well 
as overall enhance the intern’s professional identity and development.  The timelines indicated 
are flexible and will ultimately be determined between the Training Director and the individual 
interns.  There will be written aspects and expectations of the various seminars and supervisions 
(i.e. case write-ups, excursions, articles, trainings, etc.), expectations to formally present a 
minimum of 2 cases to Case Conference over the course of the year (1 per semester), in addition 
to the following:  

AGT Seminar Presentation 

Interns will prepare and present to the AGTs during their didactic/multicultural seminar in spring 
semester.  Interns will choose a topic of interest to them that they feel confident in presenting, 
develop or edit their slides to align with the AGT seminar format, schedule a time to present, and 
receive and incorporate feedback.  The goal of this project is to leave the intern with a prepared 
presentation that can share in the future as well as hone their presentation skills.  

Timeline: The Training Director will work with interns during PD supervision to identify 
interest areas, pitch to the AGTs, and solidify a topic for the spring.  Interns will work on 
developing the presentation over the fall/early spring to present in spring during the AGT 
seminar.  

Consultation Project 

Interns will choose a topic area they are interested in and/or a campus partner they would like to 
collaborate with on a new and/or expand upon an existing program/initiative for students and/or 
faculty/staff.  Interns will learn more about consultation models, conducting needs assessments, 
and develop a final product that can be shared with the campus community (i.e. a resource guide 
for study abroad students, a workshop for students in STEM, incorporating new aspects into 
Athletics Wellness Wednesdays, developing a new program at CAPS, etc.).  Interns will then 
evaluate their efforts and incorporate feedback to leave their legacy here at UR.  This will be 
supervised by Outreach Supervisor and the Professional Development Supervisor. 

Timeline: This Consultation Project will begin in the fall and continue into the spring and 
summer semesters with identifying interest areas, meeting with relevant campus community 
members, conducting a needs assessment (i.e. survey, focus groups, etc.), and utilizing the 
summer months to create a final product based on the information gathered.  Should time allow, 
interns may launch the product/program and/or leave a detailed overview for the incoming 
interns/trainees to implement.  

Cultural Awareness Project (CAP) 

The CAP is a year-long journey of enhancing cultural humility that will be a part of the 
multicultural seminar.  Interns will identify a cultural group or aspect of identity that they feel 
they lack knowledge about and/or possibly hold a bias towards. Throughout the year, interns will 
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be expected to expand their understanding around that group through research, events, 
conversations, etc., and will wrap up the year with a presentation during MC seminar that CAPS 
staff are also welcome to attend.    
 
Timeline: Interns will begin to explore various identities or cultural groups they want to consider 
learning more about at the onset of internship and decide on a specific choice by fall break.  Plan 
for the project will be set during PD supervision and intern will present during MC seminar in 
the summer.  

Dissertation Research Presentation 

During the spring semester (before the end of May), interns will present on their dissertation 
research to CAPS staff.  Similar to the Dissertation Defense, this will be an opportunity to 
present the work put into this capstone project, share the findings with CAPS colleagues, and 
practice presentation skills.  It is up to the discretion of the intern if they have not yet defended 
when to schedule this presentation (either before to solicit feedback or after to simply share their 
findings and work).  

Timeline: The Training Director will assist interns in scheduling this session at the beginning of 
the spring semester for a late spring semester date.  

Focused Training Experiences  
In addition to primary clinical experiences identified above, interns may choose, in consultation 
with the Training Committee, to participate in a specialized set of experiences.  A portion of the 
direct clinical hour requirements may be comprised of clinical work specifically related to 
focused training experience and additional training experiences. 

Currently, CAPS offers the following focused training experiences, with more thorough 
descriptions found in Box.  

1. Trauma/Crisis  
2. Eating Disorders 
3. Athletics 

If an intern has a specific interest that is not offered as a focused experience, they are encouraged 
to discuss this with the Training committee and potentially create a new experience if possible.  
Interns will be asked to declare their interest in a focused training experience by the end of 
orientation in order to be included in the Training and Supervision Agreement.  

 
 
 
 
 
 

 

https://richmond.box.com/s/r7hj4fu1vf0znv2cd9kkqd0sz38bt7wj


 

26  UR CAPS Doctoral Internship Training Manual  
 

 
Sample Weekly Intern Hours Breakdown During Academic Semesters 

(late August – December and January – early May) 

 

Clinical Activities Hours 
Individual Counseling 10-12 

Brief Consultations 3 
Crisis 1 

Groups/Programs 1.5 
Assessment 1-2 

Supervision of AGT 1-2 
Outreach 0.5 

Supervision  Hours 
Individual Supervision  2 

Group Supervision 1 
Supervision of Supervision 0.5 

Supervision of Group 0.25 
Assessment Supervision 0.25 

Outreach Supervision 0.25 
Professional Development Supervision 0.5 

Didactics Hours 
Training/Multicultural Seminar (rotates biweekly) 2 

Case Conference 1 
Intern Process 0.5 

Other Administrative Tasks Hours 
Case Management (paperwork, planning, etc.) 3-4 

Supervisor Admin Time (notes, watching tape, etc.) 1 
ADHD Report Writing 1 

Staff Meeting  1 
Other Meetings (optional) 1-2 

Research and Professional Development 2 
Total Hours 

Total Hours Weekly Expected ~40** 
 

**As noted above, Interns should be aware that it may be necessary to use time outside of the 
office to accrue the 2,000 overall hours required for successful completion of Internship. The 
standard work week at CAPS is 37.5 hours so 2.5 hours outside of work hours is expected (i.e. 
research time, scheduling intern process time over lunch if all parties agree, etc.).  Work-related 
to psychological practice (e.g., reading psychological research, working on dissertation, 
presenting at a conference, etc.) outside of the office can be recorded towards the 2,000 overall 
hours required for Internship. 
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Summer Services and Schedule 
CAPS will maintain limited open hours during the summer months, with interns continuing to 
see students eligible for services (full-time degree seeking; 3Ls studying for the bar exam, etc.).  
Interns are expected to continue with service provision even when they may have surpassed the 
500-hour minimum.  Services in the summer will include: BCs, individual counseling, crisis, 
outreach programming (more likely with staff), and on-call rotation.   

Summer will allow the intern more opportunities to focus on their cultural awareness and 
consultation projects as well as any additional projects outlined in the CAPS spring retreat (i.e. 
policy review and revision, etc.).  These projects/expectations will be set together between the 
Training Director and the intern.     

Sample Weekly Intern Hours Breakdown During Breaks and Summer Months 
(Mid-May – End of Internship) 

Clinical Activities Hours 
Individual Counseling 8 

Brief Consultations 2 
Crisis 1 

Assessment 1 
Outreach 1 

Supervision  Hours 
Individual Supervision  2 

Group Supervision 1 
Professional Development Supervision 1 

Didactics Hours 
Training/Multicultural Seminar (rotates biweekly) 2 

Summer Projects Hours 
Consultation Project/CAPS Projects 4 

Programming Development/Orientation Assistance 3 
Cultural Awareness/EPPP studying 5 

Other Administrative Tasks Hours 
Case Management (paperwork, planning, etc.) 2 

ADHD Report Writing 1 
Staff Meetings/Case Conference 1.5 

Research and Professional Development 6 
Total Hours 

Total Hours Weekly Expected 40** 

 
 

 



 

28  UR CAPS Doctoral Internship Training Manual  
 

UR CAPS Doctoral Intern Evaluation, Retention, and Termination 
Policy    
The UR CAPS Doctoral Internship Program requires that interns demonstrate minimum levels of 
achievement across all competencies and training elements. Interns are formally evaluated by 
their primary supervisor three times annually, at the end of the fall semester, end of the spring 
semester, and the end of the internship year. Evaluations are conducted using a standard rating 
form, which includes comment spaces where supervisors include specific written feedback 
regarding the interns’ performance and progress. The evaluation form includes information about 
the interns’ performance regarding all expected training competencies and the related training 
elements. Supervisors review these evaluations with the interns and provide an opportunity for 
discussion at each timepoint.     

A minimum level of achievement at the mid-year evaluation is defined as a rating of “3” for each 
learning element within each competency. The rating scale for each evaluation is a 5-point scale, 
with the following rating values: 1 = Approaching Competence, 2 = Beginning/Developing 
Competence, 3 = Intermediate Competence, 4 = Proficient Competence, 5 = Advanced 
Competence. If an intern receives a score less than 3 on any training element at the mid-year 
evaluation, or if supervisors have reason to be concerned about the student’s performance or 
progress, the program’s Due Process procedures will be initiated. See Due Process Policy Below. 
Interns must receive a rating of 4 or above on all training elements at the end-of-year evaluation 
to successfully complete the program as this is the minimal level of achievement demonstrating 
readiness for entry-level practice.     

Additionally, all UR interns are expected to complete 2000 hours of training during the 
internship year.  Meeting the hours requirement and obtaining sufficient ratings on all 
evaluations demonstrates that the intern has progressed satisfactorily through and completed the 
internship program.  Intern evaluations and certificates of completion are maintained indefinitely 
by the Training Director in a secure digital file.  

In addition to the evaluations described above, interns complete weekly training/multicultural 
seminar feedback and an evaluation of their supervisor(s) and a program evaluation at the mid-
point and end of the training year. Feedback from these evaluations is reviewed by the Training 
Committee and used to inform changes or improvements made to the training program.  

 

Communication and Records Maintenance Policy  
Communication between the UR CAPS Internship Program and interns’ home doctoral programs 
is of critical importance to the overall development of competent new psychologists. The 
internship is a required part of the doctoral degree and, while internship supervisors assess intern 
performance during the internship year, the doctoral program is ultimately responsible for the 
evaluation of readiness for graduation and entrance into the profession. Therefore, it is the 
responsibility of the Training Director to initiate contact with interns’ home doctoral program 
Directors of Clinical Training (DCT) at the following points and as needed throughout the 
training year: 

• A Match letter is sent to both the intern and their DCT within 5 days of learning of a 
successful match to verify the terms of the internship (i.e., start and end dates, stipend). 
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• At each evaluation period, the training director shares a copy of the formal written 
evaluations of the intern with their DCT via email. 

• Doctoral programs are contacted within one month following the end of the internship 
year and informed that the intern has successfully completed the program. 

• If successful completion of the program comes into question at any point during the 
internship year, or if an intern enters into the formal review step of the Due Process 
procedures due to a concern by a training committee member or an inadequate rating on 
an evaluation, the home doctoral program is contacted. This contact is intended to ensure 
that the home doctoral program, which also has a vested interest in the interns’ progress, 
is kept engaged in order to support an intern who may be having difficulties during the 
internship year. The home doctoral program is notified of any further action that may be 
taken by UR CAPS as a result of the Due Process procedures, up to and including 
termination from the program. 

The Training Director is also responsible for maintaining intern records. The supervision records, 
like client records, reside in Titanium and are the property of UR CAPS.  Supervision records 
include all relevant training documents (i.e. training agreements, supervision progress notes, 
evaluations, hours logs, certificate of completion, etc.).  Documentation of supervision is in 
alignment with APA supervisory guidelines.  Interns are added to Titanium as “Trainees” and 
have a “Trainee File” in Titanium to store these notes and documents. Only active supervisors 
and Titanium Administrators have access to these files during the current internship year.  Only 
the Training Director, Clinical Director, and CAPS Director have access to these records after 
the intern has graduated from internship as these are the Titanium Administrators on 
staff.   Records related to Due Process procedures are also maintained in intern files, as described 
in the UR CAPS Due Process Procedures.  Records related to grievances or complaints are kept 
in a separate secure digital file, as described in the UR CAPS Grievance Procedures. 
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Part Four – Personnel Information  
Intern Stipend, Benefits, and Resources   

Interns receive a stipend of $46,350 for their intern year. Payments are distributed monthly 
beginning September 1st (12 payments per calendar year).   Interns receive benefits identical to 
all other CAPS staff, which include medical, dental, and vision plans, short-term disability and 
life insurance, and qualified tuition reduction. More information on benefits can be found here:  
https://hr.richmond.edu/benefits/index.html  

Interns accrue 15 vacation days (1.25 per month) and 12 sick days (1 per month) during the 12-
month period.  Leave also includes 2 floating holidays, 15 university holidays, and 5 professional 
development days.  Interns have the ability to accrue Flex Time as well (for after-hours work that 
surpasses the 40-hour work week [e.g. attending a late outreach]) that they can then use for leave 
as well.  See CAPS Workplace Expectations Policy.  Consistent with APPIC guidelines, all leave 
is counted towards the 2000-hour requirement.  Interns are expected to save 4 leave days for the 
last week of internship to allow for transition time (the last full week of July) and can work 
remotely the final day of the internship, per the university’s policy that the official termination 
date “must be the last day actually worked.”    

Additionally, interns receive free parking, access to the Weinstein Center for Recreation and 
Mind-Body Studio, access to university libraries and museums, free and discounted faculty/staff 
athletic events; and university social events held during down times in the academic year.   

**Interns should be aware that it may be necessary to use time outside of the office to accrue the 
2,000 overall hours required for successful completion of Internship given the workweek at UR 
is 37.5 hours (8:30am-5pm). Work related to psychological practice (e.g., reading psychological 
research, working on dissertation, presenting at a conference, etc.) outside of the office can be 
recorded towards the 2,000 overall hours required for Internship.  Please see Sample Weekly 
Schedule above.  

Extended Leave Policy: Interns who need extended time off in the event of medical conditions 
and/or family needs can take up to 12 weeks, in line with the Family Medical Leave Act, and 
extend their internship the equal amount to meet the requirements.  Interns will use all paid time 
off available and then be unpaid for the remainder of the time off.  Once work has resumed, the 
normal pay schedule will resume until completion. 

Schedule Expectations 
Interns are expected to exhibit professional behavior regarding leave time and scheduling. This 
includes being present and on time for all scheduled days and meetings and abiding by CAPS 
policy for leave (vacation/sick/flex time/professional development) (See CAPS Workplace 
Expectations).    

Remote Work 
Consistent with UR CAPS staff members, interns are eligible to work remote one day per week 
during the academic semesters.  Ability to maintain remote work will be determined based on 

https://hr.richmond.edu/benefits/index.html
https://richmond.box.com/s/e9rglogz9jppo8glqp7dnpx177ev6wbx
https://richmond.box.com/s/e9rglogz9jppo8glqp7dnpx177ev6wbx
https://richmond.box.com/s/e9rglogz9jppo8glqp7dnpx177ev6wbx
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meeting responsibilities of internship and satisfactory evaluations.  Remote work schedule will 
begin once supervisor and training director determine intern’s readiness (i.e. fully oriented to 
center policies, etc.).  CAPS Summer Schedule, including remote work options, will be set in 
April.  Please review CAPS Policy and Procedure on Remote Work as well as the university’s 
policy on Flexible Schedule.  

Office Space, Supplies, and Building Access 
Each intern is provided with access to a computer, printer, scanner, fax, recording equipment 
through HIPAA-Compliant Zoom, UR email and Box access, designated office space during 
scheduled days in office, and basic office supplies for use at CAPS.  Any additional requests for 
supplies or materials (including books, supplies, professional development etc.) are not 
guaranteed and should go to the Training Director, who will ultimately approve such requests 
based on the training budget.  Interns have access to all technical and clerical resources as CAPS 
staff members and UR employees, including but not limited to Titanium Schedule (CAPS EHR), 
information services assistance and support, and clerical support through our Operations Team 
(i.e. scheduling assistance).    

Interns are provided building access through their One Card, that will allow them to scan/swipe 
their card to enter through the front door when the building is closed and through the side door.  
Due to scheduling of office space, interns should only access the building during their scheduled 
days and hours, exceptions being after-hours events approved by supervisor/training director.  
CAPS is a confidential space so accessing the office/building outside of scheduled days/times 
should not occur.  

Dress Code 
We recognize that dress has an impact on the therapeutic relationship and the way CAPS staff 
are perceived on campus. This policy is designed to provide guidance to staff and interns about 
appropriate dress. We recognize that dress is an important component of professional, personal, 
and cultural expression. We strive to create a culture of openness and professionalism around 
dress, and we ask individuals to hold that intention in mind.  Professional dress should be 
business casual.  If you have specific questions about dress, please consult your supervisor 
and/or the Training Director.  

Exit Process 
At the end of the training year, Interns will complete and submit an Offboarding Check-list. 
Interns are provided with the Offboarding Check-list 2-3 weeks prior to their end date to ensure 
adequate time to complete all tasks before the end of training.  This includes wrapping up all 
clinical documentation, completing evaluations, final meetings with supervisors, and turning in 
CAPS/UR property (i.e. keys, ID, computer, etc.). 

Interns who successfully complete their internship at UR CAPS will also be sent the alumni 
survey at least every 5 years (sometimes more or less depending on accreditation needs) to 
collect distal data required for accreditation.  This survey is sent via email and should take no 
more than 5-10 minutes to complete.  

 

https://richmond.box.com/s/m5b1eim225caxus53v84gtwucjinz4mr
https://hr.richmond.edu/benefits/employee-wellbeing/flexible-work-arrangement/index.html
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Part Five – Due Process & Grievances 
Due Process 

 
This section provides UR CAPS doctoral interns and staff with an overview of the identification 
and management of interns’ problems and concerns and an explicit discussion of the related due 
process procedures. The basic meaning of due process is to inform and to provide a framework 
to respond, act, or dispute. Due process ensures that decisions about interns are not arbitrary or 
personally based.  Records related to Due Process procedures are maintained in intern files 

A. Overview of Due Process Guidelines  
a. Presenting interns, in writing, with the program expectations regarding 

professional functioning. 
b. Specifying evaluative procedures, including the time frame and the method. 
c. Specifying the definition of "problem behavior." 
d. Communicating, early and often, with the home program about any difficulties 

with interns, and seeking input from the program about how to address the 
difficulties. 

e. Providing a remediation plan for skill deficiencies or problem behavior, including 
a time frame for remediation and the consequences of not rectifying the 
deficiencies or problem behavior. 

f. Providing written appeal procedures.  The procedures are included in the 
program's training materials and are made available at the beginning of the 
training. 

g. Ensuring that interns have sufficient time to respond to any action taken by the 
program. 

h. Using input from multiple professional sources when making decisions or 
recommendations regarding the intern's performance. 

i. Documenting, in writing and to all relevant parties, the action taken and its 
rationale.  

j. All interns are expected to abide by the APA Code of Ethics, Virginia laws and 
regulations as well as University rules and procedures.  Either administrative 
leave or termination would be invoked in cases of severe violations of the APA 
Code of Ethics, or when imminent physical or psychological harm to a client, 
staff member, or other trainee is a major factor, or the intern is unable to complete 
the training program due to physical, mental, or emotional illness. Interns are 
required to abide by University rules and procedures as outlined in the 
University’s Human Resources Policies: 
https://hr.richmond.edu/policies/index.html  
 

B. Due Process Procedures: Identifying Problematic Behavior 

Problematic Behavior is defined broadly as an interference in professional functioning, which is 
reflected in one or more of the following ways: 

• An inability and/or unwillingness to acquire and integrate professional standards into 
one's   repertoire of professional behavior;  

https://hr.richmond.edu/policies/index.html
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• An inability to acquire professional skills in order to reach an acceptable level of 
competency and/or  

• An inability to manage personal stress, strong emotional reactions, and/or the presence of 
psychological dysfunction, which interferes with professional functioning. 

It is a professional judgment when an intern’s behavior is considered problematic rather than “of 
concern.”  Interns may exhibit behaviors, attitudes, or characteristics that, while of concern and 
requiring remediation, are not unexpected or excessive for training professionals.  Problematic 
behavior is typically identified when one or more of the following characteristics exist: 

• The intern does not acknowledge, understand, or address the problem when it is 
identified. 

• The problem is not merely a reflection of a skill deficit that can be rectified by academic 
or didactic training. 

• The quality of services delivered by the intern is sufficiently negatively affected. 
• The problem is not restricted to one area of professional functioning. 
• A disproportionate amount of attention by training personnel is required. 
• The intern's behavior does not change as a function of feedback, remediation efforts, 

and/or time. 
 

C. Due Process Procedures: Addressing & Managing Problematic Behavior  

Due Process may be initiated at any point during the training year, prior to and in between formal 
written evaluation periods, when problematic behavior has been identified.  

Minimum level of competency issues:  

As stated under UR CAPS Doctoral Intern Evaluation, Retention, and Termination Policy, if an 
intern receives a score less than 3 on any training element at the mid-year evaluation, or if 
supervisors have reason to be concerned about the intern’s performance or progress, the primary 
supervisor provides specialized attention to increase the intern’s functioning to the expected level 
of competency which may include implementation of the due process.  

Behavioral issues:  

If a staff member or trainee has significant concerns about an intern’s behavior (e.g., ethical or 
legal violations, professional incompetence), the following procedure will be initiated:   

a. In some cases, it may be appropriate to speak directly to the intern as soon as feasible 
about these concerns emphasizing the need to discontinue the inappropriate behavior; in 
other cases, a consultation with the Training Director will be warranted.  This decision is 
made at the discretion of the staff (or other trainee) who has concerns about the intern.   

b. The staff member notifies the Training Director that there is a concern about the intern’s 
skills or professional functioning, in writing, indicating relevant dates, observed and 
reported behaviors, and steps taken thus far to address as well as result of these steps. 

c. The Training Director initially consults with the primary supervisor (if not the staff 
member to bring the concern), other directly involved CAPS clinical staff, and/or 
members of the CAPS Admin Team (CAPS Assistant Directors and Director) if the 
problem pertains to clinical practice.  
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d. Input will then be sought from the CAPS Director and depending on the situation, assess 
the course of action at this time.  In other cases, the situation may be discussed in the next 
regularly scheduled supervisors meeting. 

e. The Training Director may also choose to consult with the intern’s home program.   
a. At this point, one of the following may take place:  
b. No Action – no action will be taken when the Training Committee determines that 

no problem actually exists 
c. Verbal Notice – A verbal warning will be given to the intern to discontinue or 

change the behavior in question. If the behavior is discontinued or changed, no 
further action will be taken. 

d. Written Acknowledgment – which provides the following:   
i. Notification to the intern that there is unsatisfactory behavior  

ii. Description of the unsatisfactory behavior 
iii. Actions required to remedy the behavior 
iv. Statement that more serious action is not deemed necessary  

f. If the Training Director and Supervisor(s) determine that the alleged behavior in the 
complaint, if substantiated, would constitute a serious violation, the Training Director 
will inform the staff member who initially brought the complaint, and move to 
Notification. 
 

D.  Notification  

It is important to have meaningful ways to address problematic behavior once identified and to 
do so as soon as feasible (e.g. next supervision session, next Training Committee meeting, and/or 
immediately once identified depending on seriousness of concern).  In implementing remediation 
or sanctions, the training staff must be mindful and balance the needs of the intern, the clients 
involved, members of the intern’s training group, the training staff, other agency personnel, and 
the campus community.  All evaluative documentation will be maintained in the intern’s file.  In 
accordance with UR CAPS Communication and Maintenance of Records Policy and APA 
Standard, V.A.3.a, the intern and intern’s Academic Training Director will be informed through 
Written Notice of Formal Review that formally acknowledges:  

a. The Training Director is aware of and concerned with the behavior and it has been raised 
to the level of formal review  

b. The concern has been brought to the attention of the intern and the intern will have an 
opportunity to present information regarding the concern at a hearing 

 

*If at any time an intern disagrees with the aforementioned notices, the intern can appeal (see 
Section G below, Due Process Procedures: Appeals Process). 

E. Hearing 

The Supervisor will hold a Hearing with the Training Director and intern within 10 working days 
of issuing a Notice of Formal Review to discuss the problem and determine what action needs to 
be taken to address the issue. If the Training Director is the supervisor who is raising the issue, 
an additional supervisor who works directly with the intern will be included at the Hearing. The 
intern will have the opportunity to present their perspective at the Hearing and/or to provide a 
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written statement related to their response to the problem. Written notification will also be 
provided if the behavior(s) of concern are not significant enough to warrant more serious action.   

F. Outcomes 

The implementation of sanctions should occur only after careful deliberation and thoughtful 
consideration by members of the Training Committee. Remediation and sanctions listed below 
may not necessarily occur in this order. The severity of the problematic behavior plays a role in 
the level of remediation or sanction. This outcome will be communicated to the intern in writing 
within five working days of the Hearing. 

1. Written Acknowledgment – which provides the following:   
a. Notification to the intern that there is unsatisfactory behavior  
b. Description of the unsatisfactory behavior 
c. Actions required to remedy the behavior 
d. Statement that the problem is not significant enough to warrant further remedial 

action at this time.   
2. Remediation Plan – The Training Director will communicate early and often with the 

intern and apprise the intern and intern’s Academic Training Director of the 
implementation of a remediation plan. The academic training director is contacted when 
the plan is developed to answer any questions they may have as well as to gather any 
information that may be relevant. The training director provides the intern and academic 
training director with the written remediation plan at the time that it is developed as well 
as follow-up documentation about how the intern is progressing in meeting the 
requirements of the plan. 

 

A remediation plan will contain:  

a. Description of the unsatisfactory behavior/performance; 
b. Actions required to correct the unsatisfactory behavior; 
c. The designated “chair” of the remediation plan (i.e. a member of the training committee 

who is neither the TD or primary supervisor) who will monitor the intern’s progress on 
the plan  

d. Timeline for correction; 
e. Possible consequences/sanctions that may be implemented if the problem is not 

corrected; and 
f. Notification that the intern has the right to request an appeal of this action* 
g. Schedule Modification – the intern’s schedule is modified to allow the intern to focus on 

remediation of the area of concern.  Schedule modification is conducted by the chair of 
the remediation plan and primary supervisor in consultation with the Training 
Committee, with the full expectation that the intern will complete the internship.  
Examples of possible modifications include:     

a. Increasing the amount of supervision, either with the same or other supervisors 
b. Changing the format, emphasis, or focus of supervision 
c. Recommending seeking professional support  
d. Reducing the intern's clinical or other workload 
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3. Probation is also a time-limited, remediation-oriented, and more closely supervised 
training period for the intern. Its purpose is to return the intern to a fully functioning state. 
This period will include more closely scrutinized supervision conducted by the primary 
supervisor in consultation with the Training Committee. The intern, supervisor, and 
Training Committee will determine the termination of probation. Termination of 
probation is determined by the Training Committee at a specified future date. If the intern 
has not adequately changed the behavior by the specified date, probation may be 
continued, or some other action may be implemented.  Report of the probation will be 
made to the home program. The intern will be given a written statement of the probation 
conditions, specifying the following:  
a. Description of the unsatisfactory behavior 
b. Actions required to correct the unsatisfactory behavior 
c. Timeline for correction 
d. Explanation of the procedure that will be used to determine whether satisfactory 

progress has been made 
e. Possible consequences if the problem is not corrected 

 

4. Temporary Withdrawal of Case Privileges means that it has been determined that the 
welfare of the intern and/or the client has been jeopardized. Therefore, case privileges 
will be suspended for a specified period of time (i.e., no direct service functions), 
accompanied by remediation activities, both of which will be specified by the Training 
Committee.  If the intern can demonstrate that the problem has been sufficiently 
addressed by the end of this period, activities will be resumed and will likely be 
accompanied by a probation period. This action will be communicated to the home 
program immediately. If the suspension interferes with the successful completion of the 
training hours needed for completion of the internship, this will be noted for the record. 

The intern will be informed in writing of the conditions of the temporary withdrawal of activity 
privileges, specifying the following:  

a. Description of the unsatisfactory behavior 
b. If applicable,  

a. Actions required to correct the unsatisfactory behavior 
b. Timeline for correction 
c. Explanation of the procedure that will be used to determine whether satisfactory 

progress has been made 
d. Possible consequences if the problem is not corrected 

 

5. Dismissal – Dismissal from UR CAPS may be initiated if it is determined by the 
Training Committee that imminent harm may occur to CAPS clientele if the intern 
continues with current behaviors or if remediation is found to be unsuccessful. The 
Training Committee will make a recommendation for dismissal to the Director of CAPS, 
who will make the final decision in accordance with University Policy and in 
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consultation with Human Resources.  The intern will receive written notice of the 
dismissal. The home program will be informed that the intern has not and will not 
successfully complete the internship.   

 

Dismissal from the internship program might occur under the following circumstances: 

a. It is determined that remediation cannot be successfully accomplished.   
b. Serious violation of ethical standards 
c. Serious violation of CAPS policy and procedures 
d. Serious legal violation  
e. The intern is unable to complete the training program due to physical, mental, or 

emotional illness 
f. Any other condition that jeopardizes intern, client or staff welfare 

 

G. Due Process Procedures: Appeals Process 

In the event that an intern does not agree with any of the aforementioned notifications, 
remediation, or sanctions, the following appeal procedures should be followed: 

1. The intern may file a formal appeal in writing with all supporting documents, with the 
CAPS Director, or the Director may appoint a designee if there is a conflict of interest. 
The intern must submit this appeal within five working days from their notification of 
any of the above (notification, remediation, or sanctions). 

2. Within three working days of receipt of a formal written appeal from an intern, the CAPS    
Director will consult with the Training Committee and decide whether to implement a 
Review Panel or respond directly to the appeal. 

3. If a Review Panel is convened, it will consist of two licensed supervisors who were not 
already involved in the appeal. The CAPS Director will designate a Chair of the Review 
Panel. All material relevant to the appeal will be submitted to the Chair of the Panel and 
the Panel will arrive at a consensus based on the information provided. If the appeal 
involves the CAPS Director, the responsibility to appoint a Review Panel will be 
delegated to Assistant Director for Clinical Services. 

4. In the event an intern files a formal written appeal to disagree with a decision that has 
already been made by the Review Panel and supported by the CAPS Director, then that 
appeal is reviewed by the Associate Vice President for Health and Well-Being.  The AVP 
will determine if a new Review Panel should be formed to re-examine the case, or if the 
decision of the original Review Panel will be upheld.   

Grievance Policy 
Grievance Procedures are designed to address intern grievances against an individual, supervisor, 
other staff, or the Training Program as a whole.  Example reasons for grievances include but are 
not limited to: Poor supervision, unavailability of the supervisor, workload issues, personality 
clashes, unethical behavior, lack of training experiences, and other staff conflict. Interns who 
pursue grievances in good faith will not experience any adverse professional consequences. 
While interns are encouraged to speak to whomever on staff they feel comfortable sharing with, 
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there are certain situations that will require addressing – i.e. supervisory complaints/issues, 
trainee/staff relationships, trainee relationships that are causing negative impact to the training 
experience for a trainee   

Of note, should the intern decide against enacting the grievances process but the situation is of 
the nature of those outlined above, the staff member must inform the intern that this is something 
that will need to be shared with the Training Directory and/or CAPS Director to address in order 
to evaluate and make changes, as needed, to hopefully improve the training experience for the 
trainee and overall training program.  Records related to grievances or complaints are kept 
separate from the intern file, in a secure file located on Box that only Training Committee 
members have access to.  

1. Informal Problem Resolution Procedure 

Interns are encouraged to informally resolve grievances with training staff by first discussing 
their concerns with that staff member. If an intern experiences a problem with a CAPS clinical or 
support staff member, the intern is encouraged to proceed by taking the following actions.  If a 
step is not successful, the intern should proceed to the next step.  We recognize that, in some 
situations, the intern may feel uncomfortable talking directly with a staff member about an 
issue.  If that is the case, the intern is advised to consult with the Training Director, CAPS 
Director, and/or any Full-Time Licensed Staff Member with whom they feel comfortable 
speaking.   

Step 1: First, attempt to address and resolve the problem with the individual as soon as 
possible. 

Step 2: If addressing the issue with the staff member is not successful, or the intern does 
not feel safe or fears retaliation for first addressing the issue with the staff member, they 
may consult with the Training Director, CAPS Director, or any Full-Time Licensed Staff 
member with whom they feel comfortable speaking.  This staff member will assist by 
using one or more of the following actions. 

a) Serving as a consultant to assist in deciding how best to communicate with the 
individual 

b) Facilitating a mediation session between the staff person and the intern 
c) Taking the issue to Admin Team members and/or the Training Committee for 

consultation and problem solving 
d) Consulting with the Training Director and/or CAPS Director  

In the case of an issue with the Training Director, the intern should consult with the 
Assistant Director for Clinical Services.  In the case of an issue in which neither the 
Training Director or Assistant Director can be consulted, the intern should consult with 
the CAPS Director or any Full-Time Licensed Staff Member that they feel comfortable 
speaking with.  

Step 3: If satisfactory resolution is still not attained, the intern may file a formal 
grievance.   

2. Grievance Procedure: Initial Review 
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If the intern is unsuccessful in resolving the concern informally or prefers to address the issue by 
formal means, a formal grievance may be filed at any time using the procedures that follow: 

1. The intern grievance should be communicated to the Training Director in writing, when 
possible within 5 working days of the event in question. 

2. The Training Director will chair a review panel consisting of the Training Director, one 
Training Committee member chosen by the intern, and one Training Committee member 
chosen by the Training Director.   

a. If the Training Director is the training staff member against which the grievance 
is filed, the CAPS Director will appoint an alternate staff member to chair the 
panel and appoint the committee member.   

3. The intern and any supervisors involved may present information relevant to their 
positions to the panel at a hearing and will have an opportunity to hear all information 
presented so that they may discuss this information.   

4. After hearing all evidence, the panel will determine a recommendation regarding the 
matter by majority vote and will submit this recommendation to the CAPS Director 
within 5 working days of the hearing.   

5. The CAPS Director then makes a final decision regarding the action to be taken and will 
communicate this decision to all parties within 5 working days. 

6. If an intern continues to be dissatisfied with the CAPS Director’s decision and/or the 
review panel determines the grievance cannot be resolved, the issue will be turned over to 
UR Human Resources to initiate the university due process procedures. 
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Part Six – Appendices 
 

Individual copies of Resources and Forms are hyperlinked to the Box file, when available, with a 
few others listed here that are updated on a regular basis: 

Resources 

• CAPS Policies and Procedures 
• Case Presentation Outline 
• Campus Partners Cheat Sheet  
• Titanium User Instructions 

Forms 

• Onboarding Checklist  
• Recording Consent  
• Training and Supervision Contract 
• Offboarding Checklist  

Evaluations  

• Training/Multicultural Seminar Evaluation  
• Supervisor Evaluation of Intern  
• Supervision of Supervision Supervisor Evaluation of Intern  
• Intern Evaluation of Supervisor  
• Intern Evaluation of Program  
• Operational Definitions of Competencies  

 

 

 

https://richmond.box.com/s/7f36ff3p3nrha7nxh70cykj9pwq95iuf
https://richmond.box.com/s/0plz7nl04eibl4augpwyf04ivtwbojaz
https://richmond.box.com/s/50r14khi7t283kruxbej4amngm707jo6
https://richmond.box.com/s/es8hbuqzltfgh91mtg1sb0tppnnzhqua
https://richmond.box.com/s/kcqk5zz2f1fq1cnayufupaoxlc29dzgk
https://richmond.box.com/s/l9o020p8m7pvqp1vetef1ptpgsqod71y
https://richmond.box.com/s/lya0lh3sb98nn7v40ejdukrc576nizfo
https://richmond.box.com/s/2gusheeqt40w7pd6iw5y46latuuvjfd5
https://richmond.box.com/s/3v8ylbbbvhl1lbcsa41qt9my2rqk1lt2
https://richmond.box.com/s/065kzl9a9i0shh02g05kpp3prhjs94fi
https://richmond.box.com/s/2gusheeqt40w7pd6iw5y46latuuvjfd5
https://richmond.box.com/s/18xqujia6zddpxmqoiqtp0kmgnu8ua45
https://richmond.box.com/s/2b44dhpbasu0mnf1smlziunfoyaew723
https://richmond.box.com/s/mcn5mc3bxtkysglk06mudtubm7ng22ti
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