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Introduction

This manual delineates all guidelines and procedures of the department, including those
pertaining to graduate programs that are not presented elsewhere. Information contained herein
supplements, but does not supersede, any policies or procedures of the University, the Graduate
School, the Office for Research, or the College of Arts and Letters. See the Office of Academic
Affairs Policies pertaining to university-wide policies and the Graduate Catalog for information
specific to graduate students.

Department of Psychology Mission Statement

Psychology is the science of human behavior and mental processes; it is an academic
discipline, an active area of basic and applied research, and a health profession. The mission of
the Idaho State University Department of Psychology is to increase awareness and understanding
of psychology as a science and profession that promotes health, education, and human welfare.

The Department provides access to baccalaureate, masters, and doctoral education in
psychology, provides education and training in scientific methodology, conducts experimental,
behavioral and health-focused research, and provides professional training in clinical psychology
at the doctoral level. Active faculty research programs, which advance psychological knowledge,
enhance undergraduate and graduate experiences in the application of scientific methods, foster
critical thinking among students, and develop effective written and oral communication skills.
The Department also promotes an awareness of and appreciation for individual and cultural
differences, with cultural competence required in clinical and research activities.

The Department maintains a psychology training clinic, which provides regional
psychological services. Ongoing professional and public service fosters and models approaches
for applying psychological principles and scientific techniques to real world problems.
Recruiting and retaining a well-qualified faculty skilled in teaching and conducting research is
critical to the success of this mission.

Commitment to Ethical Practices and Collegiality

As members of the ISU Psychology Department, we are united in our commitment to the
discipline of psychology. We follow the American Psychological Association’s (APA) Ethical
Principles of Psychologists and Code of Conduct as guidelines to ethical practices in teaching,
research, and clinical work: https://www.apa.org/ethics/code/. We also adhere to Idaho State
University’s Code of Ethics and Conduct Policy: https://www.isu.edu/media/libraries/general-
counsel/Compliance-Code-of-Ethics-and-Conduct.pdf

We recognize that a well-functioning academic community includes relationships built
upon collegiality, trust, and honesty, including but not limited to relationships among students
and faculty, researchers and participants, clients and therapists, and scientists and the public. To
maintain trust, we strive to present ourselves, our research, our practice, and our discipline with
integrity.

Consistent with APA, we respect the dignity, worth, and rights of all people. We
recognize and respect cultural, individual, and role differences, such as on age, gender identity,
race, ethnicity, religion, national origin, sexual orientation, disability, etc. We also aim to
appreciate cross-discipline perspectives in psychology by considering differing theoretical
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perspectives. We further endeavor to limit the effects of bias in our immediate environment by
attempting to reduce potential bias when we see it.

Departmental Administration and Organization

Faculty, staff, and students serve in many different capacities and roles within the
Department. Some lines of responsibility are well-delineated; others are difficult to specify. In
the latter instance, the Department tends to operate as a single committee to resolve problems
and articulate policy.

Chairperson

The many roles and duties of the Department Chairperson include departmental
governance, curriculum and instruction, faculty affairs, student affairs, college affairs, and
general duties regarding the day-to-day operation of the department. The Chairperson is on an
11-month contract.

The Director of Clinical Training

The Director of Clinical Training (DCT) position is required by the Commission on
Accreditation (COA) of the American Psychological Association (APA). Essentially, an
individual other than the Department Chairperson must be recognized and assume responsibility
for the many components of the professional education of clinical doctoral students. The DCT is
appointed by the Dean of the College of Arts and Letters based on the recommendations of the
Psychology Department Chairperson and the Clinical Training Committee (CTC), and is on an
11-month contract. The DCT is granted a reduction of one, 3-credit course during fall and spring
semesters from the standard workload policy for full-time clinical faculty. The DCT has a direct
supervisory authority over graduate students assigned to Service Learning Positions and
Externships. The DCT has a consulting role with the Director of the ISU Psychology Clinic.

The DCT operates as the Clinical Training Committee’s executive director and
implements decisions made by the committee. The DCT has no special power over the
committee (i.e., no veto), but has full responsibility to provide the committee with information
relevant to committee functions and to administer committee decisions. The DCT serves as
liaison between the committee and several other professional and institutional organizations of
relevance for the doctoral training of clinical students at ISU. In particular, the DCT represents
the committee on all relevant matters with the Department, the College, the Graduate School,
and ISU central administration. The DCT also monitors several professional organizations for
the Clinical Training Committee and represents it in matters relevant to those organizations.
Specific professional groups currently included on that list are the Idaho Psychological
Association, the APA Committee on Accreditation, the, the Council of University Directors of
Clinical Psychology (CUDCP), and the Association of Psychological Postdoctoral and Internship
Centers (APPIC). The DCT chairs all meetings of the Clinical Training Committee. Minutes of
all meetings are recorded.
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Coordinating Course Offerings by Clinical Staff

The DCT works with the Clinical Training Committee and the Department Chairperson
to ensure an adequate staffing plan that allows students to make progress toward their degree.
The Departmental Chairperson retains ultimate responsibility for course assignments to faculty
members.

Student Evaluations

The DCT collates all student evaluation information and presents it to the Clinical
Training Committee (CTC), which regularly evaluates the progress of students in the Doctoral
Program in Clinical Psychology. Data include, but are not limited to, course grades, basic
adherence to temporal guidelines for the doctoral program, practicum evaluations, funding
source evaluations (teaching and research assistantships, service learning positions, and
externships), professional data, and attendance records. Upon CTC review, the DCT prepares a
written summary report for each student, providing an opportunity to discuss the report with the
student as needed.

Accreditation

The DCT performs duties required to maintain accreditation of the clinical training
program by the APA Committee on Accreditation (CoA). These duties include, but are not
limited to completing the Annual Report Online (ARO), submitting any required narrative
responses to CoA, working with office staff to update the clinical program’s webpage to
maintain compliance with accreditation standards, maintaining all data bases required for the
CoA annual reports and periodic clinical program self-studies, and coordination of all self-study
and site visit processes.

Training-Relevant Conference Attendance

The Doctoral Program in Clinical Psychology is a member of the Council of University
Directors of Clinical Psychology (CUDCP) and the DCT (or an appropriate representative) is
required to attend CUDCP’s annual winter meeting pending available funding. The DCT is
encouraged, but not required, to attend the annual convention of the American Psychological
Association to help inform ongoing program goals and polices.

Administration of Graduate Clinical Training Opportunities

The DCT administers all professional activities that students engage in while in the
graduate program. Policies and procedures regarding graduate-level practicum experiences are
detailed in the Psychology Clinic Manual. The DCT also administers and coordinates clinical
training experiences for undergraduate students taking ISU Psychology Clinic Practicum (PSYC
4425) or Community Practicum (PSYC 4424). The DCT ensures that all policies and procedures
are followed. Records are maintained of all undergraduate student contracts, all student
evaluations, all agency supervisor evaluations, and all required student professional data.

The DCT assists each internship applicant group to prepare for the APPIC internships
application process. The DCT maintains the clinical training program’s subscriber status with
APPIC and the National Matching Service (NMS), and monitors the APPIC/NMS listserv. The
DCT submits a copy of each internship contract to the ISU Registrar to document the full time
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nature of APPIC internships (i.e., 48-52 weeks, approximately 2000 hours) for each student
embarking on a clinical internship. The DCT also provides a copy of the internship certificate of
completion or signed letter indicating successful completion of the internship to the ISU
Registrar. These two documents provide ISU with data supporting its assertion that clinical
doctoral students on internship are full time students, despite registering for only a single credit
(PSYC 7749) during the three successive semesters of fall, spring, and summer. The DCT
monitors all ISU Psychology Clinic Practica and maintains ongoing records of Assessment,
Intervention, Supervision, and Support categories using the APPIC counting system.

Students evaluate their practicum experiences and the quality of professional supervision
each semester. An online system is used to collect these data for Psychology Clinic Practicum
(PSYC 4425 and PSYC 7725) and Psycho-educational Evaluation (PSYC 7727) and experiences
provided off campus (Community Practicum, either PSYC 4423 or PSYC 7724, and Clinical
Externship, PSYC 7748) or by a single instructor mentoring a single student (Supervision
Practicum, PSYC 7726).

As with all student evaluations of faculty, students complete these forms anonymously
and participation is voluntary. The clinic secretary compiles these data in summary form and
submits the evaluations to the Department Chairperson for incorporation into annual staff
evaluations and the Clinic Director. If a faculty member has only a single student during a given
semester, a report is deferred until the single evaluation can be combined with subsequent
evaluations, protecting anonymity. Community supervisor forms are maintained by the DCT and
reviewed each February in conjunction with the annual site visits performed by the DCT. If
problems with community supervisors are apparent, the DCT may consult with the supervisor or
advise the CTC regarding student placement options.

During closed week the DCT distributes a Practicum Student Evaluation Form to each
supervisor of every doctoral student, including faculty, externship, and service learning
supervisors. Forms are completed online, reviewed with the student, signed by both the
supervisor and the student, and submitted to the DCT on or before the Monday following finals
week. The original evaluations are maintained in the student’s clinical program file. Externship
and service learning student evaluations may be deferred until July in the case of 11-month
contracts

All practicum data are maintained in the graduate student’s permanent program file for
use in preparing letters of recommendation, internship applications, and program evaluations.
These data are available to students and faculty mentors at any time. The Clinical Training
Committee formally reviews cumulative data for each third year graduate student during its
spring semester review in anticipation of rendering internship application readiness decisions.

Administration of Undergraduate Clinical Training Opportunities

The DCT also manages clinical training opportunities for undergraduate students taking
Community Practicum (PSYC 4425). The DCT meets with undergraduate students interested in
this course and provides guidance regarding appropriate practicum placements in the community.
Undergraduate ISU Psychology Clinic practicum students (PSYC 4425) must report their total
contact hours in the ISU Psychology Clinic by Friday of finals week. The DCT conducts a mid-
semester check with each undergraduate’s supervisor regarding student performance.
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Clinical Admissions

The DCT administers the clinical admission process (described below). Specifically, the
DCT ensures that the admission processes defined on the Clinical Program webpages are
rendered current by September 15 each fall semester. The DCT and clerical staff work together
to collate, distribute applicant folders, and record all information required by the clinical
admissions process. The Department Chair, DCT, and clerical staff implement all procedures
necessary to manage the visit weekend/interview process held in conjunction with an analogous
visit weekend/interview process for applicants to the experimental doctoral program. The DCT
works with departmental faculty to ensure the specification of funding offers to clinical students
prior to April 1.

Speakers/Presentations

The DCT works with the CTC, the Director of the Experimental Doctoral Program, and
the Department Chair to construct a schedule of clinical Brown Bag meetings of the clinical
students. These meetings are also used for Departmental Colloquia for both experimental and
clinical students. At least one clinical workshop is arranged each year by the CTC. All student
dissertation colloquia are scheduled by the DCT in concert with the student’s dissertation
defense. The DCT maintains records of all Brown Bag meetings, clinical workshops, student
colloquia, and any other departmental colloquia (e.g., job applicants, PSI CHI, Departmental
Colloquia).

Revision of the Clinical PhD Program Section of the Department Handbook

The Department Handbook is continuously scrutinized and revised by the CTC and the
Psychology Department Faculty. It is the DCT’s role to incorporate clinical program changes
into the handbook on an annual basis. All new students are required to review the latest copy of
the Handbook—available online—at the point of matriculation. Changes to the Handbook are
reviewed during the first Brown Bag of fall semester by the DCT.

The Director of Experimental Training

The Director of Experimental Training (DET) is an individual other than the Department
Chair who is recognized and assumes responsibility for the many components of professional
education of doctoral students in the Experimental Psychology PhD program. The DET is
appointed for a 3-year term by the Dean of the College of Arts and Letters based on the
recommendations of the Psychology Department Chairperson and the Experimental Training
Committee (ETC), and is on a 9-month contract. The DET is granted a reduction of one, 3-credit
course during the academic year from the standard workload policy for full-time faculty. Neither
the Graduate School nor the College of Arts and Letters, however, formally describe the roles
and responsibilities of the DET. Therefore, it is necessary to articulate those roles and
responsibilities in the Departmental Graduate Studies Manual. Currently, the DET’s job
description is as follows:

The DET operates as the executive director of the Experimental Training Committee
(ETC). Decisions made by the committee are implemented by the DET. The DET has no special
power over the committee (i.e., no veto), but has full responsibility to provide the committee
with information relevant to committee functions and to administer committee decisions. The
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DET serves as liaison between the committee and several other professional and institutional
organizations of relevance for the doctoral training of Experimental Psychology students at ISU.
In particular, the DET is a representative of the committee to the Department, the College, the
Graduate School, and ISU central administration.

The DET takes a major role in the recruitment of new students. The DET is expected to
coordinate with the department on any recruitment effort, e.g., recruitment trips to other
universities, giving presentations to potential applicants, and responding to inquiries from
potential applicants.

The DET chairs all meetings of the Experimental Training Committee and approves
minutes of all meetings. Generally, meetings are convened bi-weekly or as needed.

Experimental Admissions

The DET oversees the admission process for the Experimental Psychology PhD program.
Specifically, the DET works with the Graduate School to ensure the online application process is
consistent with departmental application needs. The DET and clerical staff work together to
record all information required by the admissions process. The DET and clerical staff implement
all procedures necessary to manage the Experimental Training Program admissions process. The
DET works with departmental faculty to ensure the award of stipends to Experimental
Psychology students prior to April 1. Finally, all necessary correspondence and
acceptance/rejection decision-making is performed by the DET until the new class of students is
finalized.

Professional Activities of Students

The DET coordinates with the Department Chair and the Director of Clinical Training to
schedule an orientation meeting with all new graduate students. During this meeting, information
about program requirements, work requirements, and departmental expectations will be shared
with students. Students with GTA, GRA, research internships, and service learning positions will
be told that they are responsible for keeping a work log. All students are required to submit work
logs to the DET by the end of finals week.

The DET is responsible for gathering information about students’ performance. Such
information includes grades, research productivity, and performance in GTA positions. During
closed week each semester, the DET reminds supervisors of GTAs to complete the forms, meet
with students, and send the signed forms to the DET.

Annual Evaluations

All Experimental Psychology graduate students will be evaluated once a year. Each
student will complete an annual evaluation form, and this will be used by the ETC to discuss
each student’s performance. Based on this information, the DET will provide students with
written feedback about their performance in the past year, and the student will meet with his/her
mentor and another member of ETC to discuss this feedback, their accomplishments and
challenges, and a plan for the upcoming academic year. The annual evaluation form, with written
feedback from the DET and notes from the meeting with the student, will be signed by the
student, mentor, and other ETC member and given to the DET.
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Administration of Student Funding

One of the goals of the Experimental Psychology PhD program is to provide funding for
all students. An important function of the DET is to help the program reach that goal. The DET
works with the Department Chair to obtain students’ funding. This may include contacting area
companies to secure research assistantships.

Program Assessment

The DET is responsible to assess the effectiveness of the experimental program. The
DET ensures the program is evaluated annually. This work may include gathering information
from current students, alumni, and other faculty members.

Speakers/Presentations

The DET works with the Experimental Training Committee to construct a schedule of
monthly Brown Bag meetings of the faculty and students in the Experimental Psychology
program. A member of ETC will be asked to coordinate these meetings each year. The DET will
coordinate with the DCT and department chair on departmental colloquia.

Revision of the Experimental PhD Program Section of the Department Handbook

The Department Handbook is continuously scrutinized and revised by the ETC and the
Psychology Department Faculty. It is the DET’s role to incorporate changes into the Handbook
on an annual basis.

The ISU Psychology Clinic Director

The Clinic Director oversees the operation of the Psychology Training Clinic. Five
domains of activity can be specified in the job description: Clinic Policy, Fiscal Management,
Student Professional Activities, Daily Operations, and Public Relations.

Clinic Policy

The Clinic Director is responsible for proposing revisions in the Psychology Clinic Policy
and Procedures Manual to the CTC when needed. Although the Director is responsible for the
administration of the clinic, the CTC determines clinic policy. Input for changes in clinic policy
and/or procedure can arise from any number of sources and should be formally addressed in the
Clinic Manual at the earliest possible date. These may include administrative needs, compliance
with state and federal regulations (e.g., HIPAA), and institutional requirements. Formal review
and revision (updates ) of the Manual should occur at least annually. The Clinic Director also
regularly presents reports on the Psychology Clinic to the CTC. The Clinic Director also
monitors the Faculty Practice Plan (FPP), which allows clinical faculty to practice within the
structure of the clinic. The Clinic Director maintains membership in the Association of
Psychology Training Clinics (APTC) and attends association meetings to represent the program
and to apprise the CTC of national developments in clinical practicum training and clinic
management.

Fiscal Management of the Clinic
The Clinic Director monitors the Psychology Clinic Account and approves or defers
7
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expenditures requested by faculty, staff, or students, based on established funding priorities and
available revenues. The Clinic Director submits an annual report of Psychology Clinic revenues
and expenditures to the CTC and Department Chair. Monthly statements of Clinic Account
activity are reviewed. Together with the clinic secretary, the Clinic Director oversees the
monthly billing cycle and approves any exceptions to the standard fee collection schedules that
might be requested by clinical staff. Clinic expenditures have included the following categories:
testing materials, capital equipment, clinic room furnishings, clinical reference books/videos,
office supplies, repairs/maintenance, fees (e.g., ADPTC dues, reimbursement for licensing fees
for clinical faculty, reimbursement of student registration fees at professional conferences),
utilities, and research expenses for approved projects directed by clinical faculty. Spending
priorities are established by the Clinic Director who seeks consultation with the CTC as needed.
The Clinic Director is also authorized to seek external funding for the clinic in concert with the
Department Chair and the ISU Foundation.

Student Professional Activities

The Psychology Clinic is the primary site for practicum experiences for doctoral students,
especially during their first two years. The Clinic Director works with students, faculty
supervisors, and the CTC to assure quality training, compliance with ethical and legal guidelines,
HIPPA compliance, and professional development. The Clinic Director works with the DCT and
CTC to develop, utilize, and evaluate the system for documenting student practicum
competencies. The Clinic Director is charged also with developing a quality assurance
monitoring system and standards for clinical documentation.

Each semester the Clinic Director performs several functions regarding professional
activities of students:

a. The Clinic Director works with the CTC in assigning students to the various practicum
teams. The Clinic Director and CTC utilize data from the student practicum competencies
tracking system in determining trainee needs and assignments, as well as clinical
readiness for internship.

b. During the second week of fall semester the Clinic Director chairs a meeting of the entire
clinical faculty and all practicum students at a formal Brown Bag to review Psychology
Clinic Policies and Procedures. Psychology Clinic Manuals are distributed to new
students. First year students also receive a special orientation in the spring prior to
beginning psycho-educational assessments.

c. The Clinic Director facilitates student access to professional training workshop