
 
 

 

PACO INTERNSHIP SUPPLEMENTARY GUIDE 
for M.A. Pastoral Counseling Students 

Revised 04/13/17 
 

Contents 
Introduction to the Guide .............................................................................................................................. 2 

Internship Definition ..................................................................................................................................... 2 

Internship Parties .......................................................................................................................................... 2 

Internship Site ............................................................................................................................................... 3 

Finding a Site ............................................................................................................................................ 3 

Selection Checklist .................................................................................................................................. 3 

Allowance for Second Site ........................................................................................................................ 4 

Internship Supervisor .................................................................................................................................... 4 

Supervisor Credentials.............................................................................................................................. 4 

Supervisor Responsibilities ..................................................................................................................... 5 

Internship Activities and Hours .................................................................................................................... 5 

Activities .................................................................................................................................................. 5 

Hours ........................................................................................................................................................ 6 

Internship Application Requirements ........................................................................................................ 6 

Required Paperwork and Process of Application .................................................................................. 6 

Background Check Policy ........................................................................................................................ 7 

Professional Liability Insurance ............................................................................................................. 7 

Internship for International Students .......................................................................................................... 8 

International Student Forms........................................................................................................................ 8 

Internship Course Policies and Procedures ................................................................................................... 9 

Behavior Expectations ............................................................................................................................. 9 

Communication within the Internship Course ....................................................................................... 9 

Grading ................................................................................................................................................... 10 

FN Policy ............................................................................................................................................... 10 

Site Dismissal or Course Withdrawal ...................................................................................................... 10 

Professional Competency Expectations and the Remediation Policy and Process ................................. 11 

 
  



2 
 

 

 
Introduction to the Guide 

 
This guide is designed to be a supplementary, supportive document to the primary source of 
information about the PACO Internship which is posted online at 
http://www.liberty.edu/index.cfm?PID=30924. We, the Internship Team, encourage you as a 
M.A. Pastoral Counseling student to read this guide and the webpage early and often in your 
program of study so you can adequately prepare for your internship. Although the internship is 
designed to be your final course, it requires an application that typically takes at least three to 
four months to prepare, and the deadline for submission is several weeks before the start of 
the semester. To know when you qualify to take the internship course, refer to the 
Qualifications section of the internship webpage. Also, you should be prepared to travel in 
order to find a site that fits your internship needs. Because of ethical and legal precautions that 
must be taken, the process of registering for this course is more extensive than for other 
courses.  
 
In short, start preparing for your internship now. 
 
 

Internship Definition 
 
The capstone of the M.A. Pastoral Counseling degree program is the PACO internship course. It 
allows you to begin using your pastoral counseling skills, ethics, and professionalism based on 
observation and exposure to the pastoral counseling field. It provides you with supervised, field-
based, work experience that boosts your resume and builds your professional network. Internship 
parameters are defined on the PACO Internship webpage. 
 
By nature of the field, pastoral counseling lies between the realms of licensed counseling and 
church-based ministry experience, serving as a sort of middle ground between the two. Because 
of this, you are given a choice in setting up your internship experience to be somewhere in the 
range between licensed counseling and ministry experience. You should choose an internship 
based off of your vocational goals, keeping in mind the spectrum in which pastoral counseling 
operates. It is the intention of the Internship Team to assist you in meeting your internship goals 
as long as they lie within the specific parameters laid out in this guide, as well as on the PACO 
Internship webpage.  
 
 

Internship Parties 
 

There are four parties with different roles involved in the internship process: 
1. Liberty University: The Internship Team represents the interests of the University and the 

requirements of the internship course. 
2. Site Director: This is the individual who oversees and represents the interests of the 

internship site. He or she will be responsible for signing the Affiliation Agreement for the 
site, which brings the site, the student, and Liberty University into a legal agreement with 
each other. 

3. Supervisor: The supervisor is the individual who actively oversees you, giving you work, 

http://www.liberty.edu/index.cfm?PID=30924
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mentoring you in your work, evaluating your work, and making sure you meet the 
requirements of your internship. 

4. Student Intern: This is you. You are responsible for completing the application process, 
adhering to all instructions from the internship staff, instructors, and supervisors, and 
completing all requirements for the internship course.  

 
 

Internship Site 
 

Finding a Site  
 
The Internship Team does not keep a list of recommended sites. It is your responsibility to 
find a site that best suits your vocational goals within your pastoral counseling program of 
study. Start by looking up your local organizations that offer counseling services. Keep in 
mind the guidelines listed on the internship webpage. As long as those qualifications are 
met, you have freedom to explore various types of internship sites. When in doubt, feel free 
to contact the Internship Team about the eligibility of a specific site.  
 
Interview a potential site director and supervisor to see what kind of ministry- or agency-
based training experiences their organization can offer. Your site selection should be 
agreeable both to you and to the site director. You should be satisfied that your site would be 
a good source of training and that professional growth is encouraged there. 
 

Selection Checklist 
 
When deciding on an internship site, keep the following considerations in mind: 

1. Does the site and the work it offers meet the requirements for the PACO internship? 
See appropriate sections in this guide and the webpage for requirements. 

2. Is the clientele of the organization similar to the clientele with whom you wish to work 
during your professional career? 

3. Is there enough diversity in the clientele to provide a wide range of experiences (e.g., 
adults, adolescents, children, married couples, singles, group therapy, etc.)? 

4. Does the organization have enough ministry or agency-based opportunities to complete 
all internship hours in a supervised training experience? 

5. Are qualified supervisors available within the organization and willing to invest the 
time to provide a quality internship experience which includes provision for 
individual or triadic supervision? Will you need to find a supervisor outside of the 
organization?  

6. Is the internship in the same state or country in which you would ultimately like to 
minister? Becoming familiar with state laws and insurance practices within the state 
where you ultimately want to minister will be very beneficial after the internship is 
over. 

7. Is this organization one in which you might pursue employment after the internship is 
completed? 
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Ultimately, the site director should feel comfortable with you and be willing to sign required 
paperwork for your application. It may be wise to have an interview with the site director and 
then take a day or two for both parties to consider the possible internship before making the 
final decision.  
 

Allowance for Second Site 
 
Because of the breadth of hours required in the PACO internship, the Internship Team 
recognizes that some students may have difficulty meeting requirements at one single site. In 
such cases, a second internship site can be considered. In order for a second site to be approved, 
you must comply with the following requirements: 

1. You must have only one supervisor who will have access to and oversee you at both sites. 
While your supervisor might not be physically present at both sites, he or she should be 
able to offer guidance and evaluate your progress at both places.  

2. Your application must have appropriate documentation for two sites, including two 
separate Site and Supervisor Information forms, two Fieldwork Contracts, and two 
Affiliation Agreements. Although the supervisor’s name will be the same in all 
paperwork, the site director’s name will differ according to the paperwork of their 
respective site. Be sure to upload both sets of paperwork into your application so that the 
Internship Team can review everything together.  

 
 

Internship Supervisor 
 

Supervisor Credentials 
 
When selecting a supervisor, keep the following considerations in mind:  

1. This is your opportunity to benefit from direct mentoring by an experienced professional. 
Maximize that benefit by choosing an individual who: 

a. Has the professional credentials and experience you want to accrue. 
b. Has the time and willingness to pour wisdom into you each week. 

2. The “ideal” supervisory candidate will hold at least a Master’s degree in a counseling 
field. Supervisors who hold a graduate degree in a religious or ministry-based field 
will be reviewed on a case-by-case basis. Expect to provide evidence of the 
supervisor’s graduate diploma(s). If you select a supervisor without a graduate 
degree in counseling or ministry, you will be asked to provide a rationale as to why 
that supervisor can offer both professional guidance and educational experience at 
the site. All such cases will also be reviewed individually.  

3. The “ideal” supervisory candidate may be licensed at an independent level of practice, 
meaning that supervisors are able to practice without being under supervision. 
Ideally, the supervisor should hold a valid license in the state where you are 
accumulating hours for your internship. While licensure is not required for the 
supervisor, it adds to the educational guidance and professional quality he or she can 
offer. 
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Additional license information: 
• Licenses that typically qualify are held by school counselors, pastoral counselors, 

limited licensed professional counselors (LLPC), licensed Master Social Workers 
(LMSW), licensed professional counselors (LPC), licensed marriage and family 
therapists (LMFT), licensed clinical pastoral counselors (LCPT), licensed pastoral 
counselors (LPC), certified clinical pastoral therapists (CCPT), and certified pastoral 
counselors (CpastC).  

• For any potential supervisor with a listed disciplinary action against his/her license 
(past or present), Liberty University reserves the right to approve or reject that 
supervisor based on the nature of the violation and the disciplinary action taken by 
his/her state board. 

 
Supervisor Responsibilities 

 
The supervisor ensures that relevant work experience, on-site feedback, counseling, and 
consultation are provided. The supervisor assesses your progress, consults with you regarding 
strategies and procedures, communicates with your PACO internship professor as needed, 
and completes two written evaluations of you during the semester. Accrued hours are 
reported and approved during the evaluation process. The supervisor has significant 
influence on the outcome of the ministry- or agency-based counseling experience and must 
provide you with at least one hour per week of individual and/or triadic supervision (i.e., at least 14 hours 
over course of the semester). Failure to acquire supervision hours will result in failure of the course and 
rejection of hours. Therefore, your relationship with the supervisor is a matter of vital 
importance. It should serve as a model, exemplifying professional behavior in daily 
counseling activities.  
 
Liberty’s expectations of a supervisor are specifically delineated in the Fieldwork Contract. 
Make sure your supervisor candidate reviews it thoroughly. 
 
Most supervisors give their time and expertise with no monetary reimbursement. One way 
you can help the internship be a rewarding experience for your supervisor, too, is to lighten 
his/her workload by assisting with internship activities and by doing related tasks that he/she 
might otherwise not be able to do. 
 
 

Internship Activities and Hours 
 

Activities 
 
Your internship site needs to provide you with a variety of ministry- or agency-based 
experiences that meet the course requirements for the Pastoral Counseling Internship. 
Collaborative services may include working with a supervisor and/or an assigned staff member 
in the following areas: spiritual direction, discipleship, lay counseling, life-coaching, individual, 
couple, and family counseling, group counseling, and conducting intakes. Related activities may 
include additional collaboration in the above activities and/or observation/participation in staff 
meetings, counseling/discipleship-related administrative work, writing progress notes, filing 
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counseling-related files/documents, and telephone calls. Other activities may qualify; contact the 
Internship Team if you encounter activities outside of those mentioned above. 
 

Hours 
 
As part of your internship course, you are required to fulfill 225 hours of internship 
activities. These activities should fall into the following categories: 

• Direct collaborative services: a minimum of 50 face-to-face hours is required 
• Individual supervision: a minimum 1 hour per week, at least 14 hours over the course 

of the semester 
• Related activities: 161 hours outside of direct client contact and individual supervision 

that is earned toward the total hours required in the internship  
 
Note: The Internship course is a full-semester commitment, and all hours must be completed within 
the official start and end dates of the semester. Hours accrued before the start of the semester will not count 
towards the PACO internship, and any hours accrued in excess of the 225-hour requirement will 
not roll over to another internship or count as extra credit. While hours can be split up 
within the semester as per the needs of the internship site, PACO internship coursework will 
last the entirety of the semester.  
 
 

Internship Application Requirements 
 
The application process and accompanying documents are identified on the PACO 
Internship webpage. Below is further explanation of some of the more involved paperwork. 
If you are not a U.S. citizen, please also refer to the section labeled “Internship for 
International Students.” 
 

Required Paperwork and Process of Application 
 
You should bring the Affiliation Agreement, Fieldwork Contract, and Site and Supervisor 
Information forms to your site director and supervisor. After discussing the forms with 
them, and if all agree to proceed, the forms should be signed. Only wet signatures will be 
accepted, and all documents should be signed by the correct individual. Each document must 
be scanned and submitted through the PACO Internship Application Portal which can be 
found on our PACO internship webpage. You should retain copies of all documents for your 
own records. Do not mail any hardcopies to the Internship Team; they will not be accepted 
or returned. 
 
All approval documents must be submitted to the Internship Team through the required 
portal prior to the deadline listed on the Internship webpage. No late documents will be 
accepted. Submission of the forms does not mean automatic acceptance of the proposed site 
and/or supervisor: your application will be reviewed for approval by the Internship Team. 
The University wants to make sure that your proposed site will provide a good educational 
experience and that it has adequate oversight and safeguards built in. 
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Once you submit an application, the Internship Team will contact you within two weeks 
concerning needed application or document updates. You must comply with all deadlines 
given by the Internship Team and be diligent in emailing back updates as soon as possible. 
All paperwork must be properly filled out and submitted before the Internship Team is able 
to approve any application. If you are not approved, you may be able to apply again for a 
future semester when you are fully qualified to apply. If you are approved, you will receive 
an email stating your start date, and you will be automatically registered for the course. 
 

Background Check Policy 
 
You are required to purchase both a national-level background check and an FBI Fingerprint 
as part of your internship application. Virginia residents are also required to purchase a child 
abuse background search. Directions for obtaining these purchases are posted on the 
Internship webpage. The purpose of these background checks is to protect all parties 
involved in the internship. 
 
Although the FBI fingerprint can take weeks to process, the Internship Team will not 
withhold acceptance of your application as long as you purchase all necessary items in the 
background check package and do your part to completely process them. If a fingerprint is 
returned, you will need to follow directions from the background check vendor in order to 
send in another one.  
 
A documented incident on your criminal record is not automatic cause for a rejection of 
your application. As a matter of protocol, if any offense if found, the Internship Team will 
ask you to provide additional information regarding the circumstances surrounding the 
offenses and will share that information with your site director and supervisor. The 
Internship Team will obtain the site director’s and supervisor’s acknowledgement of 
offense(s) and their approvals to proceed. 
 

Professional Liability Insurance 
 
You are responsible for obtaining professional liability insurance in your name. You must 
obtain your own liability insurance even if your internship site or current employer already 
provides coverage.  
 
Insurance coverage should be at least $1 million per occurrence and $3 million aggregate. 
Although the policy amount may seem high, the cost to purchase the policy is typically very 
low. Please refer to the PACO Internship webpage for suggested providers.  
 
Professional liability insurance coverage must start on or before the start of the internship 
semester and remain in effect for the duration of the semester. 
 
As part of the internship application process, you will need to submit a copy of your policy 
face sheet. The face sheet should include your name, address, amount of coverage, the 
effective dates of the policy, and the minimum amounts acceptable. During the semester, 
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you will be required to submit proof that coverage has been maintained throughout the 
internship experience. 
 

Internship for International Students 
 
There are two different scenarios for international students preparing to conduct their PACO 
internship. The first scenario describes international students wishing to conduct their 
internship outside of the United States, and the second describes international students 
wishing to intern within the United States. 
 
If you are a non-U.S. citizen interning abroad, you must adhere as closely as possible to 
the requirements set forth on our PACO internship webpage. The Internship Team 
understands that living abroad may create challenges in holding to the proposed standards, 
but we do reserve the right to accept or reject any internship site on the basis of the 
requirements listed. While the site supervisor may not have all of the same credential 
opportunities as supervisors living in the United States, the Internship Team encourages you 
to pursue a supervisor with credentials as close to our requirements as possible. A supervisor 
without the proper credentials (as listed on the webpage and in the supervisor section above) 
will be considered on a case by case basis. You may be asked to provide evidence of the 
supervisor’s diploma or provide a rationale as to why you think the supervisor would be a 
good fit for your academic and professional goals. As for liability insurance, should you 
encounter difficulty in obtaining it, complete your application paperwork first and then 
email the Internship Team at PACOinternship@liberty.edu for assistance. You are not 
required to purchase a criminal background check; however, you must complete the 
International Criminal Background Check Disclosure Statement provided on the Internship 
webpage.  
 
If you are a non-U.S. citizen interning within the United States, you must adhere to the 
requirements listed on the PACO internship webpage. Although you are not a citizen of the 
United States, you should be able to find an internship site that meets the required standards. 
As for liability insurance, all students interning within the United States must acquire 
adequate insurance as per the standards listed on the PACO internship webpage. You must 
also purchase a criminal background check, and you must complete the International 
Criminal Background Check Disclosure Statement provided on the Internship webpage. 
 

International Student Forms 
 
Non-U.S. citizens must complete two additional forms as part of their internship application 
packet. These forms are identified on the Internship webpage.  
 
A note about the International Criminal Background Check Disclosure Statement: This form 
is required in order to clearly communicate to your internship site that we do not have 
access to any criminal history outside of the United States. Your site needs to know that they 
have the option to pursue further background investigations before entering an internship 
agreement with students.  
 

mailto:PACOinternship@liberty.edu
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Internship Course Policies and Procedures 
 

Behavior Expectations 
 
While at the internship site and in all interactions with clients, supervisors, peers, and LU 
faculty and staff, you are expected to exhibit attitudes and behaviors consistent with 
professionalism. This includes, but is not limited to, the following: 
 

• Punctuality and promptness to all appointments. 
• Appropriate dress and grooming (business attire). 
• Professional written communication. 
• Professional oral communication (this includes correct verb usage and the avoidance of 

inappropriate language, including informal language or slang). 
• Mature attitude: being teachable and receptive to feedback given. 
• Adherence to the American Association of Christian Counselor’s Code of Ethics. 

 
Communication within the Internship Course  

 
You may contact the Internship Team for questions regarding your internship application by 
emailing PACOInternship@liberty.edu. Once your application is approved and your course 
begins, concerns regarding the course are to be communicated to your course instructor 
through the course’s Question and Answer Center; use your LU email account for personal 
concerns. You may be referred initially to the Internship Team, including if needed the 
Director of Pastoral Counseling. All communication with the Internship Team will be by email 
only so that you and the University both have documentation of the outcomes of the 
communication.  
 
You are expected to be courteous and respectful in all communication with faculty, staff, and 
students. Unprofessional, discourteous, communication will not be tolerated and will result 
in remediation procedures up to and including dismissal from the program. 
 
Per the Liberty Way (p. 14), “Liberty student email accounts are the official means of 
communication for the Liberty University community. Students must check their email 
account on a regular basis.” The Liberty account will be the primary email address where 
important information and reminders will be sent regarding this course. The staff is unable 
to include other email addresses in regular communication. Therefore, you are responsible 
for checking your account daily for any relevant information sent to that account. 
 
Per our Graduate School Honor Code, you are expected to communicate your concerns and 
seek to resolve any conflicts or misunderstandings directly with the person with whom the 
allegation occurred. When a student in such a position circumvents the process and proceeds 
to contact the University Administration such as the Dean, the Provost, or the President, that 
constitutes retaliation and will be sanctioned accordingly.  For more detailed information, 
please refer to the Graduate Student Honor Code website: 
http://www.liberty.edu/academics/graduate/index.cfm?PID=19155.  

mailto:PACOInternship@liberty.edu
http://www.liberty.edu/academics/graduate/index.cfm?PID=19155
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Grading 

 
In order to pass the PACO internship course, you must complete the following: 

• Earn a passing grade for all course assignments. 
• Obtain at least 225 hours of supervised training experience according to the categories 

listed above (direct client contact with actual clients, individual supervision, etc.) or 
more based on state licensure requirements. 

• Receive passing evaluations by the supervisor. 
• Adhere to the AACC Code of Ethics at all times (The Code can be accessed via the 

PACO internship course content section on Blackboard). 
 
Although the supervisor’s evaluation weighs heavily on your final grade, you must also 
successfully complete the other assignments in the class as outlined in the course syllabus. 
 

FN Policy 
 
Because the U.S. Department of Education requires that every university monitor the 
attendance of their students, Liberty University enforces the FN Policy for all courses, 
including the PACO internship. To see official policy and procedure of the FN policy, 
please refer to the Liberty webpage at https://www.liberty.edu/index.cfm?PID=33711.  
 

Site Dismissal or Course Withdrawal 
 
If, during the internship, you fail to successfully demonstrate the required skills in this 
course and consequently receive failing evaluations or if you are dismissed from site, your 
supervisor will also notify your professor. The professor will write an incident report and 
send it to his/her Instructor Mentor and the Internship office of the Department of 
Community Care and Counseling. The Director of Pastoral Counseling and the Remediation 
Committee will examine the nature and reason for the skills deficit and/or dismissal. At that 
point, you may receive a grade F for the course and be placed on hold in the program in order 
to fulfill remediation procedures aimed to address and resolve the verifiable deficits. 
 
If the dismissal involves a violation of the University’s Honor Code, the professor will fill out 
an Honor Code Violation form, which will be investigated by the Director, LU Online, and 
Graduate Student Affairs. These remediation procedures can include such things as requiring 
you to retake certain courses and/or seek personal counseling, etc. If, after remediation, you 
are unable to correct the deficits, the remediation team and the Leadership Team will meet to 
decide the best course of action for you up to and including removal from the program. You 
have an opportunity to appeal. The final decision regarding hours accrued in the Internship are 
at the discretion of the Remediation and Leadership Teams based on a thorough evaluation of 
the incident. 
 
You are required to fulfill their semester-long contract with the site. If you make the decision 
to withdraw from the internship course, then you will forfeit all internship hours earned for 

https://www.liberty.edu/index.cfm?PID=33711
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that semester. You would then re-apply for the internship in a future semester. 
 

Professional Competency Expectations and the Remediation Policy and Process 
  
Supervisors and Liberty University faculty have a professional and ethical responsibility to 
evaluate students on the following: 
  

• counseling skills competency 
• interpersonal competency 
• emotional well-being 
• professional and ethical competency 

  
As such, the faculty of Liberty will not automatically approve program completion for you if you 
demonstrate deficits that may interfere with future professional competence. You may be given a 
failing grade and/or be placed on hold and a plan of remediation implemented if any of the 
following apply: 
  

1. Unprofessional or unethical conduct in the interaction with Liberty University faculty and 
staff. 

2. Any verifiable complaints about you from the DCCC faculty, site supervisors, or site 
directors. 

3. Threat of lawsuits toward Liberty University or employees of Liberty University, site 
supervisors, or site directors. 

4. If the DCCC faculty and/or supervisors determine that your current emotional, mental, or 
physical well-being compromises the integrity of the educational or internship experience 
or potentially places you or others in harm’s way or an unduly vulnerable position. 

  
The above-mentioned behaviors constitute violation of the Liberty University’s Honor Code, and 
your professor will fill out an Honor Code Violation form, which will be investigated by the 
DCCC Program Directors, DCCC Remediation Committee, and LU Graduate Student Affairs. 
  
In any of these cases, the DCCC faculty member and/or program director of a DCCC degree 
program will bring the issue to the DCCC Remediation Committee. A remediation plan will be 
formulated in conjunction with the DCCC, you, the program director, and/or your supervisor. 
The purpose of the remediation plan is to assist you in correcting any deficits in counseling skills 
or personal, interpersonal, or ethical problems so that you may successfully continue in the 
program. Remediation procedures can include the following:  
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• repeating particular courses 
• obtaining personal counseling 
• completing additional assignments 
• academic dismissal from the DCCC degree programs or Liberty University.  

 
Once you have fulfilled all stipulations of the remediation plan, the Remediation Committee will 
meet to decide if you are ready to continue. In cases involving the code of honor violation, 
students will have an opportunity to appeal. Should you decide to appeal, you will follow appeal 
procedures as described in the university’s Graduate Catalog and on the Graduate Student 
Affairs website at: http://www.liberty.edu/academics/graduate/index.cfm?PID=19155. 
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