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Handbook Scope 
The Counselor Education Program developed this handbook to assist doctoral students 

w

ith 
planning their studies

 

and rela

te

d developmental acti

v

ities. T

h

is handbook c

on

tains 
statements of procedu

res and

/or regulations, guidelines for pro

f

essional beha

v

ior, 

an

d 
documents 

relat

ed to the 

PhD in Curriculum Instruction with a concentration in Counselor 
Education, herein referred to as the Doctorate in Counselor Education Program (CEP). 

It is 
recommende

d

 

that

 students enrol

l

ed in the CEP 

ha

ve a copy of this handbook to use as a 
reference. 

This handbook is not meant to be a complete listing of all the University’s student 
policies

, which can be found at 

https://www.usf.edu/student-

affairs/dean

-

of-

students/policies/index.aspx 

F

u

r

t

h

e

r

,

 

t

/student-affairs/dean-of-students/policies/index.aspx
/student-affairs/dean-of-students/policies/index.aspx
/education/documents/graduate/grad-student-resources/2023-doctoral-student-handbook.pdf


Counselor Education Supervision Doctoral Student Handbook PhD Handbook 2024/2025 5 
 

   
 

Core Faculty 
Name  
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• Create a teaching philosophy based on evidence-supported theory and practices and 
demonstrate competency in designing and implementing culturally supportive teaching 
methods, including online formats. 

• Conduct quantitative and qualitative research relevant to counseling and its specialty 
areas and disseminate scholarly work through publications and presentations. 

• Exhibit knowledge and skills in counselor leadership applicable to higher education, 
professional associations, and counseling environments and develop competency to 
influence systemic change in the counseling field at individual, professional, and policy 
levels. 

 
Program Overview  
The PhD in Curriculum Instruction with a concentration in Counselor Education is a 3 to 5-year, 
60-hour program (minimum) beyond a CACREP master’s degree or equivalent degree in 
counseling. The program consists of advanced coursework in counselor education, 600 clock 
hours of internship, and a dissertation. All core counselor education courses, excluding 
internships, are offered online and in hybrid formats. Students can expect to participate in 
weekly synchronous classes and an in-person class on the Tampa campus one Saturday each 
month during the Fall and Spring semesters for the first two years of study.  
 
The program has been developed to meet the standards of the Council for Accreditation of 
Counseling-
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The doctoral program infuses the multicultural competency standards of the American 
Counseling Association. Accordingly, research and programmatic interventions designed to 
reduce racism, sexism, and other forms of oppression through education and advocacy are a 
high priority of the faculty in Counselor Education. Doctoral students are expected to 
collaborate with faculty and peers to conduct research that challenges oppressive practices and 
promotes equitable environments in school and community mental health settings 
 
Admission to the Doctoral Program 
The program enrolls up to 5-7 incoming students each year. Applications are due by February 
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of future career goals.  The writing sample could come from a masters-level written 
assignment, professional publication, or another professional/ scholarly source.  If 
students have no documented writing sample, they will be invited to provide a written 
response to a writing prompt following their TEAMS interview (see below).  

 
How to Access the Application 
Application: https://secure.vzcollegeapp.com/usf/  

To begin the application process, create an account on USF application processing 
platform linked above. Once you have completed the pages for Personal Information and 
Citizenship, you will be directed to the academic interest page. On the Academic Interest page, 
from the drop-down list of programs, choose “Counselor Education Ph.D. (Curriculum & 
Instruction)”. Double-check this selection to ensure it aligns with your intended field of study. 

https://secure.vzcollegeapp.com/usf/
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Upload through the online application a copy of transcripts of all bachelor’s 
and/or master’s transcripts and any other transcript with graduate work (including 
translations and evaluations for international transcripts). If you are admitted, you 
must ALSO have official and final transcripts sent to the Office of Admissions. 

 
Review and respond to Conduct Clearance Policy (Legal Disclosure Statement) 

 
Review Florida Residency Policy for Tuition Purposes and provide documents, if 

needed 
 

Sign-in to Student Self-Service to monitor your admission status 
 
Program of Study  

The faculty anticipates that the typical doctoral student will be a professional counselor 
currently employed in an agency, school, or institution of higher education and will plan to take 
at least two courses each semester (at least 06 credits), including the summer sessions. 
Students progressing at that rate would typically complete the doctoral program in four to five 
years. Doctoral students who need no supplemental courses and who pursue full-
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Stage 1: Completion of Coursework and Forming a Dissertation Committee. This stage is the 
longest and is completed when students have taken and passed core courses, internships, 
cognate courses, and College of Education required courses and hold a GPA of at least 3.0. In 
addition to completing coursework, two critical tasks are embedded into this phase: (1) forming 
a dissertation committee and (2) applying for the comprehensive exam. Students should 
identify their dissertation committee when they have no more than 18 hours of coursework 
remaining, around the end of their 2nd year (or 39th hour of coursework). Students should refer 
to the College of Education Doctoral Student Handbook for processes and requirements of 
forming a committee.  It is important that students finalize their committee, as they will be 
unable to complete Stages 2-4 without a committee in place.  For the second task of stage 1, 
students may apply for their comprehensive exams when they have their committee formed 
and no more than 9 hours of coursework left. The Office of Graduate Support must also verify 
students have completed all required coursework. 
 

/education/documents/graduate/grad-student-resources/2023-doctoral-student-handbook.pdf
/education/documents/graduate/qualifying-exam-candidacy-doc/qual-exam-verification-form.docx
/education/documents/graduate/qualifying-exam-candidacy-doc/usf-graduate-studies-admission-to-doctoral-candidacy-form-fillable.pdf
/education/graduate/graduate-support-office/grad-stud-resources/dissertation-process-doctoral.aspx
/education/graduate/graduate-support-office/grad-stud-resources/dissertation-process-doctoral.aspx
/education/graduate/graduate-support-office/grad-stud-resources/dissertation-process-doctoral.aspx
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the doctoral degree in Counselor Education and Supervision. During this stage, it is the 
student’s responsibility to monitor graduation timelines and required paperwork, as an 
oversight in submitting forms within the required timelines will delay the student’s graduation. 
Students should review the required forms available at the Graduate Support Office and apply 
for graduation through Student Self-Service (formerly OASIS) before the deadline listed on the 
Office of the Registrar  
 
Comprehensive/Qualifying Exams  
The purpose of the Doctoral Qualifying Examination is to evaluate the student's ability to apply 
and synthesize the skills and knowledge acquired during graduate study. This exam is an 
important benchmark in a doctoral student's progress toward candidacy. The Qualifying Exam is 
required for all doctoral students (both Ph.D. and Ed.D. programs).   The Counselor Education 
students take a modified qualifying exam option 2, consisting of 5 essay questions administered 
over three days that cover the five doctoral areas of Counseling, Supervision, Teaching, 
Research & Leadership, & Advocacy. Doctoral Exams will be administered each October and 
February, utilizing Honorlock, a remote examination proctoring system. Students may use five 

/education/graduate/graduate-support-office/index.aspx
/registrar/services/apply-for-graduation/
/registrar/services/apply-for-graduation/
/education/documents/graduate/grad-student-resources/2023-doctoral-student-handbook.pdf
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• The student must submit the Application for Doctoral Qualifying Exam to the Graduate 
Support Office by the published deadline for the semester in which they plan to take the 
qualifying exam.  

 

/education/documents/graduate/qualifying-exam-candidacy-doc/doctoral-qulifying-exam-application.pdf


Counselor Education Supervision Doctoral Student Handbook PhD Handbook 2024/2025 14 
 

   
 

The Dissertation Process 
Upon successful completion of their comprehensive examination, students may then 

develop their dissertation proposals and apply to the Graduate School for Admission to 
Candidacy. The dissertation process is very bureaucratic; therefore, it is important to familiarize 
yourself with the necessary forms and deals.  See the College of Education Doctoral Student 
Handbook for specific information about the dissertation process and access related forms at 
the Graduate Student Resource Page on the Graduate Support Office website.  

The application process for Candidacy may take from two to four weeks, but students 
must be admitted to candidacy before they will be allowed to schedule their proposal defense 
through the College of Education Graduate Studies Office.  

The dissertation proposal typically contains the first three chapters of the student’s 
proposed dissertation, and the purpose of the defense is to test students’ ability to design and 
conduct high-quality independent research projects. The following is an example of a typical 
dissertation proposal format for a quantitative study. During the dissertation process, students 
must be enrolled in at least 2 hours of MHS 7980 Dissertation and complete a minimum of 4 
hours of MHS 7980 to graduate. Thus, in the rare case a student anticipates being able to 
propose and defend their dissertation in a single semester, they must enroll in 4 hours of MHS 
7980.   
 
Dissertation Proposal Components 
The following is an overview of the components of a dissertation proposal   

Title page  
Chapter I Introduction  

• Background of the problem or issue  
• Statement of the problem (one or two paragraphs that describe basic 

difficulty or area of concern, felt need, etc.)  
• Significance of the study (brief discussion of why this study is 

important: how does it add to the current body of knowledge related 
to this topic)  

• Purpose of the study (goals and objectives)  
• Research questions to be answered (if a quantitative study) or 

Questions Guiding the Inquiry (if qualitative)  
• Conceptual or substantive assumptions regarding the problem  
• Conceptual Framework---a graphic representation of the relationships 

among major variables plus a narrative delineation of the research 
problem and explication of relationships among the major variables.  

• Definition of major terms (operational definitions)  
• Scope and delimitation of the study (narrowing of focus)  

Chapter II Literature Review  
• Historical background of the 

/education/documents/graduate/grad-student-resources/2023-doctoral-student-handbook.pdf
/education/documents/graduate/grad-student-resources/2023-doctoral-student-handbook.pdf
/education/graduate/graduate-support-office/grad-stud-resources/dissertation-process-doctoral.aspx
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Graduation from the PhD Program in Counselor Education and Supervision DOES NOT equate to 
a professional license to provide counseling or psychotherapy. Doctoral students are expected 
to obtain a professional counseling license and/or appropriate certifications before or during 
their first two years based on entry-level education and supervision requirements. Students 
should speak with their faculty advisor about licensing procedures in their state or go to 
http://www.counseling.org/knowledge-center/licensure-requirements.  
 
Creating an Employment Strategy  

Doctoral students and their advisors are expected to meet periodically to discuss 
students’ plans for employment after graduation. These meetings may occur at any point as the 
student progresses through program milestones, but they are particularly important as 
students finish their coursework. By this point, students should have a fairly clear idea of where 
they plan to seek employment (geographically) and their target position (e.g., faculty, clinical 
practices, higher education/ agency leadership). Those students planning to pursue a faculty 
role should know the type of institution 
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not apply for a position in counseling psychology because your program is in counselor 
education. Do not send generic reference letters. Always provide your references with a 
position description so that they can address your skills relative to the position.  

4. Be prepared. Update your vita each semester.  
5. Review the Chronicle of Higher Education & Higher Ed Jobs.com, CESNET, & LinkedIn, to 

keep abreast of position openings and position trends.  
6. Seek an opportunity to serve as a student member on a search committee and keep in 

contact with your colleagues who have been recently employed. In the event the CEP is 
conducting a hiring search, be sure to attend the open interviews to get a better sense 
of what to expect when you participate as a candidate in the hiring process.   
 

Financial Support & Assistantships  
Financial Aid Office  
Students should actively look for financial aid options by exploring options with the Financial 
Aid Office.  Scholarships and funding opportunities are also available through the Office of 
Graduate Studies.  Note that some students have successfully secured fellowships through the 

/financial-aid/getstarted.aspx
/financial-aid/getstarted.aspx
/graduate-studies/funding/fellowships-scholarships/
/graduate-studies/funding/fellowships-scholarships/
https://www.nbccf.org/programs/
/education/administrative-resources/documents/coedu-travel-award-request-for-doctoral-students.docx
/education/administrative-resources/documents/coedu-travel-award-request-for-doctoral-students.docx
mailto:EDU-Travel@usf.edu?subject=
/education/documents/academics/internship-requirements/intern-cert-of-participation-guidelines-procedures.pdf


/education/documents/graduate/edu-scholarships-guide-grad.pdf
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Internship Expectations  
Internships I & II include supervised experiences in at least three of the five doctoral areas 
(Counseling, Teaching, Supervision, Research, Leadership, and Advocacy). During internships, 
students receive an average of one hour per week of individual and/or triadic supervision, in 
addition to 1½ hours per week of group supervision provided by a core or non-core CEP faculty 
member.  Students must complete an internship application and submit it to their advisor the 
semester before.  Fall internship applications are due March 1, and Spring Internship 
applications are due October 1.  
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students will have weekly individual or triadic supervision by a licensed program supervisor 
with a doctorate in counselor education, as well as regularly scheduled group supervision with 
peers and the internship instructor via TEAMS conferencing. The nature of the doctoral-level 
Internship-counseling experience will be determined in consultation with the student’s faculty 
advisor and internship instructor. For students conducting their internship at their site of 
employment, their internship activities must be qualitatively distinct from their everyday work 
roles.  Examples may include working towards an advanced certification, operating a new 
group, and developing a counseling training or group work protocol. The doctoral students 
must be covered by individual student/professional counseling liability insurance policies while 
enrolled in any internship course and providing counseling or supervision as part of their 
doctoral program.  
 
Internship – Teaching (100 hours concurrently and consecutively repeatable up to 2X)  
Available during Internship I &II.  During either Internship I (Fall) or Internship II (Spring), Ph.D. 
students must co-teach one course with program faculty. Students will work with their faculty 
advisor to identify a course or courses to co-teach that meets their career goals. However, it is 
strongly encouraged that students obtain teaching or co-teaching experience in both online and 
brick-and-mortar delivery formats. The exact nature of the teaching internship will be 
determined by the student in consultation with their advisor and teaching supervisor. However, 
teaching internships will likely entail direct instruction and co-instruction, instructional 
preparation, 
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professional counseling associations that provide free coverage for master’s-level students. 
Students must provide proof of coverage prior to initiating an internship experience and proof 

https://www.googleadservices.com/pagead/aclk?sa=L&ai=DChcSEwioz8ruo5GJAxXtoloFHexhALYYABADGgJ2dQ&co=1&gclid=CjwKCAjwpbi4BhByEiwAMC8JnQj62gfgVErkKIfMNyDy--adLSofWnaLr9gd5js-rSMltNnU-tMcBRoC6MgQAvD_BwE&ohost=www.google.com&cid=CAESVeD2a4nauhL7-dhCKvku5mh6AelxL5MLjnF57KjHQE5mOGZoDsl7Vv0DYmJ1F40ttZ9FYN63cw1TQzMh4QGNJB2JX6iuLD7zXvEy1Hey7bL2Rc7Ei18&sig=AOD64_3QRzecl-rU45YeD6XeVQljy4-qtw&q&adurl&ved=2ahUKEwiJ48Tuo5GJAxVoSTABHeqQANIQqyQoAHoECAkQDA&nis=2


http://www.acesonline.net/
http://www.counseling.org/
http://schoolcounselor.org/
https://www.amhca.org/home
http://www.saces.org/
https://fmhca.wildapricot.org/
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• Florida School Counselor Association (FSCA)- https://www.fla-schoolcounselor.org 
 
Academic Integrity & Dishonesty  
Every student is required to practice and adhere to the principle of academic integrity while 
undertaking studies at the University of South Florida. Maintaining academic integrity is 
considered an essential academic standard of every graduate course and program. The 
university does not tolerate academic dishonesty. Furthermore, faculty may use software in 
Canvas to detect plagiarism.  
 
Academic dishonesty may be an academic issue, 

https://www.fla-schoolcounselor.org/
/graduate-studies/students/academic-integrity-of-students/violations-and-sanctions.aspx
/graduate-studies/students/academic-integrity-of-students/violations-and-sanctions.aspx
https://usf.app.box.com/v/usfregulation3027
/graduate-studies/students/electronic-thesis-dissertation/additional-information/ai.aspx
/graduate-studies/students/electronic-thesis-dissertation/additional-information/ai.aspx
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/it/remote/requirements-for-students
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Canvas/ta-p/66
https://community.canvaslms.com/t5/Canvas-Basics-Guide/What-are-the-browser-and-computer-requirements-for-Canvas/ta-p/66
https://portal.office.com/
https://software.usf.edu/all-software
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• The student demonstrates a willingness to self-explore, grow, and compensate for 
deficiencies.  

 
Students are required to adhere to the American Counseling Association (ACA) Code of Ethics 
and Standards of Practice. Students are also expected to adhere to their specialty area Code of 
Ethics and/or Codes of Conduct. Further, students must adhere to the requirements of 
regulatory boards overseeing licensure in the State of Florida or the student’s state of 
residence. The CEP uses two different Personal and Professional Disposition Forms for the 
master’s and doctoral programs that are used at regular intervals throughout the program to 
monitor and provide feedback on the dispositions expected of students. The form for doctoral 
students is located in Appendix A.   
 
Student Retention Policy 
No grade less than a “B” will be acceptable for any of the courses in the students’ program of 
study. If a student earns a “B-” or less, they must re-take the course in order to graduate. Each 
semester, a retention meeting is held among the faculty to discuss any students who may be 
having difficulty in the program, as well as appropriate interventions, which may include a 
letter to the student, a meeting with the student, or other appropriate steps. 
 
The CEP, consistent with other counselor and professional training programs, evaluates the 
development and progress of its students. The following section outlines the student review 
process.   

 
Student Review Procedures 

The procedures for the evaluation are as follows: 
 

1.  Students will be evaluated at the completion of the MHS 7930 Advanced Seminar in 
Counselor Education and prior to commencing the internship. In each semester, both 
regular and adjunct faculty will evaluate every student in all classes of their teaching load, 
both in terms of academic performance and professional development. Dispositional 
evaluations will be assessed using the Personal and Professional Disposition Forms. 

 
3.  Evaluations of students enrolled in MHS 7930 are important; students are given 

opportunities early in their program to correct skill deficiencies.  It is also important to 
identify early in their training those students who will not be successful in this program, 
prior to student investment of a 



Counselor Education Supervision Doctoral Student Handbook PhD Handbook 2024/2025 28 
 

   
 

2. Failure of any course or earning a grade below a B 
3. Con
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achievement of program objectives annually. Annual evaluations report on academic indicators 
(e.g., pass rates on credentialing examinations, rubric scores), dispositional indicators (as 
described above), fieldwork evaluations, evidence of commitment to diversity, graduate 
student outcomes (e.g., completion rates, and job placement rates) and a process of 
remediating programmatic areas of weakness. Students currently in the program, program 
faculty, institutional administrators, and personnel in cooperating agencies (e.g., employers, 
site supervisors) are notified each year when the report is available on the program website 
https://www.usf.edu/education/areas-of-study/counselor-education/programs/master-of-
arts/student-outcomes-competencies.aspx  
 
 
University Resources and Services 
The Academic Success Center  
 This center is located in the USF Library 

/education/areas-of-study/counselor-education/programs/master-of-arts/student-outcomes-competencies.aspx
/education/areas-of-study/counselor-education/programs/master-of-arts/student-outcomes-competencies.aspx
/undergrad/academic-success-center/
/student-affairs/counseling-center/what-we-do/counseling-main.aspx
/career-services/
http://www.sds.usf.edu/
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6. Advocates professionally with peers and colleagues on issues relevant to counselor  
education and counseling.  

7. Engages in professional conversations when advocating for issues and experiences 
relevant to the profession of counseling and counselor education.  
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