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Purpose of the Manual
The counseling program faculty and staff are an integral part of the College of Health, Education, and Human Services (CHEH). The counseling faculty trains future counselors with the basic skills to work in a wide variety of settings such as schools, human service agencies, and community mental health centers. These settings represent sites in numerous counties in Southwestern Ohio. The counseling practicum is designed as a training experience, in that the student should be able to display essential knowledge, skills, and values in a counseling setting. The purpose of this manual is to define the responsibilities of the student, site supervisor, and the university supervisor instructor. It is designed for students to use as a guide for planning the practicum experience including the program objectives for the Counseling program at Wright State University. This manual contains the procedures, requirements, and documents required for the practicum experience. The total practicum experience is the completion of 100 clock hours. CMHC students must complete their practicum in one semester.

Preparation for Practicum

1. Program of Study
A Program of Study signed by the student, their advisor, and the department chair, must be on file in the Department of Human Services prior to applying for practicum.
2. Professional Dispositions Review
In addition to the knowledge and skills required for practice, professional dispositions are evaluated prior to advisor approval to enter the practicum experience. Students must have a Dispositions Review on file verifying that they exhibit the professional readiness required for a field placement.
3. Prerequisite Courses
All students applying for practicum must complete the appropriate coursework related to the basic principles and procedures utilized by professional counselors before beginning the practicum experience. The pre-requisite courses for the Clinical Mental Health Counseling (CMHC) and School Counseling:

Prerequisites for Practicum for CMHC:
1. CNL 6010: Counseling Theory and Practice 
2. CNL 6020: Techniques of Counseling  
3. CNL 6200: Clinical Pathology in Counseling  
4. CNL 6210: Crisis Counseling 
5. CNL 7220: Group Process in Counseling 
6. CNL 7230: Assessment and Evaluation in Counseling 
7. CNL 7280: Legal, Prof., and Ethical Issues in Counseling

Prerequisites for Practicum for School Counseling:
1. CNL 6010: Counseling Theory and Practice 
2. CNL 6020: Techniques of Counseling  
3. CNL 7280: Legal, Professional, and Ethical Issues in Counseling 
4. CNL 7220: Group Process in Counseling
5. CNL 7650: Principles and Practices of School Counseling

Practicum Requirements

The student is required to spend a minimum of 5-7 hours per week at their site during a 16 week semester, or 9 hours per week during a 12 week summer semester, to obtain the required 100 hours. Of the 100 hours, a minimum total of 40 hours must involve direct client contact (individual counseling experience is required, group facilitation in practicum is encouraged but not required). Students will also attend group supervision (classtime) during the Practicum experience.

In addition, 1 hour per week must be direct individual supervision of the practicum student by the site supervisor. The site must provide adequate facilities. The site supervisor and the student are jointly responsible for obtaining experiences that are suitable based on the student's level of experience and training. 

Practicum students and practicum sites are expected to abide by the ethical standards of the American Counseling Association (ACA), the American School Counselor Association (ASCA), the National Board of Certified Counselors (NBCC), the American Mental Health Counselors Association (AMHCA), and the Ohio Counselor, Social Worker, and Marriage and Family Therapist Licensure Board (OCSWMFTB).

During the Practicum experience, students will:
1. Maintain an Hours Log (Appendix B) of their site experiences to be submitted to the Site Supervisor and University Supervisor for approval. 
2. Complete the Site Evaluation (Student Evaluation of the Practicum Site) (Appendix E).
3. Request that their Site Supervisors complete a Practicum Student Evaluation (Practicum Site Supervisor Evaluation of Practicum Student) (Appendix C, D).
4. Maintain major-specific credential and liability insurance for the duration of the field experience.
5. Complete other Practicum course requirements as expected by the University Supervisor (instructor).
6. Comply with all applicable Ethics codes including the ACA Code of Ethics (2014).

CMHC majors must maintain Counselor Trainee (CT) status for the duration of their practicum. This is a programmatic requirement. The student must apply for Counselor Trainee through the board’s website: http://www.cswmft.ohio.gov. Once registered for the course, the student will request a Letter of Enrollment from the Clinical Coordinator which the student will upload along with their CT application. 

School Counseling majors completing their practicum in a school must have a Pre-Service Teacher Permit. This permit expires every 1-3 years and must be active during the field experience. A Sublicense or a Teaching Certificate does not exempt students from obtaining the Permit, the sublicense or certificate must be verified by Wright State’s Office of Partnership & Field Experience. 

All majors are required to maintain Liability Insurance for the duration of their field experience. Students will maintain an Hours Log of their site experiences to be submitted to the Site Supervisor and University Supervisor for approval. 

Locating a Site

Students are responsible for finding and securing their own practicum sites. Students should begin their search for a site 1-2 semesters prior to enrollment in the practicum course. Sites should provide services to students/clients with diverse backgrounds and offer practicum students a wide range of professional training opportunities.

A list of approved Clinical and School Counseling sites are available for students to reference. If a student locates a preferred site and it is not on the Approved Sites list, the student should contact the Clinical Coordinator as soon as possible with the contact information of the site, prior to interviewing at the site.

Employment hours cannot be counted as practicum training hours. If students use their place of employment as the practicum site, arrangements must be made for them to be supervised by someone who is not their regular supervisor and do their work in an area in which they are not employed. School counseling majors, see Employment Policy (Appendix I).

School Counseling Sites

Some school districts prefer that students contact Human Resources for practicum placement in a school building. Other districts allow agreements to be made with the site supervisor in conjunction with the building administrator. It is up to the student to determine if this is the appropriate process for securing a practicum site. The WSU CEHS Office of Partnerships and Field Experience (OPFE) can arrange school counseling field placements for students who would like assistance. Placements are made using the following criteria:
a) All candidates are placed within an approximate 30-mile radius of the Dayton campus.
b) Priority is granted to area school districts with which we have partnership agreements about field placements, especially Student Teaching placements.
c) When possible, OPFE takes into account the candidate’s address of residence. Requests for exceptions (with evidence supporting the request) must be identified on the application.
School counseling students may not complete practicum in a school they have attended as a student, but may complete their practicum in the same district.

Supervision Requirements for Practicum

Faculty supervision will include: 
a) Meeting with practicum students for weekly group supervision.
b) Maintaining communication with practicum site supervisor.

Site supervision will include:
a) A minimum of one hour per week of individual supervision.
b) Assignment of appropriate experiences to practicum student in accordance with the university requirements.
c) Communication with university supervisor.
d) Completion and the submission of the evaluation documents to the university.

Site Supervisor Requirements

CMHC supervisors must minimally have a Master’s degree in Counseling and have LPCC-S in Ohio or equivalent in the state of practice. Site supervisors must complete the Site Supervisor Information link: https://wright.ca1.qualtrics.com/jfe/form/SV_7X4FWnfdujrpg4R 
School Counseling supervisors must minimally have a Master’s degree in School Counseling, must be licensed as a school counselor by the Ohio Department of Education, and must have at least 2 years of experience as a school counselor. The site supervisor must work as a school counselor in the school building where the practicum student plans to complete hours. The site supervisor may not supervise from another building. 

Application Deadlines

All requirements must be met and documentation and credentials must be obtained no later than a month prior to the Practicum course start date. All majors are encouraged to complete ALL requirements and documentation by April 30 for a summer or fall practicum and by November 30 for a spring practicum. Students cannot register for the course without documentation and registration is required for credentialing. Registration fees must be paid prior to the start of the course or the student can be removed from the assigned practicum section. Fees are compensation for student supervision at their site.

Application Approval

All practicum sites must be approved by the Clinical Coordinator. A student may be admitted to practicum with Advisor approval. Once the student has completed the application link, the student may move onto the next steps in the process; the advisor will contact the student directly only if not approved.

Confidentiality

Students enrolled in practicum are required to maintain confidentiality consistent with the ACA Code of Ethics (2014), applicable state laws, site policies, and CACREP (2024) clinical training standards. All client information shared in coursework, supervision, documentation, recordings, and class discussions must be de-identified and discussed only within supervisory settings. Confidentiality extends to peer disclosures within supervision and classroom activities. 

Recordings are used solely for supervision purposes. Recordings are securely stored and destroyed at the conclusion of the training semester according to program and site policies. Breaches of confidentiality will result in a dispositional review, and may result in remediation, removal from clinical placement, or course failure consistent with program policies.

Removal

Students may be removed from their site for unethical behavior. Circumstances under which a student may be removed include but are not limited to:
· Non-adherence to policy and/or procedures of the field experience placement site.
· Lack of a current, valid, and acceptable BCI/FBI background check.
· Failure to comply with field experience placement site and WSU attendance policies.
· Failure to meet course expectations as outlined in the course syllabus and practicum manual.
· Unsatisfactory progress on student evaluations.
· Failure to meet moral and ethical standards of the profession as defined by both the appropriate professional organization.
· Insubordination, disrespect to school, agency or university personnel.
· Posing an immediate threat to the safety, health, or welfare of the practicum student, clients/students served, program peers, WSU faculty, the field experience placement site personnel, and/or other constituencies.

If a practicum student is removed from a site, the Counseling program will determine:
a) The student will receive a grade of Fail and will have a Concern Conference. The candidate will be required to implement an individualized action plan, designed by the clinical coordinator and university supervisor. 
b) The candidate may be allowed one additional opportunity to apply to repeat the field experience during another semester. If the candidate is not successful in completing the practicum on the second attempt, the candidate will not be permitted to re-apply to repeat the field experience course, and will be dismissed from the program (see Dismissal Policy).
c) The candidate may be permitted to finish the field experience, during the same academic semester, at a new placement site based on the specific context of the removal. Permission to transfer to a new placement site will be at the discretion of the clinical coordinator based on the facts surrounding the removal. If the candidate is not successful in completing the practicum at the new placement site, the student will Fail practicum and will not be permitted to re- apply to repeat the field experience course. Students who fail Practicum twice will be dismissed from the program (see Dismissal Policy).

Registering for the Practicum course

Step 1: Complete the Application Link

https://forms.office.com/Pages/ResponsePage.aspx?id=XdZGXFzuE0WM1K-Y0V5oM7kvoT1rsvtIoLFfgoeRiIpUNTdWTkc1S1hBQ1lOVzNUUEZJWTRJV0ZESS4u

Step 2: Complete Background Check (Appendix F, G)

Ohio Bureau of Criminal Identification and Investigation (BCI) and Federal Bureau of Investigation (FBI) Background Checks and Fingerprints annually.

CMHC majors should have an electronic copy of the background check sent to the Ohio CSWMFT Board (appears as Social Work Board), Code: 4757 101): https://cswmft.ohio.gov/get-licensed/licensing-resources/BCI+and+FBI+Background+Checks 

School Counseling majors completing their practicum in a school should have an electronic copy of the background check sent to the Ohio Department of Education AND a copy sent to:
Wright State’s Office of Partnership & Field Experience
Attn: OPFE 3640 Colonel Glenn Highway, 120 Millett Hall, Dayton OH, 45435

Step 3: Locate a site

A list of approved Clinical and School Counseling sites are available for students to reference. If a student locates a preferred site and it is not on the Approved Sites list, the student should contact the Clinical Coordinator as soon as possible with the contact information of the site, prior to interviewing at the site.

Step 4: Submit the Practicum Contract (Appendix A)

The contract is an agreement between the student, the site supervisor, and the Human Services department to provide the student with the required training experiences during Practicum. The contract must be submitted to the Clinical Coordinator with student and supervisor signatures for the student to enroll in the Practicum course.
 
Step 5: Obtain the major-specific credential

CMHC majors must maintain Counselor Trainee (CT) status for the duration of their practicum. This is a programmatic requirement. The student must apply for Counselor Trainee through the board’s website: http://www.cswmft.ohio.gov. Once registered for the course, the student will request a Letter of Enrollment from the Clinical Coordinator which the student will upload along with their CT application. A copy of the CT license issued must be sent to the Clinical Coordinator for verification.

School Counseling majors completing their practicum in a school must have a Pre-Service Teacher Permit: https://sboe.ohio.gov/educator-licensure/apply-for-a-new-license/pre-service-teacher-permit. This permit expires every 1-3 years and must be active during the field experience. A Sublicense or a Teaching Certificate does not exempt students from obtaining the Permit, the sublicense or certificate must be verified by Wright State’s Office of Partnership & Field Experience. 

Step 6: Obtain Liability Insurance

All majors are required to maintain Liability Insurance for the duration of their field experience. A copy of the Liability Insurance issued must be sent to the Clinical Coordinator for verification.

CMHC majors: https://www.hpso.com/Insurance-for-you/Students-recent-graduates 
or https://www.ohiocounseling.org/liability-insurance 
School Counseling majors: https://www.schoolcounselor.org/Membership/Proof-of-Insurance




APPENDIX A: Practicum Contract
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College of Health, Education and Human Services, Department of Human Services 
370 Millett Hall, 3640 Colonel Glenn Highway, Dayton, OH 45435
Phone: 937.775.2075 Fax: 937.775.2042

* A contract is required for course registration every semester, even if staying at the same site for the duration of the field experience.

STUDENT: 		

SEMESTER: Fall         _______ 		 
	       	          Spring     _______ 
                         Summer  _______	 

YEAR: _______

PROGRAM: School Counseling _______ 
	       	         CMHC                     _______

Site Name:         								

Site Address:     								

City, State, Zip: 								

Site Supervisor Name: 								

Site Supervisor Phone:									

Supervisor email:  								

This Memo of Understanding is entered into between the above site and supervisor, and the WSU counseling student. The site supervisor agrees to assume responsibility for assisting the student in conducting diagnosis, treatment, appraisal and evaluation in counseling. Activities at the site will count toward direct or indirect hours during the field experience. These activities are defined by CACREP (2024), WSU College of Health, Education, and Human Services, the site of student placement. 


Student Responsibilities:
1) Be responsible for accumulating ____ Indirect hours and ____ Direct hours at the site, and maintain an approved schedule at the site.
2) Comply with the ACA Code of Ethics and meet the standards for quality service as specified by the site.
3) Comply with the rules and regulations of the site and support the philosophy and objectives of the site. 
4) Be responsible for recording a minimum of two counseling sessions per semester using HIPAA compliant software provided by WSU.
5) Be responsible for submitting weekly logs of experiences to supervisor and faculty instructor for signatures and record keeping.
6) Be available for conferences with the instructor and/or program faculty as needed.
7) Comply with the rules and regulations of site (e.g., report writing, in-service training, etc.)
8) Maintain appropriate credentials and liability insurance for the duration of the placement.
9) Will not accrue training hours at a place of employment. 

Site Supervisor agrees to:
1) Provide a minimum of one clock hour of individual supervision per week with the student.
2) Complete evaluation forms and communicate same to student as a final feedback on the progress of the student.
3) Be available for conferences with the student and/or program faculty as needed.
4) Allow the recording a minimum of two counseling sessions per semester using HIPAA compliant software provided by WSU.
5) Provide the student with adequate physical facilities in which to work.

Faculty Instructor agrees to:
1) Maintain contact with the Site Supervisor during the semester.
2) Hold class during which the instructor will meet with student for 1.5 hours minimum per week of group supervision and review the student’s work on a weekly basis (full course attendance required).
3) Review a minimum of two recordings with the student.
4) Be responsible for verifying student logs, requesting the Site Supervision Evaluation and Student Site Evaluation, and assigning the student’s grade.

Emergency procedure:
In case of an emergency with a client/student or at the site the student shall follow all site safety policies and procedures and immediately contact the site supervisor at __________________. Within the next 24 hours, the student shall contact the WSU course instructor, program directors, or clinical coordinator for debriefing. 

Site Supervisor's signature and date	   								

Student’s signature and date   		

WSU Clinical Coordinator’s signature and date  		


APPENDIX B: Hours Log

Wright State University
College of Health, Education and Human Services, Department of Human Services 
370 Millett Hall, 3640 Colonel Glenn Highway, Dayton, OH 45435
Phone: 937.775.2075 Fax: 937.775.2042
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Site Supervisor's signature and date	   								

Student’s signature and date   		



APPENDIX C: PRACTICUM SITE SUPERVISOR EVALUATION OF PRACTICUM STUDENT
CLINICAL MENTAL HEALTH COUNSELING

Wright State University
College of Health, Education and Human Services, Department of Human Services 
370 Millett Hall, 3640 Colonel Glenn Highway, Dayton, OH 45435
Phone: 937.775.2075 Fax: 937.775.2042
Student Name 		     Date ____________ 

Site Supervisor  								

Name of Site 								

             SEMESTER: Fall ______ Spring ______ Summer ______
                          
	YEAR: 	_______

	Entry-Level practice area: CMHC
	Below Expectations
	Meets Expectations
	Exceeds Expectations

	1. Etiology, nomenclature, diagnosis, treatment, referral, and prevention of mental, behavioral, and neurodevelopmental disorders

	Accurately identifies and conceptualizes client’s issue(s).
	
	
	

	Demonstrates competency in completing a psychological assessment (scoring, profiling, report writing, and interpretation) for treatment planning, case management, diagnosis, and therapeutic goal attainment.
	
	
	

	Demonstrates knowledge of the principles of diagnosis and the use of current diagnostic tools, including the current Diagnostic and Statistical Manual.
	
	
	

	2. Mental health service delivery modalities and networks within the continuum of care, such as primary care, outpatient, partial treatment, inpatient, integrated behavioral healthcare, and aftercare

	Develops valid goal and/or treatment plans that include short and long-term goals as appropriate.
	
	
	

	Demonstrates knowledge of modalities (brief, intermediate, and long-term approaches) for initiating, maintaining, and terminating counseling and psychotherapy with clients who are mentally and emotionally impaired.
	
	
	

	Evaluates client outcomes including evidence of client’s transfer of learning to other situations.
	
	
	

	3. Legislation, government policy, and regulatory processes relevant to clinical mental health counseling

	Practices according to legal, professional, and ethical standards.
	
	
	

	Sets and maintains appropriate professional boundaries.
	
	
	

	4. Intake interview, mental status evaluation, biopsychosocial history, mental health history, and psychological assessment for treatment planning and caseload management

	Demonstrates basic interviewing and counseling skills that produce a therapeutic relationship.
	
	
	

	5. Techniques and interventions for prevention and treatment of a broad range of mental health issues

	Appropriately executes referral processes and follow-up.
	
	
	

	Identifies group counseling outcomes and demonstrates competency in group counseling facilitation. 
	
	
	

	Demonstrates knowledge of crisis intervention strategies for clients who are mentally and emotional impaired.
	
	
	

	Knows basic classifications, indications, and contraindications of commonly prescribed psychopharmacological medications.
	
	
	

	6. Strategies for interfacing with the legal system regarding court-referred clients

	Implements appropriate intervention strategies to accomplish client goals.
	
	
	

	7. Strategies for interfacing with integrated behavioral healthcare professionals

	Knows the role, function, and professional identity of the counselor in relation to the roles of other professional and support personnel in the organization.
	
	
	

	Incorporates supervisory feedback into practice.
	
	
	

	Seeks supervision and consultation when necessary beyond what is required. 
	
	
	

	8. Strategies to advocate for people with mental, behavioral, and neurodevelopmental conditions

	Appropriately recognizes the role of cultural factors in understanding client presentation, issues, concerns, and help-seeking behaviors.
	
	
	

	Serves as an advocate for the promotions of optimal human development and
mental health.
	
	
	

	9. Third-party reimbursement and other practice and management issues in clinical mental health counseling

	Keeps appropriate client progress notes and documentation.
	
	
	



Site Supervisor's signature ___________________________________ 	Date:            __

Student’s signature ___________________________________    Date:            __



APPENDIX D: PRACTICUM SITE SUPERVISOR EVALUATION OF PRACTICUM STUDENT
SCHOOL COUNSELING

Wright State University
College of Health, Education and Human Services, Department of Human Services 
370 Millett Hall, 3640 Colonel Glenn Highway, Dayton, OH 45435
Phone: 937.775.2075 Fax: 937.775.2042
Student Name 		     Date ____________ 

Site Supervisor  								

Name of Site 								

             SEMESTER: Fall ______ Spring ______ Summer ______
                          
	YEAR: 	_______

	Entry-Level practice area: School Counseling
	Below Expectations
	Meets Expectations
	Exceeds Expectations

	1. Knows models of school counseling programs
	
	
	

	2. Knows models of PK-12 comprehensive career development
	
	
	

	3. Knows models of school-based collaboration and consultation 
	
	
	

	4. Knows development of school counseling program mission statements and objectives 
	
	
	

	5. Can design and evaluation of school counseling curriculum, lesson plan development, diverse classroom management strategies, and differentiated instructional strategies 
	
	
	

	6. Understands school counselor roles as leaders, advocates, and systems change agents in PK-12 schools 
	
	
	

	7. Articulates qualities and styles of effective leadership in schools 
	
	
	

	8. Demonstrates advocacy for comprehensive school counseling programs and associated school counselor roles 
	
	
	

	9. Identifies school counselor roles and responsibilities in relation to the school crisis and management plans 
	
	
	

	10. Participates in school counselor consultation with families, PK-12 and postsecondary school personnel, community agencies, and other referral sources 
	
	
	

	11. Demonstrates skills to critically examine the connections of social, cultural, familial, emotional, and behavioral factors to academic achievement 
	
	
	

	12. Demonstrates skills to screen PK-12 students for characteristics, risk factors, and warning signs of mental health and behavioral disorders 
	
	
	

	13. Utilizes strategies for implementing and coordinating school-based interventions 
	
	
	

	14. Demonstrates techniques of social-emotional and trauma-informed counseling in school settings
	
	
	

	15. Incorporates evidence-based and culturally sustaining interventions to promote academic development 
	
	
	

	16. Identifies approaches to increase promotion and graduation rates 
	
	
	

	17. Delivers interventions to promote postsecondary and career readiness 
	
	
	

	18. Delivers strategies to facilitate school and postsecondary transitions 
	
	
	

	19. Delivers strategies to promote equity in student achievement and access to postsecondary education opportunities
	
	
	




Site Supervisor's signature ___________________________________ 	Date:            __

Student’s signature ___________________________________    Date:            __
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APPENDIX F: BACKGROUND CHECK REFERENCE SHEET
CLINICAL MENTAL HEALTH COUNSELING

Electronic fingerprinting is available in 120 Millett Hall at WSU’s Office of Partnerships and Field Experiences (OPFE) by appointment only during their scheduled open hours.  Electronic fingerprinting is also available through many county sheriff offices if you prefer to look into this option. Costs vary by location. Be aware that processing for electronic fingerprinting may take 5-6 weeks. You may not begin a field placement course until CSWMFTB has current, valid, hardcopy background checks on file. 

Step 1: Make an appointment
1. Appointments may be made by going to https://opfe.setmore.com/. Call 937-775-2107 if you have issues. 
2. You should receive an email confirmation if you have scheduled your appointment correctly. 
3. Please show up for your appointment on time, with proof of payment. (Prepayment is required.)
Step 2: Payment YOU MUST BRING PROOF OF PAYMENT TO YOUR APPOINTMENT.
1. https://epay.wright.edu/C21810_ustores/web/store_main.jsp?STOREID=74&SINGLESTORE=true
2. Click on Fingerprint icon and read directions
3. Click “Add to Cart”
4. Complete form with required information (First & Last Name, Email Address, Phone, WSU W#)
5. Select your WebCheck Option:
· Ohio BCI&I background check: $27.00
· FBI background check: $30.00
· BFBI (combination Ohio BCI&I and FBI) background check: $55.00
· If you are UNSURE which WebCheck option you need, CHECK with the office or entity requiring the background check be completed. 
6. Click “Continue” and review your cart for accuracy
7. Click “Checkout”
8. Complete Contact Information
9. Complete Payment Method Information. You must use Discover, MasterCard or Visa and click “Continue”
10. Confirm Payment
11. PRINT and SAVE YOUR RECEIPT as proof of payment
Step 3: Appointment Day
1. Come to 120 Millett Hall on time, with driver’s license, passport, or state ID, this sheet, AND proof of payment.
2. Be prepared to complete a form with the following questions. Bring this sheet with you to the appointment as OPFE employees cannot tell you how to answer questions on the form.
a. Have you been a resident of the State of Ohio for the past 5 years? 	______Yes	______No
b. What type of background check do you require: (choose one) _____ BCI      _____FBI	_____BFBI (Ohio BCI & FBI)
While in a field placement, CSWMFTB requires a BCI and FBI that is valid and current through your entire term (updated annually).
c. Where would you like your physical copy sent to? (Required)
_X_CSWMFT Board: 77 South High Street, 24th Floor, Room 2468, Columbus, Ohio 43215-6171
d. What are the reasons for the background check?    
BCI:   Counselor, Social Worker, and Marriage and Family Therapists Board; CODE is 4757.101
FBI:   Counselor, Social Worker, and Marriage and Family Therapists Board; CODE is 4757.10


APPENDIX G: BACKGROUND CHECK REFERENCE SHEET
SCHOOL COUNSELING
                 

Electronic fingerprinting is available in 120 Millett Hall at WSU’s Office of Partnerships and Field Experiences (OPFE) by appointment only during their scheduled open hours.  Electronic fingerprinting is also available through many county sheriff offices if you prefer to look into this option. Costs vary by location. Be aware that processing for electronic fingerprinting may take 5-6 weeks. You may not begin a field placement course until OPFE has current, valid, hardcopy background checks on file. 

Step 1: Make an appointment
1. Appointments may be made by going to https://opfe.setmore.com/. Call 937-775-2107 if you have issues. 
2. You should receive an email confirmation if you have scheduled your appointment correctly. 
3. Please show up for your appointment on time, with proof of payment. (Prepayment is required.)
Step 2: Payment YOU MUST BRING PROOF OF PAYMENT TO YOUR APPOINTMENT.
1. https://epay.wright.edu/C21810_ustores/web/store_main.jsp?STOREID=74&SINGLESTORE=true
2. Click on Fingerprint icon and read directions
3. Click “Add to Cart”
4. Complete form with required information (First & Last Name, Email Address, Phone, WSU W#)
5. Select your WebCheck Option:
· Ohio BCI&I background check: $27.00
· FBI background check: $30.00
· BFBI (combination Ohio BCI&I and FBI) background check: $55.00
· If you are UNSURE which WebCheck option you need, CHECK with the office or entity requiring the background check be completed. 
6. Click “Continue” and review your cart for accuracy
7. Click “Checkout”
8. Complete Contact Information
9. Complete Payment Method Information. You must use Discover, MasterCard or Visa and click “Continue”
10. Confirm Payment
11. PRINT and SAVE YOUR RECEIPT as proof of payment
Step 3: Appointment Day
1. Come to 378 Allyn Hall on time, with driver’s license, passport, or state ID, this sheet, AND proof of payment.
2. Be prepared to complete a form with the following questions. Bring this sheet with you to the appointment as OPFE employees cannot tell you how to answer questions on the form.
3. Have you been a resident of the State of Ohio for the past 5 years? 	______Yes	______No
4. What type of background check do you require: (choose one) _____ BCI      _____FBI	_____BFBI (Ohio BCI & FBI)
While in a field placement, CSWMFTB requires a BCI and FBI that is valid and current through your entire term (updated annually).
5. Where would you like your physical copy sent to? (Required)
_X_CSWMFT Board: 77 South High Street, 24th Floor, Room 2468, Columbus, Ohio 43215-6171
6. What are the reasons for the background check?    
BCI:   Counselor, Social Worker, and Marriage and Family Therapists Board; CODE is 4757.101
FBI:   Counselor, Social Worker, and Marriage and Family Therapists Board; CODE is 4757.10
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APPENDIX I: EMPLOYMENT POLICY: SCHOOL COUNSELING

Licensed teachers or licensed professional counselors on occasion are offered school counseling positions within a school district. The Ohio Department of Education and Workforce has guidelines regarding the hiring of temporarily licensed persons to work in licensed positions in K-12 schools. Likewise, individual school districts have policies regarding their hiring process. As such, the counseling program faculty defer to these institutions in making hiring decisions and do not take positions in these recommendations. Program faculty may, however, confirm the courses and course hours that have been completed by the student within their Program of Study; faculty require 14 days to supply such letters to the school district designee. Students should be aware that it is their sole responsibility to pursue the temporary licensure. Should a current WSU student accept a school counseling position in a school and want to apply to use their employed position as a Practicum and/or Internship placement site, students should be aware that this is not automatically approved, but rather must be reviewed by the program faculty. All site supervisors and placement sites must be approved in advance to secure Practicum and/or Internship hours. Decisions regarding Practicum and Internship placement are made solely by the Clinical Coordinator in consultation with the School Counseling Program Director. Students should secure sites wherein they will learn the attitudes, knowledge, and skills necessary to prepare them to become a comprehensive school counselor within the framework of the ASCA National Model. Additionally, students need to follow all application deadlines and site supervisory requirements set forth by the WSU counseling program. Students should contact the Clinical Coordinator to discuss their situation.



APPENDIX J: WSU COUNSELING PROGRAM: STATEMENT OF COMMITMENT 

Wright State University will educate students by means of free, open, and rigorous intellectual inquiry to seek the truth; equip students with the opportunity to develop intellectual skills to reach their own, informed conclusions; not require, favor, disfavor, or prohibit speech or lawful assembly; create a community dedicated to an ethic of civil and free inquiry, which respects the autonomy of each member, supports individual capacities for growth and tolerates differences in opinion; treat all faculty, staff, and students as individuals, hold them to equal standards, and provide equality of opportunity with regard to race, ethnicity, religion, sex, sexual orientation, gender identity, or gender expression. (WSU Policy 1120.2; Created 6/20/2025)
The Counseling Program faculty support, recognize, and honor the groups identified in the University’s Statement of Commitment and extend our respect and advocacy to marginalized and underrepresented individuals and groups according to federal and state legislation, accreditation, professional counseling codes of ethics, and licensing requirements. Our CACREP accredited Counseling Program emphasizes the development of “strategies for identifying and eliminating barriers, prejudices, and processes of intentional and unintentional oppression and discrimination in pluralistic society” (CACREP, 2024, §3B9). (Adopted 3/25/2026)
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‘Appling for the Ohio Pre-Service Teacher Permit

Ready to APPLY?

1. You must set upan OH|ID account and educator profle before submitting the oline licensure application. Vist
this site for directions: hitps://dam assets.ohio,gov/image/upload]sboe ohio gou/Educator
Licensure/Miscelaneous/CORE-User.Manual pdf

2. Complete 8CIand FBI background check requir or new licensure candidates. You can apply i sep 3 before
You do thisstep, but complete the BB soon after step 3 send the resuls to OPFE and the state.
htps://sboe.ohio.gov/educatorlicensure/information-and-resources/background-check fags

3. Create and submit your application through your OH 1D account Educator Licensure and Records (CORE) .
You do ot have a CORE tl/applicaton, g tothe App Store and search for Educator Records or CORE to add it

2. Navigate to My Credentials on your CORE Dashboard.
Clckapplyfor NEW credentil
Select Teachers from the menu.
Select the Pre-senvice Teacher Permit- 1and 3 year from the menu.

Under “Credential”, choose “3 Year Pre-Service Teacher Permit” or “1 Year Pre-Service Teacher Permit.”
. The 3 year permitis $75.00, while the 1 year permitis $25.00. You will need a current and valid
permit for every year you are i a field placement. Keep in mind that f you choose a 1 year
permit and you need to renew it for an additional year, you will need to pay for a new BCI/F8I
background check as wel.
. Choose effective date based on your placement starting date.
. ClickStart the Application Process. You will be asked questions about your Ohio residency, miltary
service, and crimina history. Make sure you are honest and disclose any requested information.
& For Educator Preparation, select the button to indicate that you are “enrolled in a course that s part of
an Educator Preparation Program AND will be working in a Pk-12 school as part of the course.
Youwillthen start typing our IRN: 063123, select Wright State University as your Universty.
Upload documents for mitary fee waiver, only if applcable.
Review and submit your application.
Pay (§75 for 3 years/$25 for 1 year) and submit your application to move it on to the next step. Costis
subject to change and not et by WSU.

‘What's NEXT2

1. Your application will be sent to WSU to review. Please give us at least 3 weeks to process. You can always check
on the status by visiting your CORE Dashboard- “My Application Status”.

2. Once WSU approves, it will be forwarded to the State Board. They may take 10-12 business days to review.
‘Applicants with criminal history typicaly take longer to review.

3. If declined, reach out to WU for more detais. The funds willstay in your OH|ID account as a positive balance
for your next application.

4. Ifyourapplication is put “on hold", you have 60 days to provide what s needed.

5. You will receive an email from the State Board once your permit isissued. You will be able to log i o your CORE
Dashboard under “My Credentials” and print your permit. Send a pdf copy of this permit to your designated field
office (Dayton- OPFE at cheh-opfe@wright edu; Lake- lake-education @wright edy

Frequently Asked Questions about the System
hitps://sboe.ohio.gov/educator-licensure/information-andk resources/online- core-license-system.fags

ey Kramer, CHEH Licensure Officer, M Aracey ramer@wright ed
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